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A Message From The Author

LEADERSHIP BUILD

Congratulations on taking ownership of your professional development. My name
is Allen Aguilar and | am the author of this booklet. My intention with this message
is to provide you with additional context about this booklet and details on how to
use it.

About This Booklet

This booklet can be used as a reference guide for any intermediate Word user. This
booklet probably accompanies an in-person or online training, which is why this
booklet was created with a different approach. This booklet was created mainly for
training purposes and it reads step-by-step as if you were following along with a
trainer. Additionally, I'm not a huge fan of the technical jargon and prefer to use
words that the average user, like myself, can understand. Our Microsoft Word
trainings typically consists of training content (either in-person or online) a
reference booklet (such as the one you're reading) and exercise files where the
participants get to practice what they learned. To learn more about my trainings,
please visit www.leadershipbuild.com.

How To Use This Booklet

This booklet is a step-by-step manual for the intermediate Word user. There are
various screenshots that will help you visualize my explanations. Additionally, there
are practice exercises that will help you demonstrate mastery of the different tools
covered in this booklet. This booklet does not replace a training, but definitely helps
the reader master the concepts without additional assistance.

If you have any questions or would like to get in contact with me, please feel free to
send me an email at allenaguilar@leadershipbuild.com. Enjoy!

Allen Aguilar
Founder of Leadership Build
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Introduction

Microsoft Word is the most popular word processing programs of our time.
Microsoft word is typically used to write, document and author your writings. The
software can be used for business and personal purposes and the goal of Word is
to assist you through the process in the most efficient way.

Examples of Word Documents

There are many uses of Microsoft Word. Below are some basic examples of what
Microsoft Word can help you create:

1. A consistent and branded-like document that matches colors, fonts, sizes
and text

Professional reports with amazing diagrams, charts or visuals

Ready-for-use templates and documents provided by Microsoft (such as
calendars, agendas and flyers)

4. Documents with already-formatted sections, such as sidebars and cover
pages

5. Personalized letters to various recipients without having to type the letter
over and over or having to copy/paste the content multiple times

Personalized emails to multiple recipients with specific messaging

Books or manuals with table of contents, page numbers, footers and
bibliographies

Essays with formatted text, margins and font formatting

Protected-documents with cautionary safeguards for any content-sensitive or
confidential information

Word 2010 Features

Microsoft (MS) Word, just like any other Microsoft software releases recent updates
every three to four years. With advancements in technology, Microsoft uses the
latest updates to help you do your job better and in a more effective way. There are
a few differences between MS Word 2010 and previous versions.

Below are some examples of how MS 2010 has improved from previous versions.
Please note that as of 2019, MS has stopped all technical support to MS Office 2003
users and will be halting all support to 2007 users. This means that it will not be
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long until we find that MS will no longer support MS 2010. Here is the list of
updates for MS 2010:

Ribbon is now customizable, and users can create their own groups, tabs and
choose what tools they want displayed in the ribbons

Microsoft Word 2010 automatically recovers and saves unsaved files if your
computer crashes or you simply forget to save your file. Excel will preserve your
content only for a limited time, allowing you to recover the lost content and save the
information. Please note that not all content will be automatically recovered since
Excel periodically autosaves your work

The 2010 version of Word also includes better graphics, effects and font designs

Along with the better graphics, MS Word 2010 now allows you to edit pictures
directly in Word

The navigation task pane now replaces the Document Map from previous versions,
allowing users to quickly find information, headings and pages

MS Word 2010 now allows you to preview your copied content (such as formats and
text) before pasting it

MS Word 2010 also allows users to select a different language other than English
and includes a very sophisticated translation tool

The Backstage view now replaces the Microsoft Office button, allowing users to find
all the tools needed to work in your file in one centralized location, apart from your
content

Online versions of Microsoft Word are now available via MS Sharepoint, allowing
multiple users to edit the same file simultaneously

The Evolution of MS Word

If you haven't really used MS Word in a long time, you have really been missing out.
Those of you that maybe learned how to use a keyboard many years ago, will find
that word processing has completely evolved, allowing users to have more control

and creativity when creating documents.

Additionally, in this booklet, you will discover how much MS Word has evolved since
the invention of the typewriter. Word, as a powerful word processor, allows for
more flexibility, not only when creating files, but also when printing them. You will
find that in this booklet we cover printing options in detail to help you bring your
files to life.
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What you will learn in this booklet for Intermediate Users
Below is a list of learning objectives that you will encounter in this booklet:

Master the tools to correct your spelling and grammar
Use tools within word to find synonyms and to do research on a certain topic

Learn how to use the translation tools to translate words, phrases or entire
documents

Discover how to use quick styles and how to customize it to your needs

Explore how to insert symbols, equations and screenshots into your Word
document

Learn how to insert, use and remove watermarks from Word documents

7. Work with page colors and borders

10.

11

14.

15.

Determine the difference between page breaks and section breaks and understand
how to use both in your documents

Discover how to create a basic table in Word and how to create an Excel table
directly into Word

Learn how to work with the several types of illustrations

. Learn how to maneuver and position between images and text
12.
13.

Work with Smart Art, shapes and charts

Learn how to prepare for mail merges and mail merge letters to personalize a
message

Discover the various types of Word templates and how to use them and customize
them

Access a plethora of shortcuts for Microsoft Word
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Reminders About Microsoft Word

The ribbon is the most commonly accessed area of most Microsoft Office
programs. Sometimes, the screenshots that we include in this booklet may not
match 100% what you see in your screen. This could happen for a few reasons:

1. You or someone else has modified the ribbon in the past
2. Your resolution settings are different
3. You may be using a different version of Microsoft Office

Despite what you may encounter, we wanted to include a few tips for you to easily
navigate through this booklet and your Microsoft Word program.

The Ribbon is Customizable

The ribbon can be customized to fit your needs and access the most commonly
used commands. The commands (also referred as ‘buttons’ in this booklet) will
change depending on the width of the ribbon and the section where it is located.
This means that some commands may be displayed as a list entry, a small button or
a large button. If the width of the ribbon is changed then some of the buttons in the
ribbon will change the way they are displayed (by either shrinking their appearance
or appearing as a list). See the screenshot below for an example.

Drop-down list
Small button I

[ |
Documentl - Microsi\".‘ord o B R

gilings Review View

= [ERS £ "
Ely v Finali Show Markup 'I B, L, vﬂj Previous = B
= L YA |

A), ' 2 5 e i

= 3 show Markup ~
Translate Language New Track ; i Accept Reject Compare Restrict
- Comment =3 Changes = E Reviewing Pane ~ - - - Editing

fing Language Comments Tracking Changes Compare Protect

Large button

Home Insert Page Layout References

Research a% Vi' - _J %

Thesaurus

Spelling &

Grammar Word Count

The Quick Access Toolbar is Customizable

The Quick Access toolbar allows you to permanently see certain icons (or buttons)
on your screen without having to navigate through different tabs. Typically, we see
the Quick Access toolbar containing the Save icon, Print icon, Undo icon, Redo icon
and Spell Check icon. You can always customize the Quick Access Toolbar by
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making your selections from the drop-down menu available. See the screenshot
below for an example.

To customize the
Quick Access toolbar

™A (@ Docurmentl - Microsoft Word o B R
Home Insert Page Layout References Mailings Review View ) 0
g ﬁi Research a% ﬁ = \j ) Delete ~ ;%'_}, ﬂj Final: Show Markup - %; ﬁ'; wﬁj Frevious j 4'%
¢ Thesaurus T #previous = 2 show Markup ~ == == 9} Next ) .
Proofing Language Comments Tracking Changes Compare Protect

Your Word Window Can Be Restored To Its Maximum Size

If you don't see certain sections of Word while you follow along, we recommend
that you check one important thing in your window. As you know, the windows you
work with can be minimized to an icon, but the windows can also be modified. If
you find yourself playing with the window size too much, click on the Restore icon
in the upper-right hand corner.

W Ed9-0|- Documentl - Microsoft Word =} X4
Home Insert Page Layout References Mailings Review View & e
g [, Research a% *, £ Delete - ;T'_}v 25 Final: Show Markup - %; ﬁ‘y 4} Previous j A'E
¥ S Thesaurus L #previous . = & show Markup ~ = == B} Next . .
Sg:a\:':_lr;r?; %‘J\."ord Count Tranvslate Langvuage Cor:nin“;nt 'ZJNext Ch.;r:;'; - E Reviewing Pane - Accvept REJ-Ed Comvpare % \ 5 E;f:,:;g
Proofing Language Comments Tracking Changes Compare Protect

Your User View is ‘Print Layout’

Throughout this booklet, we'll be clicking through many parts of the Word user
interface and sometimes your screen may not look like the screenshots included in
this booklet. As a rule of thumb, remember that Microsoft Word defaults to the
Print Layout view. You can always change your View by going to the View tab and
ensuring you select ‘Print Layout as pictured below.

|5 Dacumentl - Micrasoft Ward = &R 3
Horne Ihsert Page Layout References Mailings Fewigw Wiewe 4] 0
_|:-J = 0 Ruter 1; 9% [l one Page _I__:I g j (0 wiew Side by Side % =]
u [ eridiines =0 G Two Pages ! 3t synchronous Scrolling ==
Ml Screen Web  Outline  Draft Zoom  100% Mewe  Arrange  Split Swwitch Macros
feading  Layout [ navigation Pane = Page Width | window Al 4 Reset Window Position  swindows = -
Cocument Wiews Show Zoom Wind o hdacros
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Working With Various Version of Microsoft Word

You may run into a situation in which a colleague of yours is using a different
version of Word. Word may still be able to open that file, but some features may be
lost. In 2007, Microsoft introduced file formats based on XML (Microsoft Office
Open XML Format). With MS Office 2007's release, Word files began to
automatically save as the .docx format. Basically, this format is just a variation of
previous formats.

Advantages of the .docx format

There are some advantages to using the .docx format instead of previous formats.
For example:

1. You can recover parts of your content if the file is damaged because XML files can
be open in other text programs (such as the Notepad that typically comes with your
computer)

2. The file size of .docx files are smaller because they are automatically compressed
when saved, which saves disk space and bandwidth if you're sending your work via
email or sharing it in a cloud

3. The .docx files are more secure because these files do not contain macros

Opening previous versions of Word

Although you are using Microsoft Word 2010, you can still open previous .doc files
(created in earlier versions of Word). However, any new features available in Word
2010 will not be available in the new file. When opening a file that was created with
an older version of Word, you will see at the top of your window the title bar with
the words [Compatibility Mode]. You have a few options if you encounter this
situation:

1. You can continue to work in Compatibility Mode to maintain the previous file type

2. You can convert the document to a .docx format either through the Backstage view
or by saving the document as a newer format.

How to save your files with an older format

Perhaps you are working with someone who only uses a very old version of Word
(like 2003). In this case, the Backstage view gives you the option to save this file as a
previous version, making it compatible for the other person to view the content and
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my-

edit. However, remember that any new features that you use in your current
version will not be displayed to the person using an older version. In the screenshot
below you can see that in the Backstage view, you can save the document as an
older version of Word (after selecting Save As).

‘ MTSAC_Word_Booklet_Int ‘

Word Document (*.docx) v ‘ _E" Save

Word Document (*.docx)

Word Macro-Enabled Template (*.dotm) 0 PM
Word 97-2003 Template (*.dot)

PDF (*.pdf)

XPS Document (*.xps)

Single File Web Page (*.mht, *.mhtml)
Web Page (*.htm, *.html)

Web Page, Filtered (*.htm, *.html)
Rich Text Format (*.rtf)

Plain Text (*txt)

Word XML Document (* xml)

Word 2003 XML Document (*.xml)
Strict Open XML Document (*.docx)
OpenDocument Text (*.odt)
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Optimizing Your Writing & Editing Skills

This booklet is not an instructional manual on how to write. Whether you're helping
your child with a book report or creating SOPs at work for your department, writing
and editing skills are extremely important and Word has some great tools to make
your job easier. Some of the tools we will cover in this section are:

e Editing tools: Tools to quickly help you copy/paste text or move text from one
section to another without worrying about formatting issues

e Autocorrect and Spell Check (and Grammar) tools: An excellent feature included in
the Word software that makes it easy to correct spelling mistakes, automatically
fixes typos and checks your grammar

e Search Tools: Splendid features that help you quickly find words or phrases within
your document and allows you to replace one word with another

e Research Tools: Amazing features in Word that help you find synonyms, translate
your document and find information available online
Our goal for introducing these four types of tools is to make you aware of how

powerful Word can be for your project. However, we will not be presenting these
tools in this order that it was just announced, but we will cover all these tools
throughout this booklet.

Tools To Correct Spelling & Grammar

Typing has come a long way since the old typewriter. Using the built-in technology
of a Word processor gives us the ability to quickly find mistakes and correct them.
In this section we will cover some more advanced features when using the
AutoCorrect, Error indicators and spelling and grammar checks.

The AutoCorrect Tool

Microsoft can automatically detect most misspelled words and will correctly spell
the word for you. There are no particular steps to use the AutoCorrect tool since it's
automatically built-in to the Microsoft Word software. This means, that you can
basically just type away and Word will correct any misspellings along the way. To
test this feature, misspell a word such as “mispelling" and you will notice how Word
will automatically add an extra ‘s’ and change it to “misspellings”.
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Customizing the AutoCorrect Tool
The AutoCorrect tool can be customized to your needs. You may need to do special
customization to this tool if Word keeps correcting words you don't want corrected.
For example, you may be working on a document for your business and you use
certain acronyms or work jargon that Word keeps correcting.

To customize the AutoCorrect Tool:

1. Access the Backstage view by clicking on the File tab
2. From the File menu, select ‘Options’

Add-Ins
I Save
T Lo wsiniiildicnsm o bvave ol R B ma o sl NELS s VNI N
& save As
LI\UOCUMENTS and SETtNGSs\ | UKKIY E\UESKTOP\FKEELANUERS\FKEQUEN I \BHAKA | \IMICrOSOTT UTTIC...
|55 Open
[ Close .
== Permissions
Info Jf'l J Anyone can open, copy, and change any part of this document.
— Protect
Recent Document ~
New
= Prepare for Sharing
Print (= Before sharing this file, be aware that it contains:
= Document properties and author's name
Save & Send Cheekfor Custom XML dat,
B
Laiasy ustom ata
Content that people with disabilities are unable to read
Help
1] Options = Versions
Exit 'ﬂ ) There are no previous versions of this file.
& R
Manage
Versions ~

3. After selecting ‘Options’ a dialog box will
open (also referred as pop-up box or

Microsoft Office 2010 - Microsoft

| [
Home Insert Page Layout References Mailings Review View

Word Options.

