Word 2010: Tabs, Tables and Lists

Table for Two

Advanced Word Objectives 5
In this lesson, you will learn how to: Prod C InsS k
1. Identify and adjust TAB stops roduct at?gory N Stoc
2. Convert Text to Table, Table to Text, and Text to List Apples Fruit Yes
3. Add, delete and move rows and columns in a table Pears Fruit No
4. Merge or split cells in a table Bananas Fruit Yes
5. Format table and cell properties Kiwi Fruit Yes
6. Sort a table Tharnsks s i
Tuliiaww rruic
7. Format bullets and numbered lists p
Peppers
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“ Lesson 1: Table for Two

E Table Tools->Layout
1. Readings He iJ&r‘t Page EJLII Refi lJes [t} iJ;s Review  View Design Layout
: Read Lesson 1 in the Advanced Word iJ

Guide, page 11-52. lg Select~ ' . Dfﬂ . | 4 & Merge Cells ﬂ | 3] Height: |2- s H
)_(I : EEI ﬁ] . % |

= View Gridlines {8 split Cells

. : ) Delete | Insert Insert Insert Inmsert : } AutoFit | — width: 2.5 o | =2
Project 7 Properties 6 J - Above Below Left Right = Split Table - s i
A lesson in working with lists, tables and Table Rows & Columns M Merge Cell Size
numbering that you do not have to save.

: 7 |

Downloads Review View Design Layout —

Files used in the lesson: none i - ) = - Efi H A= A ~;’_-| Repeat Header Rows
:1 3 || Height: 033" 2 | H¥ pistribute Rows ! R
=== — - Y v Convert to Text

i AutoFit | — width: 443" = | ™ pistribute Columns Text Cell Sort
g-mpr ta(:: I?D? tice Activit 53 T - =1 (=l =l owection Margins R
ompiete the Fractice Activity, page ’ Cell Size & Alignment Data

3. Assessment
Review the Test questions, page 54. Menu Maps
This lesson shows options on the Table Layout Ribbon.
. Table Tools-> Layout->Insert Right, page 22
. Table Tools-> Layout->Insert Below, page 23
. Table Tools-> Layout->Delete, page 24
. Table Tools-> Layout->Merge Cells, page 25
. Table Tools-> Layout->Select, page 26
. Table Tools-> Layout->Properties, page 27
. Table Tools-> Layout->Text Direction, page 29
. Table Tools-> Layout->Formula, page 30
. Table Tools-> Layout->Repeat Header Row, page 32

OCONOOOPRWN -
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A Table is a Table is a Table

A table is a fundamental way for organizing information into rows and columns. Creating tables is one of
the unique functions of a computer. Microsoft Word is an excellent tool for designing, formatting and
using tables and lists. Many of the demonstrations in this lesson echo the same commands and options
that you can find in Microsoft Excel and Microsoft Access. Tables are interchangeable: you can use a
table in Excel for a Mail Merge or link that information to Access.

This lesson begins with ancient technology: Tabs. Typewriters used Tabs to create lists and columns.
Very quickly you will see the limitations of using Tabs. All digital data can be recycled, so the lesson
demonstrates how to Convert the Text (and all of the Tabs) to a Table. The key to working with Tables
is to watch the commands on the Ribbons.

W™ ks Please start Microsoft Word.

What do you see, from the top of the
screen? Is there a Title Bar that says
Microsoft Word? Yes.

Home Insert Page Layout References

3 [ calibri Body) ~|11 ~ A A | Aa- | &
- Is there a Home Ribbon with the Clipboard,

Past - 2 L. ab® -
av” 7 AR AR - & Font and Paragraph Groups? Yes.

Clipboard 1 Font i

— If your screen looks similar to the example
- on this page, then you are ready to get
started.

=]




wary

Working with Tabs

1. Try This: Enter the Sample Text

Type the text that you see on this page. Add
one Tab between each item. For example,
type the name then click the tab key on your
keyboard. When you complete a Row, click
on the Enter key to start the next Row.

2. Try This, Too: Proof Your Typing

Go to Home ->Paragraph and select the
Show/Hide button to reveal the Tab stops.
Show/Hide looks like a backwards "P."

Please note: the Tabs will be uneven. They
will not line up like a column, yet.
Keep going...

Home -> Paragraph ->Show/Hide

[0 ey T W e - et e W

-ty - n

AL E R TS

Ax A =

v-A- SEum s

«  Category -«
+ Yes%

anas = Frun = YesY

wit = Yes¥

+ Yes¥

s+ VegglesYe

®® US| amcn| s ABYC At AaB A ’:‘
—

-

9

i |

Mage 1oL e 10

s

Product -+  Category -
Apples+Fruit + Yes9|
Bananas -+  Fruit - YesYy
Kiwi - Fruit - Yes9|
TomatoFruit » Yes9

Peppers Veggie- Yes|'|]

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-3. Apply indentation and tab settings to paragraphs
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E 7.
E Home -> Paragraph ->Show/Hide

o R oL e e e WO W . . it
Tab Stops "B . [ e e (0] e TR T
Tyt Thans | 05T LA E D B I e e o A 2
the far left side. Click on the "L" and [l e e e e
review the options, please. i ProductCategory < IniStacks

it Apples+Fruit = Yes§
(1] This Tab aligns the text Letft.

Bananas -+ Fruit - Yes¥

E This Tab aligns the text Center. Kbt = Frukt = Yes®

Tomatofruit = Yes9§

L] This Tab aligns the text Left.

Peppers = Veggie-Yes¥ B

Q This Tab aligns the text Right.

ﬁ‘ The Bar Tab creates a line.

1)

’ﬁ This Tab aligns the indent on

the first line of type in a paragraph. Prnduct*(:ategonf

Memo to self: If you do not see the
Tabs, please turn on the Rulers.
Go to View->Show.

Select: Ruler.

CR-RIE |

J *
TEE 2 W e - W

)

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-3. Apply indentation and tab settings to paragraphs
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@ Home -> Paragraph ->Show/Hide

E I LG e e errm—me—l_ R o
Add the Tabs “‘ ST r.,.-.-.»ulr - Fetrsras ..-.. ni :ﬁ y ,:L o . i@
:1 Try This: Create the Tab Stops D e e i 0 e = B oo oo dntb aamice AQE A e
Select all of the sample text. g b | e = T
Select the Left Tab Stop. o] | : 4 ' L - L : 5 : 3 : : : i 5 = -
Go to the top ruler and click on the 1" |-
mark and on the 2" mark. :
Each time you click on the ruler you _
will place another Left Tab stop. If you produci = Category = lg-Stocky
add too many Tabs, you can drag a
them off the ruler to get rid of them. - Rees = D=
Bananas =  Fruit - Yesql
What Do You See? The Tab Stops bk = Pt~ Ve
will align the sample text into columns.
Tomate =  Fruit - Yesfl
Can you adjust the Tab stops by : Peppers  «  Veggie -+ Yesf
dragging them left or right on the 7
ruler? _E---u---L---.---;_---:

i Left Tab
| Product -+  Category - cldl

lat
LI =]

Apples -+  Fruit -+ Yes|

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-3. Apply indentation and tab settings to paragraphs: Add Tabs
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Home -> Paragraph ->Paragraph

I AT -
4 | -
MOdlfy the Tabs B *J e (i3 K At | B N | e | oo AaBWC Aabee AAE Y F.I- I.-.
5 Tab properties are bundled with the Y [t AT S| o s B | | O
Paragraph tools. Paragraph is on the I
Home Ribbon. B = ==y
Click on the small Option Arrow on e E—
the bottom right side. Poduct  +  Category ~ mst) T T
Rpphis Frsi o .
Basras - Fom - Tl .. -
== éE - “i__-' iF iE %l all Bwi = P e Vel e
| = — — _ o Temats = Fen = vl o= = =
=E=== 1= |65 _ et e e
Peppers = Veggie el
Paragraph " —
What Do You See? When you click |[hmes] [Smmpmea] [o ] [ocees
on the arrow a new window will open. :
The Paragraph properties include —| Preview
alignment, indentation and line
spacing.
Praduct Cabegany r1 Seaci
Look at the bottom of this window for
the Tabs button.
Click Tabs...keep going.
Tabs.. | |SetAsDefait | | ok || Cancel

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-3. Apply indentation and tab settings to paragraphs: Modify Tabs
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r
Home -> Paragraph ->Paragraph

Tab Stop Alignment

i_ﬁ-l' TRES

Frael Fags Loy Estpraras [Rr==ST Frera vora

R rovsr o e - o A T

By default, the Tab stops are placed . & o2 " 1 N 7 D D T e e e A
every half inch (0.5") when you hit _u,.',_,.’, - —_ . = s
the Tab key on your keyboard. [ls] 4 : . rTaI‘JS m*
Each Tab stop is identified by it's L .
position. When you select a Tab stop IELb stop posifion: Del%:lu't tab stops: ~
you can edit the Alignment as well 2 0.5 v
as the Leader lines. Product =  Cat | ab stops to be deared:
In the screen shot on this page, hoples = P
there are two stops: the first one is a Bananas Fru
1" and the second one is at 2". When B - Fm =
you click on 1" in the list box that you Alignment
can edit the Alignment and the Tomate = Fru o
Leader if you wish. : Peppers vl © Left () Right
A () Decimal
Try This: Change the Alignment Leader
Select the first Tab stop. ) ) )
Go to Alignment and click Center. @ 1MNone el P 03—
Click Set. f e
Memo to Self: When you click Set, it [hiv: semme & 5 | set ] [ Clear ] [ Clear Al ]
saves your alignment for Tab stop 1.
Now, you can edit the alignment for I Ok ] [ Cancel ]
Tab stop 2 if you wish. L

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content

2-3. Apply indentation and tab settings to paragraphs: Modify Tab Alignment
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Tab Leaders

Home -> Paragraph ->Paragraph

. " & 1:.-:;: :x‘."lA" A — — - = '@ h M Mo -
Tab Leaders are the lines (or dashes) ot Tabs ug © IA
between your tabbed items. i s et
_ : T Tab stop position: Default tab stops:
Try This: Change the Leader N Ly 0.5 -
Select the first Tab stop and choose the 1" -
#2 Leader. Click on Set. : F Tab stops to be deared:
Select the second Tab stop and choose Product Ca
the #4 Leader. Click on OK. -
Apples Frul
. Alignment
Where Have You See This Before: Bananas . o
The Leader Lines are used in a Table of | Koo ol | @ Left () Center ) Right
Contents to connect the dots between i7) Dedmal () Bar
the topic and the page number. fane s
Leader
~ Nm m P Py P
Memo to Self: You can use this window (2 1MNone @2 03—
to Clear one or Clear All Tab stops. : 4
Set ] ’ Clear ] [ Clear All ]
[ Ok ] [ Cancel ]
|  PRURERN——
Pageliofl wesiam O L

Comma Training Page 19

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-3. Apply indentation and tab settings to paragraphs: Modify Tab Leaders



Tab Stop Review e _ YT W -9
What Do You See? Each Tab stop e m g VA EEEE G 5o s o AsoGe asasce AAB .

£ Rty

E y
E Home -> Paragraph ->Paragraph

Fangr
%) Srpter e | o Tebed -

can be formatted independently. In =T = : i , o ——
this example, the Tab stops have B R R R R RN '
different alignments as well as - Product.__... Category __in Stock
dlﬁerent Leader Lines. Apples... ... Fruit e
Bananad........Fruit i
Tab stops are a legacy from the days |-
when Word Processors imitated B Frult Vs
typewriters. It is a useful function. : Tomat .. Fruit Yos
. PPt . Weggie Yied
Keep going... N
. TR . L . 1
=T
Product............. Category  In Stock
Apples............... Fruit Yes

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-3. Apply indentation and tab settings to paragraphs
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Tag
Ong . Insert ->Table ->Convert Text to Table

[: O R e — |
Convert Text to Table I s s .

o . = =M EBP RS o M ) A A F AS Bvwamw X Q

This is about as far as you can g0 With | e s me [0) maee o e sestte Ot vt 2550 o he ot Gt ot B Dons ™ttt
Tabs. Tabs are not an effective method ™ = ™= . = -~ i ATl Lot el PO
for creating rows and columns. Itis very |+ ¢ - i i : : : 3 s : § : J |

difficult to add another column of datato |-
a tabbed list. A Table offers a better
way to organize information.

—

F B
Convert Text to Table M

Try This: Convert the Text to a Table

Select all of the tabbed text. Tahle size
Go to Insert ->Table. -
Select: Convert Text to Table. Number of columns: 3 =
Mumber of rows: ] 3
You will be prompted to confirm how - T Fruit bt
i i AutoFit behavior
many columns there are in this table. | &~ P

Ak

@ Fixed column width:  |Auto
Memo to Self: This sample list has 3 i

columns. If you see more than 3 () AutoFit to contents
columns, then some of your rows have - ) AutoFit to window

more than one tab stop between the

items. You can use the Show/Hide . Separate text at

function to see each Tab Stop as an | ® Paragraphs ) Commas
arrow and proof your work. et

| Pegeiofl Wt 19T < a9

i) Other: |-

| ok || cancel

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-5. Create tables: Convert Text to Table
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One

Table Tools -> Layout -> Rows and Columns->Insert Right

Insert a New Column
It is very easy to modify a table,
compared to a tabbed list.

=
4
3

Try It: Insert a Column
Select Column C.

Go to Table Tools ->Layout.
Go to Rows and Columns.

Select: Insert Right [. Froduct Categary In Stock
Apples Fruit s
Bananas Fruit Yes

] EFA m Kiwi Fruit Yoi
# ﬁ— % ﬂj-lE:: _Eﬁ Fl Tomato Fruit Yes
: : I 111 [ . Peppers \':ﬂiﬂe iy

Delete Insert Insert Insert Insert
> Above Below Left  Right

Hime brire P Gardud Eetyinain Ulishruyi LI View | Deign Linriealt

= g o Tkt = = 5 Suegecom o] o = - A= A | TRt Headn B
Rows & Columns FI e = H —prpp Flmegrn maas 1| ety R o J zl ey
[ T T il o ROk I L 1 [ T S e T PR
Takle By B Dol W Kl ol Gaze a Akgrmant Dots
(oo e | BESCRCRRCH| S SESCREN) | | GBS BERCHOR RSN SRR SORCHCE B | A BOSCN SCRCRCR BORTRCN SCRCR | S S

\;UNERS % - Product | Category | InStock

C\ 0 ; E Apples | Frum Yes
A \-V\AERS Bananas | Fria Yes
' cl Kiwi Frut Yoy

Toralo Frua Vs

Pappers Veggie Yos

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-6. Manipulate tables in a document: Insert Column
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Table Tools -> Layout -> Rows & Columns ->Insert Below

uary

Gl Rk o
Insert a Row o T e sl e e m
The next pages walk through the Table SRS (L 0 ol vt oo #5100 0 e s Do 5 i n i o™
Tools: Add, Delete, Merge and Split. = T i — tagemirt —
1.Try This: Insert a Row ]
Select Row 2: Apples. 1
Go to Table Tools -> Layout.
Go to Rows & Columns. [Protuc | Category | insiock p—
Click on Insert Below. 7 - — ¢
Hanaenar Fruit s
Eran Fruit s
| Teamario: Fruit s
Bl R s
A ERLOM
Delete | Insert Insert | Insert Insert ha 11oES
- Above Below Left Right & 'ﬁ‘
Rows & Columns M + >[.00 @
Product Category In Stock
2. Try This, Too: Add Some Data ApD Fruit Y
Add the following data: ppies rui €s
Product: Pears Pears Fruit No
Category: Fruit AL :
In Stock: No et .3 Bananas Fruit Yes 2
Did You Notice: You can go to the next Kiwi FFU!t Yes —_—
cell in a row by using the Tab key on Tomato Frurt Yes
ki ? -
your keyboard Peppers Veggie Yes

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-6. Manipulate tables in a document: Insert a Row
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E y

E
Delete a Row

: If you select a row and delete it, will
the row be deleted, or just the text?
1. Try This: Delete a Row
Select Row 4: Pears.
Press Delete on your keyboard.

What Do You See? The data was
deleted, but the row is still there.

2. Try This Instead: Delete the Row
Select Row 4.

Go to Table Tools -> Layout.

Go to Rows & Columns.

Click on Delete -> Rows.

What Else Do You See? You can
delete the Cells, Columns, Rows and
even the entire Table.

Table Tools -> Layout -> Rows and Columns ->Delete Rows

- - Yoot Page Laposn Fotrerces sy Rroen View Deign iy

i 4 B ) B 2 B et e 83385 (] gl 3
Diwpenns "o e hee in o Gemnen T Do oa ] Howemecnmn g o S8, L
Tubie Rywy & Cobgmes . Merge Cod Seoe - Abgremert Dwta
. i . l;:; (W< ) 08 | ¥ ' 3 0 Ll 0 [ 4 [ ¥ a
Product Category In Stock 1
Apples Fruit Yes
Bananas Fruit Yos
Kiwi Fruit Yes
Tomato
‘ Peppers Home Insert Page Layout References Mailings T
lg Select - & | e B | ' . Merge Cells |
N A B = |
5 View Gridlines | | 8 split Cells |
) " |Delete || Insert Insert Insert Insert __ *
5 Properties ~ | Above Below Left Right = SplitTable
4 Table 3* Delete Cells... M Merge
[L] £ -+ I3 Delete Columns #|' 1 %]
-] =* Delete Rows 2
i Delete Table —
| K x
- | Product Category In Sto
| Apples Fruit Yes

Comma Training Page 24

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-6. Manipulate tables in a document: Delete a Row



Merge or Split Cells

When you design a form you can use a

O le

il en Gt

G repenes

table to control the layout. Forms may A i i

have big, as well as, little fill-in-the-blank |+ « &
boxes.

Table Tools -> Layout -> Merge ->Merge Cells

Product

Category

In Stock

Before You Begin: Insert a blank row
at the bottom of the table.

Select Row 1.

Go to Table Tools->Layout-> Merge.
Click on Insert Row Below.

1. Try This: Select Two Cells

Select the first two cells in the last row.
These cells are named cell A7 and B7,
where 7 is the last row in this example.
The columns called A, B, C... from left to
right.

2. Try This, Too: Merge the Cells
Go to Table Tools->Layout.
Click on Merge Cells.

Apples

Fruit

PIY P

il Merge Cells | par

5H split Cells
= split Table

Merge

Yes

Bananas

Fruit

Yes

Kivnr

Fruit

Yes

Tomato

Fruit

Yes

| Peppers

Vegge

Yes

Product

Category

In Stock

Apples

Fruit

Yes

Bananas

Fruit

Yes

Kiwi

Fruit

Yes

Tomato

Fruit

Yes

Peppers

Veggie

Yes

Mgeliofl wesld 2 T

Good Practice: Select the cells that you
Merged and try to Split them.

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-6. Manipulate tables in a document: Merge or Split Cells
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E y
Table Tools -> Layout ->Select Row
5 Move a Row . 1

. . Wi ) R - . Sem A= Al
There are a tw_o steps required to il =t =t o o Home i P Lot i JE—
move a row. First, you need to select - v~

- b " . Mg
the row. Then, you can drag and [ searee . i || g Select T s ﬁ ﬂg E
drop the row to a new position inthe ;]
| : ] select Cell
table. T — te | Insert Insert Insert Insert
roduc | Category n Stoc

) T . # select Column Above Below Left  Right
1. Try This: Select a Row Bananas | Fruit ves | B select Row Rows & Columns
Place your cursor in Row 2. The 'T‘; P ifu: ‘ ;“

. nato | Fru oS 1 1 ' 1 1 1 '

Table Tools should be available. begpers T vesge —Tves || BH Select Table £ | N 3
Go to Table Tools->Layout. | I 1 [

Go to Select Row.

2. Try This, Too: Move a Row

Run your cursor just outside the left
side of Row 2. You should see a Product Category In Stock
white arrow. Click and hold your left .
mouse button. Now you should be Bananas Frurt Yes
able to drag the row to a new place Kiwi Fruit Yes
in the table. -

Tomato Fruit Yes
Memo to Self: This is not an easy Peppers Veggie Yes
mouse task. You may need to try this "........ I .
a couple of times. : - Apples Fruit Yes

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-6. Manipulate tables in a document: Move a Row
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Table Tools -> Layout -> Table-> Properties

Sie Wiy

R.-,. T e a—— e v T T
Table Properties | i ven Pl tre e oen | ot N A e ere—
i i = X N el W] W S ] | Eleeweior D) Sowmenen == [ &
Tables have Properties. The Properties |awecwe =0 0 00 0 =7 e 0 e e, mEE = = L e
include options for formatting the Table, | e s e 1 o
Row, Column and Cell. f;. B e IE AN 1 : i : TN i : : T
" Tatis Fropenias 15 kit
1. Try This: Find the Table Properties | o——Tear || ™ Ll Lo Lo
Select the Table. : e Tra [ = _
Go to Table Tools ->Layout->Table. S Kiw Fruit P o
Select: Properties. A | Tomato | Frut |} it vom e |
repers e | [B] BB |
2. What Do You See? The Table is an [ Table | Row | comn | cel | altText |
object just like a picture or graphic. A ] ,
Table can be Aligned Left, Center, or : Size
Right on a page. ' [T Preferred width: Measure in: |In|:hes
You can also use Text Wrapping to edit |- Alignment

how text wraps around your table. ’\ L Indent from left:

o M

L

Right

El; =

Mone Around Positionir

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-6. Manipulate tables in a document: Table Properties
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Format the Cell

There are four Table Properties: Table,
Row, Column and Cell. Let's look at the
Cell Properties.

Try This: Edit the Cell Properties
Select the Table.

Go to Table Tools ->Layout
Select: Properties.

Go to the Cell Tab.

The Cell options include controlling the
Vertical alignment. You can choose
whether the text in the table is placed at
the Top, Center, or Bottom of the Cells.

d Size
[H| Preferred width:  |0.84" = Measurein: |Inches
Vertical alignment
» ‘.
Fagr B ofl | Wendc WA O5 T I% |;|
Top Center Bottom

Table Tools -> Layout -> Properties

[ ol - 0w PradatTs i Ttk = No0rrolt Vpel R | [P s ————— s T
“ = el Fagr Lol Frtpeaaii [ErEe Frera Vi Do ayead E7]
S o e E] R EMewis o e i o SDumsiem A= :*-l = : -~
T 1 ) ENE B DE o, e ey = £
Dot bt et baed et kol | =3 FRl Ty — Pk Ll ot
B rerne T M - = m W Durden Wegm

Briow Lot Faghd [ T Tabe

T Eirert & f g bekrrip £ St

i 0 5 1 0 E 5 i

Table Fanpans [
" o | ow [cog | cd | mnrem
Product | Category || ..
e —
i
Yerical mlgreend
Tomato Fruit . o
T TEMKTTOM | -
fu
Apples | Fruit 4 o e s

Table | Row |Culgmn | Cell |5]tText|

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-6. Manipulate tables in a document: Table Properties
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Table Tools -> Layout -> Alignment-> Text Direction
E o R ey ST TR L T T — L,
] _ = gl Page Lipd=dl Firtroaraes iy Brern e Brrisg Lrpiest H “
Format the Allgnment wlnat ] | e CE) ] N SMeecm g 3| Epeweien eSS AS (T - -
There are additional Table Tools for e et LT N b 23 o il L
the Text in the Cells. These tools can | ~"0° o = 00 P s ey
be found on the Layout Ribbon. al| e IKE L : ] : LI i : i E ¥
Try This: Modify the Direction .
Select the first row in this table. Bananas I E:.!F" Tﬁm !
Go to Table Tools -> Layout. : Kivei Fruit s
Go to Alignment. : ;:":;:’s L =
Select Text Direction. _ e Err—Tves
B=z= A=z - > «
I:_] I_=] Iﬁ — — = o [
=N B =]
Tet  Cell 2 o =
=l =l = Direction Margins — 1=
. o o =
Alignment
What Do You See? This is a simple B?n_anas FFU!t Yes
command. It does not have a drop Kiwi Frurt Yes
down list of options. There are a 3 T t Eruit Y
different directions that you can select omato rui €5
as you click again and again. Peppers Veggie Yos
Memo to Self: You may need to Apples Fruit Yes
Resize the Row after changing the

Text Direction.

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-6. Manipulate tables in a document: Text Direction
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Calculate the Sum

Table Tools -> Layout -> Data-> Formula

= Fean Fage Layins Ertrranisi

(L]

Rivirm Wi

atite
[ Vil

. re— «l ..l'.! 5 "E_I j T = T oy 7, s ] % ] %! -
You can calculate the Sum in atable, — |Ess&&S L 25 0 L0 L Sweom e ;| Moo D E 3 o F A Gorert 1910
although it is not as simple as working I‘f*_“'.".,:" == e e i TR ﬁl “F| Repeat Header Rows
with a formula in Microsoft Excel. e =l s : — i ' Z =% Convert to Text
Sort

Before You Begin: Please enter o — : J« Formula
some sample data: go to the "In Stock" SRR | < ek Data
and type in the quantity (in numbers) Kivwi Fruit || s
for your fruit and veggie sales. Toaata | Fnilt L | =

Peppers Veggie 50 IP:HM e k=

Apples Fruit 15 | ﬂ
Go to the blank row at the bottom of . ]
your table. Place your cursor in cell ] :
C7. You will insert the formula here. i

| Category | In Stof ¢ormula | P i
Try This: Calculate the Sum Fruit 12
Go to Table Tools -> Layout-> Data. - Formula:
Select: Formula. i Frurt 14 |=SUM{AEDHE} |
What Do You See? Microsoft Word Fruit 10 LI
suggests the formula: Veggie 50 ###0 E|
=SUM(ABOVE). : . Paste function: Paste bookmark:
You can choose which number format |- Fruit 25 | El | I:l
is appropriate: general, accounting, E',_,,.,,, e
and percentage.
Lo || concel |

Exam 77-887: Microsoft Word Expert 2010

2. Formatting Content
2.2. Create tables and charts: Use Equations
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5 Sort the Table

Information in a Microsoft Word table can be
Sorted. Here are the options.

Before You Begin: Select the first row in this
table and format the text Bold. This indicates
that the first row is a header Row: it should

Table Tools -> Layout -> Data-> Sort

stay at the top when the rows are sorted.

Select the last row (with the sum).
Go to Table Tools->Layout.
Go to Rows and Columns->Delete.

Try This: Sort the Table

Select the entire table.

Go to Table Tools ->Layout->Data.
Click on Sort.

What Do You See? You can choose which
field you want to Sort By. In this example,
the table will be sorted by Product.

Look at the bottom of the Window: Does it
say, My list has a Header Row? The Header
Row is the first row of your table.

Comma Training Page 31

CEECES D e e B S~ |
_ el et Pt Ly Befgiriri Aiadefylr, Lo Vit H Yyt a
o Tt - oy s & Fd o oo . FY[0 ;] Trua— e A= A| CyRrone Hrsb Ao
il Ve Gy mh et T = bt ::IHM CEE = :J f-l b Corve 1 Trst
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Sort
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Table Tools -> Layout -> Data-> Repeat Header Rows

[ d 9+ O I brodo o el T Voo oW T T

Repeat the Header Row

O le

. T > " - | 3 Mege o 1] wegre 012 ¢ R Dwne Rew =33 f_ | SamEE
Say you had a very long table with e 5 |G W0 R meece O DI D g = O 11 2 come
many, many rows. Say there is e A L MY e e - [“ |
enough data that your table is twoor |+ ¢ ' IRE O e oL I Al b} Repeat Header Rows
three pages long. There is a simple - =% Convert to Text
way to Repeat the Header Rows at ; Sort
the top of each page. J« Formula
]
Data
Try This: Repeat Header Rows | Product | Category | In Stock ‘
Select the first Row in your table. Apphm__ $ru £
Go to Table Tools ->Layout->Data. i T Frui s
Click on Repeat Header Rows. | Peppers | Veggie | 50
Tomato Fruit 10
| Apples | Fruit )| 25
| Bananas 1 Fruit | 12
Kivw Fruit 14
| Peppers | Veggwe | 50
| Tomato 1 Fruit 11
| Apples 1 Fruit | 5
| Bananas 1 Fruit 1
Kiv Fruit )| 14
: Peppers : Veggwe : 50
» Tomato 1 Fruit 10
Apples Fruit 1 25
| Bananas | Fruit 1 12
| Kiw | Fruit | 4
Prnoess Neaaw LS50

Pageiof: wesam 3 T

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-6. Manipulate tables in a document: Repeat Header Row

Comma Training Page 32



E T
o,,:° Table Tools -> Layout -> Data-> Convert to Text
Convert Table to Text yime T e 0 R Weewos oo S A [ ] Qe
: There and back again: here are the e ol testomtetl ol A e Waa = fﬂl 5 Comwer 1 Tea
steps to convert a Table back to Text. "0~ oot e me e Lk e e —
o B —a T T . e ﬁl ¥ Repeat Header Rows
Before You Begin: If your table has ] Z =E Convert to Text
any blank columns or rows, please : sort B |
select them and delete them. Ea
Data
* Comwent Toble To Tew =¥
Try This: Convert Table to Text Product f:k!e'v :'s*-* e et
Select the Table. _ e K m =
Go to Table Tools -> Layout->Data. Kived Fruit 14 sy
Select: Convert to Text. | Reppers” | Veggls )50
Tomato Fruit 10
What Do You See? You will be 7 v M*
prompted to select how you would Convert Table To Text
prefer to convert the columns. You can i
choose Paragraphs, Tabs, Commas, SEET

or Other symbols to separate your : (") Paragraph marks
text. .

In this example, select Commas.

"
| Popeiorl  wesiaw 5

Convert nested tables

| ok || cancel

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-6. Manipulate tables in a document: Convert Table to Text
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T
Convert Text to List
The bulleted or numbered list is another

method for organizing and presenting
your data.

