Step-By-Step
i

o Choose Start>All
Programs>Microsoft
Office®>Microsoft Office
Word 2007. Open the
data file Paws.docx. Save
as: Paws-[your first initial
and last name]. (For
example, Paws-wlester.)

9 Choose Home>Styles>

Change Styles ﬂ Click
Style Set and select
Word 2007 from the list.

e Select the company name
Pillows 4 Paws. Choose

Home and click the Styles
Dialog Box Launcher
[=] In the Styles Gallery,

click New Style .

o In the Create New Style
from Formatting dialog
box, under Properties, in
the Name box, key: Paws
(see Figure1.1).

e In the Style type box,

select Paragraph. In the
Style based on box,
select Normal.

o Change the font to Arial,
14 pt. Click Format.
Choose Font. Under
Effects, select Small
caps. Click OK twice.

o EICHECK) Your screen
should look like Figure 1.2.

H Continue to the next exercise.

Lesson 1: Exercise 1-1

EXERCISE 1-1
Create and Apply Custom Styles for
Texts and Lists
With Quick Styles, you can change the format of a specific, or particular, type of text,
such as a heading, list, or caption. You can create and apply font, size, color, alignment,
or other character and paragraph formats. Word documents have a set of predefined,

or default, styles that you can edit. You can also create your own custom styles. Once
a style has been defined, you can apply the format to text in your document.

FIGURE 1.1 Create New Style from Formatting dialog box

Create New Style from Formatting =5 @
Properties

MName: |Paws ‘
Style type: |Paragraph |z|
Style based on: | T Normal
Style for following paragraph: | T Paws
Formatting

R e
EF==s|== =121z = =

Sample Text Sample Text Sample Text Sample Text Sample Text

Sample Text Sample Text Sample Text Sample Text Sample Text

Sample Text Sample Text Sample Text Sample Text Sample Text

Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text

I Font: Arial, 14 pt, Centered, Style: Quick Style, Based on: Narma\l—l New Style I

FIGURE 1.2 Style applied to document

N AN DN Paws-wlester.docx - Microsoft Word - =

| Home I Insert Page Layout References Mailings Review  View @

@y — 44 Find ~
4 [emer oy [ ]3] =12 2 B0 [comcoe] Anec: mssbcen naBuc - A4 | 2

| 25 Replace |

Poste |B\ L U v x, x Aa[¥- A ‘H’i (=5 /Qv—‘“ TNormal | TPaws  7NoSpaci. Hesdingl ggf:gsg_eﬂk Selva
E‘anoam i _ G __5Jl Pasgmph M| byl || Editig | |
35123“|55¢yl55—'x%
) Styles Dialog Side Heading + (Lat
: Box Launcher Side Heading + (Lat
& No Spacing T
) ‘ Heading 1 1
1 Title =
1 F Subtitle m
T j m 1‘[ Subtle Emphasis a|E

Emphasis a
B | 1 Intense Emphasis a

tompany-l’mﬁleﬂ Strong a
j } q Quote LC
B The-eader-in-the- pet-bed-industry,-Pillows-4-Paws-is-committed- to-providing-the-best-quality-( ¥ show Preview

| Disable Linked Styles

i and-cat-pillows-in-the-industry.-Not-only-are-our-pillows- comfortable-an ) S-O
-1 sizes,-they-are-hypoallergenic- and-guaranteed-to-last-for-many-years.-A NeW Style T
1 love-goes-into-everything: -50-sleepy-cats-and-dogs-everywhere-can-have-sweet-dr

"
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Step-By-Step
i

o In your Paws file, locate
and click the heading Our

History. Notice that the
heading style is highlighted
in the Styles Gallery.

9 Move the mouse over the
style Side Heading. Click
the Side Heading drop-
down arrow (see
Figure 1.3).

e Choose Modify. In the
Modify Style dialog box,
click the Format drop-
down arrow. Choose Font.

o In the Font dialog box,
select Small caps. Click

OK twice.

6 Go to Page 3. Select the
four lines beginning with
Add to your and ending
with Be your own boss.

Click New Style .

o In the Name box, key:
Listing. In the Style type

box, choose List. In the
Apply formatting to box,
choose 1st level.

o Click Bullets .
Click Insert Symbol .

If necessary, choose
Wingdings. Click the
symbol shown in
Figure 1.4.

e Click OK twice.

H Continued on the next page.

Lesson 1: Exercise 1-2

EXERCISE 1-2
Modify Custom Styles for Texts and Lists

You can edit the character and paragraph formatting of styles and save your custom
styles in the Styles Gallery. Paragraphs that are formatted with a particular style are
automatically updated when the style is modified.

FIGURE 1.3 Styles Gallery

@ Ho-o )= Paws-wlester.docx - Microseft Word RN W |
- | Home | Insert  Pagelayout  References  Mailings  Review  View (7]

‘i] ‘k’ Calibri (Body) ~ln - \A‘ A'| &4 Find ~

EE] = a2 Replace
e B2 U -abe x, x* Aam|[¥- A

'\ Colnct

i '| T Hormal TPaws T NoSpaci.. - Change

| Styles v x

||Clipboard & Font £ Paragraph = Styles

Clear Al -
Balloon Text pu]
Before: &pt, After: 6pt, L
Bold

Bold, Centered

Hyperlink

Our History

Pillows 4 Paws was founded over ten years ago by two sisters, Carole and Pat Anders;

with dogand cat beds that fell apart after a few washings, Carole and Pat made new | | Normal
Paws

theirown dogs, Maddy and Hannah. They used the sturdiest materials they could fing || Side Heading
Update Side Heading to Match Selection

[ o =

pillow covers, and stuffed them with hypoallergenic material made es N Modiy..

snoots. They ended up with the best pet beds they'd ever seen, either in Select All6 Instance(s)

Clear Formatting of 6 Instance(s)

They began giving the beds as gifts for their pet-loving friends, and|scon Delete Side Heading...

high, they were able to concentrate on Pillows 4 Paws full time. Add o Quxk Styl:ﬂﬁnagl\ery

[Modify Style] S

[ Show Preview
[ Disable Linked Styles

Options...

Today, Pillows 4 Paws has over 50 employees and occupies office space and a wareh Cwoo-

| =

Qur Product

Grand Rapids, Michigan. We make a variety of cat and dog beds in different patterns and sizes, !
@

butall of them have the same basic materials as the originals made by Pat and Carole. Each

Page:1o0f3 | Words: 2/530 | & | “E\Egmg.;zs

FIGURE 1.4 Symbol dialog box

Symbol 7|5
N s B [Select (LS
[=]0 R nanct = = i kabd W 1 A
@@@@@@@@@@ﬂDGBGQOD
O 0 0 0 0O D CBWE R MG |0
OO0 |®|@ O = |0 A |4 | % || %| M| x _
Recently used symbols:
QN E|E£|¥|O|®|™|2|z|<|[2]+|X|=|NL
Wingdings: 113 Character code: (113 || from: |symbol (decmal) E[
[ ox ” Cancel ]

Advanced Word 6




Step-By-Step
i

0 Close the Styles Gallery.

5
6,

Scroll to the top of the
document. Select the T in
The at the beginning of the
first paragraph.

Choose Insert>Text>
Drop Cap %. Select
Dropped. With the T still
selected, right-click and

change the font to
Cambria.

€ICHECK) Your screen
should look like Figure 1.5.

Scroll to the second para-
graph on the third page.
Under the heading Join
Pillows for Paws, click
before the fourth sentence
in the paragraph.

Press [ENTER]. Click before

the sentence beginning
with You’ll have fun.

Press ||[ENTER].

Select the sentence
beginning with When you
become. Choose Home>
Styles and click the Styles
Dialog Box Launcher .

Select Intense Quote.
Close the Styles Gallery.
Deselect the text.

EICHECK) Your screen
should look like Figure 1.6
Save and close your file.

H Continue to the next exercise.

Lesson 1: Exercise 1-2

EXERCISE 1'2 (Continued)
Modify Custom Styles for Texts and Lists

FIGURE 1.5 Drop cap applied to text

| = B, R B Paws-wlester.docx - Microseft Word
~ Home | In‘?] Page Layout References Mailings Review View I
@ Cover Page ~ E Ell=l @ Shapes ~ & Hyperlink =| Header ~ El Quick Parts ~ @ Signature Li
|_] Blank Page - E":‘ Smar‘b\!r‘t A Bookmark || Footer - = 4ﬂWor::IArtv EDate&Tim
=) Page Break b il:.f; il Chart [ Cross-reference || [+] Page Number ~ BT:xﬁ. AS Drop Cap ~  "gd Object =
Pages || _Tables | Illustrations J Links Header & Footer Text

| g

PiLLows 4 PAws

Company Profile

he leaderin the pet bed industry, Pillows 4 Paws is committed to providing th
quality dog and cat pillows in the industry. Not only are our pillows comforta
attractive for pets of all sizes, they are hypoallergenic and guaranteed to Ias‘*

years. At Pillows 4 Paws, lots of love goes into everything we do, so sleepy cats and dog

everywhere can have sweet dreams every night.

FIGURE 1.6 Custom style applied to list

oo\ H9- 65 Paws-wlester.docx - Microsoft Word R L3
e ——————
— | Home | Insert Pagelayout  References Mailings Review  View @
= = = e = 34 Find ~
By _:‘_1 EIET [B“’]_ o -l L ‘ | aaBbceDc | AABBC  AaBbCeDe )
Paste b [B £ 0 - x, ¢ Aar|[F- A (&~ 7 Normal TPaws 1 MNoSpaci., - Et’;-‘::sgf by Sz
Clipboard | Font )| Paragraph | Styles F] Editing |
&
JOIN PILLOWS 4 PAWS
Having trouble balancing work and family? At Pillows 4 Paws, we are advocates of alternative
employment options for parents and other busy people. That's why we created Pill AD.
In House. Intense Quote
style applied

When you become a Pillows 4 Paws consultant, you can sell our quality

pillows from your living room.

You'll have fun and catch up with your pals. You can even invite some furry friends to try out the
Pillows for themselves!

Asa Pillow
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Step-By-Step
i

o Open the data file Pricing.
docx. Save as: Pricing-

[your first initial and last
namel.

9 Choose Home>Styles and
click the Styles Dialog
Box Launcher . In the
task pane, click New Style

[
e In the Name box, key:

Price Table. In the Style
type box, select Table.

o In the Style based on
box, select Table Normal.

e In the Apply formatting
to box, select Whole
table.

o In the drop-down list of the
Formatting section, select
Arial, 11 pt, and the font
color Black. Click the
Alignment drop-down
arrow. Select Align Center
Left (see Figure 1.7).

o In the Apply formatting
to box, select Header
row.

e Click Format. Choose
Font. Change the font to
Arial, 12 pt, Bold, Black,
and Small caps. Click OK.

0 EICHECK) Your dialog

box should look like
Figure 1.8. Click OK.

H Continued on the next page.

Lesson 1: Exercise 1-3

EXERCISE 1-3
Create Custom Styles for Tables

You can utilize, or use, the Styles Gallery to quickly change the formatting of tables
in your Word documents. You can also edit the format of a table, such as making the

font bigger or adding shading to a row.