Papular

s
1" i Change how Word corrects and formats your text.

. L <@M.¢m
window in this booklet). Choose the A

‘Proofing’ option in this window (as pictured
in the screenshot provided)

4. From the ‘Proofing options window, click on
the button called ‘AutoCorrect Options' (as
pictured in the screenshot provided)

5. Inthe new pop-up window, you'll have
options to remove certain corrections that
Word makes automatically (such as
automatically capitalizing certain words,

Advanced
Customize
Add-ng
Trust Center

Resources

When comecting spelling in Microsoft Office programs.

/] Ignore words in UPFERCASE
7] Ignore words that contain numpers

) Ignare Intemet and file addresses

7] Flag repeated words

ented uppercase in Franch
m main djcticnary only

modes: | Traditional and new speflings | »

When correcting spelling and grammar in Word

) Check spelling as you type
7] Use contextual speliing
] Matk grammar errors 8 you type
] Check grammar with spelling

Show readabijity statistics

Witing Style: | Grammar onty [=] [[seftings.
Recheck Dacument
Exceptionsfor: (%] Document Mt Zl

Hide spelling errors in this document only
Hige grammar efrars in this document only
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and correcting certain misspelled words).

Werd Options -
ner gl
Sentet \y { Change how Word corredts and formats your text.
3 | Dy :
| | proating AutoCorrect English (U.5) s
S PesoFormat [ Actions
Lairigh AROCOMEt | Math AutoComect | AutoFormat As You Type
Acvanced ] show AutoCoeract Options bittors
H PR ] Cgrmect Twio Nkial Chpkals Exceptions...
E o | Caphaken frst lether of Sertances
| Quick Access Toolbar ] Capkakze first letter of table pels
At ¥ Capitskze pames of days
9 7| Comet sccidental usage of (APS LOCK bay
[l Trust: Centy
] Rplace text a5 s byps
Feplace: With: (@) Plsin bext Formatted text
A
¥
i ¢} L]
I (o) []
Ly (]
(] i
g 0 -
"
L
L 7] Austomatic:shy uss sugpestions from the speling checkar
o ) [ e |

How to Add Words That AutoCorrect Doesn’t Correct

You might run into a situation in which AutoCorrect does not automatically correct
frequently misspelled words. Perhaps Word doesn’t recognize the word due to
capitalization or the word has been used frequently that Word may believe that you
want to use that word as is.

To tell Word to correct certain misspelled words that it isn't correcting:

1. Access the Backstage view by clicking on the File tab
2. From the File menu, select ‘Options’

W90l Microsoft Office 2010 - Microsoft
Home Insert Page Layout References Mailings Review View Add-Ins
= save 3 5 <
Information about Microsoft Office 2010
B save As
|5 Open
[ Close o
o~ Permissions
vl'é ?J Anyone can open, copy, and change any part of this document.

Protect
Recent Document ~
New

= Prepare for Sharing

Print ( ﬂ Before sharing this file, be aware that it contains:

Chli e Document properties and author's name
save & Send b Custom XML data

Content that people with disabilities are unable to read
Help
&

TR { Eﬂ % There are no previous versions of this file.

Manage

Versions ~
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3. Inthe new dialog box, navigate to the Vo s

‘Proofing’ option in this window (as pictured | ™ ] Crange how o crrcts st fomats st

in the screenshot provided) rom DYpscenconsons

Change how Ward corrects and formats text as you type]
"id"'a" e When correcting spelling in Microsoft Office programs

4. From the ‘Proofing’ options window, clickon | = R

the button called ‘AutoCorrect Options’ (as B v st v

. . . Suggest from m. ary only
pictured in the screenshot provided) .

5. In the new pop-up window, write the word(s) you want Word to correct and confirm
how you want it replaced. Then, click the OK button.

Word Ciptions ¥

enral el
S J‘ | Change how Ward corrects and formats your text.
b Diisplay

Lo AustoComect English (1L5) Ea]
Save akoF : |
Language Ao onrect Math AkoCoerect | AutoFormat As You Type
Advanced of| Shiow At oCoerect Options busttors
Y Custamize Ribbon 3] Carrect Two Datal Chpkals Erceplions... |
7| Caphakize fist lether of gevrences
Guick Access Toolbar ] Capake st lether of babis cels

| Caphskize pames of days
o] Conmeat socidentsl usage of CAFS LOCK hey

And-Ins

Y | Trusk Center

7] Autoenaticaby uss sugasstions from the speling thacker

| (23 Gm:all

If you followed these steps correctly, Word will correctly fix the misspelled words
moving forward.

How to Exclude Certain Words From Being AutoCorrected

Let's say that you're working on a document, but Word keeps correcting a word you
don't want corrected. Perhaps, it's jargon you purposely wrote in your document
that would obviously make sense to the reader (at work or school, for example).
The quick-and-easy-way to not accept Word’s autocorrection is by simply clicking on
the ‘Undo’ button. However, if you want Word to recognize this as a ‘normal’ word
so that it doesn’t correct it, automatically, then you can add this word as an
exception.

To add words as exceptions to AutoCorrect:
1. Access the Backstage view by clicking on the File tab
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2. From the File menu, select ‘Options’
W9 0ls Microsoft Office 2010 - Microsoft
Home Insert Page Layout References Mailings Review View Add-Ins
I Save : 5 <
Information about Microsoft Office 2010
Save As
|5 Open
[ Close .
e Permissions
Infe 1 nyone can open, copy, and change any part of this document.
Protect
Recent Document ~
New

= Prepare for Sharing
Print ( ﬂ Before sharing this file, be aware that it contains:
s Document properties and author's name

Save & Send C;::J::?r Custom XML data
Content that people with disabilities are unable to read
Help
>4 Exit 7;:)3 3 There are no previous versions of this file.
Manage
Versions »

3. Inthe new dialog box, navigate to the e |
’Prooflngl Optlon In thls Wlndow (as Popuar 2" Change how Word corrects and formats your text. o
pictured in the screenshot provided) L B cocomet osons

W Change how Word corrects and formats text a5 you |ype
Advanced ‘When comecting spelling in Microsoft Office programs
Customize .
4. From the ‘Proofing’ options window, click ) v s o ot rmers

Tosst Center 4. Ignore Internet and file addresses

on the button called ‘AutoCorrect LT e

Options’ (as pictured in the screenshot e

provided) French modes: | Traditional and newsplllingsz]

5. In the new pop-up window, click on the ‘Exceptions’ button

AutaComect: Englih (U.5) FIEs
AutoCoeme | MathsukoCormact [ AubeFormat As You Type
[#] Show AutoCorrect Options butons
] Cgrrect Two Matial Chpkals
| Caphakze first lether of cortances
| Cophalan first lether of tably polls
7| Caphskze pames of days
| Comect accidental usaoe of CAPS LOCK hey

| Preplace Lot a3 rou type
Replace: WRh! (@) Plan et () Formatted bext

(o) []

(]

(tm)

{ e -
7] s ot from the

) Cam)

6. Inthe Exceptions dialog box, you can add exceptions to capitalize words that you
write or just type in a word that should be an exception to Autocorrect and not be
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]

corrected. If you want to include your word or words to the ‘Exceptions’ list, then %

select the ‘Other Corrections’ option
AutoCorrect Exceptions lM

ErstLetter | Niial CAps | Other Corrections |

Don't capitalize after:

a.
abbr.
abs.
acct,

addn.

adj.

advt.

al. %

[¥] Automatically add words to list

OK ] [ Cancel

If you followed these steps correctly, Word will no longer autocorrect the word you

just added to the ‘exceptions’ list.

Error Indicators

As a rule of thumb, Word will always let you know when a word is potentially
misspelled or if there may be an issue with your grammar. Red wavy lines will

appear below potential misspelled word and green wavy
lines will appear below phrases or sentences with
potential grammatical errors. Blue wavy lines represent
contextual spelling errors (such as using the word ‘'no’
instead of 'know’).

To review the misspelled words or grammatical errors:

1. When a wavy line appears below a word or sentence,
right-click on the word or phrase

2. Choose one of Word’s suggestions to correct your
misspelled word or choose to ignore Word's
suggestion by selecting the ‘Ignore’ or ‘Ignore All’
option.
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[ Paste Options:
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Additional Actions *

By right-clicking, you are also able to review the AutoCorrect options.
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Checking Your Spelling & Grammar For Your Entire Document

To check the spelling and grammar of your entire document, you'll need to select
the Spelling & Grammar option available in Word (which is still referred to as ‘spell
check’).

To check the spelling and grammatical errors of your entire file:

Navigate to the ‘Review’ tab
2. Click on the ‘Spelling & Grammar’ button

e ntl - Microsoft Ward o = R
g—
Insert Page Layout References Mailings w ] et (Al 0
a% ﬁ_ ] “J Delete S Ln Final Show Markup - ‘%; ﬁ 4} Previous '_-B ?

Thesaurus L £ Previous = S shows Markup * == == &% nlext o

Translate Language I ey Track . Accept Reject Compare Block  Restrict

rammar [a ¥ord Count - - Comment o Mest Changes = E Revigwing Pane - - - - Authars - Editing
i Language Commemnts Tracking Changes Compate Protect

3. After clicking on the ‘Spelling & Grammar’ button, Word will take you through each
error, one-by-one (as demonstrated in the screenshot below)

Spelling and Grarmmar: English (.5 IEI

Subject-verb Agreement;

10.2  The maintenance, repair, and - Ignote Once

replacement of the interior structure of all (W

Apartments is|the responsibility of the Cwner.
]

To disregard Word's suggestion, use
the ‘Ignore’ options

Choose the ‘Next' button to skip the suggestion

Suggestions:

are -

Choose ‘Change’ to accept Word's suggestion

Check grammar

Unfortunately, the average user doesn't use the ‘Spelling & Grammar’ tool as much
as they should.

How Precise Is Word's AutoCorrect and Spelling/Grammar Tools?

We all wish that we could write what we need to write and have Word fix all our
mistakes and move on. However, no spelling or grammar tools are infallible.
Technology has come a long way and these tools are much better now than they
were 10 years ago, but they are never 100%. We recommend that you always proof-
read your work before submission or publishing because there are certain words or
phrases that Word may skip, or just not detect.
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Finding Synonyms for your Text

Many times, you want to diversify your words by using synonyms in your writing.
Long-gone are the days in which households (and even schools) carried a thesaurus
(or even a dictionary) to look up words. With such advancements in technology, we

no longer need to physically do much.

Using the Thesaurus in Word

To use the thesaurus to look up alternative words (synonyms):

1. Highlight the word you want to replace with an alternative word

2. Navigate to the Review Tab

3. Inthe Proofing group (or section) click on the ‘Thesaurus' button

IE' H -0+ Documentl - Microsoft Word o B B3
Home Insert Page Layout References Mailings (@ iew AY @
i Research a'b ﬁ , &4 Delete ~ = ] Final: Show Markup - s o @} Previous : By
? & 2 # Previous —-’J 2 show Markup ~ g ﬂy Pk Next j =8
Spelling G- Translate Language Mew Track . Accept Reject Compare Restrict
Grammar 23] Word Count < ~ Comment “Ll Wext Changes ~ E Reviewing Fane ~ - - - Editing
Proofing Language Comments Tracking Compare Protect
4. The ‘Research’ pop-up window will appear. The word you Ml v X
selected will be displayed in the ‘Search for’ box Search for:
. . hi :
5. To select a synonym, click on the word of your choice and Sk .
Thesaurus: English {1J.5.) IE‘

select ‘Insert’
If you followed these steps correctly, you'll see that the

original word that you highlighted has disappeared and has
been replaced with the synonym that you selected from the
Thesaurus list.

A Faster Way to Find Synonyms

As previously mentioned, for all Microsoft's software, there
are many ways to get the same thing done. This is
particularly when searching for synonyms in Word.

Here is an alternate way to find synonyms in Word:

1. Point to the word in your document that you want to replace

2. Right-click with your mouse

4 Thesaurus: English (U.5.)

4 Fries {n.)
Fries
French-fried potatoes ..,
French fries (Dictionar. ..
deep fried potatoes (Di...
pommes Frites (Diction, .,

4 marks (n.)
marks

damages
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3. Select the Synonyms option

4. Choose the synonym of your choice from the list provided

% cut
By Copy

:to replace

t iy Paste Options:
oy o

0
Adjust List Indents...
= Restartat 1
1 Continue Numbering
7 Set Numbering Value...
A Font..

S Paragraph...

BR Insert Document Item

SO Smart Lookup

choice

a= lransiate alternative

% Link R pos:\b\hty
reference
%3 New Comment "

route

Using the Research Tool

The research tool is one of the best features available in Microsoft Word. This tool

specifically helps you find (or research) information from various sources, including

online searches. Therefore, for example, if you are creating an employee manual,
then you can use the research tool to find out more information about this topic.

How to use the Research Tool

In a similar fashion, the Research tool is accessed via the References tab. To use the

research tool:

1. Navigate to the Review Tab
2. Inthe Proofing group click on the ‘Research’ button

Documentl - Microsoft Word

wiH9-0I=

Home Insert Page Layout References Mailings (@ iew
? a}) T = ] fdpelete - [0y T Final Show Markup -
< Thesaurus L B previous | = 2 show Markup ~
Spelling & ge Translate Language Mew Track .
Grammar [fza] Word Count - - Comment 2] Next Changes * E Reviewing Pane ~
Proofing Language Comments Tracking

& g 3

Accept Reject Compare

Changes Compare

= = X

=
Restrict

s = Editing
Protect

> @

3. After the pop-up window appears, type the word or topic you want to research in

the ‘Search for’ box and click on the arrow
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Research - X
Search For;
chips

——————
Encarta Dictionary: English (NDIE‘

Geer] ©

4 Encarta Dictionary: -
English {North America)

4. Word will now display information it finds, particularly from its built-in references

More Research Options

There is a chance that Microsoft Word may not find much information regarding
your topic or may be limited with the information it displays. In this case, you can
use other research options.