Try This: Convert Text to List.

Select all of the sample text EXCEPT for
the first Row.

Go to Home -> Paragraph.

Click on Bullets.

What Do You See? You can use the
down-arrow to select a different bullet
from the library. The selected text is
indented. There are bullets at the
beginning of each line of type.

Keep going....

Home -> Paragraph -> Bullets

o eail

Page Ly

Fat s [T

+ Mg

A

. Hplut

= A o R . =] g . 7 . -
B | =L T TV SE o) Lol 2 habCiix_asibCcn AaBbC: sapbce AAE
Pasin PR B w P | Prealy Uil Bulchs Ll [ R T S P
TR Pt ol | - saosei
L i i 1 i ¥ b
| £ H [epr— : ! X
] we g O U]
v
D ummrvrd Buden

i

L
Praduct, Category, In5

fipples, Fruit, 2
Bananas, Fruig, TT
Kiwi, Fruit, 14

5 (rangs Lt Lasd

Detse B Bt

Pappars, Vieggie, 50

Tomata, Fruit, 10

i o -

B Frplae

of Heseq ¢

. 1ddwg

| Pepmaeny  wwes lbE o2 O

Product, Category, In Stock

Apples, Fruit, 25
Bananas, Fruit, 12
Kiwi, Fruit, 14
Peppers, Veggie, 50
Tomato, Fruit, 10
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o::" Home -> Paragraph -> Bullets -> Define New Bullet
E ol 1 1
Format the Bullets e I —
: You can choose a different D fomtem oo 64 a0 BHEE RS ncor e Ao e ADE | A L
| Purie B OO ow & W A | Rl hed B “iteinor sussei Hesmapd  Tee ange
Symbol or Picture for your bullets. 5:-._;,...’ I i i "_ - | = T L
._' i [+ 7 e i e E f; O ¥ 0 [ B T L v T Y]
1. Try This: Define New Bullet n we o © = 4 o Define New Bullet
Select the sample text. : v
Go to Home -> Paragraph. ] = Bullet character
Click on the Bullets down-arrow. : -
Go to the bottom of the list and 1 Product, Categary, In § _‘f [ sl ] [ Bicture.... ] [ Font...
select Define New Bullet . : . DR weenan. Alignment:
: *  Bananas, Fruit, TT ||_E'Ft IH
Define New Bullet... i = FA L4
= e ] = Poppors, Viegela, 50 Preview
: »  Tomats, Fruit, 10
Keep going... :
! .
L ]
. L ]
i‘l B
[T =]
ok | | cancel

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-7. Apply bullets to a document: Define New Bullet
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Home -> Paragraph -> Bullets -> Define New Bullet
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[ o T e T e i e S Foagon i ek - Mutrenen, o T e W T 1 2
Define New Bullet: kﬁ et TR L

B g, (Cmemes cfn (A dar |40 SRS - T | RERI L AaBbC sambee AAH & R
Use a Symbol L e i | Prvegoaronlman e -
What Do You See? When you click e foes : Pergenss d e :|_taaes

Jad] == & H H H : H . H . I . ' L.

on Symbol, you can review the

characters in the symbol font. ] p— o —
Bt Syl -!]
Other fonts have different symbols, olx| || fwls]e] o B alole] Tt
including math symbols, Greek 1l 1 3 -0 A P e
letters and cartoon images. Product. O R |3 | R pI@ | B|@|n|uis|olelclcle|«
o nof V@@L V] - || v]ea] = U
. v e O ¢ @@=l O[T LIL[ T L]
Keep going, please... : e ol IO ITIATOTTTR Tz
N =P Eru 8y e =ty
"MW elelg]x|of|~[2]#]s]z]+]x|=[n]a
Symbaic W rearacier code: 163 oy Symbed phecmal) [=]
"\_ | = .

« Product, Category, In Stock

Apples, Fruit, 25
Bananas, Fruit, 12
Kiwi, Fruit, 14
Peppers, Veggie, 50
Tomato, Fruit, 10

It
:"IIEIPI e =]

4 € € € <«

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-7. Apply bullets to a document: Define New Bullet
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Home -> Paragraph -> Bullets -> Define New Bullet

a 5o — - TR Gretotts o et - Moot i TR TS T ] 3
Define New Bu"et: ] Mome Bt Pegelapent  Refeenoes Masngs  Revew . o
A amenn i AL A S EREE BT s asscx AsBbG AaBbee A M | SR oe s — |

:1 Use a Picture PR ey e e od A; o

The Picture button offers little — -— — - : - e

images that match the Themes in e 3-—— e e e e e e - <

Microsoft Office 2010. You can also e — ) ] ‘

select your own picture. Keep it == = : ) it

small and simple! . P ———

3. Try This, Too: Use a Picture Fosddt, Culogemn InStc .

Select the sample text. v Apples, Fruit, 25

Go to Home -> Paragraph. v Bananas, Fru, 12 |

Click on Bullets. o S, e

Go to Define New Bullet. M :::’::l: ::':":‘0 .

Select Picture. - o 2 | "

What Do You See? When you click — Product, Category, In Stock

on Picture, you can review the

Picture Bullets and select one.

Apples, Fruit, 25
Bananas, Fruit, 12
Kiwi, Fruit, 14
Peppers, Veggie, 50

= % o8 0w

Tomato, Fruit, 10

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-7. Apply bullets to a document: Define New Bullet
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Apply Numbers
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A e TRl R LD s F 1 o -
Many documents require numbered B e L aman umcoe AsBG aaavce AQES g Alaee
lists. Here are some Number options. 't__;,,,.", i el B P T e
[ D e i : i : L
1. Try This: Apply a Number Format - St Lty
Select the sample text. : ' 0
Go to Home -> Paragraph. | 3:
Click on Numbers. . K .
Product, Category, In Stock o 5
What Do You See? When you click . AppeEREs] :
on Numbers, you can review the i 2. Bananas, fruit, 12 » )
options in the Numbering Library. i 3. FGETMCES | .
- a. Poppors, Veggie, S( r
i 5. Tomato, Fruir, g e e e Y = Y
Please choose the first number format - X =" §:|' o |EE|R T
from the Library. Keep going... : ! é Recently Used Number Formats
._ T [hingt Lok iovd
- Drfeme Hom Mapmdgr B grml
: ¥ | Pr———— 1.
What Else Do You See? If you want ] 2

to remove the Bullets or Numbers, you

can select None from the Library.
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Home -> Paragraph ->Numbers

=
] el Fage Layins Eatrarans [RrE=T Frera Vem

e

' 3

Mumbering Library

||. i
e =]

MNone 2

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-7. Apply bullets to a document: Apply Numbers
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Working with Numbers

wary

from a previous list or Restart the
numbers at one, again.

2. Try This: Change the
Numbering

Select the numbered list.
Copy and paste the list.

What Do You See? Look at the

bottom of the list that you pasted for

the little Clipboard.

Paste Options:

e s
= o
— A
=

Set Default Paste...

The Paste Options include:
Continue List

New List

Keep Text, only.

Comma Training Page 39

Different sections in your document
may need to Continue the numbers

Home -> Paragraph ->Bullets

Mot Beet Pagelapet  Relwences Malngi  Revew  View

*ANa e | E-ET PRYS
WA EEEE - O

Fwagrash . e

Caton ooyt -~ 8}

Troomat | Thetpac..  Mesang i

ORI I R
T Pt
£ : n ; 3 i n : : : : 3

Product, Category, In Stock

1. Apples, Fruit, 25

2. Bananas, Fruit, 12
3. Kiwi, Frue, 14

4. Peppers, Veggie, SO
5. Tomato, Fruit, 10

6. Anples Fruit. 25
7

8

9

1

Bananas, Frui, 12

Kiwi, From, 14

Peppers, Veggle, 50
0. Tomato, Fruit, 10

|
<

| Mgeaen1

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-7. Apply bullets to a document: Apply Numbers
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Product, Category, In Stock
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Apples, Fruit, 25
Bananas, Fruit, 12
Kiwi, Fruit, 14
Peppers, Veggie, 50
Tomato, Fruit, 10
Apples, Fruit, 25
Bananas, Fruit, 12
Kiwi, Fruit, 14
Peppers, Veggie, 50

10. Tomato, Fruit, 10
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Set Value

By default, the list numbers begin
counting from 1. You can edit the
numbers and Set the Value.

3. Try This: Set the Number Val
Select the numbered list.

Go to Home ->Paragraph.

Go to Bullets ->Set Value.

5% Set Numbering Value...

What Do You See? Here are the

options for Set Numbering Value: : 2

Start a new list
Continue from a previous list
Set the value

Comma Training Page 40

Home -> Paragraph ->Bullets -> Set Value

o ——— =g K"
Far ] e Fags Loy st praras (AT Erdrn e =
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ue 1. Apphes, Fruit, 25 . : "
2. Bananas, Fruit, 12 3 5
3. Kiwi, Fru, 14
4. Pappers, Viggie, 50 1 : 2
5. Tomata, Fruit, 10 :
b Apples, Fruit, 25
7. Bananas, Frui, 13 a
o B Ehwl, Frus, 14 : .
L 4. Peppers, Veggie, 3
10, 'I'DMI'M, Fl'l.li‘l. 10 o ] Pl | st
1 i
7l X

Defome Him Mo Brmal
el M g e

| Pegm i ofl  WenhED4E

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content

Set Numbering Value

(@ Start new list
(71 Continue from previous list

Advance value (skip numbers)

Set value to;
) =

Preview: 30,

[

-

2-7. Apply bullets to a document: Set Value for a Numbered List



Home -> Paragraph -> Multilevel List

3 .
“©
)

—_—

‘ ===on |
Multilevel List Formats il e s
A Multilevel List organizes your information & """ *° T © s & —g AeSvC Amvce AQD ?}, ta pee
into topics and subtopics. These outlines can ...." i ! — ; ~ i e
be formatted with several built-in Styles. (s : et ; : B i : $ ’
Product, Category, In Stock
1. Try It: Create a Multilevel List : 1) Apples, Fruit, 25 o
This lesson begins with a simple list. 2) Bananas, Fruit, 12 Hose || ® "
] 3) Kiw, Fruit, 14
Product, Category, In Stock ;; mm:o ‘ iy | b
1) Apples, Fruit, 25 - a) Roma y L
2) Bananas, Fruit, 12 b) Better Boy e
3) Kiwi, Fruit, 14 fq -
4) Peppers, Veggie, 50
5) Tomato, Fruit, 10 e — J
a) Roma .
b) Better Boy 8 - List Library
Select the numbered list but please do not | et
include the first line. et M ot 38 7 1.
Go to Home -> Paragraph. i Mone a) 11—
Select: Multilevel List. i 11—
What Do You See? The List Library offers °
several outline formats. Please select the first ¢ ol Article | Hezd | | 1 Heading 1—
Style. Keep goin e———— ) 0
yle. Keep going.... > Section 1.011 | | 1.1 Heading 2
e (a) Heading 2 1.1.1 Heading

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-7. Apply bullets to a document: Multilevel List Formats
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Home -> Paragraph -> Increase

=y Sratil Fage Lipina Ftrraraas [RTS=T Erdra Ten

=
4
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Multilevel List Options ~r i Do) R e L AR A e
A Multilevel List format is dynamicand | = 0 " %00 0 DT T T s e tabe e AQB TR
changes as you edit your text. These i s e ] o i = i e i g
screenshots demonstrate how to work ] s : . . : i ; R o
with the levels. | Praduct, Category, In Stock '
i 1) Apples, Fruit, 25 e \
2. Try It: Promote and Demote Items 2) Bananas, Fruit, 13 —_—
Place your cursor at the end of the line i 31 Kb, Fruit, 14 )
in the sample text. ' ;; :"’W*::En“ . snent [ 1
Press Enter: create a new line. i — . pomiur | bitons
Go to Home ->Paragraph. = — ;
Select Increase to indent the cursor. - PR 7 J
Type: Roma : ' ' o
i e pocemrn Product, Category, In Stock
= o | EE(EE | 4] n ' . .
-t EE T _ p p—— : 1) Apples, Fruit, 25
=== t=- - [ ] e —— ;
= =EE(E 1 &a-E : — 2) Bananas, Fruit, 12
Feragreen = 3) Kiwi, Fruit, 14
Can you add another line? What : 4) Peppers, Veggie, 50
happens if you Decrease the text? [+ — 5 ;
Loeiwi mwmnee & 3 5) Tomato, Fruit, 10
a) Roma
b) Better Boy

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-7. Apply bullets to a document: Multilevel List Options
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More Number Options
Some professions have very specific
formatting. Legal documents are one
example. Here are the steps you can
take to define your own Style.

3. Try This: Define New List Style
Select the sample list.

Go to Home ->Paragraph.

Click on Multilevel List.

Select Define New Multilevel List.

Define New Multilevel List...

Keep going, please...

-

Home -> Paragraph ->Multilevel List-> Define New Multilevel List

al

-3 )
e L, BIckexx A-¥-A- Emw

——— P Poge Layons Fetrarce Mg Frien View

= =Ll f “ -
Comamem i A4 A % ECIEE R® NS o sescax AaBBG Aanbce AQB A 5.::,,

-
Cusvent Lt

Lt Libeary
1) Apples, Fruit, 25 )
2) Bananas, Fruit, 12 Nose | @
3) Kiwi, Fruit, 14 ’

4) Peppers, Veggie, 50 . oo
5) Tomato, Fruit, 10 > Sacten 14
a) Roma a

b) Better Boy

L RO Nangt  messeg L - MM' § Seva~
ey ]
R I I S

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-7. Apply bullets to a document: Multilevel List Options
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Define a New List Style
A new list style is defined one level at a time. You
can edit the font, size, color and the indentation.

You can select the numbering format for each level.
The options include Roman numerals, letters,
numbers as well as bullets.

The new List Style can be saved with the current
document you are working on. You can also choose
to add the new List Style to this template. When you
add the Style to the template, then it will be
available in all new documents which are created
with this template.

Home -> Paragraph -> Multilevel List-> Define New List Style

Wda- oW " - e T ]

-~ yean Page Lapont Fatrarias Masngi  Revew

V& cmemom [t AL A S ECEEET RN Y e A AaBbC: AaBbC AaB
WA BEEEE 5 . Trormsl  THeTpa.. Hesdngl  Mestng rae

P agaet . et + ey

A L
bl . O
aite v de . Crarge
a0 L | e P oSt o Seeas
Chpboned . Perd
\

i 0 I e = 1 H ' 3 ; ) v [} v ) L ¥

Product, Category, In Stock

-
Defrne new Muttiewed kot :Un

O e = oy
al

1) Apples, Frui, 2§
2) Bananas, Fruit,
3) K, Fruit, 14
4) Peppers, Vegge
5) Tomato, Fruit, I
a) Roma ’
b) Better Boy ’

3
s
‘ ]
’
]
s

Ml famat

Tt fymating fo mbm

u [
Wt e o T et s 4

e o T
Teot pdert ot

[v] Soredas o

S o N L.

Mumber format
‘ Enter formatting for number:
‘

Poge 3 061 | Weres IV r |1]

| Font...

Mumber style for this level; Indude level number from:

1,23 .

]

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-7. Apply bullets to a document: Define New Multilevel List Style
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Home -> Paragraph ->Sort
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EJ"‘O*M o Shack « Microset o ] 1
Sort the List A oA e
. . Comamont *(3t * A 4" Aav | 4 IZ -SSR r . -
1. Try This: Sort the List - n \ s taseo AaBbG Asshce AQLS CLEA g s
. s, Bl Gk ® A¥-A- [ Enum s 5o [ TS R W — oGP
Select the sample list. Pl e _ i | i ol
Go to Home ->Paragraph ->Sort. v [ o eos . e ; : : : ; : : : i : 3 Ry

iR

Product, Category, In Stock

|*:

3) Kil, Fruit, 14 o

- - Paag e (v] T Tem
*—T|Qv£v 4) Peppers, Veggie, 50 Qucwdrg
5) Tomato, Fruit, 10 Benby

Paragraph s | Sort Text |2 |

What Do You See? The Sort options Sort by
are similar to the ones in Microsoft ‘

8 @ Ascendi
Excel. This is Text, so you can Sort by ' | |Paragraphs [v] Type: S e

Paragraphs. q - () Descending

— — (Bl e . 11 Apples, Fru, 25 -
=:"i‘-*|§5’55|%ll'ﬂ' 2) Bananas, Fruit, 227 | - H

Depending on what you selected, your Product, Category, In Stock

list may or may not have a Header
Row, the first row with the labels.

1) Apples, Fruit, 25

2) Bananas, Fruit, 12
3) Kiwi, Fruit, 14

4) Peppers, Veggie, 50
5) Tomato, Fruit, 10

Keep going...

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-7. Apply bullets to a document: Sort by Paragraphs
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Sort by Paragraphs =
A simple list sorts the way you expect: L) g | &=
alphabetical, A-Z or vice versa. What e

happens if you sort a list that has sub items? |+ |

=
4
3

This lesson begins with a simple list.

Product, Category, In Stock
1) Apples, Fruit, 25
2) Bananas, Fruit, 12
3) Kiwi, Fruit, 14 [~
4) Peppers, Veggie, 50
5) Tomato, Fruit, 10

a) Roma

b) Better Boy
Select the numbered list but please do not
include the first line.

2. Try This: Change the Paragraph

Select the sample list.

Go to Home ->Paragraph ->Sort.

The results will probably come out
scrambled. Microsoft Word does not sort
multi-level lists well. You can Undo this step
if you wish.

r
Home -> Paragraph ->Sort

Poge Lapst  Belewnces  Malngt  Revew

’-:", B 7 U

Product, Category, In Stock

1)
2)
3)
4)
5)

A A A E

Port

1

Apples, Frum, 25
Bananas, Fruit, 12
Kiwi, Fruit, 14
Peppers, Veggie, 50
Tomato, Fruit, 10
a) Roma

b) Better Boy

BT ek N0«

‘. A - Fmum

Paragrupt

B -

1]

1 heema

ve Spaci.  Meagng i esdeg )

- Mres - ‘
aspecenx assbccoe AaBbC Aasbce AQDB | M e
oo S - e Cunge .

Exam 77-881: Microsoft Word 2010 Core

2. Formatting Content

2-7. Apply bullets to a document: Sort by Paragraphs
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Pmd.ﬂct, Category, In Stock

1) Apples, Fruit, 25
2) Bananas, Fruit, 12

a) Better Boy

/| 3) Kiwi, Fruit, 14
| 4) Peppers, Veggie, 50

a) Roma

5) Tomato, Fruit, 10




Byte the Bullet

There are two more functions that you may
want to know: how to stop Microsoft Word
from creating lists and how to remove the
bullets.

O le

1. Try This: Stop Creating Lists

Go to the last line in your numbered list.
Hit the Enter key to create a new line.
Please type the following:

1. Charlotte's Website.

What Do You See? The new text will be
included in the list automatically. Do you see
the little option? The option wizard lets you:
Undo Automatic Numbering.

Stop Automatically Creating Numbered
Lists.

2. Try This, Too: Remove the Bullets
Select the text that you formatted with bullets.
Go to Home->Paragraph->Bullets.

Each Bullet option also can a formatting for
none: no bullets or lists.

Home -> Paragraph ->Bullets

O R ook ¥ Wcoeroh e
- et Dot Pegelaeudt  Betwences  Malng  Review (7]
o S BN TR . 1= .« . ' fad
, Comament -/t -~ A" Aav |G E-EET RN Y oo amcax AaBbC Aasbee AAD m e
s L B Ucdex WA EEEW O N Theomat  TheSpen. Measngl  Mesding e '*;:,a' :.««-
[ Por oz tenne
t , : ; mxrm i ! J a
-

Product, Category, In Stock

1) Apples, Fruit, 25
2) Bamanas, Fruit, 12
3) Kiwi, Fruit, 14
4) Peppers, Veggie, S0
S) Tomato, Fruit, 10

a) Roma

b) Better Boy

¥+ 1. Charlotre’s Website

) Undo hsomatx Numdenng

2 1]

Sep Autormata oty Creatrng Hourmbared (s

Gentrol 2ok crmat Optiom

5) Tomato, Fruit, 10
a) Roma
b) Better Boy

%% ~|1. Charlotte’s Website

¥)  Undo Automatic Numbering
Stop Automatically Creating Numbered Lists

=

- Control AutocFormat Options...

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-7. Apply bullets to a document: Automatic Numbering Options
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[: Format the Line Spacing

: A bulleted list can be easier to read if
you add more space between the lines.
The technical term for extra space
between the lines is called leading. Here
are some options you can try.

Try This: Change the Line Spacing
Select the sample list.

Go to Home ->Paragraph.

Select: Line Spacing.

What Do You See? You can increase
the amount of space between the rows
of text from 1.0 to 3.0.

You can also increase the space
between the paragraphs, or bulleted
lists in this example, by selecting Add
Space Before Paragraph.

Home -> Paragraph ->Line Spacing

"EEC] BT S e
ot ¥l Fage Lapna Fatrrarads (AT Erirn Ven -
_"_\:‘ Cunafend [ v N o et [ E-E-T BRI Y oo asgbcen ABhG Aanboe AAD . & :::”
Pusix = B Erdew o Gew-Ar [ EEEE I S hmal 1 Fedpac. Hesmagl  Fasleg Fa ':m:.- 4 deert =
Iu.iq.uq 3 Fird 1 Fuag % i Mgty . Lidsray
i i A n : r H 143 = 1 i : i z ¥
Product, Catigory, In Siodk s
I3
11 Apgles, Fris, 25 o
21 Bananas, Frult, 12 [
¥ drmon Spece SR Pusgraph
) Kive, Fruit, 14
i w7 - | [ e T .. | EEEE | A
N A Aar |8 == tE [SEE 2T asebeene
: [~ =7 ﬁ || TNormal
] [P
. S
= 0 0 0
1.5
d Product, Category, In Stock a0
25
I" 1} Apples, Fruit, 25 30
Ih'clvﬂl i 2T
2} Bananas, Fruit, 12 Line Spacing Options...
;: Add Space Before Paragraph
3}  Kiwi, Fruit, 14 =
) ’ ’ 5 Remove Space After Paragraph

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-4. Apply spacing settings to text and paragraphs: Line Spacing
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7.
Home -> Paragraph ->Line Spacing Options

=
4
3

CIPEEEIC - —————— T WU e ———— =N R
H _ ] o Fage Lyt Frtrreron L] Rrers Whre & ﬁ
TPSI_'I_?“gsr?ﬁII: Ssl.oggr?;ng P oo K A% EE T RN T o e aambe namce AQE | AL B0
. Lo g -k W, ow L EAN IF - T- THormal  THaSpari. Fasdingl Hesdngl T v| SR T
Select the sample list. [ e | e : e e
Select: Line Spacing Options. . Presturt. Categery. in —
: [ [
What Do You See? Go to the page for B h mn::u e m—
Indents and Spacing. Consider this: There | . T it B
are two parts to formatting paragraphs. : i Qe tet [dc T[]
You can adjust the leading between the | Ml ot .
lines of text. That's the line spacing. . “ | 0o owes w
o a2} Barma Lo ¥ i i)
In the example on this page, the line g wa— | )
spacing is double, a term that came from B m e .
20th century typewriters. . - L

B S ] e Mt iy g T b iy

b

You can also adjust the space between
paragraphs. This is the paragraph

spacing. In this screen shot, the Spacing |*
Before and After the paragraph is zero.

Paragraph Spacing Adding 6 to 10 pts of
extra white space (the technical term is [ 11 e o | SPACING

leading) after a paragraph or bulleted list Before: Line spading: At

makes it easier to find and read. =
After: powe [ [ 4]

[H| Don't add space between paragraphs of the same style

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-4. Apply spacing settings to text and paragraphs: Paragraph Spacing
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E y
E Home -> Paragraph ->Indent

w90
Indentations e . ]
A bulleted or outlined list has a special set R oo oo AadeG, aasmor AQES A
of tab stops on the top ruler. s ot e e EC gL e NS LS |
s CTErrETT o s | : i : 3 mmom : : el =]
The First Line Indent adjusts the bullet or ; T Kople Fruit 25 i
number. In this example, the First Line - . |
Indent for 1) Apples has been increased by '
dragging the upper tab stop to the right. i 3) Kiwi, Fruit, 14
1) Peppers, Veggie, 50
The Left Indent, the bottom two tabs on the i ]
ruler, adjusts the spacing between the S =
number and the text. B a) Homa
[ £ g I R |
Keep going... E & ' T
First Line Indent
1) Apples, Fruit, 25
.

— =
1) [Letindendpryit, 95

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-4. Apply spacing settings to text and paragraphs: Indentations
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y
Home -> Paragraph ->Paragraph Options

=
4
3

PR . — I o it - Norreauit Wgsd DO s
Indentations i-h..k P e e o T T a
You can make simple adjustments with 4 7 0 S ST DD T T e e e e AQE T
the indent buttons in the Paragraph | o Jd A = Sl
group: increase and decrease. MU S T RO R B i S B S
1 Product, Category, In Stock | P I 15 |
There are additional options you can edit Y T o e e _
by clicking on the the small arrow in the 2) Bananas, Frult, 12 -~ = - 5
lower right corner. - 3) Kiwi, Fruit, 14 i [oetren o]
) Peppers, Veagie, 50 '
Try It: Edit the Indentation ; 9 — S——— = =
Go to Home -> Paragraph. - :, Battor Boy we & 4 s [7] (235 4
Click on the arrow in the right corner for e e
the Paragraph Options. spucrg
Irtwr am_ o L o AL
Indents and Spadng | Line and Page Breaks |
Ham Y- | EE 2= | A
5= ST EE 2h | W General
E == 1= &- Alignment: |Le1=t Izl
Paragraph ] Outline level: | Body Text : |
What Do You See? The Left indent )
aligns the bullets or numbers in the list. Indentation
e Left: " Iil Spedal: By:
The Hanging indent aligns the text .25" _ - = : —
away from the bullets. Right: 0 = |HE‘”5””EI El lo.25" B
Mirror indents

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-4. Apply spacing settings to text and paragraphs: Indentations
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E Tok
O,,oo -.:-. Wi Pags Lipiet Eatpaaaai [FrE= Frera e o
E -E: Comamonn C[il A A0 | dar | E_' E- EE e uab-.'-rn:uwcrm AsBbC, aambee AAE M :::m
Tab'e for Two t:i:“". m sy -u':r = """.ﬁ.'- EE ':w:- By - | trmma 4 e ipan u..m;; g e = :hh:‘vl 1:.*;
: This lesson introduced the £y e - L - i : ] ] i : ! ] i SRR
benefits and limitations of "
formatting Tab Stops.
All data can be recycled, so _ =
the lesson demonstrated how - Rl P—
to convert the text into Tables i s ?
as well as Text to Lists. 1 REs S
. Bananas
Well, you done good. 5 .
You get the cookie. : fnd - -
g Tomato
- #31.. 1o
: Peppers
Product Category In Stock
Apples Fruit Yes
Pears Fruit No
.. Al -
S — Bananas Fruit Yes
Kiwvi Fruit Yes
Tomato Fruit Yes
Peppers Veggie Yes
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Practice Activities

wary [

The Table for Two 8. Add the text Computer R Us! To the second Row of

Before You Begin: Start Microsoft Word 2010. the Our Staff Column

You should see a new, blank document. 9. Change the text direction to 90° for Computers R Us!
10. Format the vertical alignment to center for the

Try This: Do the fo||owing steps second Row of the Our Staff Column

1. Copy the following list to a blank Word document: ~ 11. Copy the following Table to a blank Word document

Last Name, First Name Name Number of Children

Delacroix, Angel Bill 2

Hardy, William Beth 4

Nofs, Beth William 0

Pattison, Serena Serena 1

Sergayif, Alexander Alexander 3

Smith, Bill Angel 0

12. Convert the Table to a bulleted list
2. Convert the Text to a Table using the commas as  13. Change the shape of the bullets to a Wingding
separators.
3. Insert a new Row below Serena.
4. Add the name Quick, Wiley
5. Add a new Column to the right of the First Name
6. Add the text Our Staff in the first Row

7. Merge all Rows except the first in the Our Staff
column

Comma Training Page 53
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Test Yourself

1. Which of the following is a way to
set Tab Stops?

a. Click the ruler to insert a tab stop at
that location

b. Go to Home->Paragraph ->More
Options (little arrow) ->Tabs...

Tip: Advanced Word, page 15, 16, 17

2. Convert Text to Table will insert a
table and place the selected text into
the first cell of the table.

a. TRUE

b. FALSE

Tip: Advanced Word, page 21,

3. Which of the following is a way to
delete a Row from a Table?

a. Select the row, press Delete

b. Select the row, go to Table Tools->
Layout-> Delete->Rows

Tip: Advanced Word, page 24

4. Tables can be aligned right, left or
center?

a. TRUE

b. FALSE

Tip: Advanced Word, page 27

Assessment and Skill Tests

5. Tables can have text wrapping.
a. TRUE

b. FALSE

Tip: Advanced Word, page 27

6. Text in a cell can only be at the top
of cell.

a. TRUE

b. FALSE

Tip: Advanced Word, page 28

7. To change the Text Direction, select
the cells, go to Table Tools->Layout,
and Format Cells.

a. TRUE

b. FALSE

Tip: Advanced Word, page 29

8. To use a formula in a Word Table,
go to Table Tools-> Layout -> Data-
>Formula

a. TRUE

b. FALSE

Tip: Advanced Word, page 30

9. To Convert Text to list, go to
Home -> Paragraph -> Bullets
a. TRUE

b. FALSE

Tip: Advanced Word, page 34

10. What does List Style include?
(Select all correct answers.)

a. Font formatting

b. Indentation

c. Numbering format for each level
Tip: Advanced Word, page 35

11. Indentations can be changed by going to
Home -> Paragraph -> Paragraph Options
(blue arrow)

a. TRUE

b. FALSE

Tip: Advanced Word, page 51

12. Which of the following is true about Lists?
(Select all correct answers.)

a. Lists can only be sorted if each list item is
only one word long

b. Sorting a list includes the option to exclude
the header row by checking if selected list has
a header row or not

c. Lists can be sorted by paragraph

Tip: Advanced Word, page 45




Word 2010: Tabs, Tables and Lists

The Table is Set!