FIGURE 1.7 Create New Style from Formatting dialog box for table

Create Mew Style from Formatting m
Properties
Mame: |Price Tahble |
Style type: |Tab|e E[
Style based on: | EH Table Mormal E[
Formatting
Apply formatting to: |Whole table E

= JAlign
wd EJEE s 2 v e— A
T =R ) T

Jan Feb Mar Total
East T T 5 19
West 6 4 T 17
South 8 T 9 24
Total 21 18 21 60

Font: Arial, 11 pt, Font color: Text 1, Center, Priority: 100, Based on: Table Normall

|
| This style will be applied to whole table |

@ Only in this document () New documents based on this template

[ 0K ]’ Cancel l

FIGURE 1.8 Create New Style from Formatting dialog box header row only

Create New Style from Formatting @
Properties
Mame: |Price Table |
Style type: |Tab|e E[
. |
F:rt::ts::m o [Apply Formatting to box i_wlr =]
Apply formatting to: |Header row ' E

-—W

I Font: Arial, 12 pt, Bold, Font color: Text 1, Small caps, Center, Priority: 100, Based on: Table Normall

|
. |This style will be applied to Headerrow| |

@) Only in this document  (Z) Mew documents based on this template

|’ Cancel ]
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Step-By-Step
i

@ Click in the table. Choose
Home>Styles and click
the More |E| drop-down
arrow.

0 Select Apply Styles. Make
sure Price Table is

selected under Style
Name and click Modify.

@ EICHECK) Your dialog
box should look like Figure
1.9. Check that the Apply
formatting to box is set to
Whole table.

@ Click Format. Choose
Paragraph. On the
Indents and Spacing tab,
change the Spacing After
to 3 pt. Click OK.

@ Click Format. Choose
Borders and Shading.
Under Setting, click All.

@ In the Width box, choose
1 pt. Click OK. Click OK
again. Close the menu.

@ €ICHECK) Your screen

should look like Figure 1.10.
Save and close your file.

H Continue to the next exercise.

Microsoft Office 2007

To remove a Quick Style
from the gallery, right-click
the style in the Styles task
pane, and click Remove

from Quick Styles gallery.

Lesson 1: Exercise 1-3

EXERCISE 1'3 (Continued)

Create Custom Styles for Tables

FIGURE 1.9 Modify Style dialog box

le

Modify Style (3]
Properties
MName: |Price Table |
Style type: |Tab|e -
Style based on: | [ Table Normal E
Formatting
Apply formatting to: |Who|e table E

wa  EuEle 2 oo | e—]
[—— [l 1n—Fl o Gl @ | voow [l

JAN FEB Mar
East 7 7 5
West 6 4 7
South 8 7 g
Total 21 18 21

Font: Arial, 11 pt, Font color: Text 1, Center, Priority: 100, Based on: Table Normal

@ Only in this document ) New documents based on this template
o) ==
FIGURE 1.10 Custom style modified and applied to table
o H 90 R ed ) - Pricing-wlester.dacx - Microsoft Word Table Tools - B X
= ‘ Home l Insert Page Layout References Mailings Review View Developer Design Layout @
e = &3 Find ~
By oo || Ml SN () | EE B .. 4aBbCel  AaBbC: | AzBbC | - % o ;:m
| Paste |B I U -akex, x Aar|[¥- A vﬂ‘“§| |J{ Emphasis  Headingl | TNormal |= E?VT:?'EJL% mva
‘gljpboard £} Font. S Paragraph e PR sttty STV €5 S ot Ll Editing
El‘-x‘-----a-‘-u‘wz‘-aw---a---a‘-‘4‘-‘---xa--u‘--‘(_\,xw‘-%
| [ Price table custom style applied | 1
I
1E I
| PET WEIGHT PILLOW STYLE PATTERN CoLor PRICE
| Under10 Ib. | Fritzi Polka dot Pink/Gray $24.95
11-201b. Milo Paisley Blue/Green $29.95
21-301b. Sheba Stripes Red/Navy $34.95
31-401b. Buster Plaid Yellow/Orange $39.95
) 41-50 Ib. Grendel Stars Purple/Lavender $44.95
-1 Over50 Ib. Rex Solid Tan $50.95
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Step-By-Step
i

o Open your Paws file. On
Page 1, position the

insertion point in the
paragraph starting with
Each.

9 Choose Home>

Paragraph and click the
Paragraph Dialog Box
Launcher |3 |. In the
Paragraph dialog box,
click the Line and Page
Breaks tab.

e Click the Widow/Orphan
control check box.

o EICHECK) Your dialog

box should look like
Figure 1.11. Click OK.

e Scroll down to the end of
the paragraph.

o €ICHECK) Your screen

should look similar to
Figure 1.12.

o Position the insertion point
in the Each paragraph.
Click Paragraph>Dialog
Box Launcher .

e On the Line and Page
Breaks tab, click the Keep
lines together box.

o Click OK. The entire
paragraph moves to
Page 2.

H Continued on the next page.

Lesson 1: Exercise 1-4

EXERCISE 1-4
Control Line and Page Breaks

You can format your document so that single lines of text will not appear at the top
or bottom of a page. An orphan is a line of text that appears by itself at the bottom
of a page. A widow is a line of text that appears by itself at the top of a page. You can
also apply the Keep lines together feature to avoid a page break that splits a paragraph
in the middle. Keep with next prevents a page break in between two paragraphs that

you want to keep on the same page.

FIGURE 1.11 Paragraph dialog box
Paragraph

| Indents and Spacding | Line and Page Breaks |

Pagination
— : Line and Page
[]iwidowOrphan contrali Breaks tab 9
[ Keep with next
[] keep lines together
Select Widow/

[ Page break before

Orphan control

Formatting exceptions

[7] suppress line numbers

| Cloentgherse |

FIGURE 1.12 Paragraph with widow control

Paws-wlester.docx - Microsoft Word

D)1 -0 )+

~— | Home | Insert Page Layout  References Mailings Review  View @

':&j ’J' Calibri (Body) A== 24 Find =

£E) 2, Replace
Fose |20 T o e[ A

¢ | AaBbCcDc| AABBC  AaBbceD: AaBbCi
v e 1 Normal fiPaws  TMNoSpaci. Headingl - ;";:sgj 3 Select -

Clipboard & Font = Paragraph ] Styles 5| Editing

pillowis hand-stitched by our experts and we wash every Pillow once before shippingit. The

first time your pet curls up on his or her new bed, the pillow will already be soft and cozy —

perfect for a catnap! Even though Pillows 4 Paws gets hundreds of orders every week from all

One line of text moves down
to join the widow line

over the globe, we still commit to the same homespun quality in every pillow we make, so your
furry friends can rest assured!

Page: 2of 4 | Words:553 | ¢ |
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Step-By-Step
i

0

1)
12

o

19

On the first page of your
document, click in the
heading Our Product.

Click the Paragraph

Dialog Box Launcher .

On the Line and Page
Breaks tab, select Keep
with next. Click OK.

€ICHECK) Your screen

should look like Figure 1.13.

Note that the heading
moves to the next page.

Scroll down to the
customer testimonials.
Click after house!” at the
end of the first customer
testimonial on Page 2.

Activate Show/Hide [ 7]

Press - + - Key:

Renaldo R.

Click after cute.” at the
end of the second
customer testimonial.

Press - + - Key:

Maria V.

Click after it!” at the end of
the third customer
testimonial. Press +
[ENTER]. Key: Choo-Hee K.

EICHECK) Your screen

should look like Figure 1.14.

Click Show/Hide [ [ | again
to turn it off. Save your file.

H Continue to the next exercise.

Lesson 1: Exercise 1-4

EXERCISE 1-4

(Continued)

Control Line and Page Breaks

FIGURE 1.13 Heading moved to next page

N ERTEX-T- i

Paws-wlester.docx - Microsoft Word

S —

L ——
= | Home l Insert Page Layout References Mailings Review View Developer
= ; = -|adns : = s=|[a]]|ar =
=] j; Arel 1 -|[a = = 5[4[9]| assbeen: |AABBC | AsBbcedc
Pa\ste :Y |B F | U - abe x, x? Az'“as"?' é'| |é' T Normal T Paws T Mo Spaci.. = (S:
Clipboard [ Font £} Paragraph Styles
IE“""8""“'1"""'2"‘"'3"""‘4"""'5""“

. Our-PrRODU CTﬂ_ tl-:)eﬁg;rtl gp;ngoeves

« Today, Pillows-4-Paws-has-over-50-employees- and-occupies- office-space- and-a‘warehouse-ir‘

Grand-Rapids,-Michigan.-We-make-a-variety-of-cat-and-dog-beds-in-different-fabrics,-pattern

and-sizes,-but-all-of-them- have-the-same-basic- materials-as-the- originals-Pat-and-Carole-mad¢

FIGURE 1.14 Displaying line breaks

| Home | Insert Page Layout References Mailings Review View @
i X = m (e |1 e y &4 Find ~
= Calibri (Body) u | ) | [24] ] naebcenc| AABBC  AaBbCeDc R
E fae
Past = 2 a2 A= pe Ch
e (B2 0 -aex x aar|¥- A= ‘Q ;‘\‘ T Normal TPaws 1 NoSpad.. — ;;Igsgf s Select -
Clipboard ™ Font i) Paragraph g Styles ) Editing

H9-06)-

Paws-wlester.docx - Microsoft Word o = 32

1

Page: 2 0f3 | Words: 552 | <& |

“Lola-and-Otis- curl-up-on-their-Pillow-

and-cute.”+

“We've-had-our-Pillow-for-over-five-years.-It's{Buster’s-favorite-place-in-the-

house!"-+
Show/Hide

Renaldo-R.9

1

¢ andsleep-together.-They-look-so-cozy-

Maria-v.9

1

“Last-summer,-we-took-Buddy-on-a-camping-trip-with-us,-but-forgot-to-bring-

his-Pillow.-He-whined-every-night.-Finally,-we-had-to-send-for-it"+ Line break

Choo-Hee-K.1
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Step-By-Step
i

o In your Paws file, click on
the dog graphic in the first

customer testimonial on
Page 2.

9 The Picture Tools

contextual tab appears.
Choose Format>Size.
Click the Size Dialog Box
Launcher |1 |

e Under Size and rotate,
change Height to 1.14".

o Under Scale, verify that the
Lock aspect ratio and
Relative to original
picture size boxes are
checked.

e EICHECK) Your dialog

box should look like
Figure 1.15. Click Close.

o €ICHECK) Your screen
should look like Figure 1.16.

H Continued on the next page.

Academic Skills

If a graphic is twice as
wide as it is tall, it can be
sized so that it still
maintains its original
proportions. To size a
graphic proportionally,
drag a corner handle.
Dragging a middle handle
sizes a graphic either
vertically or horizontally.

Lesson 1: Exercise 1-5

EXERCISE 1-5
Resize and Scale Graphics

A graphic is usually a picture file, but tables, charts, and shapes are also graphics. You
can change the size of a graphic or you can scale a graphic to be a percentage of its
original size. One way to change the size of or resize a graphic is by entering a
measurement in the Size dialog box. Another way you can size a graphic is by dragging
a sizing handle. To scale a graphic, open the Size dialog box and key a percentage for
the height or width in the Scale section.

FIGURE 1.15 Size dialog box

Size @
Size | Alt Text

Size and rnL‘:ItE<—| Size and rotateI
Height: 1 14

Rotation: |0® Height 1. 14"

Scale
Height: width: |82
Lock aspect ratio
Relative to original picture size

[&

Crop from
Left: Top: i El
Right: _ Bottom: i El
Origi :

- .