To have Word display more research options:

1. Navigate to the Review Tab
2. Inthe Proofing group click on the ‘Research’ button

LEADERSHIP BUILD

my-

E“ H92 -0 Docurnentl - Microsoft Word = B

Home Insert Page Layout References Mailings 4‘@
@ a’TB %: \j & Delete ~ =8, 1y Finak Show Markup - @ \% ) Previous j ¢ ?
<& Thesaurus L #3 Previous = P} Next )

2 show Markup ~

Spelling & e Translate Language Mew Track . Accept Reject Compare Eloc Restrict
Grammar [za) Word Count - - Comment ?_] MNext Changes ~ II_E Reviewing Pane ~ - - - Authars - Editing
Proofing Language Comments Tracking Changes Compare Protect

View [ o

3. After the pop-up window appears, type the word or topic you want to research in
the ‘Search for’ box and click on the arrow

Research v X

Search Far:
chips 3]

Encarta Dictionary: English (Nl:nlzl

@] ©

4 Encarta Dictionary: -
English {North America)

4. At the bottom of the ‘Research’ pop-up window select the ‘Research Options’
selection
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4 Can't find it?

Try one of these alternatives
or see Help for hints on
refining waour search,

Other places to search
Search for 'chips' i

H5, Al Reference Books
ﬁ.ﬂll Research Sites

D}‘ i3et services on Office

F

EEl, Research options. ..

5. You will now see that a new dialog box will pop-up with the title ‘Research Options’

6. From this list of references, select additional books and online websites to continue

your research by checking the appropriate checkbox for each reference

Research Options

Services:

"] Diccionario de la Real academia Espafiola
Encarta Dictionaty: Enalish {Morth dmerica)
] Encarta Dictionary: English {LLE.)

|:| Encarta Dictionary: French

[ Foreign Wwaord Speling Look Up (Korean)
7] Hangul Ward Romanization (Karean)

7] Local Address Search (Korean)

7] Thesaurus: English {LLE.}

Thesaurus; English (1.5}

Thesaurus: French (France)

Thesaurus: Spanish (International Sort)
Translation

Research Sites
Bing [Current Favarite]

I[

m

Ta activate a setvice for searching, select the check box associated with that service,

[

QK

] [ Cancel

7. Select the OK button

If you followed these steps correctly, you will now find a plethora of information

that will help you with your research.
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Using the Translation Tools

Language barriers may exist in our industry and even in our own workplace.
Microsoft Word uses technology that can help you translate your words. The
software includes three types of electronic translators. Let's explore each one.

Choosing the Translation Language

The mini translator will auto-detect the words in your document and allow you to
translate into the desired language. This is a great tool if you, for some reason, have
received a document in a foreign language and need to understand the meaning of
the words. This tool may also be helpful if you need to quickly translate text to
another language. The mini translator will not convert your text to another
language. Before you can use the mini translator or any of the other translating
tools, you'll need to set up the language.

Here are the steps to properly set up the mini translator:

1. Navigate to the Review tab
2. Select the Translate button to display the drop-down menu

3. The last option available is ‘Choose Translation Language’. Select that option

soft Apps Prepare Insert Page Layout References Mailings Review
: w 3 & Delete —‘_j o 2%  Final: Show Markup v
3 I =
2 e ¢ y
-8 ) Previou =

5] Show Markup ~
ranslateflanguage New Track Al

- Comment . Mex Changes ~ [B] Reviewing Pane -

Translate Document [English (U.S.) to German (Germany)] na

o .

=2 Translate Selected Text

_a@ Show a translation from local and online services in the
Research Pane.

A Mini Translator

ag‘o Point to a word or select a phrase to view a quick we need to open othg
translation.

y other reason, for {
Choose Translation Language... ow in Word 2010, tH

4. Now, you will receive a pop-up window called ‘Translation Language Options'. In this

dialog box, make sure that you Taniaion Language Optons R

select the ‘Mini Translator’ section i Dioment [l B oy v MR

(located on the left-hand panel) A .
5. Inthe Translate to’' box, select your . T fortaton's e v h et nncopt HIML ot o 3 mchine

preferred language translation and © tetaminion s we e, et spse

press the OK button
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Translation Language Options

B
Translate Document
a& Choose Mini Translator language

Fumlale to: 4% Mtalian (italy) BI

Mini Translator

A Text for translation is sent over the Internet in unencrypted HTML format to a machine
translation provider.

‘“ Cancel J

Turning On the Mini Translator

Now you have set up the mini translator, it's time to turn on the mini translator.
Here are the step-by-step instructions on how to turn on the mini translator after
you have properly set up the mini translator settings (see section on Setting up the
Mini Translator for more information):

1. First, you must turn on the mini translator by navigating to the Review tab
2. Select the Translate button
3. Inthe Translate button drop-down menu, choose Mini Translator

Prepare Insert Page Layout References Mailings
— “ = 3 & Delete ':1 ',f_‘, Final: Show Markup > |
e § J : ‘:2_ )

¥ Previou =) Show Markup ~
[Transliateflanguage New < Track Sp Al
v Comment . Hexd . Changes ~ E Reviewing Pane ~

'E "ﬁ Translate Document [English (U.S.) to German (Germany)] ng
@ Show a machine translation in a3 Web browser.

= Translate Selected Text
_a@ Show a translation from local and online services in the

K_,)% Mini Translator

i a@ Point to a word or select a phrase to view a quick e need to open othd
translation.

ny other reason, for {

Choose TransYélionl_.anguage... Now in Word 2010' th

If you followed these steps correctly, you have turned on the mini translator and
are ready to use it.

How to Use the Mini Translator

By turning the mini translator on, you will have the ability to point to a word or
phrase in your document and the translator will display a small box with translation
options. To use the mini translator (after it has been turned on):
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Point to a word, phrase or sentence
In the pop-up box, you will see the translation

You can choose to expand your selection, change the language, copy the text or
have the text read to you by using the buttons at the bottom of the window

Sometimes while working in Microsoft Word document we need to open other Microsoft Office
suite applications, to check and analyze the data or for any other reason, for this we open the

apps from start menu whicl' Microsoft® Translator
access Microsoft Office suitf! A volte mentre si avora in un documento di Microsoft Word, abbamo bisogno di aprire

) . altre appicazioni di Microsoft Office suite, per controflare e analzzare i dati, o per
document. This post will col| o alsiaci altra ragione, per questo che abbiamo aperto le applicazioni dal menu di awvio
single click. che diventa molto tempo

The mini translator is a quick way to translate highlighted text and saves the user
time by preventing the user from having to do a search online.

Turning Off the Mini Translator
The steps to turn off the mini translator are basically the same as turning on the
mini translator.

Navigate to the Review tab

Se|ect the Translate button soft Apps Prepare Insert Page Layout References Mailings

= ] R = o ,
) a %; &) Delete B 2% Final: Show Markup 21
In the Translate button drop | 723 4 S l_} e )
Tall Transiateflanguage New Track . Al
down menu, choose Mini : s Pl BSOS L G PRs o
Translator Translate Document [English (U.S.) to German (Germany)] 9

=L  Translate Selected Text

YOU knOW |f yOU tU rned Off the _a}‘) Show a translation from local and online services in the

mini translator because the Mini

Translator option will no longer be |- Fointtoawerd o selecta phraseto view a quick L )
ny other reason, for §

highlighted. ~ ChooseTranslation Language... “INow in Word 2010, tH

1S Mini Translator

The Mini Translator vs the Online Bilingual Dictionary

The online bilingual dictionary in Word helps you translate words that are not in
your text or can also help you translate selected words (like the mini translator).
The difference between the mini translator and the online bilingual dictionary is
that the mini translator is a quick-and-easy way to view translated text. The online
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bilingual translator has a few more steps than the mini translator but also gives you
more translating options that are not readily available with the mini translator. The
Online bilingual translator also allows you translate words that are not at all in your

document.

Using the Online Bilingual Dictionary

As mentioned previously, the online bilingual translator helps you translate words
that are not included in your document. Microsoft does this by using local and

online translating services. To use the online bilingual translator:

1. Navigate to the Review tab

2. Select the Translate drop-down menu

3. From the Translate drop-down menu, select the ‘Translate Selected Text’ option

soft Apps Prepare Insert Page Layout References Mailings
- | &= } &) Delete ’.-"'_2 o 23 Final: Show Markup -
Ty #) Previous | = =) Show Markup ~ 4

language New ¢ Track . i Al
¥ Comment . Hexd Changes ~ E Reviewing Pane v

ng

123

i -h¢  Translate Document [English (U.S.) to German (Germany)]
3
&, Show a machine translation in a Web browser. i

=5 Translate Selected Text
_a@ Show a translation from local and online services in the
Research Pane.

int Translator T

| <3 wa: 1
| a@ Point to a word or select a phrase to view a quick we need to open oth
translation.
any other reason, for {

Choose Translation Language... Now in Word 2010, tH

4. After choosing Translate Selected Text you will see a dialog pop-
up box

5. Inthe pop-up box, locate the ‘Search For’ box and type the word
you want translated

6. You can also change the language for your translation in the
Translation section of the window. To change the translation
language, choose the ‘To’ language from the drop-down menu
available.

7. Click ‘Start Searching’

Research v X |

Search for:

coffes B
Translation IE‘
&) ]

4 Translation

From

English {U.5.)
Ta

Danish

[=]
[=]

Translate the whale
document,

2

Translation opkions. ..
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If you followed these steps correctly, Microsoft will display the Beseath LK
translation results. If your goal was to use this translated word in | 5
your document, you can select the ‘Insert’ button displayed in the Translation i
‘Microsoft Translator’ section of the window (as pictured in the =) )
screenshot displayed on this page. 4 Translation .

Additionally, you can translate a selected word in your document || frem

by first highlighted the word or phrases and then following the TEDngliSh o)
same steps that were just presented to you. The highlighted Danish
word(s) will then appear in the ‘Search For’ box of the window. If Translate the whole

you're planning on translating the whole document, then you can || E
. . Translation options. ..
follow the steps in the next section. i

How to Translate Your Entire Document
The first two translating tools presented to you in this booklet are
great tools to use if you need to quickly find a translation for a word, a phrase, a

sentence or a section in your document. However, if you need to translate an entire

document, we recommend that you follow the steps described in this section.
Before you use these steps, please make sure that you select the translation
language you desire (see the section in this booklet titled Choosing the Translation
Language).

1. Navigate to the Review tab

2. Select the Translate drop_ soft Apps VPrepare Insert Page Layout References Mailings

Delet - e
down menu 2 Delete ;—}‘ <5 Final: Show Markup
—J 2 Previc =

2] Show Markup ~

Translate a word or sentence.

[=]
[=]

4 Microsoft@® Translator

m

New Track
3. From the Translate drop- Commaens % Ne Chanaes - B Reviewing Pane ~
down menu, select the 1 & Translate Document [English (U.S.) to German (Germany)] 9
'Translate Document' option _33-9 Show a machine translation in 3 Web browser.
’ \
If you have already selected a . Translate Selected Text |
translating Ianguage, then yOU _a@ ;:?g;rac:;:;l:tlon from local and online services in the
will see that language R Mini Translator
displayed in thlS Selectlon (as a@ fointltg a word or select a phrase to view a quick we need to open othd
ransiation.

. . any other reason, for {
plctu'red in the screenshot OoDSe TR Eton IBAOUSGE Y Now in Word 2010, th
provided.

4. In the dialog box, Microsoft will ask you to confirm the translation language (since
it's getting ready to send your document over the machine translator via a web
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7.
8.

browser). Confirm the language. Select OK
Translation Language Options @

[ Translate Document |

;‘fb Translate your document
Mini Translator
Show a machine translation in a Web
browser,

From: |English (.5 =]
To: Spanish {International Sort] El

/A, Text fortransiation is sent aver the
Internet in unencrypted HTML format to
a machine translation provider,

The document will now open in your Internet Browser on Microsoft's Translator
website. The translation site will have your original document and the translation
side by side so that you can easily compare the two documents.

Translate URL  hittp:/fnsnr. windowslivetranslator.cor English v | wp German v iews B EE

Translated: 100% G0 to original page:
Wide World Importers | | Breite World-Importer B
Furniture and accessories jor your world Mobel und Zubshor fiir Tire Wait
(925) 5550167 (929) 5550167
wurw. wideworldimporters. com worw widdeveorldimp orers com
Beautiful Bamboo Schiine Bambhus
Bamboo has long been weven mto the cultures of many countries, where it has Bambus hat lange n gewebt worden den Eulturen in vielen Landern, wo es
historically been used for everything from food and fodder to musical historisch fir verwendet wurde alles von Nahrungsmittel und Futter fiir
instruments and construction matenal. For centuries, millons of people have = Mustunstrumente vnd Bau Material. Jabrhunderte lang haben Millionen won 3
depended on this plant, which is known as “friend of the people” in China, and Menschen auf disser Pflanze, hing die wird als "Freund der Menschen” in
“wood of the poor” in India. But the demand for bamboo has been increasing China und "Helz der Armen in Indien" bezeichnet Aber die Machfrage nach
in other parts of the wotld as well, especially as it relates to furniture, accent Bambus hat in anderen Teilen der Welt als erhéht worden gut, mumal es sich
pieces, and fleoring. More and more, people are seeing the value and beauty um Mabel, Akzent Sticke und Fullbéden handelt MMehr und mehr, Menschen
of using bambeoo m ther homes te achieve medern-day fashion with an ethnic erleben den Wert und die Schénheit der Verwendung won Bambus i fre
fawor. Here at Wide World Importers, we are proud to offer a wide range of Hauser moderne Mode mit emer ethnischen Geschmaclk zu erreichen. Hier bei
bamboo firniture and accessories from around the globe, as well as bamboo der World Wide Einfithrer, wir sind stolz darauf, eine Vielzahl von Bambus
plants for that special spot on a deck or patio Mabel anbieten und Zubehér won rund um den Globus als auch die Bambus-

If you need to translate the document into another language, you can quickly
change the language directly from the Microsoft Translator website

ranslator

Transiats URL | hitp: /s windiwslivetranslator. cor| | English v 2] views = =

Translated: 100% Go to orivingl page
Wide World Importers || Breite World-Importer B
Furniturs and accessorias for your warld Meabea!l und Zubahor fir Thre Wait
(025) 5550167 (025) 55501167
wrw wrideworlditporters.com warw widewotlditg orters. com
Beautiful Bamhoo Schine Bambhus
Bamboo has long been woven into the cultures of many countries, where it has Barabus hat lange in gewebt worden den Fulturen in vielen Landerm, wo es
historically been used for everything from food and fodder to musical historisch fir verwendet wurde alles von Nahrungsmittel und Futter fir |

If you are satisfied with the translation, copy the translated document
In a new Word file, paste the translation and save your file
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There are a few minor things you may consider when using this option in word.
First, when you upload your document into the Microsoft Translator website, it is
not encrypted. This means that you'll need to be careful depending on how
confidential your information is. However, Microsoft has been updating their
security so your document should be safe. You can view Microsoft Terms of Use
for more information. Second, if you need to translate your original document into
different languages, then you will just repeat these steps and save the documents
as separate files.