T W i P T = -
Advanced Word Objectives e Ee—— ]
In this lesson you will learn how to: e e = et L] | B ol bt
1. Insert a Quick Table o R === — T
2. Format table and cell size i
3. Format text direction in a table cell
4. Apply Quick Styles to a table : oo 5“1:
5. Format Table Borders : T pdin
¥ Wn
6. Use Draw Table command _ r \
7. Insert and work with an Excel Spreadsheet w
and chart within a Word document
M T W T F
: 1 F 3 1
Pt 7 [ 9 10 11
14 15 16 17 18
71 7] FE] 74 5
28 T 0 31

© 2011 Comma Productions
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Lesson 2: The Table is Set

4

1. Readings
: Read Lesson 2 in the Advanced Word
guide, page 55-88.

Project

Create a calendar from a Quick Table and
format it with the Table Tools for Layout
and Design.

Downloads
Charlotte Calendar.docx

Graphic files used in the lesson:
1Logo.jpg

2. Practice
Complete the Practice Activity, page 89

3. Assessment
Review the Test questions, page 90.

Comma Training Page 56

Table Tools->Layout

m Home Imsert Page Layout References 4 Jalllngs R 1 J View

i Select < J .ﬁ _‘EI ﬂ_J ‘E ﬂMe.raf-‘Cells

53 view Gridlines 5 split Caug

bele!e Insert Insert Insert Insert —
[} Properties Above Below Left Right == Split Table
Table Rows & Columns u Merge
Table Tools->Design
“ Hore Insert Fape Lajout Refedenied Msileps R WEw Cesign
eaded Raw First Columa T e === ===
S =dIB-RE-E =E-E-= B_=_=
[ Lart Cobumy e | ESRR SISTE ETEtS
o Banded Rows ¥ Banded Columna - s— —
Table Style Options Takbds Styles

)

Menu Maps

This lesson shows the Table and Mailings Ribbons.

. Table Tools-> Layout-> AutoFit, page 61

. Table Tools-> Layout-> Cell Size, page 62

. Table Tools->Layout->Distribute Columns, page 63

. Table Tools->Layout->Merge Cells, page 64

. Table Tools->Design->Table Styles, page 67

. Table Tools->Design->Table Style Options, page 68

. Table Tools->Design->Table Style-> Borders, page 70
. Table Tools->Design->Draw Table, page 72

. Table Tools->Design->Erase, page 75

OCONOOOAAPRWN -

[
—m

AutoFit

Layout

1] Height: |2°

) Width: (3.5

Cell size

7)
5 sradsing -

- Borders -

F
Design 2 J'uut ~

¥ pistribute Rows

13 pistribute Column:

8

- —
7 =
¥apt = e
Draw  Erase
ol PenColor s Tybpe
Draw Borders




The Table is Set

A table displays data. In Chemistry, the Period Table organizes the elements. For example, the Noble Gases are listed in one
column, the Alkali Metals are in another. In a book, a Table of Contents organizes the topics. The topic is in one column, and
the page number is in another. Children in school learn Multiplication tables. The integers (whole, counting numbers) and the
products are shown in columns and rows.

oy Table Tools
AT At the simplest level, a table is a matrix of rows and columns.
- R e Microsoft Word 2010 does Tables. We have already designed
. several Tables to organize products and customer lists. We also
used Tables to display text and pictures in Web Pages.

w| H_ This lesson investigates several Table options in Word 2010

_ including Quick Tables, Table Designs and Templates. We will
Home Insert Page Layout References also compare Tables with Spreadsheets: What are the
ey differences? How are they the same? What are the advantages

B Y Calibri Body) /11 v A A7 | Aav | %) to using a Spreadsheet in Microsoft Word?
=5
Paste - d -~ 37 . -
. ¥ | R 4 & So, if you are ready, please Start the Program Microsoft Word.
Clipboard = Font a

EE=]
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Insert Tables
Try This: Review the Table Options
Go to Insert->Table.

What Do You See?
Microsoft Word offers several options for
creating a new table. Let's review them.

Insert Table: This option brings up a
dialogue box with Advanced settings.

Draw Table: This option lets you draw a
rectangle and divide the cells to create a
complex table.

Convert Text to Table: Uses commas,
tabs or other delimiter to create the rows
and columns from your text.

Excel Spreadsheet: Embeds an Excel
Spreadsheet in your Word document.

Quick Tables: Offers a Library of
predefined tables.

Insert-> Table

-
80=E

Insert

Page Layout References Mailings

Review

Insert Table...

il
Cover Elank Page Table Picture Clip Shapes SmartArt Chart Screenshot
Page~= Page Break al— Art = =
Pages || 4x7 Table ions
I
A ——— OO0000E

Draw Table

Excel Spreadsheet

Quick Tables +

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-5. Create tables: Insert Table
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Insert-> Table ->Quick Tables

4
Quick Tables E e e _Tee
: 1. Try This: Review the Quick Tables | . | :_-;] == . 8 : 'M! B et
Go to Insert->Table. T e — FRTII
Go to Quick Tables. B = i :
B Quick Tables 3 N
What Do You See? The Quick Tables =
surprised me. | did not expect to see a 4; ; e
calendar. However a calendar is, ’ °"""°" o
indeed, organized in rows and columns. S -
e T————
In addition to the calendar templates the MAY
Quick Tables menu includes: WTwWToros s
Double Tables (Cross tab) HEEEEE
Matrix Cotrdir 3
Tabular Lists
Tables with Subheadings. "
2. Try This Too: Insert a Quick Table h e
Go to Insert->Table. ) Calendar 2
Go to Quick Tables. =
Click on Calendar 2.
|Peasierl weed 2 O - M T
i 1
Keep going... < 1 3
14 15
21 22

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-5. Create tables: Quick Tables
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AutoFit the Table

Say you wanted to make your
calendar fill up the page. Here is

O le

Table Tools -> Layout -> Cell Size-> AutoFit

S = L] N ucaris | R e 3 HE Detrtsiy R HEE A '*'i L
ol ool | S R T

4 et bms b ' Y = F [ i Lol
! *  dbov Briow Lt Foghl S e - A i o Drrcon Maegrm i P

T Bt &4 § bl ] Elrgp

o

e Ar v e, i

a quick, effective method to [ ottt 3 i i . g
resize the Table. - = ikl ]
Before You Begin: Place your ]
cursor in the Table. The Table || Height:
Tools should be available at the MAY
top of the Ribbons. T Width:
MIT W:T F:5: 5
Try This: AutoFit the Table 1 2 3 4 5 & | E&  AutoFit Contents
Go to Table Tools->Layout. LA R I e I T H —
Go to Cell Size-> AutoFit. R L j e AutoFit Window
Select: AutoFit Window. BoR B M B w0 L Fixed Column Width
Keep going...
- MAY
M T W T F 5
1 2 3 4 5
;n':pgn ek BNR | 55 T ? E- 9 lﬂ 11 12
14 15 16 17 18 19
21 22 23 24 25 26
28 29 30 31

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-6. Manipulate tables in a document: Autofit
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@ Table Tools -> Layout -> Cell Size -> Height

O le

Resize the Cells e R e e e Sus Az | 4 e
Each Row, Column, and Cell can be e B = 8 21 B L0 8 femer 2 o oo S5 ) ML
resized. Say you wanted the first Row | “"ii"  © fmm e e e o o o e
to be taller. Here are the steps. | e | L ; L : L | L 3 L I 0 i LI g
Before You Begin: Place your cursor | |
in the first Row. The Table Tools : — i
should be available. : Bl | 3l Height: 0.7 -
MAY .
Try This: Edit the Cell Size AutoFit | — width: 6.65" :
Go to Table Tools ->Layout-> Table. ; . . ’
Go to Select ->Row. M I w I Cell Size
1 2 3 (3 5 b
) 7 8 ] 10 11 12 13
Now, Change the Cell Size. 14 15 16 17 18 19 20
Go to Layout ->Cell Size. : 21 22 23 24 25 26 27
Edit the Height: .8" = 28 29 30 a1
Keep going... ,
- MAY
M [ w T F 5 5
o — 1 2 3 4 5 [
: . 7 8 9 10 1 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-6. Manipulate tables in a document: Resize Cells
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Insert Columns

You can use the Table Tools to add a column
to the left or to the right. What happens if
your Table has Rows with different Cell
sizes?

Before You Begin: Place your cursor in Cell
A2, the one with the "M" in this calendar.

Go to Table Tools -> Layout->Layout and
Select the Column.

What Do You See? When you select the first
column the area includes the first Row, which
is one merged cell, as well as the other six
Rows.

Try This: Insert a Column
Go to Table Tools -> Layout.
Go to Rows and Columns.
Click on Insert Left.

Keep going...

Table Tools -> Layout -> Rows and Columns -> Insert Left

% - g v T fonmend | Macratch Word I TR e N e . vt
= Treard Page Lapoak Firlrraroay Mgsirag, Froars W D e [
o Sl v }i: = = i ] I + | =3 | O gt Q[T T T — - - g ?l = R AR PR R
R s | nca ok gy T I Cel o — | ey 2 = = 1k Coreprt b Trst
R Fpern v A Bedew G gy 20 5P Table - v || T " el o e sasgen £ tamman
| ez R & Cohamal . harg Lol e apgramany Duin
I O R ? ------ e T+ e ] - s a a0 [} [ ) [} ) o= = 7 ﬁ
X e
MAY I
Delete Insert Insert | Insert | Insert
- Above Below | Left | Right
M | W | | Rows & Columns =
1 2 3 4 H L]
7 8 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
= 28 29 30 31

M W[ 1 F 5 5

14 15 16 17 18 13 20
21 22 23 24 25 ¥ 27
28 29 30 31

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-6. Manipulate tables in a document: Insert Columns
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Distribute Columns

Working with the Columns and Rows in a
Table does not have to be "all or nothing."
Here is a method for selecting the columns
that you want and making all of them the
same width.

Before You Begin: Select all of the Rows
EXCEPT for the first Row. The Table Tools
should be available.

Try This: Distribute Columns
Go to Table Tools -> Layout -> Cell Size.
Click on Distribute Columns..

What Do You See? The Columns in the
selected Rows will be exactly the same
width...computers are precise!

Table Tools -> Layout -> Cell Size -> Distribute Columns

@ el % - O R (ool e o

sl e Gamary

[ Tre—
e

ot N Fagr Layit

-'_L: I'IE
Driwtr  lied et
4 Aorvn Briow

oo, i € i

| o

=8 TBY

Erttirsin [LTESS Frrrs it Dt

i e o
e LI T

31| veiget 8F

it et ol 3w

[ PR T
i

M

14
21
28

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-6. Manipulate tables in a document: Distribute Columns
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Merge Cells

O le

can be used to merge the Cells in the
first column. Here are the steps.

1. Try This: Merge Cells
Select the first Row in the Table.
Go to Table Tools-> Layout.
Go to Merge-> Merge Cells.

2. Try This, Too: Merge More Cells
Select the Cells in A2 through A7.
Go to Table Tools->Layout.

Go to Merge -> Merge Cells.

What Do You See? There is a screen
shot of the results on this page.

Keep going...

Lets use the Layout tools to Merge the
Cells in the first Row. The same option

Table Tools -> Layout -> Merge-> Merge Cells

0 o 9 0 T Gooomed T icreion Werd W
[ |

T T R R T R, - e

Mot Deent  Pegelapet  Refeences  Malings  Revew  View | Desgn  Lapes =@
seea - 0 T R Weewom Tl G | S AS A Tresen ences v
:.w- » j 58 2 8 .::?:m M| |G rewe . i: e — _J 1-1 % Comved 89 Tent
Brepene B | o Buve LR ngt  Henven M Qwes o | Homewmconms oo I e L reme 1
Tabie Rows & Cohpmey B Mege Cot Sine ® Ligromart [
[. i 0 iy T ANl 1 ¥ ) 0 i : '3 ] TRl £ w ¥ a
13 Merge Cells
. : :
MAY i split Cells
= split Table
,‘\1 l w [ ]" S Merge
1 2 3 4 5 s
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
. 28 29 30 31
MAY
M T w T F S S
1 2 3 4 5 6 2
7 8 9 10 11 12 13
14 15 16 17 18 19 20 —
21 22 23 24 25 26 27
28 29 30 31

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-6. Manipulate tables in a document: Merge Cells
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Insert-> lllustrations -> Picture

O le

Insert a Picture in a Table el i

Beugn (]

5
i

Hrgaliet B Fisiligs

TR o e . .

Calendars have pictures: most - E =1 hﬁ:m ﬂ B e
calendars include a company logo. We ™ = == " TR e
learned in an earlier lesson thatyoucan = &« R L E e I
add pictures in a Table. Here are the -
steps. ;
Before You Begin: Place your cursor in
Cell A2, the new merged column on the MAY
left side of this Table.
Try This: Insert a Picture into a Cell M T w T
Go to Insert ->lllustrations -> Picture. - ; ; fﬂ
Browse for an image. 14 15 16 17

_ 21 22 23 24
You may need to resize the picture so i 28 25 30 31

that it fits your Table.

Keep going...

Chaklottc's,
Wb ﬁ\;!'r B
LW i

-

Ll

Exam 77-881: Microsoft Word 2010 Core

4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document
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Change the Text Direction
There is an option to change the Text
Direction. What would happen if you had a
picture in the same cell? Would the picture
change direction (rotate) as well? Good
question.

O le

Before You Begin: Place your cursor in Cell
A2 under the picture.

1. Try This: Add Sample Text

Please type the following:

FROM THE FARM

TO YOUR TABLE:

THAT'S FRESH!

2. Try This, Too: Change the Alignment
Go to Table Tools-> Layout-> Alignment.
Click on Text Direction.

What Do You See? Say, that actually worked,

didn't it? The Text changes direction but the
picture does not rotate.

Keep going...

Table Tools -> Layout -> Alignment -> Text Direction

[CR" R [ L e N W e T T S
i Yot + 5 1] . - . So m=mm A= 4 Bepant Header |
il Vvew Gadines s 2 1o Com 2 el j e CEE B >1 23 Comvet 49 Test 1
D hopenes oridy :, iy | A W 1 T Oumte Conmns. Tt “;:,,, o P
May Bl ==
Text Cell
|§J |§J |:?.| Direction Margins
Chablotte’s, M l \ Alignment |
Web A 1 2 £ & ) ©
W T et 7 8 9 10 11 12 13
14 15 16 17 18 19 20
FROM THE FARM 21 22 23 24 25 26 27
TO YOUR TABLE 28 29 30 31
THAT'S FRESH
MAY
M W I T [ F 1SS 2
— Chablgtte’s, 1 B 3 4 5 6
— Web ? 7 8 9 10 11 12 13 Se—
YO et 14 15 16 17 18 19 20

21 22 23 24 25 26 27
28 29 30 31
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@ Table Tools -> Design -> Table Styles

Xl e W e Gt T Mo Wl R .

“ = el Fags Layina Fatraras (AT Erera Vew Grringn (F ] = ﬂ
More Table Tools e e T )
So far, we have focused on the nem ] aceen sSSiS [ ESCi: e | e — <[

B B Epraadl L phmrry [ T

Table Layout. There are two Table Fubs S Coees
Ribbons. Please review the Design ol| O
Ribbon. =

O le

Before You Begin: Click in the
Table. The Table Tools should be :
available. May

Try This: Apply a Style
Go to Table Tools ->Design. : Chabotte’s,
Click on a Table Style. : Web Sige

16 17 18 19 20
21 22 23 24 25 26 27

e W R

From the Farm
e Your Table:

That's EragH]
=
o
A

What Do You See? Microsoft Word
will present a Live Preview as you N
run your mouse over the Styles. i

What Else Do You See? Each Style
has a name. The Style on this page
is called Light Shading-Accent 3.

I

|
LA
=
(=1}
=
=

=

i

Keep going... R Table Styles

Exam 77-881: Microsoft Word 2010 Core
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@ Table Tools -> Design -> Table Style Options

O le

Table Style Options - e S

You can enhance the Table Style by e ziit (S5 | e e — - A

using one, or more, of the Table Style T ey e R

Options. Remember, the goal should o € o : : i : 3 o g

be to make the Table easiertoread, as - q

well as more colorful. l ”

Before You Begin: Click in the Table. V| Header Row [V First Column N
The Table Tools should be available. T Total Row T Last Eolumn !’ -
Try This: Edit the Table Style Options [ Banded Rows || Banded Columns

Go to Table Tools->Design. " TR I :‘ ; Table Style Options

Go to Table Style Options. D Twet D :\’ 8 9 10 1

Click on First Column. » o 15 16 17 18

Click on Header Row, as well. = S =

What Do You See? The first row, the
Header, is darker than the other Rows.
The first Column is accented with a
darker color, too.

Keep going...

Pageiot) W S T

Exam 77-881: Microsoft Word 2010 Core
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E 7.
Table Tools -> Design -> Table Style Options

4 G —— e ——
H e e Page Lipind Bt prarais [Rre= Frera i (e ] ﬂ
More Table Style Options R e M = = T
Banded Rows and Banded Columns e wee  T55 TR TR EES BE BN BT e e ]
use color to focus on the information. AR Ll e = : e
Here are the steps. g e T s e s
Try This: Edit the Table Style Options l H
Go to Table Tools->Design. : | Header Row | First Column

Go to the Table Style Options.

. O (]
Click on Banded Rows. Total Row Last Column

Y| Banded Rows || Banded Columns

What Do You See? Banded Rows i _ . - - Table Style Options
make sense in a Calendar. Every other e 1 ’ 3 F 5 6
row, or week, is formatted a darker Wb Biee. & B 8 i 10 11 12 13
Color 18 | W ) e 15 16 17 18 19 20
) 1B L a2 13 ] 25 6 7
29 ia 31

Keep going...

ks
[

D@ am

Exam 77-881: Microsoft Word 2010 Core
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7.
r:.:’ Table Tools -> Design -> Table Styles ->Borders
E AL a1 b
Table Borders T ] M — T s
: You can customize the Table Borders. lmewe Cuiee | DSIDOEEED D E gics ass 5 '.t ﬂ

Please try these options. AR S e
| i : i : i1 S 1 WO TR Lo QShading*

First: Select the Table 7 v M Borders | | opt

Click your cursor in any Row.
Go to Table Tools->Layout-> Table.
Go to Select Table.

EBottom Border

Top Border
Then: Edit the Table Borders Left Border
Now, go to Table Tools->Design. : Right Border
Go to Table Styles. = Chablgtté's

Click on Borders. Web Sige [ [ ] TR 31 e st et No Border
Choose: All Borders. { i All Borders

What Do You See? You can choose to Quiside Borders

format the cells with any top, side or
bottom Border. You can also choose to

Inside Borders

]
make a Border on the Outside or Inside,
only. You can choose No Border, too.
Keep going...
T ] T F B 5
E 1 2 3 4 5 6
Pegm i | weearl || ) s [ ] 10 11 12 13
& 15 16 17 18 19 20
E 72 73 24 75 76 27
= 29 30 31

Exam 77-881: Microsoft Word 2010 Core
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Table Shading

Table Styles and Table Style Options
are good formatting tools. You can also
customize the Shading if you wish.

O le

Try This: Edit the Table Style Shading
Place your cursor in the Header Row.
Go to Table Tools->Design.

Go to the Table Styles group.

Click on Shading.

Choose a Theme Color from the palette.

What Do You See? You can use a
Theme Color, one of the Standard Colors,
or No Color if you wish.

Please Do This: Save Your Work
Well, this is a good time to Save your
work. You can name this example:
Charlotte's May Calendar.

Table Tools -> Design -> Table Styles -> Shading
R s R

- —
- m| Do Euear
¥ BatMdfews | Beaded Opfumer v N EEEEEEE]

Theme Colors
H EEENEEN

I R

¥ Hrido Bow o Fail Column

Chadinie

B Page lipel Bl

——— e R —

Todiyl Bpwy Linsl Coiymmny = W Coloru

|

O |
II||II5IIH

: Standard Colors
HN EEEREN

Eu
" Ex
ug{
8y
E:2

Mo Color

i85 More Colors..,

B T W T F 5 5 |
) 1 Fi 3 4 5 &
Pegrlell  Wemde & o T 7 B 9 10 11 12 13 |
b 14 15 16 17 18 19 20
- = [ 12 23 24 5 26 27 |
28 Fz) 30 31
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E y
Insert -> Table -> Draw Table

0 e R .. et - Wit o] R T

Draw Table g e
There is another method for making a aL = E e ‘f: :f::m ﬂ e L
Table: Draw Table. You can use the | S i e
Draw Table function to create a form or |

webpage that has Cells and Rows that

. . ]
are different sizes. i

Before You Begin: Open a new, blank
document in Microsoft Word 2010.

Jries Tabia
D Tarie

o8 = g 000

Epvd e rade Pt

[= T

1. Try This: Insert a Table
Go to Insert ->Table.
Click on Draw Table.

ﬁ Draw Table

Keep going...

‘ B
Fagelanl | wesd | of o

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-5. Create tables: Draw Table
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Draw Table, Continued
What Do You See? Look at your

O le

cursor: it should look like a pencil.

2. Try This: Draw the Table
You can use the pencil to draw a

rectangle: this will make a Table with

one, big cell.
Keep going...

Comma Training Page 73

Insert -> Table -> Draw Table

M| ot e T e [ v =
£ L] i, Hypesina N n 5 A
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— | e WS bemman = = 2 ==
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E 7.
Table Tools -> Design -> Draw Table

Draw Borders ———— Fpw— ==
: You can Draw the borders wherever o=t - 2| B bt - ;::' e e
you think a line would enhance your o e . e s o it . |
design. M| e gy R o :
Before You Begin: Click on the Table. Y2 pt -

Diraw | Eraser

The Draw Table button should be & Pen Color = | Taple

available in the Table Tools.

Draw Borders

3. Try This: Draw Lines
Use the Pencil to draw several lines.

e ]

Keep going...

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
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@ Table Tools -> Design -> Eraser
1 ]

r
Erase Borders _ Mems  Ben Pege il Briegrors  Waieq  Beeew Vew | Begs | Lired [ — = gl

: When the Computer Mama got [adad 2eas - Eewemc | wp— - ,“fr
married, her father-in-law taught SO - e - i
her how to be a draftsman. He a| o ¥ R | R S R R B 3 (7 i i .
always said: "You paid the same - m q
for drawing the lines as you do for - Yo pt -
erasing them. " Very well... 2 Pen Color « Ea';‘l*: Eraser
Before You Begin: Click on the : _ T T
Table. The Eraser button should :
be available in the Table Tools.

4. Try This: Erase the Lines
Use the Eraser option to remove
several lines.

Very good.

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-5. Create tables: Erase Borders
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Better Together

O le

Microsoft Word and Microsoft Excel
were designed to work together. The

Insert-> Table -> Excel Spreadsheet

I ool A W e e ST I s i+ W rirobn o] R R T R e, Lo T e

_ et Fratil Page Liyina Estrraraas (AT Frera Ten

(=R 2l e *™™ EE D

LA

next lesson demonstrates howtoaddan = « - LIl iiil: ; 1 i

Excel Spreadsheet into your document. -

Before You Begin: This lesson begins
by opening a new, blank document in

Microsoft Word 2010.

1. Try This: Insert a Spreadsheet

Go to Insert ->Table.
Click on Excel Spreadsheet.

E Excel Spreadsheet

Keep going...
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7.
Insert-> Table -> Excel Spreadsheet

Hello, Excel! e
What Do You See? A new Excel e wwm o Papelna  fumdn D Rees e - =@
spreadsheet will be embedded into your 7 £ e T K ] | e - - O EaE TR
Word document. The Spreadsheet is P g (B E- @S- EEEFE Bummkomin- | §- % c 0 S0 tem O8Nt G Ben . e e
interactive: you can enter data, format —=— e e = = —
the cells and create charts. |3 |10 o S O AR T R SR, AR R SR SRR, BR[|
i A il ik i iPtt i i i
Look Again: The Ribbons at the top of !
the screen belong to Excel. il
_l 4 A B C (]
Keep going... ; 1 1
b 2
3
4
5
&
T
g
9
1
Ha e w) ket (7]

Home Insert Page Layout Formulas Data Review View

P
i
&
>,
?‘"
l
l
|
%

RiL
[l
¥

Clipboard Alignment

Exam 77-887: Microsoft Word Expert 2010
2. Formatting Content
2.2. Create tables and charts: Insert Excel Spreadsheet
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@ Home-> Font -> Number->Accounting

Enter the Labels i ~

O le

Before You Begin: Select Cell A1 in the et M Paelaost  Femw  Dwa  Fedes e = @ 2
spreadsheet. The Microsoft Excel N 5, (o Ju oK =] B e dereurtng | M B e ) ZTOr
Ribbons should be available. h g (BB A e £ 5 | G —

[T .- & con Accounting -

2. Try This: Enter the Labels T S T I R O T
Go to Cell A1 and type: Expenses. - $ - % * | %G5

Go to Cell B1 and type: Cost.
Mumber

Try This, Too: Format the Cells - - . ; : ; e
Select Row 1. 1 Expenses [ Cost P
Go to Home->Font->Bold. : :
Making this Row Bold indicates that this 2 7
is the Header Row. : i

L]
Select Column B. ]
Go to Home->Font->Number. i 3
Select Accounting. i - L

-4k it | P T i ™ F
Keep going...

Il!\||n:|-|-:| =] - [ERUT- O W

Exam 77-887: Microsoft Word Expert 2010
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Enter the Data

Say you wanted to calculate all of the
things you need to package and ship a
product to our customers: apples,
basket, a box to ship it in all tied up with
a bow. Please enter some sample data.

O le

3. Try This: Enter the Data
Cell A2: Apples

Cell A3: Basket

Cell A4: Bow

Cell A5: Box

Cell B2:
Cell B3:
Cell B4:
Cell BS:

2.50
3.75
1.00
1.00

Keep going...

Home-> Font -> Number->Accounting

Exam 77-887: Microsoft Word Expert 2010
2. Formatting Content
2.2. Create tables and charts: Edit the Excel Spreadsheet
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Calculate the Sum
Before You Begin: Select Cell B6.

4. Try This: AutoSum the Cost
Go to Formulas ->Function Library.
Click on AutoSum.

What Do You See? Excel will create the
formula =SUM(B2:B5). When you click
the ENTER key on your keyboard, you
will see the answer: $8.25

Keep going...

K
1L L

Formulas-> Function Library -> AutoSum

Fteais -
Fle  Windew o
ld?-O-lv

Mome et Pagelaost  fomeac Data Rewew View c@

, - -

fF TR0 E 5 - - 2
met . "‘m"':(.\.?- Ti'ﬂ D"f loﬂ\.'ﬁ' ‘.‘"
i e e e - Insert Page Layout Formulas

CONCATINATE X v & ssuminzes)

T e T B EEA6

Exam 77-887: Microsoft Word Expert 2010
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Insert AutoSum Recently Financial Logical Text Date &
Function Used ~ > v i Time ~
d A B C Function Library
1 Expenses _Cost
2 Apples $ 250
q 3 Basket S 37
4 Bow $ 100
) L 5 Box $ 100 ‘
e,. [-sumisz:85) l l,
8 S -
. 2 A B C D
1 Expenses Cost
2 | Apples S 2.50
K 3 |Basket $ 3.75
"}"‘7” 4 Bow $ 1.00
o 5 | Box S 1.00
2 6 =SUM(B2:B5)




@ Insert-> Charts -> Pie

wary

Create a Chart e

When you Insert a Table and choose L e veel | Beplat | Femten | e Relw e
Spreadsheet you can use all of the T el B I gl e Dl
features in Excel. Everything works. ot el Rl - TSR ol ol Bl

5. Try This: Insert a Chart
Select Cells A1:B5.

Go to Insert->Charts ->Pie.
Choose the 3-D Pie Chart.

Keep going...

it Q [ _" % a 5 il e T igpastuns. = -
— e e €y : = Y St 00 T
e | Edvantsm P B e HOWe
Spadinar | M e Bk —
....... i | I T | . SR AR |

Exam 77-887: Microsoft Word Expert 2010
2. Formatting Content
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Resize the Spreadsheet
What Do You See? The Pie Chart
may be too big for the little
spreadsheet.

6. Try This: Resize the Spreadsheet
The spreadsheet has a border. When
you run your cursor over the border
you should see a double arrow that
you can use to drag the spreadsheet
bigger.

Try This, Also: Resize the Chart
Click once on the Chart to select it.
Run your cursor on the frame and use
the double arrow to make the Chart
bigger so that you can see everything.

Keep going...

Exam 77-887: Microsoft Word Expert 2010

Insert-> Charts -> Pie

:Emm-mma.um--L
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2. Formatting Content

2.2. Create tables and charts: Edit the Excel Chart
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E 7.
Chart Tools-> Design->Chart Styles

Modify the Chart Design ,., _

The screenshot on this page shows the Mot o gelod  Fams Oda Aew  Vew | Onign | e fema =0 7

! i

spreadsheet has been made big enough @i ® 1 -, — — 4 A D D D D D .
to see the data as well as the chart. Rt e Fompists Mo Doth LA ‘; G-

Chart 1 - &
. o

The next couple of pages walk through = B R B B R R B R e
some of the Chart Tools.