FIGURE 1.16 Resized graphic
03- H2:=0) 7

Paws-wlester.docx - Microsoft Werd Picture Toals = 8 =

- Home Insert Page Layout References Mailings Review View | Format |
ix Brightness ~ ﬁcampress Pictures S— e — — = @P\cture Shape ~ ‘E'E';Brmg toFront -~ |2+ i su bre
(b Contrast = % Change Picture | || | el ; ~ | [ Picture Border @y sendto Back = 13- =

= Position caop = g76"
fpgRecolor= g Reset Picture =| OB Picture Effects ~ T B Tert Wrapping = Sk o4 |0.76

Adjust Picture Styles & Arrange size ]

CUSTO?HER TESTIMONIALS
o

“We've had our Pillow for over five years. It's Buster’s favorite place in the
\ housel!”

RenaldoR.

[ Resized graphic |

“Lola and Otis curl up on their Pillow ' and sleep together. They look so cozy

and cute.” Maria V.
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Step-By-Step
i

7
8

o

0
D
12
®

Click the dog photo in the
third customer testimonial.

Click the Size Dialog Box
Launcher |z [. On the
Size tab, in the Height
box, key: 1.15". Press .
The width is adjusted
automatically. Click Close.

In the dialog box, under
Scale, change Height to

50%. Press . The

width is automatically
scaled. Click Close.

€ICHECK) Your screen

should look like Figure 1.17.

Click Undo [#] on the
QAT.

€ICHECK) Your screen

should look like Figure 1.18.

Save your file.

=) Continue to the next exercise.

You can find the original
height and width of a
graphic easily by looking
in the Size dialog box
under Original size.

Lesson 1: Exercise 1-5

EXERCISE 1'5 (Continued)
Resize and Scale Graphics

FIGURE 1.17 Third graphic scaled and resized

Paws-wlester.docx - Microsoft Word

0o) |\ H9-0 )+
i)
- Home Insert Page Layout References Mailings Review View |

===

Picture Tools

Format |

ix Brightness - ﬁ Compress Pictures ‘T_,]; Bring to Fro

(B Contrast ~ %Change Picture = ZPicture Border = = IEaSend to Bacl
= = Paosition
{ERecolorv 4gReset Picture T ' Picture Effects = - TextWrappin
Adjust Picture Styles [F} Arrange

“Lola and Otis curl up on their Pillow and sleep together.

and cute.” Maria V.

“Last summer, we took Buddy on a camping trip with us, but forgot t
He whined every night. Finally, we had to send for it!”

Choo-HeeK.

FIGURE 1.18 Third graphic returned to original size and scale

oo\ H Y- 6 Paws-wlester.docx - Microsoft Word Plcture Tools s b3
ey e
Home  Insert  Pagelayout  References  Mailings  Review  View | Format | @
% Brightness ~ 13 Compress Pictures | e = [} Picture Shape ~ ﬁ T3 Bring to Front = |2+ il &7 e =
(B Contrast = B Change Picture | |l | | <l ; - L& Picture Border ~ @y sendtoBack - [F] =
I == Pasition Crop =[pg- 5
fmRecolor = g Reset Ficture = Picture Effects ~ - EEText Wrapping = Sk |08 =
Adjust Picture Styles ] Arrange Size £

“Lola and Otis curl up on their Pillow ~andsleep together. They look so cozy

Maria V.

and cute.”

\ Pillow. He whined every night. Finally, we had to send for it!”

IR, choo-Heek.

Page: 2 of 3 | Words: 552 | <35 |
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Step-By-Step
i

o In your Paws file, click
once on the dog and cat

graphic in the second
customer testimonial.

Choose Format>
Arrange>Position .
Select More Layout
Options.

Click the Text Wrapping
tab. Click Tight.

Click the Picture Position
tab. Under Horizontal,
change the Alignment to
Right.

EICHECK) Your dialog
box should look like
Figure 1.19.

Click OK.

e 0 0 6 ©

EICHECK) Your screen
should look like Figure 1.20.

e Save your file.

s Continue to the next exercise.

You Should Know

Pictures are inserted as
inline graphics. To move a
picture freely on the page,
the picture must be
changed to a floating
graphic. To change an inline
graphic, apply text wrapping
to the selected graphic.

Lesson 1: Exercise 1-6

EXERCISE 1-6
Wrap Text with Graphics

After you insert a graphic, you can flow, or wrap, text around it to eliminate, or
remove, unnecessary white space. You may wrap text around a graphic to make your

document more attractive or to save space.

FIGURE 1.19 Picture Position tab in Advanced Layout dialog box

Advanced Layout -7 |5
oo { Picture Position tab |
@) Alignment relative to n
() Book layout Inside | | of
() Absolute position to the right of | Column | A
Relative position l:l relative to
Vertical
() Alignment Top | relative to Page | -
@ Absolute position  |-0.27" EI below
Relative position l:l relative to
Options
[ Move object with text Allow overlap
[ Lock anchor Layout in table cell

I_ CK ] [ Cancel

FIGURE 1.20 Text wrapping around graphic

@ H9-6 )5
E Home Insert

Paws-wlester.docx - Microsoft Word Picture Tools = B =

Pagelayout  References Mailings Review  View | Format | @
& Brightness = J3{ Compress Pictures | | . _ — [} Picture Shape ~ ﬁ T3 Bring to Front = |2+ @ 5[ s 5
(B Contrast - [Fg Change Picture il | il :‘ ; - [ Picture Border = = @ysendtoBack* [F- L -
GmRecolor = g Reset Picture : = 3 picture Effects = || FOHon B Text Wrapping = Sk~ Crop THosew
Adjust Picture Styles 5 Arrange Size =

house!” &

s’ RenaldoR.

“Lola and Otis curl up on their Pillow and sleep together. They look so cozy and

cute.”

Maria V.

“Last summer, we took Buddy on a camping trip with us, but forgot to bring his
I

Pillow. He whined every night. Finally, we had to send for it

Choo-Hee K.

Page:20f 3 | Words: 553 | ¢4 |
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Step-By-Step
i

o In your Paws file, select the
dog and cat graphic next to
the second customer

testimonial.
9 Choose Format>
Arrange>Rotate .

Select Rotate Left 90°
(see Figure 1.21).

9 Make sure the graphic is
still selected. Choose

Format>Size>Crop .

o Crop the extra space next
to the cat’s tail by dragging

the cropping handle on the
middle-right toward the
center of the graphic.

e Choose Format>Adjust>
Compress Pictures @

o Click the Apply to
selected pictures only

check box. Click Options.
Read the selections in the
Compression Options
dialog box. Click OK twice.

o Hold down - and

select all three images.
Choose Format>Picture
Styles and click the More
El drop-down arrow.
Select Bevel Rectangle.

0 €ICHECK) Your screen

should look similar to
Figure 1.22. Save your file.

e Continue to the next exercise.

Lesson 1: Exercise 1-7

EXERCISE 1-7
Rotate, Crop, and Format Graphics

You may want to modify a graphic once you have inserted it. You can also rotate a
graphic to change its position on the page. Crop a graphic to trim its edges. You can
use a Quick Style to add borders or bevels. After you make the changes to your
picture, you may want to reduce the image resolution, or compress the picture to
reduce the document’s overall file size.

FIGURE 1.21 Rotating a graphic

o H9 - s Paws-wlester.docx - Microsoft Word Picture Toals - B x
- Home Insert Page Layout References Mailings Review View ‘ Format |
1 Brightness ~ 13 Compress Pictures e —— b Ly Picture Shape ~ £, Bring to Front = |2~ i 3l =
(D Contrast - Bl Change Picture ol | el | |nall ~ | 2 Picture Border ~ 3 send to Back ~  [F] o
. = = Position Crop =096~ 2
gz Recolor = g Reset Picture ¥ &) Picture Effects ~ ~ [ Text Wrapping ~ | Sk~ was =)
Adjust Picture Styles ) Arrange k| Rotate Right 50°

house!” | Rotate Left 90° l—)uj, Rotate Left 90°

= | Flip Vertical
Renaldo R.
Al | Flip Horizontal

Mare Rotation Options...

“Lola and Otis curl up on their Pillow and sleep together. They look so
cozy and cute.”

Maria V.

“Last summer, we took Buddy on a camping trip with us, but forgot to bring his

Pillow. He whix =av.night. Finall s Lfor it!”

FIGURE 1.22 Rotated and beveled graphic

Do)\ H92-18 )+ Paws-SF.docx - Microsaft Word - e =
Cah———
A | Home [ Tnsert Page Layout References Mailings Review  View @
" |
% = = ol o R i B3 Find ~
‘ E o Calibri (Body) il ‘ |aaBbcene| AABBC Azgbced: AaBbCi % 8 Replace
= : - |[ab7 - === = -
Faste 7 ‘n I U -abe x, ¥ Aa Haj A | I:\= = \Q EE \ 1 Normal TPaws  THoSpaci.. Headingl = ggii:sg_e b Sz
Clipboard Font m Paragraph m Styles m Editing |
El‘--g“‘l‘--l.“‘l‘--l“‘l O O N

CUSTOMER TESTIMONIALS

“We've had our Pillow for over five years. It's Buster’s favorite place in the

housel!”

Renaldo R

: Bevel Rectangle
- Picture Style

“Lola and Otis curl up on their Pillow and sleep together. They look so
cozy and cute.”

Maria V
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Step-By-Step
i

o In your Paws file, select the
cat graphic next to the
company name at the top
of the first page. The
Picture Tools contextual
tab becomes visible.

Choose Format>Adjust>

Contrast .

Select +40%.

EICHECK) Your screen
should look like Figure 1.23.

Choose Format>Adjust>

Brightness .

Select 0% (Normal).

QO 0 00 O

With the cat graphic still
selected, choose Format>
Adjust>Recolor .
Under Light Variations,
select Accent color 1
Light.

©

Select the dog graphic

on the other side of the
company name. Choose
Format>Adjust>Recolor

. Under Light

Variations, select Accent
color 2 Light. Deselect the
dog graphic.

0 €ICHECK) Your screen
should look like Figure 1.24.

@ Save and close your file.

H Continue to the next exercise.

Lesson 1: Exercise 1-8

EXERCISE 1-8
Control Image Contrast and Brightness

You can adjust a graphic’s contrast to make it clearer or sharper. You can also adjust
brightness to make the graphic lighter or darker, or recolor a graphic to give it a
stylized effect, such as grayscale or sepia tone.