How Well Do the Translation Tools Work?

Obviously, we all want the best translation possible. Many of us may not even
speak other languages so we can't confirm if the translation is correct. The
translation tools have improved drastically over the years. You may not get a
perfect translation, but you will get a translated document that is well understood
by those who speak the language. If you are worried about the preciseness of your
translations, then we recommend that you consult with someone that speaks that
language or with a professional. The translation tools offered by Microsoft are a
great alternative if you can't really hire a professional to do your translation.
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Intermediate Word Functions

Our goal in this section is to help you navigate through certain functions in Word to
make your documents look more professional. Many times, Word users learn how
to use Word on their own but may not know how to improve the work that they
have done. This section moves beyond the basics of MS Word and assumes that the
reader is familiar with the basic Word functions.

Introducing Quick Styles

By default, Word has a set of styles embedded in a blank document. This means
that you will typically find the font style to be Calibri, the font size to be 11, and so
on. If you create a list, there is a default style created by Word and this is also true
in the even that you use headings. These settings can be easily seen in the Styles
group of the Home tab (as pictured below).

(w| = |= Documentl - Microsoft Word o B 53
m Home Insert Page Layout References Mailings Review View a @
2 " ; i dmr  yeow | mesvee 1 4 Find ~

g ibri v v v hs v | WL =L i= LT, EESE | A
=) Galibri (Body) it A A Aa DI E-E-E | EEHIT AaBbCcDc | AaBbCcDe AaBbCi AaBbCc % b pepiace
- vac R g
Paste B 7 U ~abs x, X oAV IIEEE = E Oy ~ TNormal |7 MNoSpaci.. Headingl Heading2 _ [Ehange
| - 7 o= i —-— e 7 Btyles~ | g Select~
| lip Paragrapt Styles ‘ Editing

These document settings are called Quick Styles. The Quick Styles allow you to
customize the paragraph formatting, font styles and sizes of your documents and
keeping these styles consistent throughout the document.

Why Use Quick Styles?

The reason Quick Styles are useful is because they allow the user to create a formal
and consistent flow throughout the document. The predefined Quick Styles created
by Word are easy to understand and ready-to-use. The Quick Styles can be applied

to:

e Fontsizes

e Fontcolors

e Font style

e Paragraph formatting, such as headings and spacing
e Lists
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How To Use Quick Styles

Quick Styles should be used when you are working on a professional document
that needs to be consistent throughout the file. Consistency includes font styles,
paragraphs and character styles. Quick styles can be used for letters, work
documents, reports and presentations.

To use Quick Styles:

Navigate to the Home Tab
2. Inthe Styles group, access any of the selections of your choice

@} = b Documentl - Microsoft Word SRERS
Insert Page Layout References Mailings Review View a 9
~ S i . —]a% % R 34 Find ~
=) 2 kalibri{Body): iz{tL A A Aa 2 AaBbCcDc | AaBbCcDc AaBbCi AaBbCc | % . Replace
Pavste ¥ B 7 U -abe x, % . aby . A & !E, | T Normal |7 Mo Spaci.. Headingl Heading2 ?y?gsg'e ¥ Select -
Clipboa... Font » Editing
3. To see further styles from the Quick Styles gallery, click on the down arrow available
Lv—_,“ = i L N Documentl - Microsoft Word o B R
Home Insert Page Layout References Mailings Review View a 0
=T i o o | gmy e e 44 Find ~
Calibri(Body) ~/11 ~ A" A" | Aa~ | &), =-i=-4z- ESE (4] T %
AaBbCcDc | AaBbCcDe AaBbCi AaBbCc | #_Replace
B 7 U ~abe x, X° \v B2 A al tév Q - v | TNormal |TMNoSpaci.. Headingl Heading @T:sgf i Select~
Font 1 Paragraph * Styles F} Editing

4. From the drop-down menu, explore the additional Quick Style selections for your
document

agBhCeDc | &abbCeDe AaBbCi Halj
TMormal | Tho Spaci.,.  Heading 1 Title

daEBhCe. AaqBbleln AgBbCcld AaBbCcn
Subtitle Subtle Em...  Emphasis Intense E..,

AaBbCcDt AqBhlcl: AaBbCcld  &:RBCCOLC
strong Quote Intense Q... Subtle Ref..,

AABBCCDE  AABBCCDC 2aBhiCcDe
Intense R, Book Title  Tlist Para..,
Save Selection as a Mew Quick Style..,
Clear Farmatting

Apply Styles..,

& &
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Changing the Quick Styles

Previously, you discovered the Quick Styles gallery. The gallery you use with a new
blank document uses default settings, but Word already has other predefined
settings that you can use.

To change the Quick Styles:

1. Navigate to the Home tab
2. Inthe Styles group, click on the ‘Change Styles’ button

r
@j H Mg Documentl - Microsoft Word = B3R

Insert Page Layout References Mailings Review View a Q
= b Calbriodyl 11 v A A7 | Aav | B | =-i=-sze |s=mam (4l 0 [ 1 %\ 34 Find ~
=] L. A - = = | R [ AaBbCcDc | AaBbCcDe AaBbCi AaBbCc b Replace

=J — ac
Paste v 2 v a7, VI EEEE s Mo 1 1 Change
s ¥ B I U abe X, X b7 é E=EEE IS A, RgERE TNormal |7 Mo Spaci.. Headingl Heading2 Stylesg' [\? Select ~

Clipboa... & Font . Paragraph . Styles Editing

3. From the ‘Change Styles’ menu, select ‘Style Set’

Change
Styles -
.;‘.‘\ Style Set 3 Default [Black and White]
Cofars " Distinctive
Eants g Elegant
=g Paragraph :pacing ¥ Fanoy
set as Default Farmal
Manuscript
Modern
Mewsprint
Perspective
Simple
Thatch
Traditional
Word 2003
Ward 2010

RBeset to Quick Styles from Template
Rezet Document Quick Shyles
Sawve as Quick Style Set..,

4. Select the Quick Styles of your choice

Updating Text To Match Selections In Quick Styles

If you ever find yourself changing the font styles and sizes of your content and your
document now has different font styles, sizes and colors and lacks synergy, then
Word can help by matching your selection to your document’s style.
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To match a selection in Quick Style:

1. Navigate to the Home tab

Documentl - Microsoft Word o B &8

Insert Page Layout References Mailings Review View a 0

= 5 b m e == A ¥ ] £ Find -
_Esjine Calibri{Body) ={11 = :AC‘A EE 21| T | pasbcene | AsBbccde AaBbCi AaBbCe = % _Replace
= ac ™
Paste B 7 U ~abe x, X° A= | By - TMNormal |7MoSpaci.. Headingl Heading2 — Change
- J = ¥ R R - B 9 9 7| Styles~ | W Select~
Clipboa... & Font ] Paragraph F Styles ] Editing

2. Inthe Styles group, right-click on the appropriate Quick Style and select ‘Update
Normal to Match Selection’ (if, for example, you are updating the ‘Normal' Quick

W saaicena) asatcend AaBhCe AaBbce AabB assvce “ |
e s ¥Noemal 1 EN2 Soxcno. . Headoa l Headwo 2 Tl Subttie
= Uigdate Normad 5o Matre Selectan
B 4080Ce! Vi pos, AaBbCed  AaBbCeDe
-"'«' Sattle Fm et AR B0, Dotad Quste Iaterae Q1
aARBEC Repane
steie Rel rrmave | Qank She Gy
~ t Fo
)

3. Word Will now update the Quick Style appropriately to match your document

Modifying Quick Styles

If you want to add your own font types and take more control over the look of your
document, you can modify the Quick Styles. This is particularly useful when you are
working on keeping the branding of your company consistent with other company
documents.

To modify Quick Styles:

1. Navigate to the Home tab

r
@3 (= 5 | = Documentl - Microsoft Word o B8

Insert Page Layout References Mailings Review View a Q

Q‘AFlndv
AaBbCcDc AaBbCi AaBbCc | %

2ac Replace
< _ | Change
T Mo Spaci.. Headingl Heading2 |_ Styles~ | by Select~

Styles ] Editing

B ® calibriBody) ~111 v AT A7 | Aav | B AaBbCcDc
P

T Normal

Paste} B 7 U ~abe x, X* .397._

Clipboa... & Font

2. Inthe Styles group, right-click on the appropriate Quick Style and select ‘Modify’ to
change the style of a paragraph style or heading
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Sample.doc [Compatibility Mode] - Microsoft Word | = | =]

sert Page Layout References Mailings Review View Developer

- v %F
Rom=jzz “lALA 4aBrcen. A aBlJAaBbC AaBbC A ¢ i
] v abe x, X* Emphasis [ Headin[ 1
N : | . Update Heading 1 to Match Selection s
Font <4 "
"'Hé".".":l"".":':.".":".3'.”:".'4.":".' Sefect AllT Instance(s)

Rename... ‘

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar ‘

- S

3. After selecting ‘Modify’, a pop-up window will appear which will allow you to change
the formatting, font styles, sizes and more

ordpress.doc - Microsoft Word P

Developer PDF My Fave Commands Acrobat

> % %Findi
b1 aasbee. | AADB | AaBbCd 4aBbCel daBbCes M

2.c Replag

x Subtitle Title TNo Spaci... Subtle Em.. IntenseE.. |_ Change

Style for following paragraph: ' 1[ rNormaI"

Styles ~ »\s_Sﬂi
J— e~
~| Properties o
| Name: Tlﬂe -
She hypes Linked (paragraph and character) _I |
Style based on: | 97 Normal Iz]
I~

Formatting

;ﬁ:anibria (Headlngs)El 187‘;” B 7 U ‘_E]
‘8 -~

00 = = |

H 11 |

|12

-« >
(A1

| &=

-
I
A
e
i

How to post ‘};‘ r WordPress blog

121
|22
(24 |
26 = |
|Font: (beéaulti +Headings (Cambria), 18 pt, Font colbr: Text 2, Expanderdrby 0.25pt, Kernat 14 . »
pt, Space B
1 After: 15 pt, Don't add space between paragraphs of the same style, Border: B
1 Bottom: (Single solid line, Accent 1, 1 ptLine width, From text: 4 ptBorder spacing: ), Style: T

Add to Quick Style list [| Automatically update
@ Only in this document (7 New documents based on this template

o (Cramate ) o ) [Coma ]

7 OU IICTU U ITOUTT UIIS WIITIT yOU ITWUIKIIIE.

E

After you have made the necessary changes, click on the OK button and your
custom settings will be saved
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Using Symbols or Equations

Many times, you may find yourself in the need of adding something in your
document beyond the regular text. If you need to add a copyright or trademark
sign or any other symbol not typically found in a keyboard, then you can insert a
symbol. Additionally, if you need to add a math equation, then you can find those
equations in Word as well.

How To Insert A Symbol
Symbols include trademark signs, Greek letters, foreign currency symbols, etc.

To insert a symbol:

Navigate to the Insert Tab
2. From the Insert Tab, go to the Symbols section and select ‘Symbols’

|= Docurnentl - Microsoft \Wéard =

Tahle Picture  Clip  Shapes Smart&t Chart Screenshot Text

'é Page Break - Art Lf] Crass-reference [#] Page Number ~ | gae- 2= Drop Cap bge Object -

EP

&3

Haome @ Page Layout References Mailings Rewiews Wi
] Cover Page - r El= I-Tj’l >j n i 1 &, Hyperlink S| Header - A 2 Quick Parts - [Z% Signature Line - JL Fouation
] Blank Page ' BB U = ey A Bookmark = Footer = A wiordart - [E] Date & Time L2 symbal *

Pages Tables Ilustrations Links Header & Footer Text Symbols

083

3. The 'Symbols’ drop-down menu will provide common symbols that you can use, but
if the symbol you are looking for is not listed, select ‘More Symbols’

@& £ £ ¥ ©
® ™ £ % <
= o+ ox o
a pon o oz

I £}  Moare symbols.., I

4. Select any of the available symbols and click the OK button

Symbol [T
Symbols | Special Characters

Eont: | (normal text) [] subset: [cumrency Symbols [~]
G|C|F|£|m|¥|Ps|Rs ¥ | d ¥ | F Dy
Ble|A|2|¢C|"|O|%|eNe|®|™|™|Q|E
Y|4 | V||| %% | Y| Y| 7| % | %% %| Y
3 [P IVISITIR[AIN | oAl
Recently used symbols:

JEEICIE B

EURO SIGN Character code: | 20AC from: | Unicode (hex) 3

M| O | |3

™

|2

s|z|#|x[=|ula

[ autocorrect... | [ Shortcutkey... | shortcut key: AR+cri+E

e ) (s

39| Page

LEADERéHIP BUILD



How To Insert An Equation
If you need to demonstrate a mathematical equation (or your own equation), you
can insert an equation to your document.

To insert an equation:

1. Navigate to the Insert Tab
2. From the Insert Tab, go to the Symbols section and select ‘Equations’

Docurnentl - Microsoft \Wéord =

] Blank Page A Bookmark 5 Footer = A wiordart - [B] Date & Time
Tahble Picture  Clip  Shapes Smart&t Chart Screenshot Text —
Art

nf::| Page Break - - - Lf] Crass-reference #] Page Mumber = | goy- 2= bgd Object -

Haome @ Page Layout References Mailings Rewiews Wi
[ cover Page ~ 4 ElE =i 3 i _15 5;_!,) Hyperlink S| Header = A 2l Quick Parts + [Z% signature Line -l TT Equation ~
alon 0 2 W e

[E

o

Pages Tahles Ilustrations Links Header & Footer Text Symbols

3. The ‘Equations’ drop-down menu will provide common built-in equations. To search
beyond the built-in equations, you can find more equations in Office.com

Built-In -
Area of Circle

A =mre

Binomial Theorem

"

x+a)®= Z (z)xka"'k

k=0

Expansion of a Sum

nx nin—1)x?
(1+x)”=1+F+7( 2|) +

Fourier Series

L

LE) More Equations fram Office.com I r
B COCIATToTT

nwx nITX
fix) = au+z (ancusT + b, sin—
w=1

Using Screenshots & Screen Clippings

Including screenshots in your documents is a fantastic way to demonstrate a
realistic illustration of what you're trying to convey. Screenshots are best to use
when doing a demonstration (just like what we include in this booklet).
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How To Include A Screenshot In Your Document

There is a difference between a screenshot and a screen clipping. A screenshot is
basically a still picture of your entire screen. A screen clipping is a way to capture
only a part of your screen.