7. Try This: Modify the Chart Design
Click once on the chart to select it.

Go to Chart Tools->Design.

Select a Chart Style from the gallery..

.
i

CRERE T AP S
FEFE
iﬂi
g
g

Keep going...

Where Have You Seen This Before?
When you add a spreadsheet in Word
you can edit the Charts with the same
Chart Tools that are in Excel. Aimost all
of the Chart Tools are available, even '
though you are still working in Word.

Cry e ey

13
WA ] Sheer] TS T =

Fage iofl | weesd 5 O (D@ a2 m s (%]
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E 7.
Chart Tools-> Design -> Chart Layouts

E ] Excsi i Talnie N
Modify the Chart Layout o

: You can use the Chart Tools to Poms  wwn ape s famd
improve the layout. For instance, there i & 0 &
are Chart Layouts that include the Char ype gl BomCohomes Dty
name, the data or the percent. Some =—
Chart Layouts show the Legend while | G Z lh

Before You Begin: Click once on the

others do not. Lets review the options. _—|

Chart to select it. The Chart Tools
should be available.

L

8. Try This: Modify the Chart Layout d
Go to Chart Tools->Design.
Click on Chart Layouts.
Choose Layout 4.

Keep going...

Pagm ol | wweed | 5 0

Exam 77-887: Microsoft Word Expert 2010
2. Formatting Content
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Chart Tools-> Format

Modify the Chart Data

This is a *real* spreadsheet. You can

=

Drign Lot | Feims |

iy el Pogd Lt Pomola Dela Reees Wies

edit the data and update the Chart. R Sast R B Asmaiill ~» o ; ot e |

P e (~) (=) (o) e A ) (A -GS
9. Try This: Modify the Chart Data U ——— -
PleasegotoCeI|B4. _.:__: 1.."."'.'.".:_",' CECECRCH ECECRCH SOSCECE BUSCECH SOSCECS SSCRUS SUSCECE SOSUSON SCROSE SCRSCR SR SCRORF. .0 © 7 /C 00 0

What Do You See? When you hit the

Type: 3.00 ]
|

ENTER key on your keyboard, Excel will e P PR o S : £
recalculate the SUM and redraw the 2 lppies |5 230
3 |Baikst R
Chart to show the new data. : v P o, $1.0
-l 5 I_B.;:u 5 100
. ] 5 1035
Very Good...You can save your work if 7
]

you wish.

19
moa v W] shesr] 4T

Fage dofl | wwesd | 5 O

Exam 77-887: Microsoft Word Expert 2010
2. Formatting Content
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[: Save As Template

: Say you have a certain Style, Layout and
color Theme that you use for all your charts
at Charlotte's Website. You can save your
Chart options as a Template.

Before You Begin: Click once on the Chart
and Chart Tools will be available.

1.Try This: Save As Template
Go to Chart Tools->Design->Type.
Click on Save As Template.

o, @ 5

Change @ Save As Switch Select
Chart Type Template Row/Column Data
Type Data

2. What Do You See? Microsoft Excel saves
the Chart Templates in a pre-selected folder
for future use. The default location makes
your templates easy to find in the Backstage.

You will be prompted to enter a File Name.

Chart Tools-> Design -> Type-> Save As Template

Pageiofl  wemd % 0

Y] Save Chart Template

x—.«*l o % Microsoft » Temnplates » Charts

v 4|

File name: Product Chart|

Save as type: ’Chart Ternplate Files

Exam 77-887: Microsoft Word Expert 2010
2. Formatting Content
2.2. Create tables and charts: Save As Chart Template
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Working with the Table ™ 0 "0 0 Lol e
We began this lesson by inserting a e e e e e L -

Table and choosing the Excel ' [ e S W e e e M R Y
Spreadsheet option. What happens
when you are done editing the
spreadsheet?

Try This: Go Back Home to Word
Please click outside of the spreadsheet
frame to return to Word.

What Do You See? The Ribbons on the
top of your screen should return to the
familiar Word tools.

Say you wanted to revise your chart?
When you double click the embedded
spreadsheet, the Ribbons and tools for
Microsoft Excel will be displayed.

L TR TR R |

Exam 77-887: Microsoft Word Expert 2010
2. Formatting Content
2.2. Create tables and charts.

Comma Training Page 87



Tak
e
Twe

The Table is Set

This lesson walked through all of the
advanced Table functions. We started
with one of the built-in Templates and
explored many good tools for improving
our designs.

O le

Microsoft Word 2010 does Tables: for
lists, web pages, even calendars.

You Done Good. You get the Cookie!

Comma Training Page 88
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Practice Activities

The Table is Set
Before You Begin: Start Microsoft Word 2010.
You should see a new, blank document.

O le

Try This: Do the following steps
1. Insert a Table with 3 columns and 4 rows

2. Enter the following data:

Morning Afternoon Night
Cheryl Bob Wendy

Luke Tammy Chris

Bob Tammy Wendy

3. Autofit the Table across the page.

4. Insert a new column to the right. Merge the new column.

5. Inert a picture of a sun or moon into the large column on the right side of the
table.

6. Format the Table with QuickStyle Medium Grid 1.
7. Remove the Banded Rows Table Style Option.

8. Apply the Banded Columns Table Style Option.
9. Apply the Last column Table Style Option.

Comma Training Page 89
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Test Yourself

1. Which of the following are true about
Quick Tables? (Select all correct answers)
a. Go to Insert-> Tables-> Quick Tables

b. Quick Tables includes options for
premade calendars

c. Quick Tables includes spreadsheets
Tip: Advanced Word, page 58

2. Which of the following is the command to
resize a table to fill across a page?

a. Table Tools-> Layout-> Autofit-> Autofit
to Window

b. Table Tools-> Resize-> Fit Page

c. Table Options-> AutoFit-> To Window
Tip: Advanced Word, page 60

3. Which of the following is true about
Tables? (Select all correct answers)

a. A picture can be inserted into a Table
b. Two adjacent cells can be merged
together to make one large cell

c. Table Styles apply formatting to the
Table

d. The command Distribute Evenly makes
all selected cells the same size

Tip: Advanced Word, page 63, 65, 67

Comma Training Page 90

4. Which of the following are Table Style
options? (Select all correct answers.)

a. Header Row

b. First Column

c. Total Row

d. Banded Rows

e. Banded Columns

f. Borders

Tip: Advanced Word, page 68

5. Which of the following is the command
for Table Borders?

a. Format-> Table->Borders

b. Table Tools-> Format-> Borders

c. Table Tools-> Design-> Table Styles->
Borders

Tip: Advanced Word, page 70

6. A new interactive Excel Spreadsheet can
be added as a Table in a Word document.
a. True

b. False

Tip: Advanced Word, page 77

7. Which of the following Excel tools is
available when a New Excel Spreadsheet is
inserted as a Table in a Word document?
(Select all correct answers.)

a. All Excel Ribbons

b. All Excel Ribbons but Charts

c. Only the most commonly used
commands are included on a new Excel
Ribbon

d. No Excel Ribbons

Tip: Advanced Word, page 78




Word 2010: Styles and Design

Doing It With Style

Advanced Word Objectives

In this lesson you will learn how to: AaBbCcDe¢ | AaBbCecDé AaBbCi AaBbCc AaB %

1. Create, apply and update Styles _ _ _ _
oo ) TMormal | T Mo Spaci.. Headingl  Heading 2 Title _| Change
2. Control pagination with a Page Break T Styles +

3. Practice navigating with the Document Map
4. Use the Reference Ribbon to create References
5. Identify Editing options for Find, Replace and Go

I
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Lesson 3: Doing It With Styles

4

1. Readings
Read Lesson 3 in the Advanced Word
Guide, page 91-132.

Project
Format a document with Styles and use the
Styles to navigate to the main topics .

Downloads

Files used in the lesson:

Sample Windows Deployment Text
2010.docx

Sample Windows Deployment Text 2010
Complete.docx

2. Practice
Complete the Practice Activity, page 133.
Benefits of Online Learning.docx

3. Assessment
Review the Test questions, page 134.
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Home
| -
Home Insert Page Layout Refererij Mailings Review View iJ
Calibri (Body) ~/11 ~| A A" | Aa~ ﬁa} i iz v iz~ i= gg %l qq
7 4|7 U-dbex x| A¥-A- [EE=s|l & @
Clipboard 1 Font P Paragraph P

&4 Find ~ EJ

AaBbCcDe al
wac Replace
TMormal | T Mo Spaci.. Headingl  Heading 2 Title —| Change 7
- Stylesv I..-IS Select =
Styles Tu Editing

AaBbCcDc AaBbC: AaBbCc AaB -

Menu Maps

This lesson shows options on the Home Ribbon.
. Home ->Styles, page 95

. Home->Styles->Change Styles, page 99

. Home->Font->Clear Formatting, page 109

. Home->Format Painter, page 110

. Home->Paragraph->Show/Hide, page 112

. Home->Editing->Find, page 115

. Home->Editing->Replace, page 116
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Doing It With Style

The default font in Microsoft Word is a good type face, but it gets old. What you want is a little
more STYLE. Styles are easy to use and can be changed very quickly. In the next lesson we will

investigate some of the uses for Styles including creating the Document Map and Table of
Contents.

Where does Word keep the Styles? Is there a way to set up Word so that each new document
uses your typeface, size and color? Let's find out. Start the Program Microsoft Word.

-

. f - "
el L3N UIL s e Aald M

W T

Hame Insert Page Layout References

i
[===7

j 0 Calibri(Body) <11 - A A7 | Aa~ | &
==
Paste f B 7 U ~abe x, X° . ahr . é'

-

Clipboard Font

=]
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Working with Large Documents
Before You Begin: This project uses a sample
document. Please download a copy of the sample
text here: Sample Windows Deployment Text
2010.

wary

This lesson teaches you how to automate text
formatting with Styles. The Styles, in turn, can be
used to create a Document Map and a Table of
Contents.

1. Try This: Open the Sample File

Go to File-> Open.

Browse to the Documents folder.

Select: Sample Windows Deployment Text 2010.
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File -> Open
Mo o= - - N AT Dgcgreerd]  Macrosolt Word n F U tum Cgme . W e e e I o
BEl v s e r——— A
e i T s - nr-
b Comaont (it N & A G E-ECT BERNY |00 asscox AaBbCG AaBbee AADB - % s
Puste ) Bl U daxx A-¥-A-BEBENE 5 5L 1 N TN SN0 Meadngl  Hesdng tase ;::u :$
e Fort Porngr Wyt . te
s & D 4 i : : : g
= a - e
W, Open
CO0) 5 thwares » Docurments » “e] 4y} Seans Don )
Orgaraze MNew doicer - 3 0 L
[ Mecrzion Word Documents lbrary ot
b Termplates o 2 locan
o Favertes AL - i\ L “Iﬁ] ‘”“]_
] J | 'h R lh -
a L
Ve -t
Paper Toger X119 Products i Shock products Lo Washes Ot
Homiey 010
(3 (3
- | - -
i Cof= o= ﬁ -
¢ ;
Semmple Chant  Semple Windows Selecion Ractet Vakoe of
Lat Dephoymare T Cetficaton
x0
e 2]
Flenome  Samphe Wendows Dephoyment Test 2000 * Al Word Docements -
Tosk ~ g ™ Comcl -4
.
°
.
= .
DI I m os - +

Sample Windows
Deployment Text
2010




g::’ Home -> Styles
E ol o T L e [yl Tt M1 - Lol Wiprd T S .. |- -7 i
Format the Type e S — : 8
:1 All of the text in the sample Windows | """ " N+ & 7 DU T T e s e e A B
Deployment document you opened is  ....." o g il J = T i
the same size, font and weight. | g - it — R s s

Comgpaiens Ase Us
Usually, we just select the text and
format the Font with the options on the
Home Ribbon. : Windaws T Dplaymest

A Plan for Costinuous Improvessnl
Windseaday, Novessber 10, 2012
What Do You See? Look at the Home
Ribbon at the top of this document. :
Look past the Clipboard, Font and -
Paragraph groups. The Style library
includes Headings, Titles and Normal.
The new Office 2007/2010 file format,
*.docx, includes several web styles: N
Strong, Emphasis, and Intense.

Basiness Organization

Cofigratess Age LN Federal ID pussber;] X 345878
Caipadule AdSnead 123 Maan Strest, Braghten MO 45106
Telephone: (B103231-321 | Comtner: Elizakwsih Ann Mok

Based Hissory of Costpratens Ase U

Ceigratens Ase Uy, insosporated in Michigan September 1993, pepoated groas aales over $300,000 = 1996
Earsings Woese equally divided oves Bardwane aabed, fvilem coniult 5o, isd corposale Irkining. Conprater
Are Ui developed the TiNman, Total Informatson Network Maniger TINman wai dekigoed fog
arganizaton wha peed 3 rokei client-jerver network whils sigeifeantly reducing sdministralive coili

Keep going...

— ] ;.T-'
> Vs | A2BbCcD¢ | AaBbCcD¢ AaBbCi AaBbCc Aab %

TMormal |17 Mo Spaci.. Headingl Heading 2 Title _| Ehange

T | Styles~
{ Styles Ia

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes
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She's Just My Style

2. Try This: Format the Styles
Select: Computers Are Us.

Select Heading 1 from the Styles.

Select the next two lines of type.
Select Heading 2 from the Styles.

Try This, Too: Highlight the date
Select Strong from the Style library
Strong is a term that is also used in
formatting HTML text for web pages.
It means bold.

In a 6-8 page document, there may
be dozens of headlines. Let’s see: if
you change the type font, size, and
color for 20 headlines that would
require 60 actions. What are the
chances that you will make a mistake
and forget one of the attributes?

When you use Styles, the formatting
is consistent and efficient.

Home -> Styles

A e T T b et rpieg et Tevt 18+ knroac Wl TR R S
Bl - = v ot oween mre v

; ;: Compenpie < 13 K 0 et (B E 2R R BT | gsi adecde AaBbO. AshbCe s | O H:“

: . ma—

e oy (B2 O dew wr- A FEEE B S E- Thems Tkeipes Wresngl esapl Neang)  Ehe o

ligkasrd Foni . Fungmh x| [Ddfing

A [ rerer per

= AAB aae

1

Computers Are s

Windows 7 Deployment
A Plan lor Continuous Improvement

Wednesd: ™

AaBbC : AaBbCc

AaBbCeDy AaBbCeDé AaBbCcDd
H f Mormal 7 Mo Spacl... Headimgl | Heading 2 | Heading3
B Aa lj AaBbhCe. aaBbCeDdl ApBbCoDd!  AsBBCeDd
Businen Crgar_| Title Subtitle Subtle Em... Emphasis  Intense E...
d Compuiers Are
Corporae Add
Telephoze: (31 | AaBbCeDE AaBbCeDe AaBbCel:  A2BeCcDDE AaBeCCDOI
r ?'"‘;i[::',':':: Strong Quaote Intense ... Subtle Ref... Intense R..
i
Fage Lafi | Wenscd@il | B T
3 i ot AABBCCODE  AaBhCeDe
3 Book Title 1 List Para...

Save Selection a3 & Mew Quick Style...
L Clear Farmatting

Apply Styles...
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That's Not My Style

3.Try This: Apply the Styles

There are some important benefits that
come with using Styles. This lesson
makes more sense if you do the
homework and format the Styles.

Format these headlines as Heading 1:

Business Organization

Issues of Concern

Management Summary

Project Summary

Phase One: Proposed Transition
Phase Two: Migration

Phase Three: The Plan for Continuous
Improvement

Each of these paragraphs has a sub
heading, too. For example, the minor
headings on the first page are:
Security

Fault Tolerance

Recovery

Format the sub headings as Strong.

Home -> Styles and Formatting

S RN | mcete| amcty AgBBC AaBbCe AsSbiind
s A RN I S | treme |6 dngl  Hasiegl

Chpbistd Ford 1 Fawagrapt ; Wty
Computers Are Us

Windows T Deployment
A Plan for Continuous Improvement

Wednesday, November 10, 2002

Business Organiza

Business Organization
Sompmen fos s ] Computers Are Us Federal ID numt
Taebene #1025 ¢ Corporate Address: 123 Main Street, Bright
Det Hinory of Compten /. Telephone: (810) 231-3211 Contact: Elizabeth Ann

Compesers Are Ur incorpon
Eamings were squally drvide
Page § 0T | wes LA 43 7]

Brief History of Computers Are Us
Computers Are Us, incorporated in Michigan Septer

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Apply Styles
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Is That Normal?

Text that isn't formatted as a
Heading can be formatted as body
text. In this example, the body text
is highlighted and formatted with
the Normal Style.

=
4
3

Times New Roman 11 pt was the
default typeface and size for the
Normal Style Microsoft Word for
over 15 years!

The default typeface in Microsoft
Office 2007 and 2010 is Calibri.

Home -> Styles

W - ]
_ oy Writrl Fage Lapna Ertrreags (RIS Erern Vew & 0
: : g emlam e |30 0 N 0 et S ECET RN | et amtens AgBhC AalibCr AsSbicnd - & r'::m
Pk = B g G ¥-A EEEE S 5 tmgemal | 1R ipan. Hmagl  Fesdegl  Heesgl o irh;‘v -:'l-*:ﬂ'
Chpbatd s Ford c Fractant " et ol s
g
: AaBbCcD¢ | AaBbCecD¢ AaBbC: AaBbCc AaBbCcDd B
W TMormal | TMoSpaci.. Headingl Heading2 Heading3 |_ Change
- Styles =
Styles a
Business Organization
i Competen Ase Us Fedenl I sammiber 13 3456789
- Corporse Addpesy 123 Main Stres, Brightan MI 48114

Telephone: (B0 2313211 Comacy: Ellzabeth Axm Nafs
Bried Elniory of Compaters Are Un
Compesars.

Are Ur. incorporaied in Mickigan Sepiomber 1080, reparted groas sales oven $300.000 in 1936,
Eﬂ.lmmﬂyﬂdm”uﬂnh_m Irasi . 4 cory e & '—:—_ [ &

Brief History of Computers AreUs

Computers Are Us, incorporated in Michigan September 1993,
Eamings were equally divided over hardware sales, svstem cor
Are Us developed the TINman, Total Information Network Ma
organization who need a robust client-server network while sig
Administrative time is reduced from four hours to four minutes
Primarv Domain Controller, the workstations, and the network

Fagedof? | weisd

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Apply Styles
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Change the Style

Microsoft Word 2010 has a library of
Style Sets that can be used to
format all of the text in your
document.

4. Try This: Change Styles
Go to Home ->Styles.

Click on Change Styles.
Go to Style Set.

Select: Elegant.

What Do You See? Did you notice
that selecting a Style Set changed
the type size as well as the margins,
line spacing and font?

When you select one of the Style
Sets, all of the Heading 1, Strong,
and Normal text will be reformatted
automatically.

Home -> Styles -> Change Styles

W - O

weme  bmad Rgeimmud  Rreeon badey  Raves

A pmametn -l - W ke R E-IE- EE LT

"l:""_, B0 [ - oksw W ®m
Ciptamnd tard 1 g

0 [ . x i

COMPUTERS ARE U3

Wikpows T DEPLOYMENT

AABBC(

Heading 1 Heading 2

Default (Elack and White)

Bgml ol WD OB Distinctive
~" | Elegant
Fancy

Formal

Manuscript

A [EEEE - B E thems Thels

A Pran For CoNTINUGUS [MPROVI
Wiensesnar, Novessuen 10, 2012

AABEC AABECC
Heading 3

#rea -
AaBol AaBpl AsBECE "‘hn [T—
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Edit the Style

You can create your own Styles to fit
your business image. In the Style
options, you can change the font, the
size, the color and the line spacing.

Before You Begin: Select the text
Computers Are Us.

5. Try It: Edit the Style

Go to the Home ->Styles.

Click on the Options arrow in the
bottom right-hand corner.

A

Change
Styles =

What Do You See? The Styles
gallery should open. Heading 1, the
formatting we applied to the text,
should be highlighted. Keep going...

Home -> Styles -> Options

Eian Fage Layind Eetpaenst (RS Frera
’_'; Comsa b [ A e [ M| o
P-_m; B S U e W W - A-NEEE E R i
o Fonl Fragrast
M S = ¥
COMPUTERS ARE Us

L]

Ten

WINDOWS 7 DEPLOYMENT

A PLAN FOR CONTINUOUS IMPROVEMENT
WEDNESDAY, NOVEMBER 10, 2012

eicndl FAARRC) AaBaC AsDBRCC ||

Heplegl | Headngd et §

Stybs

o |

kel o e

Bt b
ey

Qs

rleren Quols
Skl Efererar

Bock T
Lint Parugract:

T Prifeie

|

dsss oo BEREE

Erderer Rrfeeror

Dlnnaable i Shplen

Styles

Clear all

Mormal

gt ool 81 | Werds B8 T T

Mo Spadng

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Edit the Style
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E 7.
Home -> Styles -> Options -> Select All Instances

e o T i Wi Dot ot 11 Wi e T <7
Fadd | B4 P il Bewwd Mg B Ve = i@
SeIeCt A" Ins'tances B R ST = T TR (N e e ——— ) "'-":“
Before you MOdlfy the style, you = ?.- Br g @ %A [ WE 0 e temme teeino | mesegt | sisegl veseg) | Damn G
can Select All Instances of the text = .= . == = S 5
that was formatted with this Style. R 5
This step is a good example of _ .
Microsoft Office automation: you . COMPUTERS ARE US | woees .
can change something once and .
have all the places that refer to it § W e
update at the same time. e
Before You Begin: Select the text: | Styles -
Computers Are Us on page 1.
Clear All *
6. Try it: Select All Instances : Mormal i
Go to Home->Styles->Options ARE Us No Spading T
Choose Heading 1 from the Styles. .
Select All Instances of Heading 1. | Heading 1 =]
; Update Heading 1 to Match Selection
Keep going... P reaearvsrrara W Modify...

Select All 8 Instance(s)
Clear Formatting of & Instance(s)
Delete Heading 1...

Remowve from Quick Style Gallery

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Select All Instances of a Style
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Home -> Styles -> Options -> Modify

I B B R =T WIS RSP T e rer L il )
. _ i | BN Pe el Beesi Melegs e Vi 7]

Modify the Style e —

. a b s - 1L K & WE=E = IR Y a [AABEC) AaBEC Asnmco "}; Bt

You can use the options here to format R O T e Iy

the font, size, color and alignment. You
can also specify the Line Spacing and

Febger, by

Laswg

Indents for the paragraphs.
b -
Before You Begin: Select the text E_; ! ]
Computers Are Us. L Th—
COMPUTERS ARE Us e
7. Try This: Modify the Style P
Go to Home->Styles-Options. i
The Styles gallery should open. Styles v X
Go to Select All Instances of Heading 1.
Click on Modify. Clear Al
Marmal T
Keep going... Mo Spadng i
I Heading 1 EI

Update Heading 1 to Match Selection
Modify...

ey bt
Select All 8 Instance(s)

Clear Formatting of & Instance(s)
Delete Heading 1...

Rermowve from Quick Style Gallery
I Sfeng a

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Modify the Style
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Modify the Style Options e
What Do You See? The Style Properties ™ »
will display the name of the Style as well A=

as the formatting.

8. Try This: Modify the Style Properties

Change the Font to Tahoma
Increase the font Size to 16.

Change the font Color to Blue.

There is a Format button at the bottom of
the screen. Go ahead and see what is
there. Return to this screen. Click OK.

Home -> Styles -> Options -> Modify

Review your document: Did all of the
text formatted as Heading 1 change to

Tahoma, 16 pt, Blue?

Keep going...

Add to Quick Style list [ | Automatically update

@ Only in this document
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I ¥ 3 e B T LR — N R e = v}
S aliage O il
P ———— || LB e
i L B Dcdaw Ge%-A- EEEE
= - . el | PROPETEES
Iame: Heading 1
Shyle type: Linked (paragraph and dharacter)
e | U oee P e e 1
e Style based on: T Moemal =]
f— L
vl Stve for folowing paragragh: | ¥ Nomal =]
I:':"\-ll-lﬂom-rn E '
e | MLCED 1 [+ ez
e e ® 7 u [=]
B === (=== |!212 FF &
o p——
et COMPUTERS ARE Us
—
™ -]
Font: (Default) Tahama, 16 pt, Font color: Text 2, Smal caps, Expanded by 1pt -
Line spadng: single, Space
B-:F::\:: 20pt -
- After: 3 pt, Don't add space bebween paragraphs of the same style, Level 1, Style: Linked, ¥,
(") New documents based on this template || )
|+] Add to Quide Style kst || Aytomatically update
2 Only in this dooument New doouments based on this template
8 [ Famat-_| ok || cancel

Exam 77-881: Microsoft Word 2010 Core
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Add to Quick Style List

Say you modified an existing Style to fit
your image. How do you want to save your
new, improved Style?

9. Try This: Add to Quick Style List
Look on the bottom for the options. By
default, your new Style will be displayed in
the Quick Style list in this file, only.

You can choose to display your Style in all
new documents. It can be added to the
Normal template. Each new sheet that
opens in Word can use your Style settings
instead of Calibri or Times New Roman.

Memo from the Computer Mama: The
Automatically Update check box can be
problematic. Here is a scenario | ran into
when | used that option. | was typing the
text in the Normal Style. | selected a word
and formatted it Bold. | saw the "busy" sign
for several minutes, then all of the Normal
text was formatted as Bold. Hmmmm. Well,
Undo is my favorite command, sometimes.

Home -> Styles -> Options -> Modify-> Add to Quick Style List

L5 oo 9

rMndifyS'ryie
Progperties
e Heading 1
Gyl Dypes Lirkisd (narsorapt and charsober )
Sayhe hased on: T Hermal 3
Sty foc following paragraph: | ¥ Mormal [=]
Formating
Tahoma x| x| B £ U | I
E=xam == =!I i &

COMPUTERS ARE Us

Font: (Defaulf) Tahoma, 16 pt, Font color: Text 2, Smal caps, Expanded by 1pt
Line spsdng: singis, Spaoe
Before: 20 pt

7] Add to Quick Style kst || Aytomaticaly update
& Only in this deoument M dooments based on ===

e ]

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Add to Quick Style List
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Home -> Styles -> New Style

A r T mgte Wedows Dapteymene Toe U1 Complet T Uhconch Word WIPRIERIICTI - v

=
4
3

Create a New Style TS s e il n T
The previous example illustrated how to =« |, s s u wuw o 4 mmam o 50 i e e
modify an existing Style. Here are the e = —
steps to create a new Style. - e ———— 1
Try This: Create Your Own Style — ] —
1. Open the Style Pane. - ’
Go to Home-> Styles. T —
Click on the option arrow in the bottom COMPUTERS ARE US ) n
right corner to open the Styles Pane. ot -

% o WINDOWS 7 DEPLOYMENT b

Change A PLAN FOR CONTINUOUS IMPROVEMENT || sostvae a

Styles - WEDNESDAY, NOVEMBER 10, 2012 —— "

A List Paragraph T EEE o
2. Begin a New Style : il e 2]
At the bottom of the Style Pane are E 2 —
three buttons. Click on New Style. ey - Shaow Preview BE3Im
Disable Linked Styles
Keep going... .
Mew Style

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Create a New Style
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Home -> Styles -> New Style

New Style Formatting

Tebrma CH - KA e | E-E- | EEE Y

=
4
3

iy ‘ il Aadbloiet | A ABEC AARMECE "‘h; gl
In general, all Styles are based on the e e R T T R e - ] et s ;g s
Normal Style. This goes under the theory === = === e
that the colors and fonts for the Headings S -
and the Body Text should match: a brown
suit goes with brown shoes. So begin your - ST e — .
new Style by formatting the Normal text. : . — - .

| —— [ alli=—
3. Try This: Edit the Style Sheet _ Al g e | T e ]| | u
Name: MyStyle. e ——m 7 = . e u
Type: Paragraph. s aT — o s 2
Style based on: Normal. i L

] b :

[ e ] o
You can choose to add your new Styleto - b B
the Quick Style gallery. | fom.
After you create the Normal style with the - e . i
font, color and formatting that you want, | O o b i Wy
you would create a New Style for - =2 |
Heading 1, 2, and 3 based on MyStyle. ¥ S
N, v Aahd o B T :Elﬂ:iai R - A
Mame: |My5ty1e
3 Style type: |F‘aragraph
Style based on: | T Mormal

Style for following paragraph: | M MyStyle

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Create a New Style
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Home -> Styles ->Style Inspector

AN e T T Sampte Wedoos Dupteyreme Tee J0 Comptere T Ubcrmoh iond PTIUTITRII .
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B L | T S+ V. -9
InspeCt the Style L (N2 e A M B ECET BRI Y nncos aseccon sssccon [AABBC] ArBse | PA B
Say you needed to determine if two W B UM YA B EE G B e S i | st | s Oee
similar headlines are formatled the same.
Here a useful tool for comparing the e 1 :
formatting.
. e - x | —
Before You Begin: Select a headline that ':'.:_: 3
you have formatted with a Style. o 3
COMPUTERS ARE US : :
1. Try This: Use the Style Inspector - -
Open the Style pane. i Style Inspector 0
Click on the Style Inspector. { . »
Paragraph formatting i =
e Qe -
Show Preview H EADING .
Disable Linked Styles i ok
Plus: <none: itttk
Options... AEH o

Text level formatting

Style Inspector

2. What Do You See? A little Style
Inspector will pop up. It should show you Plus: <none:=
the paragraph and text formatting. You

can edit or remove the Style if you wish.

Fopr LofhL | Weetn 24

Default Paragraph Font

& &
I~

Keep going...