FIGURE 1.23 Controlling image contrast

( )| (=, R N Paws-wlester.docx - Microseft Word Picture Tools

Home Insert Page Layout References Mailings Review View | Format |

ix Brightness ~ ﬁ Compress Pictures = | —— — - @Pid:ure Shape ~ JJ Ering to Front (=R
(b Contrast - Change Picture il | nall :‘ - | & Picture Border - —' @ sendtoBack ~ [B]
% Recolor '(-ﬁ Reset Picture ; = | & Picture Effects ~ POSIvtIOH Text\'\"rapping - ShT
Adjust Picture Styles [F} Arrange

| Contrastl
)i
1 @
ILLOWS 4 PAWS

Company Profile

FIGURE 1.24 Recoloring graphics

o E9-0 ) - Paws-wlester.dock - Microsoft Word i~
- | Home \ Tnsert Page Layout References Mailings Review  View @
Y —=nll= o &4 Find ~
_j ’:1 il -l -flaa | B = AaBbCeDe | AABBC | AaBbCeDc T

o = X tae
paste o (B I U -aex x Aa|¥- A LQ' =] || 1 nomal TPaws | TNoSpaci.. - Eg;:ff [t Select~
Clipboard ™ Fant {Fi Faragraph {Fi Styles £} Editing |
£
N’PILLOWS 4 PAWS‘
Company Profile
he leader in the pet bed industry, Pillows 4 Paws is committed to providing the best
qualitydog and cat pillows in the industry. Not only are our pillows comfortable and
attractive for pets of all sizes, they are hypoallergenicand guaranteed to last for many
years. At Pillows 4 Paws, lots of love goes into everything we do, so sleepy cats and dogs
ES
everywhere can have sweet dreams every night. °
*

Page:1of3 | Words: 553 | ¢ | | EEEERT
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Step-By-Step
i

o In your Paws file, click after
the word too! on Page 3.

Press ||[ENTER].

9 Choose Insert>Text>
Object . In the Object
dialog box, click the
Create from File tab
(see Figure 1.25).

9 Click Browse. Navigate to
your saved Pricing file.
Select the file. Click Insert.
Click OK.

€ICHECK) Your screen
should look like Figure 1.26.

Click before the sentence
that begins Check below
for. Choose Page
Layout>Page Setup>

Breaks .

Choose Page Break. The
sentence is now at the top

© O

of the fourth page.

Click after country. at the
end of the sentence. Press
[EnTER]. Choose Insert>
Text>Object .

Click the Create New tab.
Click Microsoft Graph
Chart. Click OK.

On the datasheet, in cell
A1, under 1st Qtr, change
20.4 to 30.4. Click
anywhere outside the
datasheet.

©O 0 © ©0

H Continued on the next page.

Lesson 1: Exercise 1-9

EXERCISE 1-9
Insert and Modify Objects “

You may need to create or revise a table or chart in Word using information from
another source, such as data from a graph, chart, PowerPoint slide, Excel worksheet,
or other object. An object is a table, chart, graphic, equation, or other form of
information that you insert into your document. You can also open these Excel,
PowerPoint, or Access files while working in Word and cut and paste data from the

source into your document.

FIGURE 1.25 Object dialog box

Object C2 ==
Create New | Create from File I(—' Create from File tabl
File name:
|“-‘t | |t Browse... {
Browse
[T Link to file

[ cisplay as icon
Result

. Inserts the contents of the file into your
EE document so that you can edit it later using the
application which created the source file.

FIGURE 1.26 New object inserted in document

(a5 H- oy Q@ Paws-wlester.docx - Microsoft Word = B 3%
Ciad
‘ Home l Insert Page Layout References Mailings Review View Developer @
¥ 3 Find -
d i s
@ o || &) _ UM | sapces aambeo[amocal A |20
il Replace
Paste B I U -abe x, x* Aa||¥- A~ @ ; Emphasis  Headingl | TMormal | < C:‘yﬁlg'igf Iy select~
Cllpbuard ] Font Paragraph Styles & || Editing
i)
OUR PiLLOWS

Check below fora sampling of our pillows and prices. Orders of more than $50.00 get free

shipping, too!

PETWEIGHT PILLOW STYLE PATTERN COLOR PRICE

Under 10 Ib. | Eritzi Polka dot Pink/Gray $24.95
11-201b. Mile Paisley Blue/Green $29.95
21-301b. Sheba Stripes Red/Navy $34.95
31-401b. Buster Plaid Yellow/Orange $39.95
41-501b. Grendel Stars Purple/Lavender $44.95

I Over 50 Ib. Rex Solid Tan $50.95 |

[Table object inserted |

JoINPILLOWS 4 PAWS

Having trouble balancmg workand famlly?‘At Pillows 4 Paws, we are advocates of alternative

B e S S S SN EUUU DU SRS SN NS - 11 SO S -

gﬁm I
Page:lofl | wordsi103 | ¥ | B2 |
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Step-By-Step
i

@ The graph is now

embedded in your Word
document. Double-click the
Graph Chart on Page 4 to
open the datasheet.

Open the data file Sales
XIsx. Select A2:D4.
Choose Home>Clipboard>
Copy . (see Figure 1.27).

file. Select all the data in the

datasheet. Press ||DELETE|.

Select the first three

@ Switch back to your Paws

rows and four columns in
the datasheet. Choose

[om]+[v}
@ Click cell B1. Delete

$75.00. Key: $100.00.

Press [EnTER]. Click outside

the datasheet.

@ €ICHECK) Your screen

should look like Figure 1.28.

@ Close the Sales.xlsx file.
Exit Excel. Save and close
your Paws file.

=) Continue to the next exercise.

Academic Skills

Accurate data is especially
important when creating
reports. Inserting objects
can help you to ensure that
you have the most up-to-
date data in a report.

Lesson 1: Exercise 1-9

EXERCISE 1-9 (continued) o
Insert and Modify Objects

FIGURE 1.27 Excel spreadsheet data

any - - = Sales.xdsx - Microsoft Becel ’
R =
N | Home | Insert Page Layout Faormulas Data Review View
i
- = — =~ Formatt
. Fo Bl | | A li grime D RS 'iJ _Number
A2 -3 fe | Bed Type
A BEEREENCEEE. - | F
1 Average Party Sales
2 Bed Type East Central West
3 |CatBed $95.00 S$75.00 $110.00 § —
4 'DogBed $125.00 $180.00 $210.00
5
6
7| Copy selected
e cells A2:D4
8
9
10
11
FIGURE 1.28 Revised chart
O i 9 - 5 5 Paws-wlester.docx - Microsoft Word
&= Home | Insert | Page Layout References Mailings Review View
Cover Page ~ | [ =] El@E L shapes - | @ Hyperlink 5] Header - A= |Z| Quick Parts = [z Signature Li
| |j Blank Page || E:: i kel ‘Smaru\rt || & Bookmark 0 |_§:| Footer ~ I ﬂWordArt' @Date&'ﬁme
= Table || Picture Clip Tes =
>§ Page Break - ‘ Art ﬂh Chart '+ Cross-reference [#] Page Number - Box~ 2= Drop Cap - ‘g4 Object -
__Pages | Tables | _ MNustrations  J|  Links | Header& Footer J| _ Tedt

See below for the average sales of a Pillow Party in different regions of the country.

$250.00 -
$200.00 -
$150.00 -
@ Cat Bed
$100.00 4 & Dog Bed

$50.00 A

$0.00
East Central West
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Step-By-Step
i

5

o

Open the data file
Northmeadow.docx.
Save as: Northmeadow-
[your first initial and last
name].

On Page 3, under
Important Upcoming
Meetings, select the list of
four meetings starting with
Sales Kick-Off Meeting.

Choose Home>
Paragraph>Sort . In
the Sort Text dialog box,
click Options. In the Sort
Options dialog box, under
Separate fields at, click
Other. Clear the box and
press the spacebar once.
Click OK.

Under Sort by,

select Paragraphs (see
Figure 1.29). Under Type,
select Text. Click
Ascending. Click OK. The
list is now sorted by meeting
name in alphabetical order.

With the list still selected,
click Sort 4 ][. Under Sort
by, select Word 5. Under
Type, select Date. Click
Ascending. Click OK.
Deselect the text.

EICHECK) Your screen
should look like Figure 1.30.
Save your file.

H Continue to the next exercise.

Lesson 1: Exercise 1-10

EXERCISE 1-10
Sort Information in Lists

File

You can sort, or arrange, information by a specific category. Information that is sorted
in ascending order is arranged from A to Z, 0 to 9, or earliest date to latest date.
Information that is sorted in descending order goes from Z to A, 9 to 0, or latest date
to earliest date.

FIGURE 1.29 Sort Text dialog box

Sort Text =
Sort by
|Paragra|:lhs E[ Type: = :?: iz::::ig
tonoy
| [+ | Type: |Text | | - J"J-SCEI'IdII'!g
Descending
Then by
| ] twes [at ] @A
Descending
My list has
(7) Header row (@) Mo header row
e i ............ A i [ —

FIGURE 1.30 List sorted in ascending order by date

lg lq ‘5 | = Morthmeadow-wlester.docx - Microsoft Word
| Home | Insert Page Layout References Mailings Review View
= ; ibri _ == L= B EE
= | caor Eoan =] ==l EERU] ga8sc Aa
Paste 7 |B I U ~abe X, X Aa- || ﬁ | |§ = = §||Q' Emphasis T Hea
Clipboard ™ Font (F] Paragraph (F]

Important Upcoming Meetings

The following meetings are scheduled over the next three months. Depa
plan on attending all meetings. All employees will be expected to attend th
Meeting scheduled for May 14, 2010.

Products Overview Meeting — 3/19/10

Services Review Meeting —3/23/10 List sorted in
. R ascending order
Sales Kick-Off Meeting —4/16/10 by date

Corporate Policies Meeting —5/14/10
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Step-By-Step
i

o In your Northmeadow file,
select all of the cells in
Table 1-2 on Page 2 (see
Figure 1.31).

9 Click Sort 4 ||. Under Sort

by, select Proposal
Number from the drop-
down menu.

9 Under Type, select

Number. Click
Ascending. Click OK. The
table is now sorted by
Proposal Number.

With the table still selected,
click Sort .

Under Sort by, select
Potential Revenue from
the drop-down menu.

Under Type, select
Number. Click
Descending.

Click OK. Deselect the
table.

©0 0 00

€ICHECK) Your screen

should look like Figure 1.32.

o Save your file.

\am) Continue to the next exercise.

Lesson 1: Exercise 1-11

EXERCISE 1-11
Sort Information in Tables

Sorting information in a table is quick and easy. You can sort by one or more columns
in the table, including text, numbers, and dates. Sorting can help you see patterns and
identify important information.