To include a screenshot:

Click on the area in your Word document where you want to insert the screenshot
2. Navigate to the Insert Tab

@‘ d - 0 |+ Documentl - Microsoft \Ward =

Table Pickure  Clip  Shapes Smartbit Chart Screenshot Text
- At -

’,f::‘ Page Break - [ Cross-reference ,ﬂ Page Mumber = B ™ ‘:E Drop Cap ’ﬂ Object ~

Pages Tahles Ilustrations Links Header & Footer Text Swymbols

Home 4@ Page Layout References Mailings Review Wiew
[#) cover Page = E - ElE L[_j’) Zj “ ;“"15 % Hypetlink |2 Header - [Z] quick Parts = [ signature Line =TT Equation =
Fial = (il + _
|1 Blank Page BE Cy A Bookmark |3 Focter - ﬂWordArt N 5 Date & Time £2 symbal ~

= 2
> @

3. Inthelllustrations’ section, click on the ‘Screenshot’ button and search through the
‘Available Windows'. These are all the windows you currently have open to take
screenshots.

he How to Geek Website.docx - Microsof

Home Insert Page Layout References Mailings Review View

[£) cover Page ~ Ij \E‘ %% I-l_i_}) Q ﬁh @_1-4'- . Hyperlink ] Hea

|} Blank Page A& Bookmark é Foot]
Table Picture Clip Shapes SmartArt Chart §Screenshot
- Al"t -

Pages Tables Mustrations Available Windows e | 17

do-vopRp&a9vH@m=E0 -

>,:::'| Page Break [ Cross-reference [#] Page

b

s+ Screen Clipping

4. Select the screenshot of your choice and Word will automatically paste the chosen
screenshot into your desired area

How To Include A Screen Clipping In Your Document

If you don't want a picture of your entire screen but only want a picture of
something you found in your document, then capturing a screen clip is the best
choice.

To include a screen clipping:

1. Click on the area in your Word document where you want to insert the screen clip
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2. Navigate to the Insert Tab

@\ H92-0|- Documentl - Microsaft Ward = = R

Hame @ Page Layout References Kzilings Review Wiewn @

[# Cover Page - ElE=l @ “ = % Hyperlink |2 Header - A [Z] Guick Parts = [ Signature Line =TT Equation -
B lad & ) = fa+ [AF]

[ Blank Page A Bookmark 3 Focter - - éﬂWordArt = E Date 2 Time £2 symbal *
= Table | Picture Clip  Shapes Smart4rt Chart Screenshot Tedt = o )
t= Page Break - Art - - [+ Cross-reference | [] Page Mumber = | g 25 Drop Cap " Object ~

Pages Tables Nllustrations Links Header & Footer Text Symbols

3. Inthelllustrations’ group, click on the ‘Screenshot’ button and select ‘Screen
Clipping’

W] = How to Geek Website.docx - Microsof
File Home Insert Page Layout References Mailings Review View

[#) cover Page ~ D ElE ij') % %Hyperlink S| Hea
] Blank Page Bk = A& Bookmark 5 Foot
= Table Picture Clip Shapes SmartArt Chart
=l
h= Page Break - Art - ['#] Cross-reference | [#] Pags
Pages Tables Nlustrations Available Windows af

Hdo-vo@Rr&AvVvH@mE0O ~

@ Screen Clipping

4. After selecting ‘Screen Clipping’, you will have a couple of seconds before your
screen grays out. If you need to do a screen clipping of something you found online,
then you'll need to quickly move to your internet browser.

5. After your screen turns gray, drag your cursor in a square to capture the clip of your
choice (an example is provided below)

Local - Windows Internet Explorer

Sl MICE ans é NE 14th St
s
gums
WA 98004 NEIMO Lo o

11210 Ave NE
G
&

NE 12t 51 L

1081 five NE

NE 101h 81

111th Ave NE

om st 4 B
NE St St ,( I
|

 NEBRSU

I I
132010 Navteq B 3010 M-!g!n_il\

a0k

Internet | Protected Mode: On

6. After you select your desired area for your screen clipping, Word will automatically
include that screen clip in your document
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Inserting Watermarks

Watermarks are words or images that appear faintly in the background of your
document. You will most likely use watermarks if you want to protect your printed
documents with a certain logo, the words “CONDIFENTIAL" or a seal. You can also
use watermarks to label a document as a “SAMPLE" or “FOR INTERLA USE ONLY".
The watermarks are visible enough to see but do not override or interfere with the
text or content of your document (see example below).

May

My was @ good, sokd month: plenty of work induding ks and kot of quite Fardoon
AnGipticn work, M was away & colple of imes, but | coped. And | gained angthar music
journalst cient through recommandation from my orignal one. and had fun for the rest of e
year raracibing hig inlerdews wilh (he graal ard e good, the fue and the boirg o fhe
ook and pop workd

Hawing & less stresshl job ako meds me think aboul siress, sspacialy as a Iiend in a
prRdtonEl carear was hawing sama haalth wormiag, OF course, 1han | began 1o wondisr |1 was
consuming every detall of my and my fnend’s Ives in order fo spil them out as blog posts
and antiches

Is the stress worth it?

| was chating to a busness associxe the other day. He's emoying his high-powened, high-
alrgis ard lel's ba honesl, high-ssriing postion, mardgng all sorls ol change, ushing
arnund e, thera and earywhera . or he thinks ha 5.

Actually, be's plagued by al sons of riggling iliresses, and thess have become worss
racantly, Mathing thal's petiing him in hoapital, bt fings that are aMacting his guaity of e,
outside work mone fan inside, and can't be ignoned.

S0, i@ it woith The B¥ess™
Downsizing your lide, downsizing your sbress levals

| can claim ta ba a bit of an expert an this, from personal expenence. Having been daing a

F k- lerwed, faairly o ding jot in Landon, when we moved (o the Mdlands | was
chetamringd 1o Fed R g0, In fact we Dolh agread we would inculge cursalkes Tor 3 year, M
gaing back e posigraduate siudy and me Inoking for a bask: lavel library ok

I had & Bl incuble, 52 & quaified Beradan, gelting a besic enty kevel job, bul | did inhe
and. Lils al prople said | woukd gal bored; my managers tried 10 ancaurags me 1o apply tar
promotions | didn really wart. I'd baan up the comporabe ladder, and | knew thad it suited me
a1 the lime 1o have "8 job” rather than “a camer”, something that would pay e bils b alow
i he resouross ard anangy te anjoy my nee 0 in & new iy,

S s wha | did, and | was perlacly content lor @ good few years. In tact, having the
Ipwerr-airass, lowar-recsporsiblity job alowad me w0 st up Libo and devakop my awn
business.

Dintgrent career paths lor diflerent lile singes

Moy, | could have quite easly chosen o progress thraugh the comparabe ranks agan. gone
far theas marsgemant joe. gone lor e higher salary, which is always a coraidanafion, ient
it But | decided to go this abematve routa, and sai up the businass.

B | lid el i s airesa-Tree and risk-lree 8 way as | could. ' decided i) wasn® worth The
faar of going full-ima al the baginning. tha siraks of naving he scraps arnund for mongy o
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How to Insert A Confidential Watermark

Microsoft Word makes it easy to insert a very basic, confidential watermark.
However, you are not limited to using these watermarks (as you will learn this in the
next part of this booklet).

To quickly insert a confidential watermark:

Navigate to the Page Layout tab
2. Inthe Page Background Group, click on the Watermark Button to display the gallery
of confidential watermarks

j References Mallings Review View Developer Text-To-Spead

48!:3!&& - i '——\_ :‘,ﬂ 3 indent Spacing
- - — e Bl 0O B :: Before: 0 pt 5
atermark fPage  Page g >
" Hyphenation * v blor + Borders = Right: 0 o :: After: 10 pt o

Jline Numbers

CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPYL

DO NOT COPY 2

DRAFT1 DRAFT 2 SAMPLE 1 v

3. Select the watermark of your choice by clicking on the watermark available from the
gallery

4. The watermark will now be inserted into your document
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You can see from the gallery of watermarks that there are more types of
watermarks available and distinctive styles that you can choose from. Let's discuss
how to insert a watermark with a custom message.

How to Insert A Custom Watermark
MS Word also allows you to make up your own watermark with a custom message.

To insert a custom watermark into your document:

1. Navigate to the Page Layout tab
2. Inthe Page Background Group, click on the Watermark button
3. Select the ‘Custom Watermark’ option at the bottom

@ ) References Mallings Review View Developer Text-To-Spead

- .
Breaks = a 3 indent Spacing
% \ @ L

Jline Numbess = Bl 0O - :: Before: 0 pt 4
atermarkj Page  Page

" Hyphenation * v olor * Borders = Right: 0° 1S After 10pt -t
Confidentia -~
CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPY L
DO NOTCOPY 2
Disclaimers
DRAFT1 DRAFT 2 SAMPLE 1 v
P—

Enable Content Updates from Office.com

4. After selecting ‘Custom Watermark’, a dialog box will appear. Select the Text
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Watermark’ option and in the Text’ box, type your custom message

Printed Watermark

(O) No watermark
O Picture watermark

Select Picture..,

Scale: Auto Washout

T X

Layout: @Qiagonal Oﬂorizontal

[Eetemar]
Language: i ~
Text: Custom ~ I
Font: | Calibri -
Size: Auto w
LColor: ~ Semitransparent

Cancel

5. Select your font type, the font size (although we recommend that you leave it as
‘Auto’, the watermark color and if you want the layout to be diagonal or horizontal

across the page

Printed Watermark

O Mo watermark
O Picture watermark

Select Picture...

Scale: Auto Washout
(®) Text watermark
Language: |English (United States)

Layout: (® Diagonal () Horizontal

Text: Custom w
Font: Calibri ~
Size: Auto e

Color: e Semitransparent

Apply | OK |

Cancel

6. Select the ‘Apply’ button and then the ‘Ok’ button

If you followed these steps correctly, then you will see your custom watermark

appear in your document.

How to Insert a Picture As A Watermark
You can also include a picture as a watermark. Commonly-used types of pictures
include logos or branded images. If you upload an image as a watermark, Word will

automatically faint the image so that it doesn’t overpower the content of your work.

To use a picture as a watermark:
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1. Navigate to the Page Layout tab

2. Inthe Page Background Group, click on the Watermark button

3. Select the ‘Custom Watermark’ option at the bottom

@ References Maltings Review View Developer Ted.To-Spesd

2 Breaks * | ‘@ _} Indent Spacing
Jine Numbers - § . Bl 0 s :: Before: Opt 3
3 [WatermarkQ Page  Page g Y o | PP >
Hyphenation - | ~  [olor* Borders E: Right: 0 v smAfter 10pt o
-~

CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPYL

DO NOT COPY 2
Disclaimers

DRAFT1 DRAFT 2 SAMPLE 1 v

Enable Content Updates from Office.com

4. After selecting ‘Custom Watermark’, a dialog
box will appear. Select the ‘Picture watermark’
option

5. Choose the file you want to use as a watermark
and leave the scale as ‘Auto’

6. If you want the image to appear as a
watermark, make sure that the' Washout'
checkbox is checked

7. Select Ok to insert your image to your
document

LEADERSHIP BUILD

Printed Watermark ? X

() Picture watermark

Select Picture...

Scale: |Auto ~ | Washout
(®) Text watermark

Language: |English (United States) [~]
Text: |Cuslom
Eont: | calibri
Size: |Auto

Colon | Semitransparent

Layout: (® Diagonal () Horizontal

| appy [ ok || cance |
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If you followed these steps correctly, then you will see your custom image used as a
watermark in the background.

How to Remove A Watermark
Perhaps you received a document with a watermark included or maybe after doing
much thinking you decided not to include a watermark after all.

To remove a watermark from your document:

1. Navigate to the Page Layout tab
2. Inthe Page Background Group, click on the Watermark button

3. Select the ‘Remove Watermark' option

) References Mallings Review View Developer Text-To-Speaq

gﬁrcaks v t 3 indent Spacing
" .‘»] __j &l - T -
Jline Numbers = — . Bl 0O +  ¢m Before: Opt 1
= atermarkQ Page  Page & ¥ =1 sm i —
Hyphenation * v olor * Borders [E= Right: 0 v samAfter 10pt .

ConNdent -~
CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPYL
DO NOT COPY 2
Disclai
DRAFT1 DRAFT 2 SAMPLE 1 v

{ ]
Enable Content Updates from Office.com

) Custom Watermark...

48 | Page



LEADERSHIP BUILD

If you followed these steps correctly, your document will no longer include a
watermark.

Page Colors & Page Borders

As you continue to learn how to customize and edit your Word documents, you can
get very creative with your designs. Most of the time, it is recommended that you
deeply customize the color scheme and designs of your document for branding
purposes. In this section, we'll cover two ways to customize your document even
more.

Adding Color To Your Page

By default, documents in Word are on a white page. Typically, people print their
documents on a white page. However, you can also use color paper to do your
printing or you can change the color of the page as well. If you change the color of
the page in Word, it is not recommended that you print the page color because you
may use too much ink to do this. Colored pages are great to use for PDF files to
share and distribute.

To add color to you page:

1. Navigate to the ‘Page Layout’ tab

2. Inthe ‘Page Background’ section, select ‘Page Color’

= Dacumentl - Microsoft Ward o B OB

Hame Insert References Kailings Rewien e 4] @
=y Orientation ~ blﬁ Ereaks = igtermark « Indent Spacing i |2 slign =
2
T ranE DoTae
Fage Setup Fage Background Faragraph Arrange

e [j Size %_1 Line Mumbers = ‘EE Left: 0" s xi Eefore: 0pt
arging __
- > £ Columns * b Hyphenation +

Ak AN

£z Right: 0" SN after 10pt iy selection Pane

3. Select the color of your choice and watch a preview of your document as you move
your cursor from color to color

Adding A Border To Your Page
Borders are great to use in documents, depending on the type of file you are
creating. You can add a simple border or complicate it, depending on your taste.

To add a border to your page:

1. Navigate to the ‘Page Layout' tab
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2. Inthe‘Page Background’ section, select ‘Page Borders’

? 3 |= Documentl - Microsoft Word = &R =3
Home Insert Fage Layout References Mailings Review i [ e
j B |:| [3y Orientation * h= Breaks v (A wiatermark *  Indent Spacing l | hbring Forward |1= a&lign ~
== [a]- I3 size ~ EE1Line Humbers ~ p s ate i lert 0" 2| 32 Befors: 0pt + % send Backward ~ I8 Group
Themes Margins __ N L. = ~| Position wWrap .
- @' - == Columns be~ Hyphenation - Q Fage Borders @S Right: 0" - 4= A&ftern 10 pt - Text E{} Selection Pane 2l Rotate
Themes Page Setup = | Page Cackgroumg Paragraph Fl Arrange

3. After clicking on ‘Page Borders', a pop-up dialog box will appear, where you can
customize the border that you want. By default, a blank document does not use
borders, which is why you'll see that ‘None’ is selected under settings. Change the
border settings by selecting a dark box, a border with a shadow, a 3-D border or a
custom border.