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Inspect the Style
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o::° Home -> Styles ->Style Inspector ->Reveal
E Eﬂ - u_mwnm%
= mpaa | Bl PeEinee Retewaon Ugsag Bwes Vew -
Reveal the Formatting S T T I T I 1 PP ryr- S N T
The Style Inspector can display all of the M B Ekem o @V A W WE N oD tuew teems e | e | s S
formatting applied to your text. This listis .~ ... == . = e
detailed and interactive: you can editany B S 3
part of the Style. Here are the steps: COMPUTEF
3. Try This: Reveal the Formatting o T N e
Go to Home-> Styles ->Style Inspector. oy L d
Select: Reveal Formatting. COMPUTERS ARE Us m
N Reveal Formatting * x|
. Selected text '
Reveal Formatting - WINDE
i I A P COMPUTEF
ONE

What Do You See? The Formatting pane AT TEE LTI LR R

should open on the left side of your
document. This pane lists ALL of the
formatting applied to your text.

Formatting of selected text
(=] Font -

Li = i Font: D
e em e T (Default) Tahoma
Keep going, please... 16 pt

Font colar: Text 2
Language:

English {.5.)
Effects:

small caps

Character Spacing:
Expanded by 1pt

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Reveal the Formatting
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Home -> Font ->Clear Formatting

E mmme B Pamiepl Befewair  Malegi  Breew Ve al

Clear the Formatting ~

=
4
3

: ' B e S =R AT T TR N e O —— f""""r
Here is a simple way to clear all of the == § s s g waw oo s mmmm o 5000 e | o i g s | e
formatting as you work with the Styles l""""~ e e T e S = T A
and Themes. This tool is also an B -

effective way to remove formatting from
information you copied from another -
webpage or document.

Calibri (Body) ~ /10 = A" A

Try This: Clear the Formatting . Fant
Go to Home-> Font.
Select: Clear Formatting. N

WINDOWS 7 DEPLOYMENT

A PLAN FOR CONTINUOUS IMPROVEMERT
What Do You See? When you remove WIEDNESDAY, NOVEMBER 10, 2012

the formatting the text will return to the
default. In Word 2010 the default Font

is Calibri 11 pt. N
Memo to Self: This tool is also L _ .
available on the Style Inspector. i | s i b 5 Sodsawmin U GRADE NO. 2

5245

Computers Are Us ~ 3 For $7.00

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Clear the Formatting
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The Format Painter

The Format Painter is a useful little tool
that works well. You can use the Format
Painter to copy and paste your Styles.

Try It: Use the Format Painter
Select: any formatted text.
Go to Home ->Format Painter.

== %
Paste

- |

Clipboard 1

What Do You See? The Format Painter
looks like a little paint brush. When you
select the formatted type and click on
Format Painter, your mouse will have a
painter brush.

Whatever you "brush" with your mouse
will update to the format you picked up
from the text you selected at the start.

Home -> Format Painter

W T T e ele Wk Tipley it 7oA NE3 Campire ™ Wicresot oo "R . et il
A e LM WY AR COEE X IR TN | § ’é’\ M roa -
2 - A il ' LB AaBBC AaBal A | & ponee
we g BRI U daxx Y- A-EREE 5 XL T fonn. | Mussngl | Hesang Cange

i

COMPUTERS ARE Us

WINDOWS 7 DEPLOYMENT
A PLAN FOR CONTINUOUS IMPROVEMEN
WEDNESDAY, NOVEMBER 10, 2012

B
b
&
‘
Pogeiefis wess e D

Exam 77-881: Microsoft Word 2010 Core

2. Formatting Content
2-1. Apply font and paragraph attributes: Use the Format Painter
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@ Insert -> Pages-> Page Break

E W Savsie Wndews Dephr, et Test X010 Ciorplere - Musrieh Weed - —— +) ot S
Take a Break el T Y Y 4] @ 4 AEaw—= T O
Working with a large document takes some colfimerd ' Bl et e e Bl [ S (oot tocnatl Diemiecoc el ]| Yo |
thought. The main topics--such as Phase 1, ™ = " g R 11 R RS S A S 0 S B
Phase 2, in this example--should be formatted - ey : : 3 : |

|
with Heading 1. They should also begin at the
9 y 9 Home Insert ]

top of a new page, and not at the bottom.

The first four lines of this document belong on s j ?’Jl RSN, .
the first page. The rest should begin on page 2. -
Raise your hand if you force the rest of the text Cover Blank | Page || Table
to a new page by adding a bunch of blank e Page [reax i

lines? This is not the best solution. If you add Pages N

more text to the first page, the rest of e e
paragraphs will shift down, too. Weonesoay, Novemner 10,2012 ‘
Try This: Insert a Page Break

Go to page 1

Place your cursor after the date
Go to Insert ->Pages.
Click on Page Break. : BusINESS ORGANIZATION

Memo to Self: Type ENTER and you will force
a new line. Type CONTROL+SHIFT+SPACE
you will create a NON-BREAKING space. This -
is useful at the end of a line because it keeps

the words together on either side of the non-
breaking space

Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content
3-1. Apply and manipulate page setup settings: Insert Page Break
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Insert a Break

Try This: See the Breaks
You can use the Show/Hide button,
to see the code for the Page Break.

If you want to remove a page break,
select the Page Break code and
delete it.

Try This, Too: Add Page Breaks
Please insert page breaks before the

following headlines:
Project Summary
Phase 1

Phase 2

Phase 3

Memo to Self: You can turn off the
Show/Hide after you add or remove
the Page Break if you wish.

Home -> Paragraph ->Show/Hide

W o D50 T e T Sample Wondews Depleymend Tet X150 Complete + Moros Waed TSI RO ST -
Cambra Puads = 34 Ar A ¥ E-E-T .«.-m .1.‘ .
r o BT D bk X V- A-EEam 5 N
= .= Npr | EEE
El===1=
Paragraph i

CompuTers: Are-UsY

Winoows: 7-DEPLOYMENTY

Py Pt - —
ATFLAN TUR VOUNTINUOUS " IMPROUVYEMENT )
Weoxesoay, Novesex10,20129

Fage tres : |

WINDOWS: 7 -DEPLOYMENTY
A-PLAN-FOR-CONTINUOUS- IMPROVEMENTY]|

WEDNESDAY,NOVEMBER10,20129

................................... Fage Ereakﬂ-

.

Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content
3-1. Apply and manipulate page setup settings: Use Show/Hide
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View the Navigation Pane

Consistent headlines are one benefit of
using Styles. Another hidden treasure in
Microsoft Word is the Navigation pane.

Try it: View the Navigation Pane
Go to View->Show.
Select Navigation.

What Do You See? You should see an
outline along the left side of your
document. This outline includes each of
the headlines you formatted with a Style.

When you click on a headline in the
Navigation pane, you are instantly taken
to that place. This can be a very useful

way to review a 20 page proposal!

Keep going...

View -> Show-> Navigation Pane

Wl T me e T gl Wi Toplryorert Tt T8 Dmplet £+ Matrmin figed IR I S
n =iy ¥riil Fage Lyl Eetrarass (AT L virn 0
" . e IZ . B - T F =
) Farsas oA (S EEST PR ey a | AaBBC] AsBeC || h. ;::”
L 7 B O ok W, x" & A EEEE 5 5 £ lyirpe b T s L B ERE :m"*‘ i don e
Clpbssd o Pyl Mgry ]
Hevigaien | Ruler ; { e ey
y
Gridlines |
R Mavigati - X
| Mavigation Pane L UL
show Search Document o
=] =
Puase Ome: PR IE:l s a v

P ey
Pruas D Frapoadd Timmidien
BTt Tk ASejileied

Phucet Thers: Tha Plan Boe Contirs

Fage lofid | wWmdn Ll | 5 O

Brndewt e el
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Computers Are Us
Windows 7 Deployment
4 A Plan for Continuous Improvement
Wednesday, November 10, 2012
Business Organization
Issues of Concern
Management Summary

Project Summary

| Phase One: Proposed Transition

Phase Two: Migration

Phase Three: The Plan for Continuao..

2-2. Navigate and search through a document: View the Navigation Pane
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View -> Navigation ->Thumbnails

Navigating by Page R ———— a

=
4
3

M A s W KW e B S ST R T men ssecns seseccos al e
Some people focus on the words. e mrmemm e gevea- e R v i i e % e
Others remember what the page m '"“.I.. e ew . ten
looks like. You can use a thumbnail-- ... . Pl | .
a little image of the page--to browse 1B el ¢

- asE OmE: PROPOSED TRANSITION
through a document. - E Pusse Oue: Prorosco Tamnstmion

= el Lieindird Ard L el L Tt

Try This: Navigate by Thumbnail g
Go to View->Navigation.
Click on Thumbnail. . i S e

Navigation

M| Search Document

What Do You See? Each page in
the document is displayed. When
you click on a page, you will be : EEERE
taken to that part of the document. = [ E

What Else Do You See? There are "
three different tabs for three views:
Page, Thumbnail and Search.

-
w| | e

]

Memo to Self: You can close the
Navigation pane by clicking on the
small X in the top right corner.

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-2. Navigate and search through a document: Navigate by Page
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One

Find Text

Headlines and Styles make it easier to
navigate a document. The formatting acts
like landmarks, confirming that you are on
the right page. Microsoft Word also has
several editing tools on the Home Ribbon
that can assist with navigation or
manipulating text.

=
4
3

Try This: Find Specific Text
Go to Home-> Editing.
Click on the Find button.

33 Find -

ﬂf;‘ Replace

lg Select -
Editing

What Do You See? The Navigation
pane will open. Go to the Find tab and
type in the search box Word will highlight
the text you are seeking.

Keep going....

Home -> Editing ->Find

- = — .
B T I I NS =R =R T T AnBel AsBal | j}t P‘:‘ <
fass } Bl Do YA [EEEE 3 e Eaiigts  Ahmma THedpio. Mesdegl  Massegl 'Mwﬂ' :m,
L a LT ) i e u___ Doy
.!]._!4.......: 2 -_;".’-"'-i"! s ‘- (REES ERES Ewa s s

B

PrOJECT SuMMARY

Uy e Do B el ey

TR (5 Bl rae

T Nt

Windows 7 X -

B

. | ————
.

"4 11 ST B T

) 3 of 13 matches

W“I EE S &

designs, implements, and supports

memesn || Microsoft Windows 7client/server
s || S¥SEEMS, Our business networks
~ e

Vi ocd PLET

—_ Upgrade to Microsoft Windows 7

PROIECT SUMMARY
Upgrade to Microsoft Windows 7

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
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@ Home -> Editing ->Find and Replace

E w90 Sarvgle Wendows Dephoyrrant Test 2900 Complete + Matreselt Woaed R
Replace Options “ wome | Sust  Togeta »,. : .,..,.,_ : . - — (7]

: Find and Replace options can take this Y ":A‘_ s ‘l' T Do e e AnBBC AABIC . f}r & tevma
process one step further. After you find pes Rk b e
specific text, you can replace it. Thisis an [ExTrey LB ALY AL RS AL : i Loy c

excellent way to recycle a report and
update the content.

PROJECT SuMMARY

e ode 13 Mir pacd Windamey 7

Try This: Find and Replace
Go to Home-> Editing.
Click on the Replace button.

find and Replace

fd | Regee | GoTe

&4 Find ~ i . [ =

2ac Replace

g Select - .
Editing Replace | GoTo

Find what: Windows Vista

What Do You See? If you use Replace.
you can replace each highlighted
selection one at a time. You can also
choose Replace All, and have Microsoft ) .
Word automatically update all of the text Replace with: | Windows 7]
that matches your criteria if you wish. et

Replace ] [ Replace All ] [ Find Mext J

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-2. Navigate and search through a document: Replace Options
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Ta
B Home -> Editing ->Find ->Go to
E ol e 3 T Tsmgty Vo Dt pitrase ot 50 Gt Wi Voo R . = - Al
Go To... Options R jo B -
. i . 0 e AR e v W IE . E e E. ¥ oDd  daSnCrOcl  AaBbicDal
: Another way to locate information in e e et e | mome emcene wmcne ANBBC ABSC SR o :
your document is to use the Go To MR i i i i = R o]
command. With Go To, you can specify - [l pTTTaszmoTI s sy oo o [ — |
what you are looking for. It is a
sophisticated Search tool for navigating -
your work.
; FROJECT SUMMARY
. . . g e Wl ol Wl 1
Try This: Review the Go To Options : " r e s e e i
Go to Home-> Editing. - rssrtng Wt et e 4 e e
Click on Find -> Go To. ] yer—— T A
- P [ haicn | G
% F|r1d - ' o whal - '."*r?mwr'h"
E h = .!f:,,h L fﬂm’_ﬂ-n-?milmwnnulnmlw el
43 Find | Find | Replace | Go To |
Advanced Find... .
1 Go to what: Enter page number:
= : e
; Secti = : :
: Liie on El Enter 4+ and — to move relative to the current location.
What Do You See? You can browse, or Bookmark move forward four items.
Go to, a page, section, line, bookmark, - Comment
comment, footnote, table, graphic or ; Footnote o
equation if you wish. Pegmtan
Keep going... R

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content

2-2. Navigate and search through a document: Go To Options
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E 7.
Home -> Editing ->Find ->Advanced Find

T 0 - o o T g T - -
Advanced Find e I
Advanced Find doos more than L % © 8< & 7S 0 e e s e B
merely browse the document. Please ...~ b : A T oy - . . |
review the options. ] B T e ]

Find s Fisplace ¥ o=

Try This: Use Advanced Find 5
Go to Home ->Editing ->Find. :
Click on Advanced Find.

Frd | Rugisn | Gele
Fodskat  Wirdoes 7 =

Find What: \When the Find window

opens you can type in a word or : [Cwezr | Bmgrigacnts | [ mpeime | | e | | cws
phrase to search. - —

What Else Do You See? The d | P e et A s 1 ok e e
Reading Highlight lets you Highlight Find | Replace | GoTo |

all of the words that match your il | - =

criteria. You can also chose to clear - Find what: |wmduw5 7

the highlighting if you wish.

Keep going...

Fagrh ol Wo

Reading Highlight = | | Find In -

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-2. Navigate and search through a document: Advanced Find
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Advanced Find: More

If you look at the bottom left corner
of the Find window, you will see a

little button that says More. This is
worth a look.

Try This: Advanced Find Options
Go to Home ->Editing ->Find.
Click on Advanced Find.

Click on More.

What Do You See? The Search
Options let you choose to:

Match case (Upper or lower letters)
Use Wildcards (The * key)

Sounds like (English)

Find all words forms (ENglish)

What Else Do You See? When you
click on Format, you can search by
font, paragraph, tabs and more.

When you click on Special, you can
search for paragraph or tab marks,
commas, em-dashes and fields.

Home -> Editing ->Find ->Advanced Find ->More

A A A -l T
Pacta B S g c-dsm W - A- EENER ¥
Chptapd Forst ' Frpgeh

. =i

¥ (E

[ st Repiae
Frd | e | e

Prfishat  Wirdoss 7

Ll =
Eointing Mg ® e [ Pt sl
Bach prefy
Marh e
e e s e
Igrare whits-spgcn crarsciy

Search Options

Search; |all IZI

Pagmdad o weeslad OB T

[] Match caze
Find whaole words only
[ use wildcards

[7] sounds like (English)
[ Find &ll word forms {English)

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-2. Navigate and search through a document: Advanced Find
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e

Browse Page by Page —
If your document has more than one l
page, you can use the double arrows .

in the bottom right corner to go to the -
Next Page or to the Previous Page. !

s st P LA

=
4
3

Before You Begin: This example is
demonstrated with a document that
has many pages, OK?

Try This: Browse by Page
Open a document with many pages.
Go to Next Page.

Memo to Self: Many options can
also be done with the keyboard. In
this example, you can go to the next
page by typing Ctrl+Page Down. it

Home -> Next Page

L W\ F WE k1]
Pedr y B i @ %-4 EEEE 3 5-0-

[ —_—_—

I R I e oy eSS TR S————————_—— 2
- @

LA L LR ST P AnBol AsBeC |

¥ iy Vi g Fasing | e

P 1 T

COMPUTERS ARE US

WINDOWS 7 DEPLOYMENT
A PLAN FOR CONTINUGUS IMPROVEMENT
WEDNESDAY, NOVEMBER 10, 2012

e T e I =]

ﬁl\la‘t Page (Ctrl+Page Down)
1

Exam 77-881: Microsoft Word 2010 Core

2. Formatting Content

2-2. Navigate and search through a document: Browse by Page
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@ Home -> Browse

CR*" LD N T B Cormghrbe + bhcropol Wiped R G S - e

More Browse Options e — e
By default, the Browse bUtionS @re =« ; s+ u wowx = 4 ®mmm o o oes e e e g
set to go to Next or Previous page. — e e —m e
However, you can choose a different : '
function if you wish. WINDOWS 7 DEPLOYMENT

A PLAN FOR CONTINUQUS IMPROVEMENT

Try This: Edit the Browse Options WEDNESDAY, NOVEMEER 10, 2012
Click on the Browse button (the little
round circle).

O le

Bl E=1EE] s
- #h|| .7 = E
Browse by Page

What Do You See? You can
Browse by Field, Endnote, Footnote,
Comment, Section, Page, Edits,
Heading Graphics or Table.

al 5
Pagn L ofBh | WeetwzMd B T G0 3 N KN

Maybe You Noticed: When we tried the Find and Replace options, the
double arrows turned blue. This indicated that the arrows would Find the
next word instead of the usual action of Page up or Page down. The first
time the Computer Mama ran into this it was very confusing: | couldn't
figure out how to make it go back to the normal way. Now | know: Click on
the circle and choose Page to return to the default: Page up or Page
down.

You can also Go to and Find.

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-2. Navigate and search through a document: Browse Options
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@ Page Layout ->Page Setup-> More Options

E = = Eampla Warspan Dapin reres brdn 13 . Mloesr® S

Advanced options LT o T ; =
5 The following pages demonstrate s B i s or o ey W e o B F D e ol N

advanced page layout options. The e st

lesson wraps up with an introduction to — |

references with footnotes and T

endnotes. Comp| =~ —

Try This: Review the Page Setup _— o ’

Go to Page Layout ->Page Setup. Wl m

Go to the Page Setup group. ) e

Click on More Options. (the small Windows i~

arrow in the bottom right corner of the L Plan for §

Page Setup Group). Wednesdag| ==

What Do You see? The Page Setup =~ | | |==

group includes margins, orientation, —

size, columns and breaks. Each of :

these options has been discussed in — e

earller |eSSOﬂS |I'{|':|‘-:\-iul:':-|\;:allr'l|‘ﬂl.lni.r.l“‘“”l|dir|.' 10 mammbepr 11 1254190

4 e 131321 s e et = K

Faga b af] | weewn Lk | 8

Keep going.... I _ Home Insert Page Layout References Mailing

[ —1 =l
- Bya ¥—, Breaks ~
Bi= N RNE RS
[A] = &7 Line Mumbers +
Themes Margins Crientation 5Size Columns
- @* - - - - L&~ Hyphenation

Themes Page Setup ¥

Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content
3-1. Apply and manipulate page setup settings: Page Layout Options
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=
r ©

A [
Line Numbers ET.;."” B O HE=_ R B0 - — 3. i
Line Numbers identifies each line of % 4 i B oI — . AR e —

text in your document. Blank lines are S

— e Cressnn fur  CEumes ——— e

Page Layout -> Page Setup -> Line Numbers

not numbered. The Line Numbers, like
Styles, can be used to navigate a large
document, say a legal brief or script.

Try This: Add Line Numbers

Go to Page Layout->Page Setup.
Go to Line Numbers.

Click on Continuous.

What Do You See? The options for
the Line Numbers include:

None

Continuous

Restart Each Page

Restart Each Section

Suppress for Current Paragraph.

You can take off the Line Numbers.
Go to Line Numbers->None.

Iz

Erdut Lk Pagr

mdred
i : b S B =
- LA m = —
Foge e - F ¥= Breaks ~ ‘"," e
_ Al M L
R e Bl [élﬂ Line Numbers ']

Iwrprn Tes Cund Prssgesch

LTY e 1 o Pa:

Mone are

'nu--n-fl.um‘-.-ru. i ’ iy
Continuous H {

Sscurity =

1]
4 W Dot

Mixil mumicipal information iyiboni i nol icosc
‘weckstation which allows cfiomu tolook o their t
asdl oonfideatial wier duta Srom this workalation. T
sccidmtil of malicieus file comapion wad dasige

Restart Each Page
Restart Each Section

Fault Telrrance

In gmeril, thot & mly e smve sdoEniitridng 4
el s greupd, iod dili wisdemiang ol the Fend
recommendi thal ousicpadition otablis tha goal

Suppress for Current Paragraph

Line Mumbering Options...

Recovery
An isfoemution syibem is caly s gosd 13 the du (R T3 SI2000 5 56 FOSUBIRT SETVOEY 0 LIpE
Applicaind, wer groups. and nereodk muppings can all be penmalled from scranch. Dusa, bowever, |5 a
irvemsenal Eyveilml s tine wed wlest ki is ussosevaable iF Lol ATl abs s pewnibips need 1
develop wnd maistain & dank secovery program. This program sheuld indude comingecy plims for sarver
fihere, wotkstition fiilere | pewm cutagem, and ssbotagpe Computen Are Us recemmmds serve pass tal
duplicate each siba’s servioes and replicane eack cilier's duna floges

61 Management Summary

62 Services Available from Computers
63 Computers Are Us designs, implements, and support:
64 business networks provide e-mail, scheduling, and In

65 network solutions are engineered for small businesse:
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5 Control Hyphenation

Tag
e
One

Hyphenation controls how Microsoft

Word breaks up (hyphenates) words
as it layouts the text. By default, the
hyphenation is turned off.

1. Try This: Use Hyphenation
Go to Page Layout->Page Setup.
Go to Hyphenation.

Click on Automatic.

What Do You See? When you
choose Automatic, Word will try to
make the best fit.

Try This, Too: Review the Options
Go to Hyphenation Options.

You can limit the number of words
that are hyphenated consecutively-
one right after another.

Keep going...

Page Layout -> Page Setup -> Hyphenation

Al | 8 M ™= = Grvaks * 5 - N ew Teetng ) 2
o } s et gt

v - - . e = o Cotee benten | B =

i e v ¥= Breaks ~ i
. %
i -
/3 Line Mumbers -

Virus Protec
The old Wind 3 i Optee File Allocation
on MS-DOS anow vemersme wsn e vireses Win
Viruses simply cannot "Nve” oa NTFS. they abortea )
hardwase

Watermark
be~ Hyphenation '] - r

_ Mone :

Automatic

Administratson

Cossputers Are Us peovides 2 blueprist for improving |
database programs Comsputers Are Us also proposes &
standard workatation configuration All work will be st
troubleshooting - Ma nual

In addstion 10 on-sitefsupport. Computers Are Us can -‘I a- i i
Access Administration Remote Access will allow Con | DIE Hyphenation Options...

SRy s oS AT TS VUITETauTe o a1 o
Traiming

Careful plansing the best equipment, and the latest softwaze will not do asy good if the staff cannot figure
out how to use it all

& - 2 N 2 A

Comsputers Are Us rec -

system System admunistran =
perform a given set of tasks H}’phenatlﬂn
back-ups, and uring the Mic|
they should be able to answ

support [[iAutomatically hyphenate document;
Hyphenate words in CAPS

Pgulet] wWess2Ml P T

a.25"

4k

Hyphenation zone:

Limit consecutive hyphens to: Mo limit =

| Manual... ] [ Ok ] [ Cancel

Fam
|
——-
.
“ .
‘ -
[
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you determine how you would liketo ...
hyphenate the words.

2, Try This: Manual Hyphenation
Go to Page Layout->Page Setup.
Go to Hyphenation.

Click on Manual.

What Do You See? When you use
Manual hyphenation, Word will
prompt you to edit the breaks.

Fagad of T | waioe L6k

|

E y
o::° Page Layout -> Page Setup -> Hyphenation ->Hyphenation Options
E o - Barrple Wit Dt Sk 2050 - Wil Wped =
= = _ - Poget larit | Beimyncis Mg Besew  View  Devesgd
Hyphenation Options & — 2 B O - — o
The Manual hyphenation option lets  __ & — 0 = — Bt e e v Fn 12 et o -

Faje Hivg ) P BiaBgrinnd P grnpt ] b i |

Henchmark
With Windews Server Compeatens Are Ui can collect 3 it of statinties asd coeate a performmance
benchonark. Some goali can be guantifed: How long ok it take 1o print & Wond documest® Which
printers will be umavailable when requised for extengive reports? Does e getwork ibow douwn when the tax
assessments are printed T Thiz information will provisie the prierity of the taiks that should Be accom:
phished

Mraal Hyphemation: Engiod 115 L

Contral

The benchmark statistics are also useful in te comtrol process. The
of work normally varies overa certain range. Whenever these times f;
somethimg has chasged, and the systemmay need some aflestion. This X
help manage the system, podnting out problems before they would otherwise become apparent and focusing
etforts where they are needed

Microsoft Windows Server offers several toods for comtrolling the system: Network Monitor, Performance
Monitor, Remete Acvess Administraior and Windows 7 DNagsostics

Malntain
Heew diagmostic tools enable the system administrator to look for and commect potential sources of trouble
befiore they cause amy problems. Comgpraters Are Us can also perfonm some administration and

vmioss the tasks that should be accom-

IR

Hyphenate at: |ac—coml:t|ishel:| |

Manual Hyphenaticn: English (U.5.)

Phase
Migrate M
Dhata migr;
Movell nel

I Yes I [ Mo
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o,,,' References -> Footnotes-> Insert Footnote
References: Footnotes T e T i e e d
: Footnotes are used in printed or e | - — =T S o Pmeeinen ] o
published documents to explain, e R 1 R 1 1t b P
comment upon or provide more esr— ; Home Insert Page Layout References
detail. y Add Text ~ AB! [[yInsert Endnote
mindstration
i bers Are L vides 2 bl it for i i
There are two parts to a footnote: the database progams Compters Are U abso propose i Update Table Ag Next Footnote -
standard woakstation configuration. Allwork wall b Table of Insert
reference mark, and the reference roublesbosting Contents = Footnote = Show Notes ,
text at the bottom of the pggg (or I achitiom iy me- st sropport, Cnpesters Aoy B o Table of Contents | Footnotes F]
end of the document) that is linked to Access Administration. Remede Access will allow{— -
it maintensmes ks on-line l [_l
Tralslng
Before You Begin: Place your Careful passing. thebest equip= T'raining ‘ L
' : Sample footnote for "Training” paragraph
cursor at en.d Of .one Of the Computers Are Us recommess iz CarEﬁl]' pIM1ngr ﬂle FI = = g FI g FI
paragraphs in this sample document. syFtem System adeénistrators sh

performa given set of tasks on the D]-lt h'Dw tD nuse 1t a]-]-- 1|

back-ups, 1nd using the Microsaft

Try This: Insert a Footnote B . .. .
Go to References-> Footnotes. i Hsampie foomete Ty Computers Are Us recommends training an administrati

Click on Insert Footnote. system. System administrators should successfully comy
perform a given set of tasks on the system. These classe
back-ups, and using the Microsoft applications that will

What Do You See? A reference

mark will be placed at the text. Your
cursor should be in the Reference e ——————
Text, at the bottom of the page.

1 a R 3
Please type some sample text in Sample footnote for “Training” paragraph

several paragraphs.

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks
6-2. Create Endnotes and Footnotes in a document: Footnotes
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@ References -> Footnotes-> Insert Endnote

i L L e e

References: Endnote

L™ Hi

. . =_1] e L ek - AB Ly it Ernate 1 o Ll Bparon [ e ek of gy :al"' 1 et e E“ i Troard Fably o dudbanbiry
By definition, a footnote is placed at | oo T s Cuseme spmtms| = o e T Fuesiae T Bucss e
the bottom of a page, by the footer. R e il e o e e

An endnote is placed at the end of a
document on the last page.

Try This: Insert an Endnote ‘Sample Endnote, Masstain

Go to References-> Footnotes.
Click on Insert Endnote.

”ﬁ'] Insert Endnute]

J"-E Mext Footnote
Insert
Footnote =l Show Notes

Footnotes P

i Sample Endnote, Maintain

What Do You See? A reference
mark will be placed at the text. Your
cursor should be in the reference
text, at the end of the document.

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks
6-2. Create Endnotes and Footnotes in a document: Endnotes
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Footnote Options

You can edit the numbering and the
number format if you wish. Here are
the Footnote Options.

Try This: Edit the Footnote Options
Go to References-> Footnotes.
Click on Footnote Options, the little
arrow in the bottom right corner.

What Do You See? The options are:
Number format: for example i, ii, iii or
1,2,30ra, b, c.

Custom mark: you can replace the
default with a symbol if you wish.

Start at: you can indicate what
number you would like to start at.

Numbering: The numbers can
continue from the first page to the
last. Each section can begin at a
different number as well.

References -> Footnotes-> Footnote Options

(o - - - R T T e R e
- Fratil Pagd Liyiea Estrdrads (IS Frern Ve [
i 2 Al Bt < gt Trrerr Eradinafie B vrirager fonron 27 L] Pl Rabde o P '\-‘ e e
-
JF el Table S bl et Ly hrbe hm parm - J
Tabsin of I 4 baard bhask
Conitimis - Fosispin ol ¥ s Cilation - LIF PESREHY ¢ Caglion ] WHHHETERTES0E Entry
Talie ol Cabirdy Pl vy Ll i) & Bl aply Lt

L
Monitor, Remeode Access Administraior and Windows 7 Diagnostics?