FIGURE 1.31 All cells selected

(0 -0 = Morthmeadow-wlester.docx - Microsoft Word Table Tools
E | Ho;l Insert Page Layout References Mailings Review View Design Layout
g [ —mlErere e
‘ = [l | oo oo o & W] E- = FEE BT smsca AaBbi AaBDC AsBbCdl
i Paste ¥ |B 7 U -ahe x, x A"Hay'é'l |Q_v Emphasis THeadingl THeading? THeading3 - ng::s
| Clipboard ™ Font {Fl Paragraph F] Styles
- Table 1-2
Proposal Project Date of Proposal Potential Revenue
Number Submission
230 Milton Market 2/2/010 950,000.00
222 Valley Homes 1/20/010 762,000.00
205 Pellman Farms 12/20/09 $1,876,000.00
220 Bulow Road, private 1/12/10 642,000.00
residence
233 Condor Road, private 2/11/10 389,000.00
residence
221 Rowe’s Lane, private 1/14/10 453,000.00
residence |
Selected table
Forecast
Our A ting department is forecasti s for Fiscal Year to ‘
FIGURE 1.32 Table content sorted in descending order
(Do) H9 -6 )+ Northmeadow-wilester.docx - Microsoft Word o =) 5%
= | Ho';\ Insert PageLayout  References Mailings Review  View @_
_;] i Calibri (Body) -z - .\'| Elee \ 4aBbCcl AaBbl AaBb( AaBbCd % f;‘:‘;{e
Paste b [B Z O -abex x A.vHaE?:- A \gv L v|| emphasis 7Heading1 7Heading? 1Heading3 - ‘;tf;ﬂ‘:sgf ;‘Se\e:t'
Clipboard & Font [} Paragraph [} Styles [F] Editing

- Table 1-2 _

Proposal Project Date of Proposal Potential Revenue
Number Submission
205 Pellman Farms 12/20/09 $1,876,000.00
230 Milton Market 2/2/010 950,000.00
222 Valley Homes 1/20/010 762,000.00
220 Bulow Road, private 1/12/10 642,000.00

residence
221 Rowe’s Lane, private 1/14/10 453,000.00

residence
233 Condor Road, private 2/11/10 389,000.00

residence

Table sorted by

Forecast Potential Revenue
Our Accounting department is forecasting sales revenues for Fiscal Year 2009 to be close to
$35,000,000 for. Se mare than $55, 000 000 for Products. These .
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EXERCISE 1-12
Perform Calculations in Tables

You can perform a calculation in a table by creating a formula. A formula can contain

Step-By-Step
i

o In your Northmeadow file,
click in the last row in
Table 1-2. The Table
Tools contextual tab

numbers, values in a table, or both. You could, for example, create a formula to add
the prices of books you need to buy. Another kind of formula might find the average
of your test grades. More complicated formulas can be used to help determine which

appears.
of two options will yield the best results.

9 Choose Layout>Rows

& Columnssinsert FIGURE 1.33 Formula dialog box

Below [& | Rl EECE
Formula:
9 Click in the blank cell at the |=5UM{AED'u'E} |

bottom of the Potential
Revenue column.

Mumber format:

|$#,##0.00; (6%, ##0.00)<— E[

o Choose Layout>Data> Paste function: Paste bookmark:
Formula . The formula | | |V |
=SUM(ABOVE) appears in [Number format box l e | [ — ]

the Formula box (see
Figure 1.33).

FIGURE 1.34 Table with formula
e Click the Number format o) H9-0

Northmeadow-wlester.docx - Microsoft Word Table Tools S
tia
d d Select Home  Insert  Pagelayout  References  Mailings  Review  View  Design  Layout @
rop own arrow. selec [3 select~ % B8 Insert Betow || [ Merge Cels || 3] 016 Bt = Eﬁ A= @ Al 4[| Repeat Header Rows
View Gridlines - A Insert Left [ spiit cells || 2 1.697 M@ |eEE — B Convert ta Text
$#,##0-00;($#,##0-00) = Delete | Insert i S = Ted el || sort
[ER Properties - Above G InsertRight | E=SplitTable || K& AutoFit ~ =l = = pirection Margins Jf« Formula

Rows & Columns e} Merge Cell Size ] Alignment Data

Click OK. —

]
Table 1-2
CHECK i
o 6 ) Your screen Proposal Project Date of Proposal Potential Revenue
should look like Figure 1.34. Number Submission
205 Pellman Farms 12/20/09 $1,876,000.00
. 230 Milton Market 2/2/010 950,000.00
Save your file. 222 Valley Homes 1/20/010 762,000.00
220 Bulow Road, private 1/12/10 642,000.00
H . . residence
Continue to the next exercise. 221 Rowe’s Lane, private 1/14/10 453,000.00
residence
233 Condor Road, private 2/11/10 389,000.00
residence
$5,072,000.00
You can also click in the T
last cell of the last row Cell with SUM
Forecast formula
and press I to auto- Our Accounting department is forecasting sales revenues for Fiscal Year 2009 to be close to
matica”y insert a row $35,000,000 for Services and more than $55,000,000 for Products. These forecasts do not =
include the revenue stream from our latest residential-development project, Pinewood Hills °
below the last row. v

Estatec Mumhere frnm that francactinn will he availahle at the and nf 2010
o | I

Page:20T3 | Words:684 | 5 |

IEEE
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Step-By-Step
i

12/

7

8
o

In your Northmeadow file,
in Table 1-2, click in the
cell containing the date
12/20/09. The Table
Tools display.

Choose Table Tools>
Layout>Merge>Split
. In the Number
of columns box, key: 1. In

the Number of rows box,
key: 3. Click OK. Deselect
the cells.

Click after 12/20/09.
Press the spacebar once.
Key: - Excavation.

Click in the blank cell below
12/20/09. Key: 1/14/10 -
Framing. In the next cell
down, key: 1/19/10 -
Masonry.

€ICHECK) Your screen
should look like Figure 1.35.

Select the first three cells in
the last row. Choose Table
Tools>Layout>Merge>
Merge Cells ﬁ Deselect
the cell.

Click inside the cell. Key:
Total. Select the last row.
Choose Home>Font>
Bold . Deselect the text.

€ICHECK) Your screen
should look like Figure 1.36.

Save your file.

H Continue to the next exercise.

Lesson 1: Exercise 1-13

EXERCISE 1-13
Split and Merge Cells

A table consists of columns and rows. The intersection of a column and a row is
called a cell. Use the Split Cells command to divide a cell into two or more cells. Use
the Merge Cells command to combine two or more cells into a single cell. You might
split a cell to separate items in a cell or merge cells to create one cell for a heading
centered above a group of cells or columns.

FIGURE 1.35 Split table cells

O\ H2-0) Northmeadow-wlester.docx - Microsoft Word Table Tools [ -]& x
[ — Page layout  References Mailings Review  View Design Layout @
I3 Select~ @ % B3 Insert Below || [ Merge Cells éU{FIEII EE B A= iii Al ) Repeat Header Rows
[ER View Gridlines 1B nsert Left =P Split Cells oy 1697 1 EEE — = Z =% Convert to Text
[ Properties elete ,;%s:ve [l nsert Rig S splitTable || F AutoFit ~ === D\;r:gt(tian M;:ri:ns sort Je Formula
Table Rows & Columns (F] Merge J Cell Size |T|_ Alignment Data
El e - —— —————— e S
i i Tab] Split Cellsl
E Proposal Project Date of Proposal Potential Revenue
N Number Submission
205 Pellman Farms 12/20/09 - Excavation $1,876,000.00
1/14/10— Framing
- 1/19/10 - Masonry
230 Milton Market 2/2/10 950,000.00
222 Valley Homes 1/20/10 762,000.00
220 Bulow Road, private residence 1/12/10 642,000.00
221 Rowe’s Lane, private residence 1/14/10 453,000.00
_ 233 Condor Road, private residence 2/11/10 389,000.00
$5,072,000.00

Forecast

Our Accounting department is forecasting sales revenues for Fiscal Year 2009 to be close to $35,000,000

FIGURE 1.36 Merged table cells

@‘E DEICPF Northmeadow-wlester.doc - Microsoft Word | -3 x
Ry ——
| Home | msert Page layout  References Mailings Review  View @
1 & ot B 43 Find ~
L | EE S sapocer AaBhbi|AaBbC| asBbeer |y
Paste 5 ‘|B| IU - e x X A‘,”ap;_ A" = Emphasis 1 Heading 1 |7 Heading 2| THeading3 - E{;TS?f s Select~
dglineré Bf (P i EDES ioinidsiitaivis ) | mad E NG i
@ T 1 | 2 H £ E G|
- 5 Table 1-2
. Proposal Project Date of Proposal Potential Revenue
N Number Submission
. 205 Pellman Farms 12/20/09 - Excavation $1,876,000.00
i 1/14/10— Framing
- 1/19/10 - Masonry
: 230 Milton Market 2/2/10 950,000.00
- 222 Valley Homes 1/20/10 762,000.00
N 220 Bulow Road, private residence 1/12/10 642,000.00
221 Rowe’s Lane, private residence 1/14/10 453,000.00
_ 233 Condor Road, private residence 2/11/10 389,000.00
: I Total $5,072,000.00 |
: Merged cells
B Forecastf

Our Accounting department is forecasting sales revenues for Fiscal Year 2009 to be close to $35,000,000
for Services and more than $55,000,000 for Products. These forecasts do not include the revenue
stream from our latest residential-development project, Pinewood Hills Estates. Numbers from that

transaction will be available at the end of 2010.
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Step-By-Step
i

o In your Northmeadow file,
find Table 1-1 on Page 1.
Select all of the cells in the
table, except the first
column and the first row.
The Table Tools appear.

9 Choose Layout>

Alignment>Align

Center .
e €ICHECK) Your screen

should look like Figure 1.37.

o Select the first row. Choose
Layout>Alignment>Text
Direction |25
Direction [A=|again.

Deselect the text.

e €ICHECK) Your screen

should look similar to
Figure 1.38.

0 Click in the Services
Division cell in the
second row. The Table
Tools Contextual Tab
appears.

H Continued on the next page.

Lesson 1: Exercise 1-14

EXERCISE 1-14
Modify Text Position and Direction in a Cell

You can format a table to make it look more professional and easier to read. Change
vertical alignment so that the text aligns along the top of the cell, along the bottom
of the cell, or is centered in the cell. Change text direction to turn headings vertically.
You can also adjust table properties, such as width, row height, alignment of the
table, and alignment of each cell, to make information in the table more readable.

FIGURE 1.37 Center-aligned text in a table

[N IR DN Nerthmeadow-wlester.docx - Microsoft Word P e 3
=)
Home Tnsert Page Layout References Mailings Review View Design Layout @
[¢ select~ % B Insert Below || [ merge cens | §]] [031- et BEE A= @ Al W Repeat Header Rows
[ View Gridlines = i Insert Left [ split Cells Lj0e” FeEEE — == Convert to Text
elete | Inse = o Tet  Cell Sort

[%F Properties - Above [l Insert Right || = SplitTable || [ AutoFit - = =l pirection Margins J« Formula
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The following table illustrates which fiscal years showed growth for the Services Division and
the Products Division.

- Table 1-1
FY 2004 FY 2005 FY 2006 FY 2007 FY 2008 FY 2009
S(.erfnlces X M X X
Division
Product:
racucts X X X X
Division

Text
center
aligned

FIGURE 1.38 Modified text direction
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The following table illustrates which fiscal years showed growth for the Services Division and
the Products Division.

| Changed text direction |

Table 1-1 I I |
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= o o o o =]
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> > > > > >
[T [V [V [T [T w
Services
. X X X X {
Division
Products X X X X
A
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Step-By-Step
i

o

8/

® e 6 O

Choose Layout>Table>
Table Properties @ In
the Table Properties
dialog box, click the
Column tab.

Under Size, select the
Preferred width check
box. In the Preferred
width box, click the up
arrow until 1.6” appears
(see Figure 1.39). Click OK.

Select all rows and
columns in Table 1-1,
except for the first column.

Choose Layout>Table>

Table Properties .

On the Column tab, select
the Preferred width
check box.

In the Preferred width
box, click the down arrow
until 0.4" appears. Click
OK. Deselect the text.

EICHECK) Your screen
should look like Figure 1.40.

With your teacher’s
permission, print and save
your file.

\am) Continue to the next exercise.