Baorders and Shading @
Page Border | Shading

Setting: Skyle: Preview

El - Click. on diagram below or use
Mo |_| buttans ko apply borders

D Box  R| -

S[ES |— ,

Colors
D D Aukomatic |Z|
&

Shadaow

widh:

Custom 14 pt B foly
PRl Lo

Atk whale docurnent EI
PR |-

4. You can also change the style (choosing a solid or dotted border). You can add color
to your borders, thickness and apply the border to only parts of your document

Borders and Shading @
Page Border | Shading
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{none)
Horizontal Line. .. ik l[ Cancel ]
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5.

If you believe your borders look like what you want in your document, then click on
the OK button
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Working with Breaks In A Word Document

In this section, you will explore the several types of breaks available in a Word
document, when to you use each and how to insert them into a page in your file.

Understanding Breaks

Breaks in Word allow the user greater control over the contents of a page,
organization of the content and consistent formatting in a document. The Breaks
are included in the Page Layout ribbon within the Page Setup group (as pictured
below). Use Breaks to tell Word where pages (or certain sections of the document)
end and start.
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Technically, Word automatically inserts a break when a page has too much content
that the content needs to be spread across a second page. This is considered a ‘soft
break’. What you will be learning next are the different types of breaks that you can
insert manually, but first, let's discuss some terminology.

Widows

Let's say you are typing a document and you are writing your last paragraph at the
bottom of the page. Sometimes, if the paragraph is too long the last line of your
paragraph will move to the top of the next page. This one line that extended to the
top of the following page is called a widow.

Orphans

Now, let's say that you are typing a document and you are writing your last
paragraph, again, at the bottom of the page. This time, only one line in your
paragraph stays at the bottom of the page and the rest of the paragraph moves to
the next page. The content on the second page (because it contains much of the
content in a paragraph) is now called an orphan.
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Controlling Widows & Organs =
Shortly, you'll learn about manually inserting breaks to control where pages start
and end. To deal with Word's automatic movement of widows and orphans, you'll
have to change the settings so that Word no longer moves the content this way. To
change these settings:
Navigate to the Home tab
2. Inthe Paragraph group, click on the small arrow pointing downwards in the lower-
right hand corner of the group
@ H | Documentl - Microsoft Ward = EP 2
i fisert Page Layout References Mailings Rewiew “Wiew £ e
B3 Find ~

— . Lo L e A
Calibri [Body) u AW A [y 21T | aapboene | sapbcone AaBb(i AaBbCc | %

¥ B 7 U ~ahe x, x° v 8. é' THarmal | WMo Spaci. Heading 1 Heading2 | —| Change

Font

=7 Styles =
m Styles ]
-

2ac Replace
L Select =
Editing

3. You will now see a pop-up window that will display the paragraph dialog box. Select
the ‘Line and Page Breaks' tab

4. Check the box that says ‘Widow/Orphan control’

Paragraph @
Indents and Spacing f§ Line and Page Breaks

Pagination
idow,l'Orphan control
Keep with next
[ keep lines together
[7] Page break before
Farmatking exceptions
[ suppress line numbers
[ pon't hyphenate
Textbox options
Tight wrap:

Mone

5. You can also select whether you want Word to keep the lines together and not split
the paragraph at all by choosing to ‘keep lines together’ or decide if Word should
create the ‘page break before’ the paragraph

6. Select the OK button
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Paragraph

Indents and Spacing | Line and Page Breaks

Pagination

jdows forphan control
Eeen wikh pes

[T keep lines together
] Page break before

Formatting exceptions
[ suppress line numbers
[ Don't hyphenate
Textbox options
Tight wrap:

Maone

Preview

(Cmmensdndemnae e

Tabs... ] [ Set As Default ]

] [ Cancel

Page Breaks
Now that you understand the way content is broken to appropriately fitin a
document, let's explore how to manually create breaks and what each of the types
of breaks do. We will begin the section talking about the types of page breaks,
which allows content to be separated by pages.

Inserting a Page Break
The most commonly used break is the page break. The Page Break marks where
one page ends, and the other page begins. To insert a page break:

1. Click on the line in Word where you want to end the page and start a new page

2. Navigate to the Page Layout tab

3. Inthe Page Layout tab, click on the ‘Breaks’ button inside the Page Setup group
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From the ‘Breaks’ drop-down menu, choose the ‘Page’ option

Page Layout References Mailings Review View
' ]'E' ¥= Breaks ~ |4 watermark = Indent
j Page Breaks
tion Size Columns e
.I—J Ehrkthe point at which one page ends
SErmes L mndthe next page begins. i
4

Column
Indicate that the text following the column
break will begin in the next column,

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

If you followed the steps correctly, the page will end where you inserted the page
break and the rest of the content will start at the beginning of the next page.

Column Break

The other type of page break you can insert in a document is the column break. The
column break only works if you are using columns in your document. If you are not
using columns, then this option will not do anything. An example is provided below.

However,sometimes-columns<anbea-bit:
frustrating,to-say-thedeast.¥ou-can-neverget-
yourtextiodine-.uptheway-youwant, maybe-
youwant-somethingspecificin-the-right-column-
and-no'matterhowhard-youdry,youcan't:
makethat-happen,maybe#ouwantyour:
columns-toappear-even, ormaybe youjust-
wantio-moveto-a-new<olumn-atthe-endofa:
section. 4

Using<olumn-breaks, a-close-kin-to-section-
breaks, givesyoumore freedom-andflexibility-
with-yourcolumns!q

Click-where youawantyour<olumn-to-break.q

SelectColumn-Breakfromithe -Breaksdrop-
downmenuonthe-Pagelayoutiab-in-the Page-
Setupsection.q]

DreaksIo-TNeNexTeolumn.y|
Inserta-ContinuousBreak

Ifyou-wantyourcolumnsto-contain-an-even-
amountoftext,considerusinga-Continuous:
Break.-The-Continuous®Breakawill-evenly-
balance the textin-your-columns.q

Click-at-the £nd-of the column-that-youawvantio-
havebalanced.q

SelectContinuousBreakfromthe-Breaksdrop-
downmenuonthe-Pagelayoutiab-in-the Page-
Setupsection. 4]

Onceyou-have yoursectionbreakinserted,-
anytime«ou-add-textio-a-column,-Microsoft:
Word-will-automatically-move the fextbetween-
thecolumns-to-makesure theyare-evenly:
balanced.f]

Deletea-Breakf]
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To insert a column break:

1. Click on the line in Word where you want to end the column and start the next
column

Navigate to the Page Layout tab
In the Page Layout tab, click on the ‘Breaks’ button inside the Page Setup group
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Home Insert Page Layout References Mailings Rewi e i & e
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L [@r - EEcolumnsv b Hyphenation v | [0 Page Borders | E% Right: 0 = after 10pt : Text - Dy Selection Pane A Ratate
Themes Page Setup 3 | Page Background Paragraph Arrange

4. From the ‘Breaks’ drop-down menu, choose the ‘Column’ option

]‘ —A‘J v‘ I [Fad =
(i = AR [} | 'nde
Page Breaks

| Page
: Mark the point at which one page ends
ﬁ and the next page begins.

Column

1
= Indicate that the text following the column
== break will begin in the next column.

I,  Text Wrapping
= Separate text around objects on web
pages, such as caption text from body text.

Text Wrapping
Text wrapping breaks separate your text from objects that you include in your

document, such as pictures or illustrations. Typically, Word will try to include the
text, or captions, along with the images in a single line. The text wrap will push your
text into a new paragraph. An example is demonstrated below

ere is an ima

Here is an image
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To insert a text wrapping break:

Click on the line in Word where you want to move the text next to your object

Navigate to the Page Layout tab

In the Page Layout tab, click on the ‘Breaks’ button inside the Page Setup group
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4. From the ‘Breaks’ drop-down menu, choose the Text Wrapping’ option
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Page Breaks

Page
Mark the point at which one page ends
and the next page begins.

Column

EEN
qJ‘; Indicate that the text following the column
BN

break will begin in the next column.

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

Section breaks allow you to insert breaks in a more customizable way. You can
insert section breaks with Word'’s predefined options. Section breaks help you start
a new section, not a new page. You can technically have two section breaks in the
same page. Let's explore some of these section breaks.

Inserting a Next Page Break

The Next Page break differs from a regular page break in that the regular page
break marks the end and beginning of a page. The Next Page break only moves the

section to the following page.

To insert a Next Page break:

1. Click on the line in Word where you want your section to move to the next page

57| Page



Navigate to the Page Layout tab
In the Page Layout tab, click on the ‘Breaks’ button inside the Page Setup group
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4. From the ‘Breaks’ drop-down menu, choose the ‘Next Page’ option

V=) Breaks | ﬁ ;;;‘] ﬁm Inder
Page Breaks

Page
Mark the point at which one page ends
and the next page begins.

Iy Column
J: Indicate that the text following the column
S

break will begin in the next column,

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

Next Page
Insert a section break and start the new

section on the next page.

If you followed these steps correctly, your section would have moved to the
following page.

Continuous Break

As previously mentioned, section breaks help you mark parts of your document
and move content in an organized manner. A continuous break will insert a new
section break and start the new section on the same page.

To insert a Continuous Page break:

1. Click on the line in Word where you want your section to move to the next page

2. Navigate to the Page Layout tab
3. Inthe Page Layout tab, click on the ‘Breaks’ button inside the Page Setup group
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4. From the ‘Breaks’ drop-down menu, choose the ‘Continuous’ option
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Page Breaks

and the next page begins.

: Column
= Indicate that the text following the column
break will begin in the next column,

‘ | Page
b = Mark the point at which one page ends
YN

3 Text Wrapping
E= Separate text around objects on web
— pages, such as caption text from body text.

Section Breaks

Next Page
Insert a section break and start the new
section on the next page.

Continuous
Insert a section break and start the new
section on the same page.

If you followed these steps correctly, your section would have moved to a new line

on the same page (i.e. a new section on the same page).
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Creating and Using Tables in Word

Word is used for many projects, reports, and authorships. It is common to use
demonstrations in Word to prove a point or to present data. In this section, you will
explore the diverse ways to create and use a table in Word.

Creating a Table in Word

Word allows you to use a grid to quickly create a table with the rows and columns
you choose. The table has no formatting, no color and is very basic. The columns
also all have the same width.

To insert a table in Word:

In your Word document, click on the area where you want to insert a table
Navigate to the Insert page
Click on the Table’ button, located in the Tables group
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4. After clicking on the ‘Table’ button, a grid will show as a drop-down option. Select
the size grid of your choice by moving your cursor and watching a preview of the
table directly in your document.
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5. After you selected your grid, click with your mouse
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If you followed these steps correctly, you will see a table inserted in your document
with the number of rows and columns you specified.

Working With a Table in Word

After your table is created, you can format the table any way that you want. You can
obviously insert data into the table and add more columns and rows if you need to.

How to Insert and Delete Columns or Rows
If, let's say, you created a 2x2 table (i.e. 2 rows and 2 columns), but you decided that
you need an extra row, then you can insert a new row to your table.

To insert a new row to your table:

1. Click inside your table

2. By clicking inside your table, a new tab will appear specific to your table. This new
tab is called Layout

Home

Inset  Pagelayout  References  Mailings  Review 2 7
lg Select ~ 1’ xi ; & nset Below [ Merge Celis &) 0497 T EHEE A= (j'l Al 3 Repeat Header Rows
n B 2 e P = Lasl
[ View Gridlines = B Insert Left Bl spnt Cens | 557 142 cH B3E3E — Z =% Convert to Text
Delete  Insert e ! . Text Cell Sort

[ Properties = Above GdFInsertRight =3 SplitTable | 24 AutoFit ~ = =) (= pirection Margins fe Formula

Table Rows & Columns e Merge Cell Size 7 Alignment Data

""""%’?"':'"4"5![""2""1L['3'"""m"""5"!""""""7"ﬁ

Salesperson

Jim M. $10,252 $25,560 $13,745
Beth W. $5,550 $13,470 $27,800
Luiz D. $8,547 $17,555 $8,907
Alice S. $13,578 $6,789 $10,239

.,

3. Inthe Layout tab, you now have a button that allows you to Insert a row or column.
To insert a new row, you can select ‘Insert Above’ or ‘Insert Below'. To insert a

column, you can select ‘Insert Left’ or ‘Insert Right'. Click on the button of your
choice.
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If you followed the steps correctly, you will see a new column or row in your table.
You can then decide to add color to your headers, change the width of the columns
or the height of your rows as well.

How to Delete a Table
If you change your mind and no longer want to use a table in your document, there
is a way to delete the table completely.

To delete a table:

Click inside your table
2. Navigate to the Layout tab that appears when you click on your table
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4. In the ‘Delete’ button drop-down menu select the ‘Delete Table’ option

:

Delete Cells...

Eg
'iﬂ" Delete Columns
=

Delete Rows

sl Delete Table
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Creating An Excel Spreadsheet In Word

Although Word allows you to create a very simplistic table, there isn't much you can
add to the table. If you are looking to use a table where you can make calculations,
the best option is to create an Excel table. Word gives you the option to create an
Excel table directly on a page, giving you access to create formulas and everything
that you can do with Excel.

How to Create An Excel Table In Word

The following steps do not describe how to copy/paste an already-existing Excel
spreadsheet to a Word document. Instead, the instructions describe how to create
an Excel spreadsheet directly in your Word document.

To create an Excel table in Word:

Click on the area where you want to create your Excel table
Navigate to the Insert tab
In the Insert ribbon, locate the Tables group and click on the ‘Table’ button
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4. Select the ‘Excel Spreadsheet’ option from the drop-down menu
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5. After selecting ‘Excel Spreadsheet’, an Excel spreadsheet will appear in the place
where you clicked on before inserting the spreadsheet. The spreadsheet will include
the tables and ribbons that are typically available with the Excel software. You can
now click anywhere on the spreadsheet to make your calculations and work on the

table.
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6. To go back to editing your Word document, click out of the Excel spreadsheet

7. To edit your Excel sheet, double-click on the spreadsheet

How to Remove Your Excel Spreadsheet
If you decide that you no longer want to use this Excel spreadsheet that you
created, you can always delete it.