-
Footnote and Endnote

*aindain

Wew diagmostic

beafiomre they caus
troublesbooting Location
wersions of soft
i) Footnotes: Bottom of page

End of document IZI

B

Phase Twe
Migrats Wovell
Daks migratsa B
Movell network
The ssepainvel| | FoOrmat
Mfigrane Nowvell §
Coafirm netaor]

Mumber format:

i, i, i, ...

Traia ivitesn ad
Train office #a
|| Custom mark: | | [ Symbal. .. ]
s pomeli| Start at: i e
|| Mumbering: Continuous |E|
Apply changes
SR A Sl Apply changes to: | Whole document IZI
]
{ [ Insert ] [ Cancel Apply
]
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Navigating Footnotes
Footnotes, and endnotes, are
preformatted with a Style. Word can
use Styles for navigation

=
4
3

Before You Begin: Please add
several footnotes and endnotes to
this document if you have not done
so already.

Try This: Go to the Next Footnote
Go to References-> Footnotes.
Click on Next Footnote.

What Do You See? The options
include: Next and Previous for
Footnotes as well as Endnotes.

Memo to Self: You can go to the
next Footnote with the Browser

button at the bottom of the scroll bar.

References -> Footnotes-> Next Footnote

=arn=

Errages &

Farirs Vi

2] jw!-wll:l o Y breadd Fiabdr o Py 5 i e ) &3 Tk Tald o dasfFroeiteny
B i e [ o - | B R e S
- an Bk
L I e T A Prire Ciations
S Page Layout References Mailings Review Vie

Her urpuini [adesty

With Windows Server Computer
benchmark. Some goals canbe q
primiers will be unavailable wher
aszespments are printed? This inf

g Manage Sources
(G style: | APA Fiftt ~

[y Insert Endnote
[Aﬁ Mext Fo cntncnte| *]

T

Insert

aocomplished” -

Footnote a"ﬁ Mext Footnote t - ﬂj Bibliography =
!r:::f::?hrﬂ.uklull.ﬂil’."l PTETEe F ETE\I'ICILIS FU Utnnte tlnns B‘I- Blbllngraphy
af work posreally vasiss over s & A

something badchanged, knd i |
help manage the ivitess, poinking
effarts whese ey i peeded

Mext Endnote
Be Previous Endnote
With Windows Server Computers Are Us can
benchmark. Some goals can be quantified: He
printers will be unavailable when required for
assessments are printed? This information wil

Mherosoft Windows. Server offer
Memilor, Remate Access Admini

Makntsin

New diggnodtic ook enable the |
befope they cisie aay problem
trapbleshooting Baoiash peblic
verinoni of pallagre and operalis

accomplished?. ——
Browse by Footnote
Phase Two: Migration "
MEgraie Novell network 5o Windows Domain —
Dty sagration ha ts b hasdled (houghefully, Dusisg the migration, Windasws Twfl] cosnii wit - ﬁ ‘? 5= D
Nowell astwelk fod o beiel meciod o imes i iniee a8 s dideintaon of nodms] e rasinni A4 fin
Fagm o] | Wersc ZONT | 5B {a} @ E G Da D
i
]

3

%

130% (=)

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks
6-2. Create Endnotes and Footnotes in a document: navigate to the next
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[: Show Notes

: Show Notes is another method for
navigating to the references.

Try This: Show Notes

Go to References-> Footnotes.

Click on Show Notes.

[y Insert Endnote

J“J_*: Mext Footnote ~
Insert
‘ Footnote I:;I Show Motes

Footnotes

ul

What Do You See? If your
document has both footnotes and
endnotes, you will be prompted to
chose which ones you wish to see.

References -> Footnotes-> Show Notes

Gl R U Baenphe Wandk rpleryment bes 80 - Migrestlt Wamd -— - a o
P et Pepalia | Relpesot Mgl Mpskew  Yepw  Dreiepe = ig
gl Dedddied P LR o Warage brun "Ji Y beaart Tabde o Viguary J" e Indes =N Ly bret Tkl of ufhardon
1] g e Tabis M vaget Bectroty o Ly e sps - sbis w : S Capiaia i
T of vt - vt Iman bt L
ot - Favisgly ol Weww Helri Colaion - G BSEaRty ©  Cpgmen Sl CeEi-INE (= T
Ty ol el Frlraitey gl ey & Bbrgruphy [ ] tndrs Fably 8 Ridbardiry

versions of software and operating systems, as they become an.':.-.l:mrl'

Phase Two: Mig|comsean:
Migrabe Novell netwoak ]| ® Vo= booim
Dhata migration has to bel| e

Maovell network for a brid| m ol

The steps involved with
Migrate Mowvell file and print services to Domain

Conffirm metwork file and print sharing

Train system sdministrators oa Windows Server

Train office staff oo Microsoft Gifice, Windows 7, and collaborative document management

igration, Windows Twill coexist with the
ruptics of normal operations as passible

3 Sammple fi niation Beehmark
' Sammple footate, Windows 7 diageostics

-

Show MNotes

This document has footnotes and endnotes.

Do you want to:
@ View footnote area

(71 View endnote area

Paged of 1 wmien Leg B

! ok | caneel

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks
6-2. Create Endnotes and Footnotes in a document: Navigate to the next
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@ References -> Footnotes

Manage Footnotes . .
Say you wanted to change a Phase Two: Migration ¢

footnote into an endnote. Here are : . . : ] 52
the steps you can try. Mlgatel.- Nmf ell network to Windows 1 -
Data migration has to be handled thou

O le

Paste Options:

Try This: Convert to Endnote Novell network for abrief period ofti & | % A
Select one of the footnotes at the
bottom of a page. . . . . A Font.

The stepsinvolved withmigrationare =5 paragraph...
Right_ click the footnote. A short list Migrate Novell file and pfiﬂ'[ services Style...
of options should pop up. . . =

Confirm network file and print sharin; Go to Footnote
Click on Convert to Endnote. Train system administrators on Windc Mote Options...

Train office staff on Microsoft Office, Convertto Endnote AL

?_y Hyperlink...

Look Up L4
2 Sample footnote, Implementation Be

; . Additional Actions ¥
3 Sample footnote, Windows 7 diagnopeces

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks
6-2. Create Endnotes and Footnotes in a document: Manage location
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Summary

This lesson introduced Styles. We
investigated how to use Styles and
create our own custom formatting.

=
4
3

The lesson continued with advanced
formatting and an introduction to
Footnotes on the Reference ribbon.

There are several benefits to using
Styles. In the next lesson we are
going to use Styles to create a Table
of Contents.

Very good.
You get the cookie, of course.

Comma Training Page 132

Home -> Styles

A T e i fra, Dpiy et Tt 118 e e T et
Bl — = rewes seees Malegi | Medem  Vew =g
at-: Combog piapi = 11 ¢ W 07 e B B ST IR MY upeide adbiae Aalfb0e AsRBlc eEiibe c% ‘H::"
ma S W W oA N MW N @ | thems fhies wasegl wesegd waseqy e :-..-...-
Chobeard o Ford Fespash A aas RS P Ldbng
W| . i o [ TR T— =
dalbiobll | dalbCole  AaBACD0 g A Cor
sy | Duoln e Subbefn el
Computers Are s amiTe Al D
oy
Windows 7 Deployviment
1 AaBbCeDd AsBbCcDé AaqBbC | AaBbCc| AaBbCeDd ‘%
T Mormal 7 Mo Spacl... Headingl | Heading 2 | Heading3 Change
Styles =
1 Aa l:‘ AaBbCe. AcBbCeDdl AoBbCeDd! AaBbCcDdl :
il i
-4 Title Subtitle  Subtle Em.. Emphasis  Intense E. e
AaBbCeDdE AaBbCeDe AaBbCely  A2BRCCODE  AsBRCCDI
Strong Quaote Intense ... Subtle Ref... Intense R..
AABBCCDDE  AaBbCcDe
< Mgmlsfi wemdazs | Book Title 1l List Para... =
Save Selection as & Mew Quick Style...
‘EJ/ Clear Farmatting
4, apply Styles...




Practice Activities

Doing It With Style
Before You Begin: Start Microsoft Word 2010.
This practice includes a sample file: Benefits of Online Learning.docx

O le

Try This: Do the following steps
1. Open the file Benefits of Online Learning.docx
2. Put a page break after each paragraph so that each page has just one paragraph
3. Apply Heading Style 1 to all Headings
For example: Course Material is Available 24/7, Collaboration Opportunities, Online Participation, etc.
4. Select the first paragraph body text under the heading Course Material is Available 24/7
Format the text Arial, 16 point, 1.5 paragraph spacing

5. Use the format painter to copy the formatting from the first body paragraph and apply it to the other body
paragraphs.

6. Create a new Style with the formatting used on the body paragraphs (Arial, 16pt, 1.5 paragraph spacing)
Call the Style Body 1 and add it to the QuickStyle gallery for this document only

7. Modify the custom Style Body 1 to use a font of your choice (such as Brushscript or Snap).
Apply the changes to all instances of Body 1

8. Use the Replace command to change Online Learning to eLearning

9. Remove the reference at the end of the last paragraph. Create a footnote with the following information: US
Census Bureau, The Big Payoff: Educational Attainment and Synthetic Estimates of Work-Life Earnings. July 2002.
www.census.gov/prod/2002pubs/p23-210.pdf

10 .Format the footnote using number format i, ii, iii
11. Convert the footnote to an end note.

Comma Training Page 133




Test Yourself

E 1. What Ribbon are the Styles on? 4. Which of the following is true about 7. The Clear Formatting command only
a. Home Styles? (Select all correct answers.) works on text that has a Style applied.

: b. Format a. All text using a particular Style can be a. True

c. View updated automatically. b. False

Tip: Advanced Word, page 95 b. Styles help keep consistency throughout  Tip: Advanced Word, page 109

a document.

2. What is true about the Normal Style? c. Styles can also be used for Navigation in

(Select all correct answers.) the Document Map

a. It is the default for “unformatted” body Tip: Advanced Word, page 101. 113

text

b. Was Times New Roman in Word 2003 5. Custom Styles can be added to
c. Office 2010 uses Calibri as the Normal the Quick Style list.
Style font a. True
Tip: Advanced Word, page 98 b. False

Tip: Advanced Word, page 104 =,
3. Which of the following is true about : e ———

customizing Styles? (Select all correct 6. Style Inspector can reveal all formatti
answers.) applied to selected text for comparison
a. You can modify an existing Style editing.

b. You can create a new Style a. True

Tip: Advanced Word, page 99, 100 b. False

Tip: Advanced Word, page 107
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Word 2010: Styles and References

) Going in Style!

Talre

et - A Famply Vot Dot Tt 60 Complei™ Wit ot P - S
Advanced Word Objectives e — R E—— —
In this lesson you will learn how to: A N AT A T e P===yporowey = I "L
1. Apply Styles L) # BT o w e oA BFE AN F 3 sl ey bt | Wbl Sl R ix‘ﬁ _‘I_l"“_
2. Navigate with Styles Honganan L e et oo ] e
sunch e oo -
3. Insert and format a Footer T . E“‘ANAGEMENT SUMMAR‘-{
4. Insert , format and remove page breaks
5. Use the Table of Contents and Index commands st H g
6. Insert and edit citation and bibliography entries e -
7. Insert and edit captions Py X L ™ e sonnier
Vil ! i === |
= ' f
| § -5 '
||l .I -
i 3 4
\ R 4
AN
N\ \ :
\'.__H r | N | ¥
- Faged of 14 Vemde 348 B 7]
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Lesson 4: Going in Style!
E Header and Footer Tools
: ; dRLeadlrl:gsth Ad 4 Word m HumeiJlmeﬂiJPage Layout References Mailings Beview View Developer . lJDe-sn
ead Lesson 4 in the Advance ori .
uide, page 135-176. al L L 1 == [l BE 55 Previous S | ¥ Ditferent First Page .
e 234 5 %5 k& \ 5

(5, et 7 Different Odd & Even Pages
. Header Footer Page Date Quick Picture Clip Goto Goto mm i
Project - *  Number~ &Time Parts~ At | Header Footer wo binkto Previous W) Show Document Text
Format a business proposal with Styles Header & Footer insert Mavigation Options 5
and use those Styles to create the Table of
Contents. This proposal will include References

Headers, Footers, page numbers, section

breaks and references. . 7 Jl Home Insert Page Layout References B ||ilings Reviaw View 9 |e'.'elupe:

Downloads [=¢ Add Text ~ .__['."] Insert Endnote j lg Fanage Sources = ] Insert Table of Figures
Sample Windows Deployment Text 2010 - =" Update Table A§ Hext Footnote - [Lé, Style: | APA Fifth = = Update Table
Complete.docx Table of Insert - . Insert : Insert
: Contents = Footnote =1 3how Notes Citation ~ g Bibliography ~ Caption .M Cross-reference
Table of Contents Footnotes I Citations & Bibliography Captions

2. Practice

Complete the Practice Activity, page 177 Men u Maps

Benefits of Online Learning.docx This lesson shows the Header and Footer and References Ribbons.

. Header and Footer Tools-> Design, page 144

. Header and Footer Tools-> Page Number-> Current Position, page 143
. Header and Footer Tools-> Design-> Date and Time, page 148

. Header and Footer Tools-> Design-> Different First Page, page 150

. Header and Footer Tools-> Design->Link to Previous, page 153

. Header and Footer Tools-> Design->Different Odd and Even Pages, page 154
. References-> Table of Contents, page 157

. References-> Insert Citation, page 167

. References-> Insert Caption, page 173

3. Assessment
Review the Test questions, page 178.

OCONOOOAPRWN -
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ammem S B Going in Style

Styles are used to create documents that are formatted consistently: all of the headlines are the same font, size and
alignment. The goal of this lesson is to use the Styles to create a Table of Contents. This same technique can be
used to create an Index, as well as, reference pages such as a Bibliography or a Table of Authorities.

Working with the pages

There are several advanced layout lessons we
need to cover before creating the Table of
Contents. The next pages demonstrate how to
work with headers, footers, page numbers and

sections.

i
™ R e

Home Insert Page Layout References

So, if you are ready, please Start the Program
Microsoft Word.

e

e o
=] © calibri(Body) *|11 + A A7 | Aav | &)
B |
F‘avstej B 7 U ~ahe x, X° ,ag;?,é,
Clipboard = Font u

CE=d




@ File -> Recent

I et o — T e
]

=
4
3

Microsoft Word Advanced ™= ~ — =~ = = soc ]| 8%

i . Ax M = E pprewore AABe() AaBaC | 7 AL -
Before You Begin: This lesson uses My PN har AR A WEBEE S RS e e theien | e | e [JIO00 G
the Sample Windows Deployment =t : =

document we developed in the previous | ' | =
lesson. This document has Styles |
(Heading1) as well as page breaks.

Try This: Open a Sample File
Start Microsoft Word. COMPUTERS ARE Us
Go to File->Recent.

If you are continuing from the previous
lesson, the Sample Windows
Deployment document should be on the
list with your recent work.

WINDOWS 7 DEPLOYMENT

What If It Isn't There? Please A PLAN FOR CONTINUOUS IMPROVEMENT
download a copy from the online course. WEDNESDAY, Novesesen 10, 2012

Keep going...
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View-> Show-> Navigation

A ol = S el Wi tpbryerotri Teod M Cnompbrit © Woire i Toaedl MR o -

O le

Review the Styles Lo _°":m oo = — ©
WhiCh Styles are in use? GOOd Pl "vl-‘i.l-l;l-" n.? Dt bul'.. s !::I- |5\::. Ii""'"'""" 'ﬂn. klr\-;u 1n~; 1--".-\. l'.l-of‘jl
question. T T e =t ] s
Wi [T & k : ] : ; C I : : : I =
Try This: View the Styles i 2011
Go to View->Show. 2 it
Select: Navigation. : MANAGEMENT SUMMARY
; - . =
| Ruler | T e
Gridlines S e e i 2oy nen. By Il s
V| Mavigation Pane : i Mavigation o BN nsguration, Computens Are
Show Search Document 2 -
What Do You See? The Styles that are i |58 | = O

in use are listed in the Navigation pane.

Computers Are Us
We used the Styles to indicate which Windows 7 Deployment
words were Heading 1, Heading 2, etc. _
The Navigation pane uses these Styles S L T L T
to create a document map. Wednesday, Movember 10, 2012
. Paged ol Wemde L] Business Organization
Keep going...

Issues of Concern

Management Summary |

Project Summary

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-2. Navigate and search through a document
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Format Text: Quote

Let's walk through working with Styles
to review the steps. Here is a bit of
formatting that's fun to use. You can
quote me on that...OK, bad pun.

O le

Before you Begin: Enter a Quote
Place your cursor in the Body Text of
your sample document. Type:

“Controlling your environment makes
you happy. “

Try This: Format Quoted Material
Select the text you just typed in.
Select the Go to Home -> Styles.
Select: Quote.

Try This, Too: Format a Paragraph
If you select a paragraph, the Quote

Style will be applied to all of the text

that you selected.

Keep going...

Home -> Styles ->Quote

1l T e T T gl Wanhtirt Dbyt T oot M) Comphele
“ —==x worn  Pogd LAl Brimenots [rre—— T, virw
-: : taipniend (B v N A A (N ECE-T PR T e AaCelll | 4sCeis | AABRCEDS| AaBRCED: | & ::::F"
Pacla 7 BT ok ox = #-A-FEEEAE B B - e 1 ITTeey emte | Inrar ) et e || SRS E o
n;...q..-. - :n:l.
e Fx AABBCc AaBbCcDdE | AgBbCcDd! | AABECcDH AABsCcl
o =L Intense E... Strong Quote Intense (... Subtle Ref... | =
,..,...., . vy al i P
. _=_“__..- 3 pr F

Oin-aite Supget

Computers Are Us offers sapevior on-site support. AN members of the
Competers Are Us Team ane copatée of quolifieg oser issues, hardware fadures
wwd sop evrors. Recommendations for corrective oction are posted to efectronic
flormas for immediate action. Ouwr procedures for amabrring ond comecting
Fardwans problems e will docoasnied,

Hardware Salas, Upgrades and Repain

Pstuit Ve nase 3 0 “Controlling your environment makes you happy.

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Apply Styles
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@ Home-> Styles ->Heading 2

W da-y
Format Text: Heading 2 e N
Do all of the Styles appear in the Y e i T e unccoa AABBC AABSC A‘\“
Navigation pane? Let's find out. sy 3 : ——

Novgenen L2 |

Before You Begin: Use the Navigation = AaBbCcDd  AzBbceDdi AzBbceDdt AABB( | AABBC |, %

-

pane to go to Issues of Concern. This - T MyStyle THNormal T Mo Spaci.. Headingl | Heading2 |_| Change
text is formatted as a Heading 1. e — Styles =

",

O le

+ Setent +

Styles ]
Try This: Format Another Style i ; tion systerms are not secure. At the froet desk
Select a headline: Security.
Go to Home-> Styles -> Heading 2.

Please format the following headlines o —
with Heading 2 as well: e Toe Wagrsion | FFTTL ST
Fault Tolerance e —

Recovery

. : !
Keep going... - - EY

RECOVERY

- o oed

1S3 m 0N -

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Apply Styles
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@ View-> Show-> Navigation

I e I e e T e T e————
Navigating the Styles T Theeae
What Do You See? Please look at the : : et | 2 B2
Navigation on the left side of your o IR — e
screen. Which Styles are listed? |

s & E
L ]
[
L4
¥
=
‘.
¢
L
[}
-
-
8

=
L

T v u - ' BT

[5SUES OF CONCERN
By default, Heading 1, 2 and 3 should

——— SECURITY
appear in the Navigation pane. The e G i oars
Navigation pane looks like an outline: e
Heading 2 is indented under Heading 1. - Navigation

. - ol |Search Document
Look Again: The Quote, although itis a
Style, does not show up in the list. U E [oa = "

= | oo | =

The Table of Contents works like the
Navigation pane: the text that is

formatted Heading 1, 2 and 3 will be Windows 7 Deployment
included in the Table of Contents.

Computers Are Us

k

A Plan for Continuous Improvement

L YL Wednesday, Movember 10, 2012

Memo to Self: You can turn off the
Navigation pane if you wish. Click on the Business Crganization
little "x" in the right corner to Exit.

[

Issues of Concern
Security

Fault Tolerance

| Recovery

Management Summary

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-2. Navigate and search through a document: Navigate the Styles
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@ Insert -> Header & Footer->Footer

E L - N g gy W gy T LD € mpleta T coou W M N - -
PR b T e - @
Headers and Footers Moo EECR AL = Bl aE4s s—= T &
A Table of Contents has page Sow et Fua | | M| S P o ot St | | et Y | ek ok i By Gomstes A Q
numbers. Page numbers are placedin = = = e e B &
the Header or the Footer. What is a OUSINGSS URGRNIS =N
footer? ' R S| E— a
Try This: Insert a Footer - l b \
Go to page 2: Business Summary et i o8 P s A1l Bkt — : i {
Go to Insert ->Header & Footer. - =4 FE2 A 4 A= (& signature Line ~
Click on Footer. =l | = - —— [§) Date & Time
. Header |[Footer | Page Text Quick WordArt Drop )
Select: Blank (Three columns) : ! - |Number~ | Box- Parts< " Cap+ "8 Object -
- N i Hei Built-In \
Bl B S \
Header Footer  Page : INLZ, |
< s Mumber =
| Header & Footer | e et
. st ] 23 M
This Footer sets up three Tab Stops. Blank (Three Columns)
Keep going... Contac ' -
gt

Memo to Self: At the bottom of the M st Mpe et iy
Header, Footer or Page Number
options is the command to Remove

the Header, Footer or Page Number.

Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content
3-5. Create and modify headers and footers

Comma Training Page 143



@ Header & Footer Tools -> Design

Headers and Footers o P e e Do Bmmsare T &
What Do You See? A new text box L] . Fiki @ By ot Ot & rem uges i Fomter it betnm 082 ';i,,

will open on the bottom of your B A e M i) ot B i e s

document. At the top of the o O i : i 4 i : B i : i : PR I a
document are the Header and . I
Footer Tools. :

O le

The rest of your document text will u
appear dim, and cannot be edited :
while you work with the Headers . | Footer |
and Footers.

What Else Do You See? This i Charlotte’s Upgrade [Type text]
Footer has three little Quick Parts
that you can edit.

Try it: Edit the Footer
Go to the Footer

Click on Type Text

Type: Charlotte's Upgrade

Keep going...

Tl
Fage lofdd  weand o T

The Computer Mama says,
"OK, OK, I get it. Footers..."

Exam 77-881: Microsoft Word 2010 Core
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@ Header & Footer Tools ->Header & Footer-> Page Number-> Current Position
E Wl 0 E Sample Wit Depboyrenst Tent MH1B Cormplete @ Mcomioh e W0 [0 10 e
Insert the Page Number B e e e e . B T -9
: Page numbers are usually placed in the B B e e " omeee ot g tomermtmem 05 i
footer. Here are the steps. il b i = = —
[ |. y nya - » [ 1 1 1] ' i i =E =E X Eﬂ
- - Bt o gt ! = = = = [0
. . A o Ewge g
Beforg You Begin: Place.your cursor in o e peuman - Header Footer | Page Date Quick Pictu
the Quick Part on the far right of the Footer, : | Bt Poge Rt _ < = |Mumber~| & Time Parts~
where it says [Type Text]. : Header &F ) Top of Page R
Try This: Insert the Page Number ’ (] [ * 1| [@ Bottom of Page 3
Go to Header and Footer Tools. i scemm T &) Page Margins ,
Go to Header & Footer. : e e =49 g
Go to Page Number ->Current Position. 1 [#]  Current Position 3
Select: Accent Bar 2. :
4 hecen tan 3 B, f Format Page Numbers...
Keep going... : o - #%  Remove Page Numbers
. Mol e
Aocpesd Bae 1 Hamtat with Paga kel and
Toanr . — 4 ﬁ'i"lb.l-' ___________
[Type vest]
i G e b P et ey ':-
il 5
Fage lofid  weasand B T OO S N RS . o2
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Format the Page Number
What Do You See? A new page
number should be displayed in the
bottom right corner of the Footer. What
page number is it showing? You can
format the numbering if you wish.

O le

Before You Begin: Select the page
number. It is a Merge field, so it will be
highlighted light grey when you select it.

Try This: Format Page Numbers
Go to the Header and Footer Tools.
Go to Header & Footer.

Go to Page Number.

Click on Format Page Numbers.

Keep going...

Page | 2

Header & Footer Tools -> -> Header & Footer-> Page Number ->Format Page Numbers

W - ez CEE - (e
et ¥ratil Page Ly Fotraras [T Erera Tem D & ﬂ
| £ (= i e _'[ kA Do Pl Page e I - |
— Bl A =0 & O3 b AL Dot Gl B Eren Pagei (b Famlo toem Betlem 0%
et T :‘:d.:l e ':a:f .?.; . 4 i il e A Bt dhgrmted Tt
Hobbii B 5 g ot  l Haw gt en Canians .
i 9 e : [ | JI -. . | ) . EI: =
; mll  Ewge biugen é = i
: o Cureni Friuban — £ ﬁ
: B et Prpr b Header Footer Date Quick Picture
- A ———— - - & Time Parts =
| Header & F @ Top of Page 3
(L] L * 1| @ Bottom of Page b
- k] Page Margins 3
’ [#]  Current Position k
N @ Eormat Fage Numbers...
- - & Eemove Page Numbers
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Page Number Format

Try This, Too: Edit the Number

By Default, the Number Format is
whole numbers: 1, 2, 3. You can choose
letters or Roman numerals.

The Page numbering can continue

from the previous section, or start with a
different number.

Where Have You Seen This Before?
The first pages in a book are often
numbered with i, ii, iii. The first chapter
then begins on the right hand page with
the number 1.

Keep going...

Header and Footer Tools -> Header & Footer ->Page Number ->Format Page Numbers

D el Vasl Fage

o, Ry e b B H
o e Drreeent Do Do gt b P v el 05 -

T T ST ¥ e Dot faw 3 i -:rurr-:“n:v
o b P 4 Pt L ] i) .
| 1 | I 4 T ) T | =
-
Fugr e ot h“
= St frmaty | L 2. =]
sl St e
s )
b e et ] Page Number Format
Tayur e
Fag ey
[ ————
St : Mumber format:
-

| [T] indude chap “1--2--3- ..

a, b, c, ..
Chapter start§a B, C, ...

i, i, iii, ...

« il

Use separatorT

Examples: 1-1, 1-A

Page numbering

@ Continue from previous section

) Start at:

| - NYPNem]

Lok || Conce
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@ Header and Footer Tools -> Design ->Insert-> Date and Time

O R Al Sarvple @ rvbirey Deglerment Tewt X110 Cormplete - Maarioh Weed seaed Tos | W -

O le

Insert the Date and Time | e e S e o .
Many documents also need a Date/Time . . .= .. = ... . .. fome rem Setiom 03 “
Stamp. It can be added to the Footer as i a7 B P
well. Did you know that you make the : ; ‘ : : . 3 ¥ i Gl

Date/Time automatically update?.

Try This: Update the Date and Time
Go to Header and Footer Tools.

Go to Design-> Insert.

Click on Date and Time.

What Do You See? A new window will

offer several short, medium and long date ' J i
formats. Look in the bottom right corner . R

for the option to Update Automatically.

et s Lwtaut - Carcel

e [ oK ][ Cancel ]

How Does It Work? When you click on fow
the Date/Time you should see the Update
option. Pretty cool.

1| [Type test]

o I 14 Llpdate|
October 16, 2p10|
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@ Header and Footer Tools -> Design

E E.Jﬂ-u-i-"mnmmmm [ T
Format the Margins B I e ooy i — -9
: The text and Quick Parts in the Footer ., = ::'] A i 2 L coenm o g i oot s3]
can be repositioned with the Tab Stops. || e e R

i v P I

3 3 r ¥ : IR

Try This: Change the Tab Stops
Place your cursor in the Footer in front
of the text: Charlotte's Upgrade.

Go to the Ruler on top of the document.
Drag the first Tab Stop to the left.

What Do You See? There shouldbea -
guide line from the Tab Stop to the
footer to help you reposition the text.

4
=

| Footer ]

ECharIotte’s Upgrade

Exam 77-881: Microsoft Word 2010 Core
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Header and Footer Tools -> Design-> Options

E ol 9 0 T e e gl Tk 18 ol PR W WO 0 s . -l
More Headers and Footers W™ - .'“'"3"'._-'.?“ e i e L
: Did you know that you can have different Hﬂ B il =5 A ES .;fﬁ o T Do o Benbuger i Pootmimen Botism 03 2 m?m
Headers and Footers for each part of your .., = “= ™ = w0 e ) e
document? Start with the first page. i —— . : RO | i = 8

Usually the first page is different than the
rest of the pages.

Try it: Create a Different First Page
Please go to Page 1.

Go to the Header and Footer Tools.
Click on the Design tab.

Check Different First Page.
Add this text: CONFIDENTIAL: Prepared

for Charlotte's Web Site.

You can format this text Bold and Red.
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Firw: Fugm Focier

J Design |
Y| Different First Page

[ Different Odd & Even Pages
Y| Show Document Text

Options

— | CONFIDENTIAL: Prepared For Chardotte™s Web She

-0 = 4

Fage §ofid | Wemdu Ll | B T
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T
View-> Zoom to Two Pages

ol e O i W Ty ot T M0 o™ Wt s R e 2l
Review the Footers B e v neaen svom mew s e " -5
Is the First Page Footer different than = ,._:jm o =] ,,,,,l -V ;ﬁ Frrn E ! :; =
the Footer on page 2? Let's find out. N Seamtton =i ST Wi ] ]

= = = =
[ oo Yeiig } DO T IEY TEET T, DEEN IR Ty L ¥
& A L B

Before You Begin: Close the Footer
Go to the Header and Footer Tools. : R T
Go to Design-> Close. : S —
Click on Close the Header and Footer. R

Winbdwd I DifuirHing

A Pran doa Coutimsoul Inracvinin®
Close Header d e e e e it et
and Footer H
Close

 —— x|

IS, FOTHSNR 16 DALY

Try This: Review the Footers
Go to View and Zoom to Two Pages.