Lesson 1: Exercise 1-14

EXERCISE 1 '1 4 (Continued)

Modify Text Position and Direction in a Cell

FIGURE 1.39 Table Properties dialog box

Table Properties @
| Table | Row | Column | Cell |
Column 1:

Size

[¥] Preferred width:  |1.67 | Measurein: |Inches :

[4' Previous Column l ['3 Mext Column ]

[Click up arrow to 1.6" |

Click Preferred width |

Ok | ’ Cancel

FIGURE 1.40 Table with modified properties

(D Bo-uv = Northmeadow-wlester.docx - Microsoft Word Table Tools

Home  Insert  Pagelayout  References  Mailings  Review  View Design  Layout

[3 select - % B nsert Below || EMerge cenis || 8 oas- i |B | B EE A= @ Al 3 Repeat Header Rows

[fE View Gridlines = AHnsert Left [ spiit Cells =2 oa HIgEE — Z S Convert to Text
Delete | Insert = Text cell Sort

[ Properties - above [ InsertRight || 53 SplitTable || £ AutoFit - =l = = pirection Margins Jie Formula

Table Rows & Calumns ] Merge Cell Size ] Alignment Data

Growth Years

The following table illustrates which fiscal years showed growth for the Services Division and
the Products Division.

Table 1-1
#
< [%2] [X+] ~ o0 (2]
(=] (=] (=] [=] o (=]
o o o o o o
~ o~ o~ =~ ~ ~
|z |z |z |z |Z
Services Division X X X X
Products Division X X X X
T h
| |
Column Column
width 1.6” width 0.4”
A
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Step-By-Step
i

o In your Northmeadow file,

7
8/

© 06 06 0 O

place the insertion point
after Last printed on at
the beginning of the
document.

Press the Spacebar once.
Choose Insert>Text>
Quick Parts and click

Field |i=i]

In the Field dialog box,
under Field names, scroll
down and select PrintDate.

Under Date formats, select
the first format in the list (see
Figure 1.41). Click OK.

Select the date. Choose
Insert>Text>Quick
Parts>Field =]

Under Field names, select
PrintDate. Under Date
formats, select the sixth
format in the list. Click OK.

€ICHECK) Your screen
should look like Figure 1.42.

Save your file.

H Continue to the next exercise.

If

Troubleshooter

you did not print the

document in Exercise 1-14,
you will see a field code in
your document instead of
the date.

Lesson 1: Exercise 1-15

EXERCISE 1-15
Insert and Modify Fields

A field is a code that automatically inserts the date, page number, or other information
into a document. Some fields also update automatically. For example, if you insert a
page number and then delete a page in the document, the pages renumber
automatically.

FIGURE 1.41 Field dialog box

Field o =]
FPlease choose a field Field properties Field options
Categories: Date formats: [ Use the HijrifLunar calendar
(Al : |Ma’da’ww
T n [ Use the Saka Era calendar
F Thursday, October 01, 2009
PageRe - October 1, 2009 =
Print 10/1/09 Select this format
w 2009-10-01 H
Private 1-0ct09 €—— in Step 4
Quote 10.1.2009
RDF Oct. 1,09
g:vNum 1 October 2009
SaveDate October 03 Select this format
Section H
i 10/1/2009 5:12 PM in Step 6
SectionPages 10/1/2008 5:12:15PM P
Seq 5:12PM
set = 5:12:15PM
Skiptf 17:12
StyleRef 17:12:15
Subject o
Symbol
TA i - . .
Preserve formatting during updates
Desipton: ~ L_—_{Gelect PrintDate field |
The date the document was last printed
Field Codes OK | [ Cancel
FIGURE 1.42 Date field inserted
| m% \ H 9~ U y 5 Northmeadow-wlester.docx - Microsoft Werd
R Home | Insert | Page Layout References Mailings Review View
ERE IR =N Nt N 2]
= = | = = =
\j D =] HE] =] Bl = = -
Cover Blank Page Table Picture Clip Shapes SmartArt Chart Header Footer Fage Text Quick Wor
Page~ Page Break & Art < ['#) Cross-reference = *  Number~ || Box~ Paris~ !
Pages Tables Illustrations Links Header & Footer

Northmeadow Construction Compan

Last printed on 1-Oct-09

Date field

Northmeadow Construction’s earnings for 20010 are up from the previous yea
2009, we earned $32,500,000 in our Services Division, while our Products Divisio
to $16,900,000. We are currently running above that mark at this point in the yea

Earnings

A

|
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Step-By-Step
i

12/

7
8/

In your Northmeadow file,
under the Services
Division heading, select
$7,712,000.

Choose Insert>Links>
Bookmark . In the
Bookmark name box,
key: Services_Profit (see
Figure 1.43). Click Add.

On Page 2, under the
Forecast heading, select
$35,000,000. Click

Bookmark .

Under Bookmark name,
key: Services_Forecast.
Click Add. Deselect the
number and scroll to the top
of the document.

Choose Office >Word
Options and click
Advanced. Under Show
document content,
select Show Bookmarks.
Click OK.

Choose Home>Editing>
Find |§3|. Click the Go To
tab. Under Go to what,
select Bookmark. Enter
the bookmark name.

Click Go To. Click Close.
Deselect the text.

EICHECK) Your screen
should look like Figure 1.44.
Save and close your file.

H Continue to the next exercise.

Lesson 1: Exercise 1-16

EXERCISE 1-16
Insert Bookmarks

A bookmark marks a place in a document. Bookmarks allow you to navigate quickly
to sections of a document that you reference often. Bookmarked text is surrounded
by brackets.

FIGURE 1.43 Bookmark dialog box

Bookmark @

Bookmark name:

Services_Profit | Add I

A ~ |_A_|

Dejete

Key bookmark —

name here | G Ta |
Add

Sortby: @ Name

) Location

[7] Hidden bookmarks

Cancel

FIGURE 1.44 Bookmark displayed in document

Northmeadow-wlester.docx - Microsoft Word

0o)\\H9-0 )+

| tHome | msert

Page Layout  References

~[1o_- [ ] =l

Paste 7; [BlZ O -ae x. x far|[#- A=

Mailings  Review  View

daBbCel | AaBbi| AaBbC AaBbCd AaBbC % (

=n
= | calibri (Body)

Ly~ [ -||| Emphssis [7Heading1| T Heading? 7 Heading3 7 Headingd g‘vﬂlﬂse
s~

Clipboard = | Font ] Paragraph & Styles =)

Forecast

Our Accounting department is forecasting sales revenues for Fiscal Year 2009 to be close to
ES,OO0,0DE] for Services and more than $55,000,000 for Products. These forecasts do not

Bookmarked text is marked
in gray brackets

include the revenue stream from our latest residential-development project, Pinewood Hills

Estates. Numbers from that transaction will be available at the end of 2010.
e ——— e ——
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Step-By-Step
i

o Open the Announce data
file. Save the file as:
Announce-[your first initial
and last name].

12/

Choose Mailings>Start
Mail Merge>Start Mail
Merge . Select Step
by Step Mail Merge
Wizard.

In the Mail Merge task
pane, make sure Letters is
selected and click Next:
Starting document at the
bottom of the task pane.

Select Use the current

C

document. Click Next:
Select recipients. Select
Use an existing list.
Click Next: Write your
letter.

Locate the data file Office
Address List. Click Open.

EICHECK) Your dialog
box should look like
Figure 1.45. Click OK.

In your Announce file, click
after the Date field and
press | ENTER| four times.

© ©¢ 00

In the task pane, under
Write your letter, click
Address block. Click OK.

EICHECK) Your screen
should look like Figure 1.46.

19

H Continued on the next page.

Lesson 1: Exercise 1-17

EXERCISE 1-17
Insert Name and Address Block

You can use Word's Mail Merge Wizard to create a form letter that you can send out

in an e-mail or letter to each contact in your address list. When you insert address

block or greeting line fields, Word automatically replaces the fields with an inside

address and salutation for each recipient. This tool saves time when a business must

send several personalized letters at once.

FIGURE 1.45 Mail Merge Recipients dialog box

Lo |=d

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
chedkboxes to add or remove redpients from the merge. When your list is ready, dick OK.

Mail Merge Recipients

Data Source |— Last_Name « | First_Mame - | Title w | Address_Line_1 - |Cit =
CAUsers\Adminis... Boucher | Heidi | 4325 Western Avenue
ChlUzers\Adminis... |7 Cardule Carmen Mr. 6879 Cooper Road Lc!
Ch\lUsers\Adminis... I7 Gamett Melissa Dr. 2569 University Place Evz
Ch\lUsers\Adminis... I7 Lorenz Marika Miss 542 Plain Avenue Lg
CAUsers\Adminis... [¥  Carter Alexis Mrs. 5693 Portis Street Cy
CA\Users\Adminis... |[¥  Olafson Magnus Mr. 724 Lakeside Avenue Bu
ChlUzers\Adminis... |7 Smith Thomas Mr. 408 23rd Street Le
Ch\lUsers\Adminis... I7 Specter Francis Mr. 15932 Waveland Drive Mi e
< [ = R 1 - = | =y v

Data Source Refine recipient list
C:\Users\Administrator\Deskto « | %] Sort...
W) Filter....

EE_I Find duplicates...
. dﬂ Find redpient...
[ Validate addresses...

FIGURE 1.46 Mail Merge task pane

I @EL
1441 Princeton Place
Louisville, Kentucky 40203

Telephone: 502-555-3821
Fax: 502-555-0329

Address
block

January 8, 2010

«AddressBlock» «—— Address block added to letter |

The latest Northmeadow Construction company update is now available on our company Web
site. | am pleased to announce that the company earnings are up from last year. In addition, the
outlook for this coming year is very promising as there is a lot of new business on the horizon.

Some new changes that we are implementing are within the Products division. Many of the
tasks have been streamlined, thus improving productivity and increasing savings. We are also
developing partnerships with vendors and subcontractors to stretch our market coverage, and
we have already started to see positive results. New business continues to grow.

You may access specific information regarding our upcoming projects and partnerships on our
company Web site at www.northmeadow.com. Thank you for your ongoing support. Your

I
I L D]

B B Announce-wlester.docx - Microsoft Word i 53
,‘l:'!?j H9-0 e
- Home  Insert Page layout  References | Mailings | Review  View ©
‘ il j ;j = 2 Rules - %3 ICEE B
= — &° = = =] @ . e =
23 Match Fields 21Find Recipient =
Envelopes Labels || StartMail  Select Edit Highlight Address Greeting Insert Merge Preview | o Finish &
Merge~ Recipients = Recipient List | Merge Fields Black  Line Fieldw (%] Update Labels || Resuits | = Auto Check for Errars || perge -
Create Start Mail Merge Write & Insert Fields Preview Resuits Finish
3 Mail Merge v x

Write your letter

If you have not already done so,
write: your letter now.

To add redpient information to
your letter, dick a location in the
document, and then click one of
the items below.

2 Address block...
3 Greeting lne....
|1 Electronic postage...
i More items...
When you have finished writing
your letter, dick Next. Then you

can preview and personaize cach
redpient’s etter.

Step 4 of 6
o| @ NextPreview your letters

2| @ Previous: Selectrecpients

Pageilofl | Words:158 | 35 |

|EEE
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Step-By-Step
i

o

1)

12

In your Announce file,
click after the
<<AddressBlock>> field.

Press - twice.

In the Mail Merge task
pane, under Write Your
Letter, click Greeting
Line. Click OK in the
Insert Greeting Line
dialog box.

Click Next: Preview your
letters at the bottom of
the Mail Merge task pane.