To remove your Excel spreadsheet from your Word document:

1. Right-click on the Excel sheet you just created
2. Select the ‘Cut’ option

If you followed these steps correctly, the Excel spreadsheet will be deleted.
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Quick tables are built-in tables that Word has available to its users. The tables
include formatted and professional-looking diagrams that are editable and easy to
manipulate. Some quick tables include:

To insert a Quick Table into your Word document:

1.

Calendars

Short tables

Tables with subheads
Lists

Click on the area where you want to create your Quick Table

Navigate to the Insert tab

In the Insert ribbon, locate the Tables group and click on the ‘Table’ button
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5. From the Quick Tables gallery, select the Quick Table of your choice
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If you followed these steps correctly, you will see your selected Quick Table inserted

into your Word document. You are now ready to manipulate the Quick Table any

way you want.
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Inserting Illustrations & Working With Images

Like we discussed in previous sections of this booklet, images and demonstrations
are helpful to include in our Word documents. There is no substitution for a great
visual for our readers. In this section, you will learn more about the several types of
illustrations, how to insert illustrations in Word and how to work with images.

Working with lllustrations

Word already has some built-in illustrations that you can use called ‘Clip Art'.
However, many of those illustrations are old and outdated. Most schools and
government notices still use clip art, but our technology is quickly moving away
from these old types of ‘cartoons’.

Here is the list of the several types of illustrations available in Word 2010:

Picture

Clip Art
Shapes
Smart Art
Chart
Screenshots

o vk WwWwnN =

It is easy to insert illustrations into a Word page and there are some rules to keep in
mind when working with images. You'll also need a good understanding of the
placement of images and wrapping text to make your documents look beautiful
and professional. In the following sections, you'll explore each type of illustration in
detail.

Images In Word
The most commonly-used type of illustration is a Picture. Typically, Word identifies

pictures by the file type. The most commonly used file types for pictures are JPEG,
JPG and PNG.
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Uploading Pictures Into Word

There are two main ways you can add a picture (or image) into your Word
document. The first way to add a picture into your page is by uploading an image.
Let's discuss the steps to upload a picture into word, and later we will discuss the

second option to add a picture to your file.
To upload a picture into your Word document:

1. Click on the area in your page where you want the picture to appear (but please
note that Word will treat the location of the picture as another line)

Navigate to the Insert tab
In the Illustrations group, click on the ‘Picture’ button

@I = |= Docurment] - hMicrosoft Word o 2 2R
Home Page Layout References Mailings Review Wiewnr & @
1] Cower Page = :—l g ’T‘j ) >J ﬁﬂ | !!,) Hyperlink S| Header - A 2 Quick Parts - [ Signature Line =TT Equation -
L ToA= [+

L] Blank Page A = L A Bookmark S Footer = derdArt' j?_)Date 2 Time {2 symbol ~

=1 Table Ficture @ Clip  Shapes SmartArt Chart Screenshot Text - .

b= Page Break - Art - - [k Cross-reference | [#] Page Mumber~ | g - 25 kg Object ~

Tlustrations Links Header & Footer Text Symnbiols

Pages Tables

Select the saved picture/image that you want to upload
5. Select OK

If you followed these steps correctly, you will see your picture in your Word
document.

Using The Picture Tools Format Ribbon

After inserting an image (or any illustration for that matter), Word will display a new
tab with a complete set of tools to use directly in the ribbon. For images, Word will
display a Picture Tools Format tab with many options that will help you manipulate
your image. In the following sections, you'll explore the different things you can do
to an image that you added to your Word document.

@I Hd9-0|= Documentl - Microsoft Word picture Tools
m Home Insert Page Layout References Mailings Review View Developer PDF Format

13 Compress Pictures CZ Picture Border ~
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Remove Corrections Color  Artistic H‘ﬁ i !‘ ! ‘ ﬁ ‘ ‘ Ay PRI I& Erecls
¥around - v Effe 2 "‘l_q Reset Picture ~ v 3_% Picture Layout ~

Adjust Picture Styles

To make some of the tools (or buttons) active, make sure that you click on the
image. Clicking on the image will also display the Picture Tools Format tab.
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How to Remove the Background of Your Images

One of the Picture Tools available in the Format tab is the ability to remove the
background of your image. This is a useful tool when you want to remove

unwanted ‘photo bombs’, unnecessary background or parts of your images that are
irrelevant to your project.

To remove the background of your images,

1. Click on your image

2. Inthe Picture Tools Format tab, click on the ‘Remove Background’ button

| Format

i 3 % 1 Compress Pictures
ol ' =" 3 Change Picture
Corrections Color Artistic e )
B - Effects v o Reset Picture ~

Adjust

3. After clicking on the ‘Remove Background’ button, most of the background of your
image will turn purple and a new set of options will appear in your ribbon (under a
new ‘Background Removal’ tab). Word will try to do its best to show you (in purple)

the background that it identified and will help you imagine what the image will look
like without the background.

Background Removal View Format

—
v @ @ 8 Vv
9 y

3 2 ans
Mark Areas Mark Areas Delete Discard All  Keep

to Keep toRemove Mark Changes Changes
Refine Close

PR—— |

4. You can mark areas to keep by clicking on the ‘Mark Areas to Keep’ button and then
clicking on the areas with your cursor directly on your image. You can also mark
areas to remove by clicking on the ‘Mark Areas to Remove’ button and then clicking
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on the background areas with your cursor directly on your image. Usually, marking
the areas to delete is the better option.

After you confirm that you like the edits you made, click on the ‘Keep Changes'
button

Fixing Your Images
The Picture Tools Format is not perfect, but it does give you some powerful options
to fix and edit your images.

To correct your images:

1.

3.

Click on your image
In the Picture Tools Format tab, click on the ‘Corrections’ button

The ‘Corrections’ button will display a gallery of images with predetermine
corrections that will either sharpen your image to look clearer or improve the
brightness to look a lot more visible

W& -
om Pagelayout  References  Mailings Revi NewTab  NewTab  Design New Tab Format o
4 e ¢ s P s 7 Pty . | Forw, - &A - -
5 J&{ Compress Picture S - — — — — L2 Picture Border _y‘ ﬂ 4y Bring Forward l_- lign ] §1] Height: 199"
= ¥ Change Picture il |l el ol ‘ P ‘ - < Picture Effets ~ | — 3y Send Backward ~ [#]
Remove olor  Artistic — % Pasition Wrap X Crop =3 width: 205
Badkground ~  Effects + "33 Reset Picture ~ < 52 Picture Layout ~ + Text~ ySelectionPane  Si Rotate - v
L] & : A v ] &
- d d d ¢ d =
Brightness and Contrast ‘
> - {
‘ % 4
1) J
J- o [ L
‘ » # 7g.) mascarpone cheese
% ¥ ge white cake mix (you'lllikely need eggs, oil
Gae L eralso, according to package)
ispoons cocoa powder, unsweetened

| BRI
BRI
| BRRRNY

B,  Picture Corrections Options

p powdered sugar
ispoons coffee liqueur
square of semi-sweet chocolate, for garnish

oninstant coffee granules/powder

heavy cream
Ip brewed coffee

ramisu Cake directions

3509F (1759C). Butterand flour three 9” cake pans.

Following the instructions on the cake mpackage to prepare the

4. Choose the image that best fits the corrections you were looking for by clicking

directly on the image.

If you follow these steps correctly, the image variation from the gallery will replace
the image you were originally using. You also have more options if you click on the
‘Picture Corrections Options’ selection at the bottom of the drop-down menu.
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Other Adjustments To Images

There are more options available to you to work with images. Much of it depends
on the type of image you want, the clarity of the image you're working with and
what you want your outcome to be.

Some adjustments you can make to your images include:

e Changing the color of the image: you can make your image black and white or a
light red

e Adding artistic effects: you can have your image look like a Picasso drawing, a
pixelated image or a blurry image as well

e Compressing picture: you can reduce the size of the image by compressing it. This
is extremely useful when you are working on many pages with many images and
your computer is slowing down

¢ Changing the picture: you can replace the current picture with a new one while
maintaining the current dimensions and the position of your current image

e Resetting your picture: you can start all over if you feel like you made too many
changes to your image and you want to go back to the original picture

Wd9-0ls Documentl - Microsoft Word ’T-;‘i{m:{{ﬁ‘j

Page Layout References Mailings Review View Developer PDF Format

“ Home Insert

:;{ Compress Pictures

e — Z Picture Border ~

g ‘; ; ; ; J v & Picture Effects

v "'i";% Picture Layout ~

B3 Change Picture

‘1‘@ Reset Picture ~

Picture Styles

There are other effects and styles that you can use with your images that are
beyond the scope of this booklet.

Changing the Position of an Image

After you upload your image to your Word document, the image may not appear on
your page the way you imagined. You may notice that the text near where you
added the image has moved and you might have difficulty moving the image to
another location. The quick way to position your image on a page is by using the
‘Position’ option in the Picture Tools Format tab.

To change the position of your image:

1. Click on your picture
2. Navigate to the Picture Tools Format tab
3. Click the ‘Position’ button in the Arrange Group
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to include text wrapping (which will be covered in the next section)
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Format

With Text Wrapping
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| Pasition in r.-]iddr Center with Square Text Wrapping

@ @ &

[0 More Layout Options..

You also have more options to position your image in another location by selecting
the ‘More Layout Options’ at the bottom of the drop-down menu.

Using Wrap Text With Images

Although you may have moved your image to your desired location (check the
Changing the Position of an Image section of this booklet), the words on your page
may not do what you hoped they would do. This is because, by default, Word treats
images as part of a line in Word. This means that when you add the image, Word
considers that as part of the text, so the following text will just appear afterwards.
The best way to deal with these issues is to use the Text Wrapping feature. Text
Wrapping allows for your words to wrap around the picture. You can choose how
the text wraps around your picture, how close the words should be to the picture
and if the picture should just be considered in the background so that the words
are in front of the picture.

To use wrap text:

Click on your picture
Navigate to the Picture Tools Format tab
Click the ‘Wrap Text' button in the Arrange Group

I

Select how you want your text to wrap around the image or if you prefer the image
as a background or in front of your text (covering all your words)
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The Position option and Wrap Text option help you organize your images along
with the words in your document.

Cropping Images

Perhaps you found a picture online that you want to use in your Word document,
but you only need certain parts of the picture. Word has the option to crop out the
parts you don't need and leave the part of the picture that you do need.

To crop images:

Click on your picture
Navigate to the Picture Tools Format tab
Click the ‘Crop’ button in the Arrange Group

=

Choose the option that gives you the control that you want to crop the image. The
‘Crop’ option will only let you crop the image in a square or rectangle figure. You can
crop into another shape by selecting the ‘Crop to Shape’ option, and you can also
change the dimensions by selecting the Aspect Ratio. Let's assume, you'll just use
the regular ‘Crop’ option

L4 [Z Align -
[N

Selection
pane ~ARotate~

Arrange T Crop [ ~
F Crop to Shape *

Aspect Ratio  »
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5. When cropping an image, you'll see these dark markers appear around your image
that will allow you to crop in a certain direction.
C'_ - = = 1’7

AMVEKE CHEESE'S,
WheteA Kid CanBe Kid.’

L 4

6. To crop the image, click on any of those markers and hold, moving your cursor
inward towards the image. You'll see that the parts of the image that you will cut out

ANV CHEESE'S.

will be colored in a gray color.

7. After you decided that what you are cropping is the right decision, click outside of
the image and you will be left with a cropped image (like the picture below)

CRVERE Gk
Whete A Kid Can

If you decide that you cropped too much of the image, you can follow the same
steps but this time, move the markers outward to disclose the hidden parts of your
picture.
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Pasting Pictures Into Your Word Document

In a previous section, you learned how to upload an image to your Word document.
This is one way to add an image to your page. Another way to add an image to your
page is by copying the image from an outside source and pasting it on to your Word
document.

To paste an image in your Word document:

1. Locate the image you want to use in your document
2. Copy the image by right-clicking and selecting ‘Copy Image’ from the mini-menu

Open link in new tab
Open link in new window

Open link in incognito window

Save link as...

Copy link address

Open image in new tab

Save image as...

Copy image

-

opy Image address

Search Google for image

Inspect Ctrl+Shift+1

3. Click on the area where you want to add the image in your Word document
4. Paste the image

If you followed the steps correctly, your image will appear in your Word document.
Sometimes adding a picture to your document by copying and pasting is best in
case you don't have these images saved on your computer to upload.

Inserting Clip Art

Earlier we discussed how Word has a bank of clip art images that users can use.
Although many of those images are outdated, they are still an option for you to use
in your documents.

To insert a clip art into your Word document:
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1. Navigate to the Insert tab

2. Click on the ‘Clip Art’ button located in the Illustrations group
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3. After clicking on the ‘Clip Art’ button, Word will open a task window where you can

search for the clip arts that are available
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box and press the ‘Go’ button

5. From the search results, you can scroll and view the gallery of clip art available. Click
on the image of your choice to add it to your Word document

Inserting Shapes

Perhaps you need to add shapes to your document. Commonly-used shapes in
documents include circles, arrows and squares. These shapes are great to use

when providing step-by-step instructions on how to do something. Word has a
plethora of options to choose from.

To insert a shape into your Word document:

Navigate to the Insert Tab
Click on the ‘Shapes’ button located in the Illustrations group

Clicking on the ‘Shapes’ button will display a drop-down menu with line shapes,
rectangles and other basic shapes. Click on the shape of your choice.

Insert Page Layout References Mailings Review View

ElE [ g, Hyperlink
Fidal EEE i+
L (et A Bookmark
‘able Picture Clip @Shapes @martArt Chart Screenshot
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Lines
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Rectangles
14 (5 G G (& [EE (E)

Basic Shapes
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RS I

Block Arrows

e g
4. Your cursor now has the power to drop that shape and change the size of the shape
by clicking and dragging the cross from one end to the other

-l
—_-

5. Let go of your cursor and the shape will stay where you place it.

sun

By default, the shape will be presented in front of your text so it will cover any
words behind the shape. You can change this setting by configuring the Position
and Text Wrap options (see those sections in this booklet).
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Inserting Smart Art

Smart Art is a function in Microsoft Word that allows you to insert a special graphic,

typically to demonstrate a list, process, hierarchy or cycle. The Smart Art graphics
make your document look more professional and help tell a better story because
it's a great visualization.