CONFIDENTIAL: Prepared For Charlotte's Web Site

What Do You See? The text on the first
page is BOLD and Red. The text onthe
second page is not the same and it Padnik Vsl 35 EEEEN R TSR

includes the page number.

-0 = 4

0

Page

Did You Notice: When you are in the

Normal view, the text in the Header or

Footer is dim.
Exam 77-881: Microsoft Word 2010 Core
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Different Sections

Page Layout -> Breaks ->Section Breaks

O le

Say you had three Sections in your
document and you wanted each section
to have a different Header or Footer. To
do this, you need to insert a Break and
choose a Continuous Section Break.

There are four kinds of Section Breaks:
Next Page, Continuous, Even and Odd.

Try it: Insert A Section Break

Begin on page 3.

Place your cursor before the headline:
Issues of Concern.

Go to Page Layout.
Find the Page Setup Group.
Select Breaks.

Choose Section Breaks ->Continuous.

Add a Continuous Section Break to:
Issues of Concern

Phase 1

Phase 2

Phase 3

(] il - 15 L oty it 050 Gt ™ Wrossi Wy S — . Sef
B = o rweires teewes s Ao =@
.-".a] I,.- | By i B " o] y et sc-.m B 2 h _L'rll'-v--
= - m:l-u;\w-; e Commmay e sk oy 2| i merere B
e o o Cobemsy 1 &
- [ = = 5 2 Page bt & iR amer Fp o deeten Pa
. L ' 1 I..._:l--lu.r-'...-.pl:;-':l-:. .'..-””"-" i: Lt . o - et =
[ b e e s
. <0 oo e 8
Brale TRl Tar | 1 i Tar | s
D el s o T Bl (i
-
—— &y lrrWreppng e e
S R e I am g
- o Pagets. b @i daplins Tevl Tee By Ded PR gy —
i R
Pt Page — L mans
= et p ppctn Berah pea i Hh e -
. By emesen ™
: [ —
n i I o prden Bensk and v b res
L e on 1BF 1T Pt
H e Fuge
e et b recton Berak and Tied Hha e
erd  arbiom on e red ayer-sambaed page —— s
! . - v acn e na
H o s P e ———
. 'J et b Leron Srad and Tie the rere il —— i il
o 'R e on tee red cddnamberd Rage st o stPining s

ome Insert References

Page Layout

Mailing

IE IE | = Breaks -
Lol

¥ Line Numbers -

Margins Orientation Size Columns

Page Bafid | vemduLi B 0

b~ Hyphenation =

- L4 - *

Fage Setup la

Continuous

_ Insert a section break and start the new
section on the same page.
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Different Footers

Working with the sections requires some
thought. The key to making this option work
is the Link to Previous command. When that
link is turned off, you can make each Section
have unique Headers and Footers.

=
4
3

Try it: Remove Link to Previous
Go to page 3, Issues of Concern.
Double click the Header to open it.
Type: Computer Upgrade.

Tab to the center of the Header.
Type: Issues of Concern.

Use the Navigation buttons to go to the Next
Section, Phase 1.

Do NOT Link to Previous. (Click it off)

Type in the Header: Phase 1.

Try it with Phase 2 and Phase 3, too.

What Do You See? Are the Next and
Previous Sections different?

What If It Doesn't Work? Please start again
from page one and make sure the sections
are NOT linked. Then add the text.

Header and Footer Tools -> Design-> Navigation

W e 9t U T Gl Wisdters Dphayererrt Tt 2000 Camgiif T Wi Wond 0 [roreps 1 g
e e ot R o T e T e ¢ @
-n.m.. r:::ul.-' F:ﬂ: :I-: Q:h P\.::l Idl: ".-M;: j::hﬁ - ::::;:::ir’- irer _::-r:jlll::;;:n ::: ; '#.Hm-'
v - mumbir- &Tms Pl Ad Featar + & i Donnmird 1o e tigremert T o ey
e — S : J [ E 54 Previous
=l Mext
Goto Goto ad . .
R — Header Footer &t Link to Previous
Mavigation
N reader Sector |
] Computer Upgrade Issues of Conceri
Header -Section 1- )
PROJECT SUMMA R:
- Phase One
Page ¥ o 14
. First Page Header -Section 2- . . PH)"‘:’\, SE ONE,
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@ Header and Footer Tools -> Design->Options-> Different Odd and Even Pages
Odd and Even Headers . 3 3 i B e Wi B b
: Open any book and you will see that the Mﬂ ;,—;] o e ;{ o o oo ooy Temes sl NE,.
Header and Footers on are different on e e o S S o e
the Odd and Even Pages. The Odd e e 1 ¥ Different First Page
pages usually have the name of the | Different Odd & Even Pages

chapter. The Even pages may have the
name of the section or the name of the omputer Upgrade SN
book. : o Options

| Show Document Text

Try This: Create Odd and Even Pages ISSUES OF CONCERN
Go to Page 3. i
Go to the Header and Footer Tools.
Go to Design-> Options.

Click Different Odd and Even Pages.

Computer Upgrade

What Do You See? The Header for i | Odd Page Header -Section 1- |
Section 1 will have an Odd Page : ISS UES

Header. You may need to use the Page FAULT TOLERANCE - -
Up and Page Down buttons to navigate ,

to odd and even pages.
| Even Page Header -Section 1- |
Memo to Self: The Odd pages are on B U SI N E

the right side, the Even pages are on v &
the left side. That's the way books have Ml imsas s
been made for a couple hundred years.
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7.
r:.:’ Home -> Paragraph -> Show/Hide
E L e e R T Sarmgie Vit Dty T M) Gt Wittt el TR R L e
Delete the Section Breaks e e . p -
N et DTl I e AT
Click on the Show/Hide button. e -

tebephionie-lines-using remate-stoess-capability. We-can send -or-install riew

versonsofsoftwargandoperating-systoms, as-they -become-available. g

EE - EE - *ai___v | -EE -EE ( %l [ . g ek EswRa

P

Paragraph a

What Do You See? Each Page Break
and Section Break is identified. You can
place your cursor on the Break and delete
it if you wish.

PHASE-Two:-MIGRATIONY

Migrate-Novell-network to-Windows Domaing

Data-migration-has-ta-be-handled-thoughtfully_Ouring the-migration, AAfindows
Pavilcopeist-with-the-Movellnetwork foracbrief-period of ime-todnsuneas litthe
deruption-cfnormaloperations-aspossible.

1
versions-of software-and-operating-systems, -as-they-become-available. 9

a8 ed
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E y
Insert -> Pages-> Page Break

E [ - T et
_ Pt Wt | Pagt et Betmesnnr  Malean Brdew Ve & ig
InsertaPageBreak =~ B o i EO P Sv= 283 95482 T 0
Now that you have the Styles in place, it | = .| o oo o oo e e o, Beesne TR ST
is easy to build a Table of Contents. B e 0] > et S 1 o A ot R
T ; " D = ; . e g
Before You Begin: Add a Blank Page __| =l
For the Table of Contents. First, make a Cover Blank Page
blank page between Page 1 and Page Page~ Page | Break
2. Fages

Try This: Insert a Page Break
Place your cursor at the top of Page 2.
Go to Insert ->Pages->Page Break.

Keep going...

Memo to Self: You can add a Table of
Contents, Figures or Authority with

Quick Parts, too. | BUSINESS ORGANIZATION
Go to Insert->Text->Quick Parts. i Comgusters fre s Federal I rumbes ;12 3456780
Se'ect: Field . Corporate Addres 123 Main Streeq, Brghton MI4B116
| [I:I] Eif‘h:‘l... — Telephone; [B10) 231-321 1 Conact: Elizabeth fnm Mofs
L] ! A

Page IoN14  Wemsdu i o T

Look through the Field list and you will
recognize many of the tools in this
lesson.

Exam 77-881: Microsoft Word 2010 Core
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Table of Contents

O le

Go to the new, blank Page 2,

Go to References-> Table of Contents.

Click on Table of Contents.
Select a table from the gallery.
Keep going...

The Computer Mama is from Detroit.
This is an example of Going in Style.
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Try This: Create a Table of Contents

References-> Table of Contents-> Table of Contents

o e e T T ey Wt Dephtsyracet Tent K € avpens - oria Woed "L TR

_ Homr et Fage Layina Eatrarans Lo g1 Froen Vien

= @

Tt - A T =] 24 N ot Tate of Figer - b1 gl Buthoriin
e, e S D 3o @ 3 DA @ S
ComarL Towasts o Ctmens (PSSR © Captin S Creerimene teeny Ohsien
[ 3 & pbicgrapty Captom Fabdr of dutheonirn
Ao Table | E R WO = ﬂ
CoMriRTs ¥
i =
= [
Aydremphe Tabir |
Tami &F CONFENTY
Wpmim Tabie
Tage oF COMFENTS
S Home Insert Page Layout References Mailings
B g o o o e s Add Text - 1 [}y Insert Endnote E
O it Tabie o P
A E— 2 update Table HﬁNext Footnote = [I%
4 Table of Insert Insert
Contents = | Footnote E‘I Show Motes | Citation ~ ﬁj
- Built-In 5 &
Automatic Table 1 =]
i 1
I = CONTENTS
L T 1
BBEIIBUL 2 ——vvvessomessems s e st et s e 5 e 5t et £ e e e e e 8t 1
Heading 3
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wary

The Table of Contents
What Do You See: A new Table of
Contents will be created on Page 2.

Itis interactive. The Table of Contents is
a set of hyperlinks to your Headings.
Run your mouse over the contents and
watch the cursor. You can click on any
topic and go to the right page.

You can edit the Table of Contents if
you wish. Say you wanted to delete the
reference to the headlines on Page 1.
Here are the steps.

Try This: Edit the Table of Contents
Place your cursor at the end of the
second line in the Table of Contents.
Highlight the three lines of text from the
first page and delete them.

Keep going...

References-> Table of Contents

Wy

gt rin Page Lipiest Elrrarats lelatragi Bren e ﬁ_
i T = = = T i1 -
B4 % fommemean o (A0 A % ECET RN Y e | s s AaBEC ASESC | ;m

<a = |
"1" F| B H Rl A L !.-' Bl e Tidinge | Thmil (TaGasn esdeg]  Hessngd 'D-“-.- & s
Chpboaid ] 5

- 1 .ﬁ ...l-lg. ............ a.mi ....... RN BN ¥ .T-_‘

CONTENTS

Cormputr Ao Ui ..o
5 P B DL IR ... ..o\ emeimeisoeese csemare et emememt semasieeee eesem s nams e
Wi sy, Howermbes 10, Hi}
Basines Cganiation
LI A I Thoont s s e st s s et s et s . s s et st st st st s ]

)~ 3 update Table...|

CONTENTS L
COMPUIRES AN USucuimusssenmannisssssussssssstsmmsasssssssssserssssssssssssssrassessssaasseess sasssssarssssssapssssssassssssssessastssassass
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r
References -> Table of Contents -> Update Table

HH v Fipihirsl | Refiiosici | M . - —
Edltlng the T Of C :_.-I e Bl Tert - oy It ety bl :_‘ws-wuu ﬂ Y breart Tabir o Paguaras :}h b it e E“ 43 Il Takde of dashiaetan
Say you added or deleted the ) Fennes U afmettestsets s SV s anem- . S i e e
references in the Table. How do you R | p— e g e}
T I -
H |2 update Table
e : Table of
Try it: Update the Table of Contents : Eomitents - E
Go to the References tab. :

‘| Table of Contents
Go to the Table of Contents group. CUNTENTS

Click on Update Table. —

You can update just the page numbers, by N
or you can modify the entire table if you W9 Update Table of Contents

1l

add more headings. - '
pu— Word is updating the table of contents, Select one of
— the F?Ilpmng options: .
i Tt @ ipdate page numbers only:
A (71 Update entire table ]
| | ok || canca ||

Exam 77-881: Microsoft Word 2010 Core
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@ References -> Table of Contents -> Insert Table of Contents

[ el = LR e [rT————— R ] Tty r———— e L E |
Modify the T of C B e e 2 e 3 - 13, Aror—
The entries in the Table of Contents | F T e " : - -
are generated from the text formatted | == s
as Heading 1. You can change the _— i
Table if you wish.

]

5

E

]
3
!

[ sty

Try it: Modify the T of C
Go to References.

Select Table of Contents. .
Go to the bottom of the menu and o

choose Insert Table of Contents. o Tamroegomars

CONTENTS

‘8B NN NN

catral

|
|
}
|
}
}
b
I
k
}

- . e =

T L e e e

e o | wsts it | B T 33
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@ References -> Table of Contents -> Insert Table of Contents
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e — "
Format the Table of Contents | 2ble of Centents (-l
What Do You See? You should see the I . —
options for page numbers, alignment, Tab | Index | Table of Contents | Table of Figures l Table of Authorities |
leader, and how many levels you want. Print Preview Wb Preview
Try This: Review the Options. p1==Ts 1] (3 ETTRTRR R — Heading 1 [~
Show page numbers: If you do not check HEAdING 2 oo ceenscenesnaens 3 Heading 2
this option, the page numbers will not be )
displayed in the Table of Contents. Heading 3.....ccoervaenenrnnsenens 3 Heading 3
Right align page numbers: If you do not
check this option, the numbers will be placed - -
next to the text, Separated by a comma. Ii Show pape numbers Ii IUse hyperlinks instead of page numbers
[¥] Right align page numbers
Tab Leader: The default Tab Leader is
periods. You can choose dashes or a line. TeRleader: | .o 3
Formats: From template means the Table of Genaral
Contents will match the Normal template.
You can select a different Style if you wish. Formats: From template Iﬂ
) Show levels: |3 7
Show Levels: Levels 1, 2 and 3 are included
in the Table of Contents. You can choose to
display more or less levels. [ Qutions... l [ ModFy... l
oK Cancel ]
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@ References -> Table of Contents -> Insert Table of Contents ->Options
E —W . -
H E - e Poge Layes Fetererae sy Rrven ven
Advanced T Of C Optlons N (D Aseten - AB’ 23 Pert Enanote 5 $ Maruge Seurces 27 ) oent Tadie of Pigures B 2 ot inder e 43 reant Table of duthort:
Say you wanted to include other Styles ) Boswerae 0 uetromes VG e v S =
Ctamon - LF Bossguphy Caption ) Sraisseference Ertry

in the T of C. There are several . oy | reeen | Eg=Repmmand i o

advanced options for building the Table - i

of Contents. -

Before You Begin: Go to References.
Select Table of Contents.

Go to Insert Table of Contents. e o
Click on Options. : -
- 'M rwt Poevew | Table of Corl
5“ R e o
[ Options... ] [ Modify. .. ] : W | vyl TES
||| .
aaed
[ oK ] [ Cancel ] [ [ 1
IR
""‘ Tah leader : ||
Try This: Review the Options [ |- oall
The Table of Contents Options let you oy —
select which entries you would like to e |1

include. You can list the Captions,
Footers, Headers, Quotes, Intense
Quotes and Subtitles.

Table of Contents Options

Build table of contents from;

Available styles:

Balloon Text
Caption
Footer
Header
v Heading 1
v  Heading 2

COutline levels
[7] Table entry fields

TOC level:

] [ Cancel

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks

6-3. Create a Table of Contents in a document: Insert a Table of Contents
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Add Texttothe T of C

Here are the steps.

1. Try it: Add Text to the Tof C
Select any text in this document.

Go to References->Table of Contents.

Click on Add Text.
Select Level 3.

2. What Do You See? You can select
Level 1, 2 or 3. The Levels in the Table
of Contents are formatted with your

headline Styles.

3. Try This, Too: Update the Table
Go to References->Table of Contents,

Click on Update Table.

The new Level 3 topic will be included in .

your Table of Contents.

Very good. That pretty much covers the

Table of Contents tools.
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You can add new topics to the Table of
Contents with the Reference Ribbon.

References -> Table of Contents -> Add Text

W d-0 Tet
o Deent  Page lapeut Retewences Mangs  Revew Vew -9
s et ARD it Endnote A Meragn Sewrces A ) roert Table of Pigures N ) et inder 7 5 Wreent Table of Authorties
sl = v L | o o* o
Do Mot Show i Table of Contents PINSRe * L) ste aparen -
Tabde of 1 et 3 " Mar Mart
Conterts ~ Level 1 , . Ctaon ~ 4F MOSesuehy « Fambunn ] Crntssetervence [ Py
Toie a3 - & e
— = I 4 - \']
S s 3 [Z Add Text apl [iyInsert Endnote

ptnote ~

ptes
(F'
Level 2 l:‘

&@ Level 3 S

T

Do Mot Show in Table of Contents

2

- B Table of

Contents = Level 1

Table

BRigF HISTORY OF COMPUTERS ARE Us
routers Are Us,

porated m Muhigas September 1995 reponed gross

. - BRIEF HISTORY OF COMPUTERS ARE US

Computers Are Us, incorporated in Michigan September

El
Table of

Contents =
Table of Contents

April 1996, Computer Are Usopened s

Add Text ~
|2 update Table

| I

Poge dofil  wesbdem D T

3

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks
6-3. Create a Table of Contents in a document: Add Text



Mark Text for an Index
Creating an Index is similar to creating
a Table of Contents.

wary

Try This: Mark Text for the Index
Select the text your would like to
include in the Index.

Go to Reference -> Index.

Select: Mark Entry.

9 ‘] Insert Index
a8

|_=5.'ﬂ Update Index
Mark
Entry

Index

Keep going...

References -> Index ->Mark Entry

il et gt iy Befdiriri B, Favirm Wi

D R Tt - Hﬂ‘ ,‘,':.lr-u-euu-m b Mamage fawnm er-m«ihpm _'nrmﬂm A3 Trorml Tabde o dithonten
£l _]- S
i P Update Rabir K Hed Pagtrote - L) Sty A e - Jpdate Takdr w1 bmgems = P Updete Tetie
Camier £ nwu: -l S Mt Citshion r [ Bbbugranty - m:ﬂhn—cﬂm- Cliwiion
Tatsin of Caniped Tognein W Cwbors & Sboguoty Captiany Inger Tisin ol espruny i}
[;] | B R o DR RORCRC BN RS EORCRCN SRR BRSO RO SRR SRR, OO IR 0 S S |
] . ]

.

Window KF cfier, pond securify and iogon pasvwordy. Mowwane, i i relatialy
RSl CHCLIPRRAE YL WIS X0 5 B CRUTIOP. 11 B Dl SyS16 el isid
bl i T £ vy Of P Boaddy S B8Oy ThIGETS. Windows T can be

N T bt b iy —
- e
X - M gy | Ry
By ]
lLl | - i [FAT] The pprsem.
Tha [ ——— ] DO wingst,
L & . 1‘ru‘1'\-\:l e
M b2 i cof P
L L
Sonarark
Al P
5]
o o | P reebwvcrk operating
L= HE o gl P ey Are U sho
[0 et bl st dard
e oo Lt

I addition b gin S DR, Computers Ane Us.can configuse B lsformation
Mk ol Bpmabe Aoce sp ddmanirabion, B mete Aooe o will show
Conmiprabi riAne Ui 1o hindis Sy sdSnbirstive afd mintenenos Links on-
g

T A =T N R Y S
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Mark an Index Entry

What Do You See? The text you selected will be the Main entry. You
can add a Subentry if you wish. At the bottom of this screen you can
check whether you want a Bold or Italic page number format. .

O le

What Else Do You see? You can use this dialogue box to create a
Cross-reference as well. A cross-reference is another entry that
supports or explains this topic.

to include in the Index

Memo to Self: When you
mark an entry for the index
you are adding a bit of
code to the text, just like
the Styles.

changed,a Main entry: | Control
becomesa
Subentry: | |
Try This, Too: Please repeat these steps for each topic that you want wouldotiy Options
needed. )
() Crossreference: |5E-E- |
1 @ Current page
Microsoftafy| ' Pagerange
Network Bookmark:
Windows74 | Page number format

The Show/Hide command
will reveal the Index code:
{XE "Control"}.

o

References -> Index ->Mark Entry

Mark Index Entry

Whenever Index

] 1 Maintainéﬁ_-; This dialog box stays open so that you can mark multiple

index entries,

E Mark ][ Mark All ][ Cancel
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Ta
r,,,:’ References -> Index ->Insert Index
(O EARCS - Somple Wndows Deploymant Tet 2040 Compiete - Mtvoss Wend '@ T
- g Yaant [ pp—— Feteerces [rYe— [— View -9
Create the Index g D Add St - ) roent Endnote A P Merage Sewrces _1 ) irsent Table of Pigurer ﬂ" _) reant ndes g. 13 e Tadie of Asthertiny
After you mark your text for entry, you can | sesee D0 s G s = i T
create the Index. B e e e | e | S =y | S s
. | ONONNECHOIN SNCH SRS ICRCRH MR EORCECH RORC WRCRON MRORN IRORH KRS g
Before You Begin: An Index is usually at
the end of document. Please go to the last er TV ——
page and insert a blank page. vomy (Vi ol Conterts | Tobe s | Tobe of At
Try This: Insert the Index e B e S Sl
Go to References -> Index. - "SI e 1 . B | |———————
Select: Insert Entry. : Ureses B =
Type: Indented :
Columns: 2 ;
. 1 Bt s page numbers
Language: English |- | 7t 1 Type: @ Indented ) Rundn
- : ! S mas From teglate .
Columns: |2 Iil
‘2] Insert Index
4p B Update Index Language: |Eng|ish u.s) Izl
Mark - (AT
Entry o ][ coes
Index
What Do You See? The new Index will
show the marked entries as an indented § ) )
alphabetical list that includes the page Penen weeim 2 3 Security, 7
numbers. Training, 7

Virus Protection, 7
Windows Server Implementation, 9

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.4. Create an index in a document: Create an Index
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Insert a Citation

A Bibliography is a list of the sources
and references that you used in your
report or paper. The Bibliography is
compiled by marking Citations
throughout your document.

O le

Try This: Insert a Citation

Place your cursor at the end of a
sentence in your sample document.
Go to the References Ribbon.

Go to Citation and Bibliography.
Click on Insert Citation.

Select: Add New Source.

Fill in the blanks.

=
Insert

Citation = ﬁjﬁlblmgraphy* |
L &g@ Add New 3ource..

| [Z Add New Placeholder...

g Manage Sources
[, style: APA Fifit ~

Keep going...

References -> Citation and Bibliography-> Insert Citation

(Ol R -ﬂ——m-ummaqm‘_ Lee 50
_ it Froal Fage Lapins Estrar .'-0

_-I S kil et - L3 Tl Eradingfy o g trron
S date Tabbe {m-Wr- Ly derie a8m P < e Thkdr
Taicén ol Tt ) et | | T ik hark

Costmts - Tastsolr " iOiaton - IF FSHENAY *  Capon S Genismimen Erdny

Talie B S Frlvaiditt (I[P e — r e ] L

R R R I R H C i : ¥

[RrET Frera

5 et Rkt o P 4 et e B Table of datbntiry
" =l e

!
YEb

FauLT TOLERANCE

& R, I B Ok D i Nk f D AP FLNE @ Oy OF Toewresh The

Create Source

Type of Source | Wb sie
Bibliography Fields for APA Fifth Edition
- Auther | Speisky, Joel;

[T Corporate faithor
Fame of Web Page  The Joel Test: 12 Shepes to Better Code
: Mame of Web Ste | Joel on Software

Year 2000
Honth

Day
vear acaCreate Source

Menith Ao
Day Acn

Type of Source |'|.I'u'eb site
Bibliography Fields for APA Fifth Edition

-]

1| Show &) Biblography Fie

Tag name The Author |Spo|sky, Joel;

I‘bf:l!ﬂl Waedv 2217 | P | 7]

Spolsky

[7] Corporate Author

Mame of Web Page |The Joel Test: 12 Steps to Better Code

Mame of Web Site |Juel on Software

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.2. Create a reference page: Insert a Citation
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@ References -> Citations and Bibliography

e T gy Wt Dyt 1 U Complety § Daouct Wond TR ORI W
=En - —— - 7]

wary

Working with Citations R e N e
What Do You See? The Citation in this e e v | 2 e .
example reads (Spolsky, 2000). e smameime o e Ammm R re e e e Ay =

Try This: Edit the Citation F T —

Click on the Citation. The options are: | wssnigerwt NO single point of fﬂ”d_rr_l
Edit the citation : st bl e g

Edit the source & Edit Citation
Convert to text B
| . o Edit Source
If you edit your citation you can use this : e Convert citation to static text

control to Update the Bibliography as
well as the Citation reference in your
Master List.

SR o ] T -
| Bors: premereiag ,:,g =¥ update Citations and Bibliography

. ":Eltic.lr!:r, LT L ) EFUI.I’J.'I" arma McocLovwWwuoT R ll'|ﬂ’.n".n'll'|5.'l‘

Memo to Self: Citations have new
functionality in Word 2007 and
2010.These functions are not available in
documents created in previous versions of
Word. You can copy and paste your work
into a new Word 2007 document to
enable these options.

P 0 b | Vs bLSH B Y

establish this goal: Mo single point of failure (Spolsky, ZUUU}.|

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.2. Create a reference page: Edit a Citation
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Citation Styles

There are several reference styles in

O le

the Chicago Manual of Style, a

veteran style reference that has been

published by the University of Chicago
Press since 1906. The MLA is another
reference style that is published by the

Modern Language Association.

The APA style is published by the

America Psychology Association and
is used for social science papers and

dissertations. The APA style uses
Harvard referencing: the author-date
system of citations and parenthesis.

Microsoft Word 2007. The list includes

References -> Citations and Bibliography ->Style

[ e e T R Sty Wondtos Dyt T B Commiet « Wi e TR o kg
_ T Mpieay  Rpsiew Ve =@
S LR Syt Erddragh P L O b Tk e | 5 i e S brved Table of Lafhnsden
k AF - T = S :
et Tabie A et Pt L) e A - Hr Table sl bder ¥ Updatr Tt
Tbia ol ot it ST i Lt
Camtirts - Tagtnply o e el Cagn - [ LR e e s Cabas
Tpir ol el Faatratn Cliptniee i iy "o Pafrgntn Fotion | L) Falsle 8 Aatraritiri
=1 () ) + i 0 1 0 ) 0 ¥ ﬂ
n { | . T B e 0 i : i ] T i ]
Ci] 2097 - mana § T T e e e e e
- GOAT . Titie Jagut -
T g0 - Wiret Diemart and Dt |75 TR h T 30RO, Bk
@l B0 G - Ml Retpreacy (25 lemenr thas 220 useri. Iy mplementicga
T [t S rwies] exaefiguration, Computen A
o]
hitem perdomenae
Tempinan ath Lddmn
= " roling peur ereEgnTend makes pou Rapey. © N
- Bo-1lir
£l ¢ cogabie£f pea
[, 3
E EEEI Insert Ta
- (3 style: -E| 2 Update
T -t

Insert
Citation = @} Biblio
Citations & Biblid

-1

1 .
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I_j'[.;lll-_"
Inte
engi
RAIS
Usc

APA Fifth Edition

Chicago Fifteenth Edition
GE7714 2005

GOST - Name Sort

GOST - Title Sort

IS0 90 - First Element and Date |
150 690 - Mumerical Reference |
MLA Sixth Edition "
SI5T02

Turabian Sixth Edition
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Create a Placeholder

Say you add a quote from a white paper
or website in your document, but you do
not have all of the information for the
citation. You can create a Placeholder
for a source and fill in the blanks later.

Before You Begin: Place your cursor at
the end of a sentence.

Try This: Create a Placeholder

Go to References.

Go to Citation and Bibliography.
Click on: Insert Citation.

Select: Add Placeholder.

What Do You See? A new Placeholder
will mark the citation.

References -> Citation and Bibliography-> Insert Citation ->Add New Placeholder

1 T R arm gl Wt Db yorar Tt 21 Comaplet s~ Wirosa Vo] WO R Rl ot bl
_ - Fratl Fags Lapins Etrraraits (AT Erera Tem = ﬂ
1 Zp i Tt - Jub Pl Erdnnafie 3 A g Foamon 4 L] W Fabde o Pt A L 4 49 erv] Fabibe o Aadbebriiry
1 N Y = e
— 2 owaats Tabdi ) Vet Sy - L dtyie aPs Fam - 4 - .
Tubia ol It et = Ireard - Hd el
Contimi * Fasisoln Ditwion - | L PSRNy Caplion 2 SHFtEIeteay Erdry Cwbon
Talie il sl Fusdrada 5 Fer—— L aensn e THlir i LTl
i 5 ; i : t e ¥ e
-

S i Frw Srune
B ha Wew Parrtsidr

lgr'«-'larlag;pe Sources

(G, style: | APA Fiftt ~

e it Sappeart o Insert
: i Bibliography - Caption
tone Spolsky, Joel
w22 The Joel Test: 12 Steps to —
— Better Code, (2000) m

Tom's Hardware, BestOf Media
Partner White Papers, [2010) and

Il bu
L | & Add New Source... ray ¢
(2 Add New Placeholder... nd

Fage SoflE  Weedu2M | P T CTF N I N

Hardware fadea, lipgrade . snd e pa

hardware problems are well documented. (PloceholderForSupport)

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.2. Create a reference page: Insert a Citation Placeholder
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Managing Sources

Microsoft Word 2010 has a convenient
method for organizing your sources. You
can use the Source Manager to find a
reference by author, title, year or tag. You
can also use this tool to transfer your
sources to another document.