@ €ICHECK) Your screen

4

15

16,
17

should look like Figure 1.47.

In the Mail Merge task
pane, under Make
Changes, click Edit
recipient list.

In the Mail Merge
Recipients dialog box,
click the check box next to
the first name in the list.
Click OK.

Click Next: Complete the
merge at the bottom of the
Mail Merge task pane.

EICHECK) Your screen
should look like Figure 1.48.
Save your file.

H Continue to the next exercise.

Lesson 1: Exercise 1-17

EXERCISE 1 '1 7 (Continued)
Insert Name and Address Block

FIGURE 1.47 Mail Merge preview

)20 A ) -
WG

Announce-wlester.docx - Microsoft Word
Home Insert
=]|
B
Envelopes Labels || Start Mail Select Edit

Merge -~ Recipients = Recipient List
Start Mail Merge

References | Mailings l Review View

ENENERE

Highlight Address Greeting Insert Merge
Merge Fields Block Line Field =
Write & Insert Fields

Page Layout Developer

E}Rule; =

9% Match Fields

2] Update Labels |||Results|| 2 Auto Check fo

Create Preview Results

o 1441 Princeton Place
Louisville, Kentucky 40203

Telephone:502-555-3821
Fax:502-555-0329

Movemberl16, 2007

wih
pre
Mrs. Heidi Boucher Ne:
4325 Western Avenue Address block i

Bloomington, IN 47401

Dear Mrs. Boucher,|

greeting line

The latest Northmeadow Construction company update is now available on our company Web
site. lam pleased to announce that the company earnings are up from last year. In addition, the
outlook for this coming yearis very promising as there is a lot of new business on the horizon.

FIGURE 1.48 Address inserted in mail merge

Announce-wlester.docx - Microsoft Word = = 2

o)\H9- 06 )~

Home  Insert Pagelayout  References | Mailings | Review  View (7]

= E% % I% = E :‘;Eg;:::nvmms 'ﬁ_&%g‘ ‘u‘z “ m E’%

- 33 Find Recipient
Start Mail Select Edit

Envelopes Labels Highlight Address Greeting Insert Merge Preview| | Finish &
Merge ~ Recipients ~ Recipient List || Merge Fields Block  Line Field~  #] Update Labels | ||Resuits| | e Auto Check for Errors || werge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish

3| Mail Merge > x

Preview your letters

One of the merged letters is
previewed here. To preview
another letter, click one of the
following:

Redpient: 2
4] Find a recipient...
Make changes

You can also change your
recipient ist:

% Edit redpient list...

Exclude this recipient

Vithen you have finished
previewing your letters, dick
Next. Then you can print the
merged letters or edit indvidual
Jetters to add personal commens.

1441 Princeton Place
Louisville, Kentucky 40203

Telephone: 502-555-3821
Fax: 502-555-0329

January 8, 2010

Mr. Carmen Cardulo
6879 Cooper Road
Louisville, KY 40203

Dear Mr. Cardulo,

The latest Northmeadow Construction company update is now available on our company Web
site. | am pleased to announce that the company earnings are up from last year. In addition, the
outlook for this coming year is very promising as there is a lot of new business on the horizon.

Some new changes that we are implementing are within the Products division. Many of the Step5of 6
tasks have been streamlined, thus improving productivity and increasing savings. We are also ; % Next: Complete the merge

developing partnerships with vendors and subcontractors to stretch our market coverage, and =
il

4 Previous: Write your letter

Page:1ofl | Words:169 | 3 |
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Step-By-Step
i

o Open a new document and

© 0606 66 o6 o6 o0

o

save the file as: Ex1-17-
[your first initial and last
namel.

Choose Mailings>Start
Mail Merge>Start Mail

Merge @ Select

Envelopes.

In the Envelope Options
dialog box, click OK. Key
the return address as
shown in Figure 1.49.

In the Start Mail Merge
group, click Select
Recipients

Use Existing List.

Locate the data file Office

Address List. Click Open.

Click in the lower-middle
area of the envelope.

€ICHECK) Your screen

should look like Figure 1.49.

Choose Mailings>Write &

Insert Fields>Address

Block .

In the Insert Address
Block dialog box, under
Specify address
elements, select

Mr. Joshua Randall Jr.

EICHECK) Your dialog
box should look like
Figure 1.50. Click OK.

H Continued on the next page.

Lesson 1: Exercise 1-18

EXERCISE 1-18
Create Envelopes from Lists

le

In addition to using the Mail Merge tool to send several personalized letters at once,
you can also use it to print addresses on envelopes for bulk mailings. The Mail Merge
tool allows you to create envelopes from saved address lists, as well.

FIGURE 1.49 Envelope with recipient text box

Do) |H2-0 ) Ex1-18-wlester.docx - Microsaft Word |
Loa) pr———,
Home Insert Page Layout References | Mailings I Review View
2| B @ | S s of Lo o L
[ [ EL?EMatchFlerds ind Recipient | =
Envelopes Labels Start Mail Select Edit Highlight  Address Greeting Insert Merge Preview 5 Finish &
Merge =~ Recipients * Recipient List || Merge Fields Block  Line Field~ 2] Update Labels || Resylts | S Auto Checkfor Errors || werge
Create Start il Merge ‘Write & Insert Fields Preview Results Finish
E T S — o R —_—
Select Recipients |
7 MNorthmeadow Construction

1441 Princeton Place «— Return address |

Louisville, KY, 40203

Click in this area to
show address text box

!

FIGURE 1.50 Insert Address Block dialog box

Insert Address Block

=
Specify address elements
Insert recipient's name in this format:

Preview

Here is a preview from your recpient list:

Joshua - Kl < [ [
Joshua Randall Ir.
Joshua Q. Randall Jr. D

Mrs. Heidi Boucher
4325 Western Avenue
Bloomington, TN 47401

Mr. Josh Randall Jr.

Mr. Josh Q. Randall Jr.

Mr. Joshua Randall Ir. i
[/] tnsert company name

Insert postal address:

Never indude the country/region in the address

Always incdude the country/region in the address
= ) Sy Correct Problems
(@ Only indude the country,region if different than:

Ifitems in your address block are missing or out of order, use
FI Match Fields to identify the correct address elements from your

mailing list.
Match Fields...

I[ Cancel I

[Urit=d States

Format address according to the destination country fregion

—
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Step-By-Step
i

@ Select Mailings>Finish>
Finish & Merge .
Choose Edit Individual
Documents.

In the Merge to New
Document dialog box,
select All. Click OK.

€ICHECK) Your screen
should look like Figure 1.51.

@ Scroll through the

envelopes. Choose
Office >Print>Print

Preview _

€ICHECK) Your screen
should look like Figure 1.52.

@ With your teacher’s

permission, click Print .

Click OK.

@ Click Close Print

Preview. Save and close
your file.

@ Exit Word.

You Should Know

You can change the
envelope size and printing
options by clicking Start
Mail Merge and
selecting Envelopes.

Lesson 1: Exercise 1-18

EXERCISE 1-18

(Continued)

Create Envelopes from Lists

FIGURE 1.51 Finished mail merge

(@ E, n .(s s Envelopesl - Microsoft Word il b 3
- | Home | Insert Pagelayout  References Mailings Review  View
o E
ot i - - Azl A =m0 -, =5=|[& &4 Find ~
| u A 2= = =3[ | AaBbCeDe | AsBbceDe AaBbCi AaBbCc % i
g e
= = an| 7 A - —Ti .
Paste > B 1 U - e x, X' Aa |[#7- A - |\Q -] | THormal | TNoSpaci.. Headingl  Heading2 — ;gT:sgf 53 o
Clipboard = Font i Paragraph i Styles % Editing | |
lix]
Northmeadew Construction
1441 Princeton Place
Louisville, KY 40203
Mrs. Heidi Boucher
4325 Western Avenue
Bloomington, IN47401
Northmeadow Construction
1441 Princeton Place
Louisville, KY 40203 8
o
*
[0 | m ||
Page:1 010 | Words:171 || & | -

FIGURE 1.52 Address block added to envelope

5 8 Envelopes] (Preview) - Microsoft Word e
(o) 9o pest (Preview)
— | Pprint Preview | @
Bl | D@0 ] I8 [ e | B
= D 03 two pages || [¥] Magnifier
Print  Options || Margins Orientation Size || Zoom 100% P Eg}shrkanePage&Pmi“s Page [\:se?nnt
2 = o = S review
Print Page Setup = Zoom Preview |
iz}

Northmeadow Construction
1441 Princeton Place
Louisville, KY 40203

Dr. Melissa Garnett
2569 University Place
Evansville, IN 47401

Page:3 0f10 | Words: 171 | &% |
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LESSON , Practice It Activities y

1. Explore Custom Styles

Follow the steps to complete the activity.

Step-By-Step
\lﬁy FIGURE 1.53 Create New Style from Formatting dialog box
Create Mew Style from Formatting @I
o Open the data file Properties
Toys.docx. Save the file Name: [Toys |
as: Toys-[your first initial Style type: Paragraph (=]
and |aSt name].1 Style based on: | M Mormal El
Style for following paragraph: | T Toys EI
9 Choose Home>Styles and AL
click the Styles Dialog e [=[e[Z][B] £ U [[ auematc [<]
Box Launcher E Click = = = | = = = |2 15| = =
New Style [44] in the
Styles Gallery.
v v Toy Drive
9 Under Properties, in the
Name box, key: Toys.
o Under Formatting, select Font: Arial, 16 pt, Bold, Centered, Style: Quick Style, Based on: Normal
Arial, 16 pt, and Bold.
Click Center Align Add to Quick Style list [ Automatically update
@ Only in this document () New documents based on this template
CHECK i
e 6 ) Your dlalog = ] [ —
box should look like
Figure 1.53.

FIGURE 1.54 Custom style applied

o CIle OK_ (Y H9-ua ) - Toys-wlesterl.docx - Microsoft Word - I

| Home { Insert Pagelayout  References Mailings Review  View Develaper
. & oo = : = &3 Find
o Select the text Toy Drive. In E e || b s = B[] psanceo |AaBb{| assbceoc T
the styles Ga"ery click \\Pavste ) B|{J U -abex, ¥ Aa~||¥- A- |§ === Ay owE - 1 Normal TToys | 1Mo Spaci.. — Ega‘:sgf [y select
’ Clipboard ™= Font (] Paragraph (] Styles (] Editing
toys.
e Close the Styles Gallery.
0 EICHECK) VYour screen Toy Drive
should look like Figure 1.54. \
Our annual winter toy drive has been ancther huge success! We collected almost 1000 pounds of toys
Save and close your file. for kids in need this holiday season.

Congratulations to the Sophomore class for bringing in the most toys. They will win a pizza party,

Lesson 1: Practice It Activities Advanced Word 33




LESSON

Step-By-Step
\

1
12/

e 06 00 O

© 0

Lesson 1: Practice It Activities

Open your Toys-1 file.
Save as: Toys-[your first
initial and last name]2.

Click after the word year.

Press [ENTER]. Choose
Insert>Text>0Object .

In the Object dialog box,
click the Create New tab.
Click Microsoft Graph
Chart. Click OK.

€ICHECK) Your screen

should look like Figure 1.55.

Open the data file Count
xlIsx. Select the data and
choose Home>

Clipboard>Copy .

In your Toys-2 file, select
the data in the datasheet.

Press ||DELETE|.