To insert a Smart Art to your document:

1. Navigate to the Insert tab
2. Click on the ‘Smart Art’ button located in the Illustrations group

@‘ H - |+ Documentl - Microsoft Waord =

Home Page Layout References Mailings Rewiews Wi
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Symbols

3. After clicking on the ‘Smart Art’ button, a window will appear with the different built-
in options available in Word. On the left column, you will see the types of categories

for your graphics. In the middle column, you will find specific graphics to choose
from. The column on the right side will display a preview of the Smart Art graphic
along with a brief description. Click on the Smart Art of your choice and press the
OK button.
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4. The graphic of your choice will now appear in your
document with editable fields labeled as ‘Text'. To
edit the text, click on the element and begin

ﬂy-

LEADERSHIP BUILD

[Text]

typing. Word will display a new ‘Format’ tab that m m
will help you modify the Smart Art and go back to [Text] [Text]

change the Smart Art to a different graphic that
best fits your need l [Text] \ l [Text] \ [Text]

Inserting A Chart

A Smart Art graphic and a chart are diverse types of illustrations. A Smart Art
graphic is directly editable and only contains text. A chart is a typical pie chart, bar
graph or number line that reads from Excel data. The chart is dependent on the

Excel data.

To insert a chart into your Word document:

Navigate to the Insert tab
2. Click on the ‘Chart’ button located in the Illustrations group
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3. After clicking on the ‘Chart’ button, a window will appear displaying the types of
charts on the left column and the specific charts on the right column. Click on a

chart to add it to your Word document and click on the OK button.
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4. After selecting your chart, Word will display your chart in your Word document and
will open an Excel window referencing the data displayed on your chart. In fact, any
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time that you click on your chart, the Excel window will open. To make edits to your
chart, you can use the Design tab or the Layout tab as well. If you want to change
the numbers displayed, make sure to change the numbers that appear in the Excel
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Chart Type Template | Row/Column Data Data [ Layout Styles ~ - F | H- |- A »
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s | |
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11
12
1= " 13
14
15

5. To go back to editing your Word document, click outside of the chart and

somewhere in your page

Moving lllustrations

In previous section we covered how to position your illustration and how to use
wrap text to control how your text react to the added image. However, it may be a
bit tricky to move your illustration from one side of the page to the other. The
concepts learned from the Position and Wrap Text sections of this booklet will come
in handy during the next explanations.

How To Move Your Illustration
There is a difference between making your illustration larger (or smaller) and
moving your illustration to another spot on your page.

To move your illustration:

1. Place your cursor over your image until you see the pointer with a black cross with
arrows pointing in four directions (as pictured in the image below)
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2. To move the image, click and hold and move your image to the desired location

3. Once you have selected the appropriate location for the image, let go of your cursor

Your illustration may not be perfectly placed as you desired, but with your
knowledge on text wrapping, you should be able to have more control over the
location of your illustration.

How to Rotate Your lllustration

In the previous section you learned how to move an illustration from one place to
another. You can also rotate your illustration to give it the appearance of a special
effect.

To rotate your illustration:

1. Click on your image

2. Above your image, a circular arrow will appear

3. Click on that circular arrow and hold, moving your cursor clockwise or counter
clockwise to rotate the image

ey

o
4. Once your image is rotated per your liking, let go of your cursor
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Mail Merging

Mail merging is a distinctive feature available in Word. It allows users to create a
letter, an envelope, a label or an email that can be distributed and personalized to
different people. For example, | can create a letter | want to mail to all customers
and with the mail merge option in Word, | can address this one letter to all
customers with their name on the letter. Mail merge is a quick way to customize
and personalize your content to multiple recipients.

Before You Begin A Mail Merge

Before starting to mail merge a document, you need a spreadsheet that contains all
the necessary information you plan on merging (which is typically name and
contact information). The sheet should be organized in a way that makes sense to
you and should be clearly labeled. The headers in each columns of your
spreadsheet should also be clear. The spreadsheet is basically your list of
recipients. You cannot complete a mail merge without first having a spreadsheet
with the mail merge information included. Technically, you can type your list of
recipients as well, but using a spreadsheet makes the process much simpler and
faster.

The second thing you will need for a mail merge is a template. The template can be
the letter you just completed in Word, a type of label you want or a flyer you
recently created. We recommend that you highlight (in yellow, for example) any
labels that you may want to personalize (such as a greeting, a name or an address).

Once you have your recipient list and your template (in a Word file), you can now do
a mail merge.

Mail Merging A Letter

Now that you understand what a mail merge is, let's try mail merging a letter.
Remember, before you begin a mail merge, you must first have a list of recipients
(preferably a spreadsheet).

To mail merge a letter:

1. Navigate to the Mailings tab
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2. Click on the ‘Start Mail Merge’ button
3. Select ‘Letters’ as your option

W d9-0ls

“ Home Insert Page Layout
= [

Envelopes Labels Select

Doc

References Rev

o ¢

Create

“E-mail Messages

=1 Envelopes...
gzl Labels...
Directory

] [

|
21

@' Normal Word Document
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You will notice that nothing happens after you select ‘letters’. This is because Word

automatically defaults to a ‘letter’ template.

Click on the ‘Select Recipients’ button
Choose the ‘Use Existing List’ option

Select
Recipients =

Type Mew List...

Use Existing List...

| 83 Select from Outlook Contacts... |

7. A window will appear, asking you to select the file that contains your recipients.
Select your Excel file and click the ‘Open’ button

8. Confirm that the correct recipient
table is selected by making sure
that you click on the right sheet if
your Excel file contains multiple
sheets. The name of the sheet will
have a dollar sign at the end,
although you did not include that
as the name of the sheet. Press
the OK button.

Select Table X
Name Description  Modified Created Type
8/24/2017 2:49:27 PM 8/24/2017 2:49:27 PM  TABLE
< >
First row of data contains column headers Cancel
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9. After uploading your list of recipients, you'll find that you have more access to the
buttons in the Mailings ribbon

10. Now, select the word or label you want to merge, such as a name

11. Click on ‘Insert Merge Field’ to see a drop-down list of all the columns included in
your recipient list. Select the appropriate label to merge (such as first name)
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12. After selecting the appropriate field, the document will contain the name of the
label surrounded by arrows (i.e. <<FIRST NAME>>)

13. Insert the fields for the rest of the document that you want to personalize. Once you
have inserted all the necessary fields you can preview your work by clicking on the
‘Preview Results' button.
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84 | Page

LEADERSHIP BUILD



14. Once all fields are inserted and your document looks good, click on the ‘Finish & E

Merge’ button and select ‘Edit Individual Documents'. This will create a new file with
multiple pages, each with a different recipient. (If you believe that the work you have
done is 100% correct, then feel free to select the ‘Print Documents’ option instead).

1 > M FEJ')

H Recipient T
Finish &

eck for Errors Merge

Results Ly Edit Individual Documents... I

[:g, Print Documents...

&
2. Send Email Messages...

Using the Mail Merge Wizard
If you had trouble following the directions clearly listed in the previous section, well
you are in luck because Word has made you job much easier. Word has a feature

that walks you through a 6-step wizard to help you properly complete a mail merge.

Word's mail merge wizard includes all types of documents. Although the wizard is
easy to use, it does not replace the pre-work that needs to be done before you
begin a mail merge (see the Before You Begin A Mail Merge section).

The mail merge wizard will also stop after the mail merge is complete, which means
that you'll still need to figure out how to print the document or save the document
if you decide to edit the individual documents.

Also note that this booklet barely touches the surface when it comes to mail
merging documents. If you decide to use the mail merge wizard, you may need
some more context on the questions Word will ask you (such as the size of a letter
or a label). Therefore, some basic knowledge of Word is expected even when using
the mail merge wizard.

To use the mail merge wizard:

1. Navigate to the Mailings tab
2. Click on the ‘Start Mail Merge’ button
3. Select ‘Step by Step Mail Merge Wizard’ as your option
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4. Follow the steps provide by Word to complete your mail merge
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Using Word Templates

Microsoft Word has various document templates that you can use depending on
your need. Word has built-in templates and other templates that you can use from
its website (Office.com). Templates help users start with a pre-built document
instead of having to build a document from scratch.

How to Access Word's Ready-To-Use Templates

A blank document in Word is based on a template, believe it or not. Word has built-
in formatting for new blank documents. This formatting includes character styles,
text styles, paragraph styles and headings (all available from the Quick Styles gallery
from the Home tab).

To use one of Word's built-in templates:

1. Access the backstage by clicking on the File tab
2. Click on the ‘New' option

Docurment 1 - Microsol ft\Word =) 53 2
ome  Insert  Pagelayout  References Mailings  Review  View (2]
ave .
Availahle Templates Blank document
B sawe a3
B3 Open @t Home
a
[ Close
Info L ﬁ
p
o e L
Recent Blank Blog post Recent Sample  Myternplates  Mew from
documen it templates templates existing
Print
21 e
— ol =1 e /
Save & Send & | —
Agend, Hawvard Brachures Business Calend Contract:
Help cauificatos Sads =

3. Atthe top, you'll see the ‘Available Templates’ (including a Blank document) and
you'll also see a selection of templates from Office.com. Click on one of the
templates to see a preview of that template
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4. Select the template of your choice and press the ‘Create’ button
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Blank document

If you double click on any of the templates, Word will automatically open the

template without showing you a preview.

Templates from Office.com

The Office.com templates are files created by individuals, professionals and the
common user. Many of the templates are well done and user-friendly but may be

difficult to customize.

To use one of the templates from Office.com:

1. Access the backstage by clicking on the File tab
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2. Click on the ‘New' option
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3. Towards the middle of the page, you'll see a selection of templates from Office.com.
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Click on one of the templates to see a preview of that template

4. Select the template of your choice and press the ‘Create’ button
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You also have the option to search for templates in Office.com which will speed up
your search and help you find a template much quicker.

Types of Templates

Most of the templates available for use are business templates, but you may also
find some templates for personal use. Here is a quick list of some of the templates
you may be able to use:
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e Expense reports
e Flyers

e Faxes

e Brochures

e Agendas

e C(Calendars

¢ Inventory forms
e Business cards
e Certificates

e Invoices
Office 2010 may be limited in the types of templates available, but there are other

templates that you can find with a simple online search.

How to Customize Templates

For the most part, templates already contain a set of page layout settings,
formatting, backgrounds and themes. Most documents are ready to use and only
require your content. However, you may have a need to change some of the
settings that come with a template.

You can always use a template and add your ‘personal flavor'. You may encounter
some difficulty using certain templates so below is a list of recommendations to
help you easily customize templates.

Replace Samples With Your Content

Most likely, the templates that you use will have content already inserted into the
template. The content in the template is used more as a sample to help you
understand what type of text should be included within certain parts of the
template. You can easily override the sample content with your content, change the
font types and colors.

Replace Placeholders With Your Text
Some templates also have placeholders or fields for you to use. These placeholders
will usually be surrounded by brackets (such as [Date]). The placeholder can be
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easily replaced with your text. You can even completely remove the placeholder E

from the template if you wish as well. You do this by deleting it.

Use Graphics, Tables & Charts

Some templates also have some great graphics and tables that you can use and are
easily editable. These templates are great to use because you don't have to
recreate some complicated tools, especially if you don’t know how to create them.
Most of the tables or charts use placeholders as well which can be replaced by your
text.

Use Building Blocks

Many templates also include built-in building blocks that you can customize, and
some may include custom building blocks, such as headers and footers and Auto
Text (such as copyright paragraphs or business contact information). Check for
building blocks that you can edit and use to personalize the document.

Templates With Macros

There are also some templates that contain macros, allowing user to perform
automatic processes set by the person who built the macros. However, macros will
not be covered in this booklet.

Templates in Compatibility Mode

There may be an instance in which you choose a template to use and realize that
when you try to edit, you are editing the file in (Compatibility Mode). As discussed in
the beginning pages of this booklet, this type of designation occurs because the
templates were created with an earlier version of Word (such as Word 2003).

You can still edit files in (Compatibility Mode) but some of the template’s
functionality may not be accessible in Word 2010.
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Creating Your Own Template

If you find yourself creating (or using) the same type of file repeatedly, then it might
be a promising idea to convert the file into a template that you can use. If you
create a template, then you will be able to keep the formatting, text and other
elements you typically use.

Types of Template To Create
Depending on the work that you do or how you plan on using your template, you
might need to consider two options.

You can create two types of templates:

1. Atemplate where you keep the necessary styles and formatting along with your
content

2. Atemplate where you keep the necessary styles and formatting but remove any text
so that any user can edit

The first option is a good option for those people who need to use the same
template and only need to make minor modifications.

Saving A File As A Template

If the work you do is done routinely, then you can use one file and include it as an
updated version of that file by saving it with another name. This is a good idea, for
example, if you have a report that you need to update every week with data that
accumulates every week.

If you want to save a template that anyone can use, like an official, company
agenda, then you can save the file in your default Templates folder, which will make
that template available when you create a new template and access My Templates
in the Backstage view.
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Shortcuts for Intermediate Users

The following pages contains lists of specific shortcuts to help you become faster
while working with Microsoft Word.

Shortcuts To Navigate through Ribbons

When using any Microsoft Office programs, you can navigate through the different
ribbons without using a mouse. It may just save you a bit more time if you do it this
way. The keyboard can be used to navigate through all the ribbons and buttons in
the Word interface. The ALT button will display letters that show you which keys will
take you to which ribbon or button. For example, after pressing the ALT key on the
keyboard, Word will display letters next to my tabs and if | press, for example, the
letter 'S"in my keyboard it will take me to the References tab.

WF)
< ame I Page layout References Maili
M g i

j ® | catibri (Body) v|11 - |[[sAsas| ﬁj}' i= v
) =3

Paste 7 B I U ~abe X, % Aa~||®¥~ A ~|||

v

Clipboard = Font [

Universal & Commonly-Used Shortcuts

Shortcut Type Buttons on your keyboard
Copy CTRL+C

Paste CTRL+V

Cut CTRL + X

Highlight All CTRL+A

Bold CTRL+B

Underline CTRL+ U

Italicize CTRL + 1

Find text CTRL + F

Undo CTRL+Z
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Save a File CTRL+S
Close a File CTRL+W
Open a File CTLR+O

Shortcuts to Navigate Around Your Keyboard (Cursor)

Cursor Movement

Buttons on your keyboard

Left one character Left Arrow

Right one character Right Arrow

Down one line Down Arrow

Up one line Up Arrow

Left one word CTRL + Left Arrow
Right one word CTRL + Right Arrow
To the beginning of the current line  Home button

To the end of the current line End button

To the beginning of the document CTRL + Home

To the end of the document CTRL + End

Up one screen

Page Up button

Down one screen

Page Down button

To the beginning of the previous
page

CTRL + Page Up

To the beginning of the next page

CTRL + Page Down
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