Select the first five rows
and five columns. Choose
Home>Clipboard>Paste

. Close the datasheet.

Click outside the chart.

€ICHECK) Your screen

should look like Figure 1.56.

Exit Excel. Save and close
your Toys-2 file.

’ Practice It Activities J

2. Create a Chart Using Data from Another Source 3

Follow the steps to complete the activity. You must complete Practice It Activity 1
before doing this activity.

FIGURE 1.55 Graph Chart in Word

k8] Toys-wlester2.docx - Microsoft Word
File Edit View Inset Format Tools Data Chart Window Help

i | e (|E ¥ Ba ) 9 |[BIm g caren -] 10

[= ==

[B]z u|=

Agnes Children’s
Group

=8 % > W8 ¥R
i)

Junior Mrs. Zingg PerlaValencia 175

The Helping Hand
Center

Senior Mr. Johnson IrvFleischer 225

Below s a breakdown of the types of toys donated this year,

1stQer 2nd Qer 3rd Qur 4th Qer

Toys-wlester2.docx - Datasheet ==
| B < D E
2ndQtr  (3rdQtr  4thQtr
274 90 204
386 346 316
169 a5 4389

Page:1 of1 | Words:113 | <% | B3 |

FIGURE 1.56 New data in Graph Chart

=AY H9-u04 i Toys-wlester2.docx - Microsoft Word
] 7
Home | Insert l Page Layout References Mailings Review View Developer
Cover Page ~ E‘== @ iih % Hyperlink El Header ~ ;l Quick Parts ~ L;g Signatur
== A
[ Blank Page || ==X = 4 Bookmark || B Footer - | < wordart - [5} Date &Ti
=) Table Picture Clip Shapes SmartArt Chart _ Text A=
¥= Page Break - rt - ['/) Cross-reference |ﬂ Page Number ~ Box~ 2= Drop Cap~ '§d Object ~
Pages Tables Illustrations Links Header & Footer Text
. ) The Helping Hand
Senior Mr. Johnson IrvFleischer 225
Center
o
Belowis a breakdown of the types of toys donated this year,
100+ \
B0
604 @ Dalls
B Cars
407 O Books
204 O Crafts
oA
Frosh  Soph Ir Sr
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LESSON

Step-By-Step
\

o Open your Toys-2 file.
Save as: Toys-[your first
initial and last name]3.

9 Select the last sentence in
the document. Launch the
Styles Gallery. Click New

Style @

Name the style: Thanks.
Choose Bold, Italic, and
16 pt. Make the font Blue.

Click Format and choose
Font. Under effects, select
Shadow. Click OK twice.

€ICHECK) Your screen
should look like Figure 1.57.
Close the Styles Gallery.

© 0 0 O

Double-click the graphic.

Click Text Wrapping .
Select More Layout
Options.

o Click the Picture Position
tab. Under Horizontal,
change the Alignment to
Right relative to Column.
Click OK.

e Click Text Wrapping .

Select Tight. Click OK.

0 EICHECK) Your screen
should look like Figure 1.58.
Save and close your file.

Lesson 1: Practice It Activities

, Practice It Activities J

3. Wrap Text and Format Text

Follow the steps to complete the activity. You must complete Practice It Activity 2

before doing this activity.

FIGURE 1.57 Custom text style applied

GAY H9-04 e Toys-wlester3.docx - Microsoft Word

ocaly——————
‘ Home I Insert Page Layout References Mailings Review View Developer

B & omneam s & 4[] aasbceo | AaBbC | AaBbi
T Thanks

Al

(E=
peste gz B (U ~abe x, X Aav|[¥- A ‘Qv Eic| | nhomal TTays gt";:sgf
Clipboard & Font (F] Paragraph ] Styles e
Senior Mr. Johnson IrvFleischer 225 "m““w"ﬁ'ﬁ_}l Styles
Center 3
| Thanks
Toys
Below is a breakdown of the types of toys donated this year,
MNo Spacing
Heading 1
Title
= Dolls Subtitle
B Cars
D Books Subtle Emphasis
O Crafts
Emphasis
Intense Emphasis
Strong
A big thanksto everyone who participated! Quote
Intense Quote
5 SUBTLE REFERENCE
Applied style

FIGURE 1.58 Wrapped text around object

=N H -8 AJ-:’ BT~ Toys-wlester3.docx - Microsoft Werd Picture Tools
ARpURAal T W o | Picture Tools |
el

Home Insert Page Layout References Mailings Review View Developer | Format |

ix Brightness = H Compress Pictures - @ Picture Shape = T]; Ering to Front = |&

| (| [m—m] T
( Contrast = Bl Change Picture il | smill| | sosl ; = | I Picture Border - X - . By sendtoBack * IH]
it 'osition

%Recolor' ‘gResetPicture = | &) Picture Effects ~ - TextWrapping - S
Adjust J Picture Styles T | Arrange
| Style
Ti
Toy Drive r{
Our annual winter toy drive has beenanother huge success! We collected almost 1000 pounds of toys A b
for kids in need this holiday season. 1
Wrapped text T
Y/
Congratulations to the Sophomore class for bringing in the most toys. They s
willwin a pizza party, courtesy of Lincoln School.
Class Teacher Captain Student Captain Final Toy Count Place Going To
Freshman Miss Tam LarlyCashen 250 Deerpark Hospital
AL PIRRS AN e
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LESSON

Step-By-Step
\

o Open the data file

Friend.docx. Save as:
Friend-[your first initial and
last namel4.

9 Select the paragraph
between the first and

second page that contains
the widow.

Format the paragraph to
control Widows/Orphans.

EICHECK) Your screen
should look like Figure 1.59.

Click before the third
paragraph on the first page.

© 00

Insert a theater graphic
similar to the one in
Figure 1.60.

o Change the Height to 1.4".
Wrap the text in your letter
around the graphic.

o €ICHECK) Your screen
should look like Figure 1.60.

e Save and close your file.

Lesson 1: You Try It Activities

You Try It Activities

4. Control Pagination and Modify Graphics

ile
Your teacher has assigned you a pen pal named Samira, who lives in another country.

Your assignment is to write Samira a letter using the Word skills you learned in this

lesson. Use your knowledge of orphans and widows to correct the formatting.

FIGURE 1.59 Page with widow removed

N HI- 08w - Friend-wlesterd.docx - Microsoft Word
W) —_—
Home Insert | Page Layout l References Mailings Review View Developer
n' H [3 Orientation ~ ¥= Breaks ~ |4] watermark ~ || Indent Spacing | 'Ch Bring to Front = |2 Align,
' l— [E Size * 5 Line Numbers ~ || &4 Page Color ~ || 5 <+ :: 12 pt = 3 send to Back - [f] Groul
Themes Margins __ s = = Pasition __
- @' - == Columns ~ b~ Hyphenation = D Page Borders Ez 0" - |l 4=|0pt = - @Text Wrapping = %4 Rotat!
Themes Page Setup = || Page Background Paragraph F] Arrange

H.-Hg-w.-w1-w|-w2--w--‘3--‘--‘4--‘---5‘--‘--5‘--6‘--7‘

I do not have a job after school (too busy with activities!), but | do have a job over the summer at the

local youth center. It is fun work, but exhausting. Little kids have so much energy!

Samira, | am excited to hear from you and learn all about your school. | bet we have lots in common!

Please write to me soon so that I can find out more about you.

Sincerely,

N [your name]
FIGURE 1.60 Modified graphic with wrapped text

o\ H9- A8 d ) Friend-wlesterd.docx - Microsoft Word

fEia - :

x | Home { Insert Page Layout References Mailings Review View Developer

v

) & f[ommen i - amca A apbc - A4

Paste ) |n I U - abe x, X Ax,”ap;-év‘ [§|= ‘Qv fNormal | 1 No Spaci.. Headingl = ggalzsgf
Clipboard ™ Font [F} Styles [F}

lam interested to see if it is anything like mine. How big are your classes? Do you participate in any afte
school activities? Does your school put on plays or have a marching band? Do you have a job after
school? What is your favorite subject?

Since | have asked you so many questions, | will give you some answers of my
own. Most of my classes have about 20-25 students. Last year, our school put on
A ) Romeo and Juliet, by William Shakespeare. | helped design the program. | also am
part of the marching band during football season. | play the drums. Itis really fun

- 1o go out there and make some noise to get the crowd excited! Our band recentl

/ ‘9 traveled to Washington, D.C. to march in a parade, too. We even got to tour the

; White House! Thought the Lincoln Memorial was the most amazing monument,

*1 Ihave made you a table of my classes and what we are |earning. | hope you can do e for me.
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LESSON

Step-By-Step
\

1
12/

o
o
7
8
o

Open your Friend-4 file.
Save as: Friend-[your first
initial and last name]5.

Create a custom style for
the table in the letter by
applying All Borders to
the Whole Table.

Format the Header Row
to Bold and 14 pt.

Open the Styles task pane.
Click the down arrow to the
right of the Normal style
listed in the task pane and
click Modify.

Change the font to Arial
Narrow, 11 pt. Click OK.

Apply the Normal style to
the whole letter. Center
the return address.

Resize the graphic’s height
to 1. Close the Styles task
pane.

EICHECK) Your screen
should look like Figure 1.61.

Save and close your
document.

Lesson 1: You Try It Activities

You Try It Activities

You need to add a few finishing touches to give your letter to Samira a nice polished
appearance. Use your new Word skills to format the table so that it is easier to read.

You must complete You Try It Activity 4 before doing this activity.

FIGURE 1.61 Revised letter

[your first and last name]
[your street address]
[your city, state, zip code]
[YOUR COUNTRY]
[your phone number]

[date]

Dear Samira,

| would like to introduce myself as your new pen pal. My name is [your name]. | am 14 years old and in the 9™ grade.
When our teacher, Mr. Romasanta, told us we would be getting pen pals from a different country, | was very excited.

One thing | would love to learn about is your school. | am interested to see if it is anything like mine. How big are your
classes? Do you participate in any after school activities? Does your school put on plays or have a marching band?
Do you have a job after school? What is your favorite subject?

.

) Since | have asked you so many questions, | will give you some answers of my own. Most of my
classes have about 20-25 students. Last year, our school put on Romeo and Juliet, by William
. /—g\& Shakespeare. | helped design the program. | also am part of the marching band during football
season. | play the drums. It is really fun to go out there and make some noise to get the crowd
excited! Our band recently traveled to Washington, D.C. to march in a parade, too. We even got to tour the White
House! Thought the Lincoln Memorial was the most amazing monument.

| have made you a table of my classes and what we are leamning. | hope you can do the same for me.

Subject Teacher Currently Studying Favorite Aspect
English Mr. Yu Charles Dickens Ezzdmg about another
Algebra Miss Garcia Sine and Cosine Solving for x
Language Arts Mrs. Wiseheart Prepositional phrases Speaking correctly

Physics Mr. Washington Inertia Studying roller coasters

Drama Miss Patterson Tennessee Williams Performing in front of
my class

Computers Mrs. Grant Word Formatting Making tables

| do not have a job after school (too busy with activities!), but | do have a job over the summer at the local youth
center. Itis fun work, but exhausting. Little kids have so much energy!

Samira, | am excited to hear from you and learn all about your school. | bet we have lots in common! Please write to
me soon so that | can find out more about you.

Sincerely,

[your name]
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