O le

Try This: Manage Your Sources
Go to the References Ribbon.
Go to Citation and Bibliography,
Click on Manage Sources.

What Do You See? The Master List
displays all of the sources and placeholders
available. You can Copy, Delete, and Edit
the sources.

Memo to Self: You can create new sources
or edit your Placeholders in the Source
Manager as well.

References -> Citation and Bibliography-> Manage Sources

w5 Sampls Windoen Daployerune Tt 00 Compirte - Microook ficed =]
BER == o Fugelsd Relmeeon | Maep Ares = g
B b2 Vgt v 1 Wit Eranans jlwuihﬁ-. 9§ Srednt Libds o Pigrird i ] it Bngei ':-1, iy Bt Takd o vt
D update Tasi A st Foamnite + Ly Siviec P P - —
Tt o B o R e gk
et s+ Fastastr Capmga s G BRERgUphy T Captae DN Dmi-rerean Ertny Fry
Taiw of Comrnin Fociresba Csxm & Bbacgrapny Cmprears vy TLabie of duthaasa
L ' L AR i £ ] |0 o LA B 7 N
’ . 4 n
i1 " i
dhariant duv e od L o atses G Dany i
Tonrce Marager - ES— o
" S T et T
S (i vl
Myt Lt i Gl =
» Loy -3 o Spoisy, Josi; The Jos Teat: 17 Soagd i Bermer Cioce ([200K)
£ Tt Fuarears, Bavsi Mecia; Fur e v Fagsers (2220 of Tom'n, Hardware, Bousd Mevia: Parines iWhva Fageen (32200
Geiris
s
b=
el e
T platcule deon
Source Manager - -——a
Search:

Sources available in;
Master List

Spalsks
Tom's Hardware, BestOf Media; Partner White Papers (2010)

Joel; The Joel Test: 12 Steps to Better Code (2000 -

Browse,..

Sort by Author

Current List

opy -=

ot
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Insert a Bibliography

Just like the Table of Contents and the
Index, you can create a Bibliography
after you insert the Citations.

O le

Try This: Insert a Bibliography

Please place your cursor on the last page
of your sample document.

Go to References

Go to Citation and Bibliography.

Click on Bibliography.

E lﬁm‘lanagﬂ:} Sources

Style: | Chicago -
Insert o
| Citation = | 4 Bibliography @l
| Citations & Bibliography |

What Do You See? When you click on
the Bibliography, you will see the options
to Format or Update Citations and
Bibliography.

Way cool technology.

References ->Citation and Bibliography-> Bibliography

W e e T T e e W Doyt Teed ME et + Mkt W PO 1 M T e e e
_ Memy BN Pepr il Bripasois | bmeg  Seeew Vew = i@
£t (e dedd Pt - il Erdnsir B s Y 5 D et Tl ol P Y, Dmstinge =N Speredd Table of Budbarbiny
— ¥ upsatc Tabsr A Mot Fostnste - W e e - ¥ r il | s
Tadie ot Femt npt . L LLTER i
Contanty ~ Fazncin Citon - i ERSSpmhy Caption, S Crési-rrl s Inérg LT
Fabde o Conbard: Fratrain [ . Fabdr o dutbimtrn
- — e o &
- -
10 B Sy
i, P e s, e B, st P
i T -
Worin [Aed
Woass C1rin
i i e B, s P
s ey § ey 4 o e e, e B
1 e L o e s 1 A -
1 B wie By ety

: 'ﬂjv | =¥ Update Citations and Biblingraphy|
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E 7.
References -> Captions-> Insert Caption

H H n..u-. Fratil “L‘lq—u Fat et Litragi Frora 'I'b‘- Tt
Use the Plcture captlons ﬂ (S il et - Syt Ernst _;r‘ il Marg Sonmon iLi Y et T 4 g :}r 1 imr i 3' i B! Fable o Madheoriir
A Table of lllustrations is created by vy R Auetremme - BT G te wmten- v o Fuesseise (2 Fueau
adding a Caption to the pictures. The S e e L e e e L L = - _
steps are the same as for an Index, ] IO MO OO o IO R COCHe © (£ Insert Table of Figures
Table of Contents or Bibliography. : p— ey o 2 Update Table
b [ nse|
. - | Comter | I o thr . L] C | f
Before You Begin: Please insert a : | Lt D s o] | freoree e Caption ) FGSSI reference
couple of pictures into this document. f | e ——— R oo Captions
: [ ST p— [=] [~
Try This: Add a Caption | ; _—_——
Click once on a picture to select it. : i e e ;
. || pyptoeCapaar. .. o Camon i wde e o
Go to References->Captions. e — 1]
Click on Insert Caption. e —
wu compite. [Tom s Ferdwe I 20000
Lk

Keep going...

Memo to Self: You can add a Caption
to a photo, illustration, ClipArt or Chart.

K]

g btk e LW o |2

I

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document: Use Picture Captions
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Caption: You can type a name or
description after the words: Figure 1. This
is the text that will be displayed below the
photo or illustration.

Label: You can choose Figure, Equation
or Table if you wish.

Position: Below or Above.

Numbering: By default, the numbering
begins with 1, 2, 3. Just like the page
numbers, you can choose a different

style.

Keep going...
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Edit the Caption

What Do You See? There are several
options that you can edit in the caption:

References -> Captions-> Insert Caption

are complete. (Tom's Hardware, 2010)

FIGURE 1-WESTERN DIGITAL HARD DRIVE

Exam 77-881: Microsoft Word 2010 Core

Caption

A=)

Caption:
Fieure 1-WesTern DiciTaL HAarRD DRWE|

Options
Label: T - |

Position: | Below selected item

[] Exdude label from caption

-

[=]

4. Including lllustrations and Graphics in a Document
4-3. Insert and format Clip Art: Use Picture Captions



References -> Captions-> Insert Table of Figures

Wowl T we Sl Wt Dapbirerd Tt 2800 Compiete + Miirsstt e 0 e Tl s =il = A

O le

H “ Hoemp rirt [ep— Egiriri At g, P Vi s i
Insert a Table Of Flgures 2l Rl T - i intest Indesin 1 i'“-m!-wll:l _] 2] traart Tibdr of g _': 2 i e 3.-;+ 43 vl Tabie of datfrasiin)
Say you selected several pictures and T i L e i et I Bvssmewen | T Buosms
added a caption to each one. Now, you a1 e e o e o I A
can create a Table of Figures. of| T o R RS SRR WS  SRCRORRCH| i b AR R A
Try This: Insert a Table of Figures Tae ot P |
Place your cursor at the end of your : [ [ i | | e ot gpene [T
sample document. ; PP _ _ | e
- 1 Figare |- Tew 1]= Pagate B Tewi
Go to the References->Captions. _ e 2 Te # [0 | et rsen
i i Fipee i Tewi ] ST T
Click on Insert Table of Figures. i I ]
i Insert Table of Figures 1 e oo b i ———
T i :.
= Update Table -
Insert i Gerarad -
Caption [ Cross-reference i Pomie [P [2]
Captions il Bt Show page numbers

Right align page numbers

What Do You See? You can choose to d . Tab leader: | ....... El
show the page numbers, edit the :
alignment, and select a Tab leader. - I"'

— TABLE OF FIGURES

Figure 1-Hard Drive FAllURE ..o ccecseensirmserssessessmssmns snasmsssnssasesmssnnsssssssss smsesmnssmsssmssassssssmsess
Figure 2-Western DIgItal Hard Dy . s s sssssssmss sesssssssassassssssnssmssssssssssssssssn
Figure 3-Motherboard with Processor . it s ss s

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.2. Create a reference page: Insert a Table of Figures
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References-> Captions-> Table of Authorities

E [ e - - St Wsibbees Dipbiyrresst Tiot BHE inphenis - Iebptoh Whord G, & i, s IR
Table of Authorities i e
: A Table of Authorities is for legal B el T T et =y o
papers. The Table of Authorities cites T bR e e e i i

]

cases, statutes, Treatises, Regulations ] == - : '

and Constitutional Provisions in a legal SRCURITY -
. Most mundcipal informathsn SEstema are ROl Secure A1 1he e
brief or document. v e e e
. . Fcn e )
Creating a Table of Authority : e ;
The process is the same as the one we e
used to create a Table of Contents, i S =
Index, or Reference page: | Index | Table of Contents | Table of Figures |  Table of Authorities | |
Select the relevant text
Mark the Citation Frint Preview Category:
Create the Table. : + O -
CESES |_| Cases =
== Insert Table of Authoriti N Statutes ‘:‘
15 nse diole o UTtnorities it B
e 2 Baldwin v. Alberti, Other Authorities
f Update Table . .
Mark Sty 58 Wn. 2d 243 (1961} ..ovveeeees 5,6 Treatises
Citation ol Regulations
o Constitutional Provisions
Table of Authorities ; Dravo Corp. v. Metro. Seattle, - 3 7

Note: The Table of Authorities by default |- .
uses the passim short form. i e passim
Page 4 of 15 | Wesedu Ti2,!

Done and Done! Tab leader:

Keep original formatting

=]
Formats: From template |Z|

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-5. Create tables: Insert a Table of Authorities
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Practice Activities

Going in Style
Before You Begin: Start Microsoft Word 2010.
This practice includes a sample file: Benefits of Online Learning.docx

Try This: Do the following steps

. Open the sample document Benefits of Online Learning.docx
. Format all of the Headings to Style 1.

. Insert a cover page.

. Add the Alphabet Footer from the Footer Menu.

. Edit the Footer in this document to have a different first page.
. For the first page clear the field where it says [Type Text] and leave blank.
. For all other pages, add the date using the Date & Time command in the footer where it says [Type Text].
. Format the page numbersto be a, b, c .

9. Format the first page to show NO page number.

10. Insert a blank page. Create a Table of Contents on the blank page.

11. Mark 3 instances of the phrase online learning for inclusion in an index.

12. Create an index on a new blank page at the end of your document.

13. In the last paragraph, create a citation for the census information on income using the following information: U.J

Census Bureau, The Big Payoff: Educational Attainment and Synthetic Estimates of Work-Life Earnings. July 2003
www.census.gov/prod/2002pubs/p23-210.pdf

14. In the first paragraph, create a placeholder named eLearning at the end of the last sentence.
15. Clear the formatting from the words Source: US Census in the last paragraph.

16. Insert a picture of a computer or other eLearning related image.

17. Add the following caption using the Caption command: Available 24/7.

18. Save your work as Going in Style Practice Activity.

O ~NO OB WN -~
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Test Yourself

1. Date and Time can be set to update
automatically with a check box in the Date
and Time dialogue box.

a. TRUE

b. FALSE

Tip: Advanced Guide to Word, page 148

O le

2. Which of the following can be found in
the Insert-> Pages group?

(Select all correct answers.)

a. Cover Page

b. Blank Page

c. Page Break

Tip: Advanced Guide to Word, page 156

3. To give each section in a document a
different Footer, the Link to Previous option
has to be turned...

a.On

b. Off

Tip: Advanced Guide to Word, page 153

4. To create an index, first you mark the
text that you want included in the index.
a. TRUE

b. FALSE

Tip: Advanced Guide to Word, page 164

Assessment and Skill Tests

5. Word 2010 includes a tool for creating
citations where the user fills in the boxes in
the Create Source dialogue box.

a. TRUE
b. FALSE
Tip: Advanced Guide to Word, page 167

8. What is the command for adding a
Header?

A. Insert-> Header

B. View-> Header

C. Page Layout-> Header

Tip: Advanced Word, page 143

6. Where does the Bibliography function get
the list of sources?

a. The user must enter them by hand

b. From the Citations entered in the text

c. From the Internet

Tip: Advanced Guide to Word, page 172

7. Which of these Styles does NOT appear
in the Navigation Pane?

(Select all correct answers.)

A. Normal

B. Heading 1

C. Heading 2

D. Quote

Tip: Advanced Word, page 139, 140




Word 2010: Advanced Design

7.
8 Who Done It?

e

O le

Advanced Word Objectives Charlotte’s Website: Deeter Poohbah

In this lesson you will how to:
: User Name: DeeterP
1. Merge cells in a table

2. Show Developer Toolbar Password: aok]23 : Date|

3. Add a Text Control Form Field, a Date Picker Control, and a the “ﬂ 1
Combo Box Control 4 November, 2010 12
4. Protect a document Su Mo Tu We Th Fr

31 1 2 3 45
7. 8 9 10 11
14 15 16 17 18
: 2 23 24 25
e 29 30 !

5. Apply, Create and Modify Themes
6. Insert and edit a Cover Page
7. Link a form to a database
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%8 Lesson 5: Who Done It?

1. Readings
Read Lesson 5 in the Advanced Word
Guide, page 179-220.

Project

Create an interactive form using the
Developers Tools. This form will include a
Cover Page, Smart Art and a Screen Shot.

Downloads

Files used in the lesson:

Bug Report 2010.docx
Charlotte Letterhead.docx
Charlotte Quarterly Report 2010
Final.docx

2. Practice
Complete the Practice Activity, page 221 .

3. Assessment
Review the Test questions, page 222.
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Insert
I 7 . Home Insert 4 [age Layout Referenc § Mailings g liew WView
._-.=...,. D *l_El D : ElE n E “ P &, Hyperlink
= = ESETR = e+
A Bookmark
Cover Blank Page Table Picture Clip Shapes Smart&rt Chart Screenshot
Page~ Page Break - Art - - ['#] Cross-reference
Pages | Tables | Ilustrations | Links |
Developer
2) 8
“ Hams Irmget Page Layaut Rafaramoe. Asilirgs Bgwimwy Wik Drevalapar Dresigm Layaiu
= ] Record Macro 3 =] AaAa|= kLpesignMode =T JH Sthema v, e EI‘] [
ol FE=, oo o 2 ‘}n
L2572 11O Pause Becord 4 'é} —"-3? e jJ _ﬁPTOPH'le E 3 Transtormatior _Lj —3'
Witusl Matrot ) Add-Ins  COM T » Struciure Lk E Restrict  Drocument Documen
Basic (i Matre Secusity addins | 2 - 8o - & Expangion Packs Editing Template  Panel
Code Add-Ins XML Protedt Templates

3 4 5
Menu Maps

This lesson shows options on the Insert and Developer Ribbons. 2
. Insert-> Table, page 182

. Developer-> Controls-> Rich Text Control, page 186
. Developer-> Controls-> Date Picker, page 187

. Developer-> Controls-> Combo Box, page 188

. Developer-> Controls-> Properties, page 189

. Developer-> Protect-> Restrict Editing, page 190

. Insert->Cover Page, page 201

. Insert-> Smart Art, page 203

. Insert-> lllustrations-> Screen Shot, page 208
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Creating Forms in Word

Every office—big or small—needs to generate forms. We use a form to gather data and to insure that the
information is complete. Today we’re going to use Microsoft Word to create a form that we can answer
on-line. Our form is going to be a status report for when a computer or application fails. So, let's Start the

Program Microsoft Word.

" A A Se

afn

Home

Insert Page Layout References

=L o
j * |calibri(Body) */11 ~ A A7 | Aa- | &
N =2

Paste ¥ B J U ~abe x, x* | &\~ abr . élv
Clipboard 5 | Font =
|} 1

What do you see, from the top of the screen?

Is there a Title Bar that says Microsoft Word?
Yes.

Is there a Home Ribbon with the Clipboard, Font
and Paragraph Groups? Yes.

If your screen looks similar to the example on
this page, then you are ready to get started.



T.,ko
One Insert ->Tables-> Table

Use a Table for Form Design e e =

You can use the columns and rows in a table J Y2 A - Ha s ME
T Acee O Shape Smatit Chatt Sowmeset Meader Footer  Page Tet Quack Won

to make a professional form and simplify the 2 T L s [ M

form design. ; ) 3 i $

1. Try This: Insert a Table

Go to Insert ->Tables->Table.

Now, highlight a 3x8 table.

What Do You See? You should see a table -

that is three column wide and eight row deep. e

The upper left hand corner square is called e

cell A1, same as the first cell in an Excel bl Ellzl @ P

spreadsheet. HE] =] (iai-+

Picture Clip Shapes SmartArt Chart Screenshot
Keep going... | Art T -
ble ons

I o
I
I
I
I [
| [
I
|

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-5. Create tables: Organize content
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Enter the Labels

2. Try This: Type the Labels

Click in the first Cell, A1, and type: Name
Tab to the third Cell, C1, and type: Location
When you tab again your cursor will go to the
Cell A2 in the second row.

=
4
3

Row 2: Go to Row 2.
Click in Cell A2 and type: Computer Name
Tab to the third Cell, C2 and type: Date

Row 3: Go to Row 3
Click in Cell A4 and type: Operating System

Row 4: Go to Row 5
Click in Cell A5 and type: Applications Open
at the Time of the Incident

Keep going, please...
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Insert ->Table

W =g ]
Semd  GReA Fapr el Beteesi Uslegi  Bevem Ve Drge | et a
Fasdet B, P b [ Sr— o —
o L Er e e e e D] Wp—— J
o Bedrglen  Busded Cohamay | A | ssses P S ~e
" g (pney T g Tape B
[ e e -'_1 i (] ] ) (] i q 1 e
-
i Lgation
oemapanes Mame Cabe:
i il Syl 1
Apphcations. Open a1 the Time of
-] the inciden
b
Name:

Computer Name:

Operating System:

Applications Open at the Time of
the incident:l




@ Table Tools -> Layout -> Merge-> Merge Cells

E Al e 0w T et - Mo W T N -+ -, e
Merge Cells MR - vur e e e e e e TR e
:1 3. Try This: Merge the Table Cells e & % 70 7 Lo o s S L0 = B
You can merge, or combine, cells i e e e 1) | O e L L ., ot 3
together to create different sizes. _ i == : : : g split Cells i i - i 7 g
Select Cell A1 and Cell B1, the one : = Split Table
with the label "Name" and the next : Merge
one. ; )
Go to the Table Tools. Name: Location
Go to Layout-> Merge. : Lo ot
C||Ck on Merge ce"s- r Applcations Open a3t the Time of the incident:

Severity of the Problem:

Select Cells A4, B4 and C4. | Presenting lssue
Go to Table Tools->Layout -> Merge. - f

Click on Merge Cells.

Do you still see the label: Applications .

Open at the Time of the Incident? Name: Location
Computer Name: Date:
Select Cell A5 Operating System:
In Cell A6 type-' Severity of the - Applications Open at the Time of the incident:
Problem Severity of the Problem:
e Presenting I55u91
Select Cell A7. —

In Cell A7 type: Presenting Issue

Do This, Too: Save Your Work
Go to File->Save.
Enter the Name: Bug Report 2010

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-5. Create tables: Merge and split cells
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Show the Developer Toolbar
Does your form work? Try to enter your
name. Did you notice that it was not easy to
get from the Name field to the Location field?

=
4
3

Forms needs to be more “user friendly.”
People should be able to start in the Name
box and TAB to go to the next form control.
Yes, there is a way to do it.

You need to create a Form. Start by showing
the Developer's Toolbar.

4. Try This: Customize the Ribbons
Go to File->Options.

Help

| |£:'| Cptions

Fd Exit

Go to Customize Ribbon.
Check Developer.

File -> Options -> Customize Ribbons

li W0y Dot urmentt - Mamrieh Weed o
_ Meme Bt Pogelared  Relwesces  Meangs Aeiew Wew  Oesgn | Layess @
4 Setea - P K G R T Do Sowssnw 233 A3 ) ) =
il Veew Owite et et buat et B fofh G hpcte m s :‘ ] e e
T g 1 il = Wean * ey G
2 resener © Abeve Below Lt Mg 30 Tabe b = |LEE R, = = Devcton Margen S Vo

Tabie Rawt & Cotamans 3 Moot
- — -

T et
1= smterme

Crybowd hednds | Cusfomise..

“““ - ‘a Contomae the RtGon aad kryboard orcus [ B a
e [heort commangn Aom Cuthamice e Bgoon
—— Papiss Cammands Z M Tads j
- @ Acorpt and Mowe %3 Nett M oy
—— = Man Fabs
Advwnied o Beraks . ;m
s . " Loyowt
Lestcmae boar -— ::‘:v . Arteenn
*5_ Change Uit Lewel . J:Awq-
. 5 B oo -
“| Advanced = B e (] View
= -l I=RF] Ceveloper
B — - A
. : = ® Con Code
[ Customize Ribbon l = « an
M —— Add-Ins
Quick Access Toalbar - - o Controls
% o Ot *ML
# ¥ acugn
Add-Ins Protect
i Templates
Trust Center o
et Add-Ins
5 Mgt | few Govve Resage.
Curtomantiont Rgsat ~
Imgertlgen *
o e —

Exam 77-887: Microsoft Word Expert 2010
5. Managing Macros and Forms
5.3. Create forms: Show the Developer tab
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@ Developer -> Controls -> Rich Text Control

E Era=aT L =
Rich Text Control e el S -
:’ What Do You See? There shouldbea & F 3 g0 g 25 = ;,:ji
new Developer tab. There are two s L e et | S B, B R S 5
Text Controls. One is for Plaintext, -~ «  « . . Aafa|d  BDesionMode g
the other is for Rich text-big, bold, - B EBEE | & Properties A —
blue. The Rich text button (Aa) looks ; = 0
bold and blue. : = M - HHcroup-
; Controls
5. Try This: Create a Text Control | Mamn..| Elick v to enter toxt., | Lacation
Place your cursor to the right of the : E‘:m‘l‘n‘; :::‘; ke |
“Name" Iabel- 3 | Applications Open at the Time of the incident i 1 L
Go to the Developer tab. ?:.::ﬁ.ﬂ ff::mmm:

Find the Controls group.
Click the Rich Text Form Field (Aa).

What Do You See? You should see a
new Control that instructs the user:
Click here to enter text...

How Do You Remove a Form Field?
Say you added too many Text Fields. -
Click on the Field to select it. Press R Naml&iﬂlick here to enter text.
DELETE on your keyboard to remove .

the Field from this Form. Computer Name:

Exam 77-887: Microsoft Word Expert 2010
5. Managing Macros and Forms
5.4. Manipulate forms: Add Controls to a form
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Date Picker Control

6.Try This, Too: Add the Date Picker
Click to the right of the “Date” label.

Go to Developer->Controls.

Select the Date Picker Control.

(The Date Picker Control is in the
bottom row of the Controls group. It look
like a little calendar.)

=
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What Do You See? The Date Picker
lets you page through the months with
the arrows on the top of the calendar.

Memo to Self: Tell me-isn't that the
coolest thing you've gone in a while.

-

Developer -> Controls -> Date Picker

ol ©

Ligeiel

Sratil Fage Lipiea Fatrraraas (AT Erdra e Lirir cper Briagh
il TR S | B RS (e [ R o (8 & 8
rl'..nll: [T P Tr— -mhlm W .
I cate [P ciemsts Aa Aa [S] | & Design Mode
. i - C] i [l 1 ITNE (Y i ¥
) = EHER | (% Properties E
T @ 5 1B Group-
| Controls
bl -
[ Nama: [ Location |
Computer Namae: Dade: Click here to enter adate, =
| Crperating System: 1 1 A Oisbe, 388 ¥
Apgplications Dpen at the Time of the incident: LA L B “
] im'nfir.: of the Problem: “:': j ': ;E '; ": :’E
k = - ®BmEFTAEADX
- n
2 Location - —
Date:|Click here to enter a date. | ~ |
4 October, 2010 b
Su Mo Tu We Th Fr Sa
26 27 28 29 30 1 2
3 4 5 & 7 8 9
10 11 12 13 14 15 16
17 18 19[20) 21 22 23
24 25 26 27 28 29 30 T
31 1 2 3 4 5 &6
Today
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Exam 77-887: Microsoft Word Expert 2010
5. Managing Macros and Forms
5.4. Manipulate forms: Add controls
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Combo Box Control

Selecting answers from a list means the
data will be consistent and it will take less
time to fill out the form. There are only so
many Operating Systems, so that would be
a good place for a Combo Box Control.

7. Try This: Add a Combo Box Control
Place your cursor in Cell B3.

Go to Developer->Controls.

Select Combo Box from the Control group

You should see a new Control that prompts
you to Choose an item.

Change the Combo Box Properties

If you try to use the Combo Box right now,
there is nothing on the list to choose. You
can add items by editing the Properties.

Try This, Too: Edit the Properties
Select the Combo Box.
Go to the Developer tab.

Select Properties.

Keep going...

Developer -> Controls -> Combo Box

MWW o Oocument - Mecwsoh Weed o)
_ - waan Poge Layons [T Vasry P - Devetipe Deuge - -9
P T Rected Vecre y = T W Deregm Moge i Shems v \ (i %
S 8 1o e : ol ol | ¥ Moo E M Tramet © L& —] %
Veusl Maoat P AddIm COM - - = 'nnm-nw
S Seconty 483 ‘ ] .
cose assi . Aa Aa & Design Mode Lu>

. ;B : L : 1 : : ) Ik

[FElE:| | (% Properties
‘ M & - I croup -

Controls

Name: e 10 enter tex
Cc Name: l | cortert conerct Propecres 1%
Operating System: dct e 3 VSN
Applications Open at the Time of the incident: e e S

Presenting Issue: Pve: | Defndt Paragy ach Pont

{ T OS5 -
] Severity of the Problem: 8 T et ey

Exam 77-887: Microsoft Word Expert 2010
5. Managing Macros and Forms
5.4. Manipulate forms: Add controls
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Developer -> Controls -> Properties
-

E Combo Properties Content Control Properties
: 8. Try This: Edit the Combo Properties

Enter a Title for the Combo Box. el
Do NOT check Contents cannot be Title: |Operating System
edited. Ta: lOS
Add to the Drop-Down List i
Type a Display Name and Value ("] Use a style to format contents
Style: |Default Paragraph Font i . .
Add the follow sample items to the list. ' Maodify Chaice
Ag’_&‘ Style... ]
Display Name: Windows Vista ' - Display Name: - pick an operating system.
Value: Vista — Value: |
["] Content control cannot be deleted

; Wi il . [ QK ] [ Cancel
Display Name: Windows XP || Contents cannat he edited
Value: XP Drop-Down List Properties — I —
oo s | [ || emote Set e s

alue: Win -

'tem‘ W7 Help Text. The Help Text was shown in
The Display Name is what you will see in Windows Vista Vista — the Status Bar at the bottom of the form.
the list when you click on the Combo Box. Windows XP XP - .
The Value is the information stored when Apple OS 10 0510 By default, the Display Name In Word
you choose an item from the list. 2010 says: Choose an item. You can
Move Down Modify the Display Name to give your

You can shuffle the items in the list by users more information or directions if
selecting it and using the Move Up or ok | [ Cancel ] you wish.

Move Down options.

Exam 77-887: Microsoft Word Expert 2010
5. Managing Macros and Forms
5.4. Manipulate forms: Create a Combo Box
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Tak
Ong . Developer -> Protect-> Restrict Editing
Wd9-0 mww——w«-—w——-“ -
Protect the Document e e e M i g &3 8 "
A form will not work properly until you it sasss cous | S BT |Prwenn | T R M‘L,.
Protect the Document. This places the s ] L fieet T T = =P
form in User mode, and turns off the o reo : i G msmsie < SNL i : [ Rt Fomain wod i = X
editing. Protecting the document also - B s st
activates the form Controls. - e
- 2 1dting restrctions
4 Nww wrdy P hoe of edrg »
9. Try This: Protect the Document X : | .
Go to Developer ->Protect. [ Name: cick ot 1o Restrict Formatting and Editing ¥
. H H'H Computer N.;mo Opetsting iytem Dat - P

Select: Restrict Editing. : [ Goorating Systen: gy .1 L. Formatting restrictions

¥ "' Awltatmm Open at the Time of mp incident D Limit ﬁarmatting to & SE'ECﬁDﬂ U'F

A Severity of the Problem: St!fIES

Block Presenting lssue Settings. o

Authors
Protect 2. Editing restrictions
Allow only this type of editing in

the document:

What Do You See? You should have a
Filling in forms IEI

new Task bar on the right side of your
document.

Try This, Too: Edit the Restrictions 3. Start enforcement

Check Allow only this type of editing in '« -
this document. ——
Select: Filling in Forms.

Click: Yes, Start Enforcing Protection.

‘: Are you ready to apply these
settings? (You can turn them off
later)

[ Yes, Start Enforcng Protection

Exam 77-887: Microsoft Word Expert 2010
5. Managing Macros and Forms
5.3. Create forms: Protect document
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Test the Form

Try it: Does it work? Microsoft
Word Forms have to be Protected,
then they they work. When the
document is locked, a user will be
able to fill in the blanks. They can’t
edit the labels or change the
Controls.
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You can add a password when you
start the enforcement. This is not
real security, but it will stop most
curious users from altering your
form.

Developer -> Protect Document

_ It W Fage Lapina Fatpards [RrEET Frera re [ ¥ [ [ & 0
o~ =] = | Mo ‘ﬂ - ) Cl 9]
] i 3 g oo Bl I &
Werad b (] s SErucha Arvrned i Dok
[ B Bl Sriwity A o Haddrg Fyrai
G A Ll my Feidanl Trmplite

g
- H
Mame: Click here to enter teat Start Enforcing Protection M

Computer Name: |
Operating Systerm: | Chiosose @ it

Applicatiors Open at the Time of theidk an npﬂ-l‘-i

Severity of the Problem: - @ Password
| Presenting |ssus AepleoSld | (The document is not encrypted. Malidous users can edit the
file and remowve the password.)

Protection method

Enter new password (optional): || |

Reenter password to confirm: | |

User authentication

(Authenticated owners can remove document protection. The
document is encrypted and Restricted Access is enabled.)

J [ concel |

Choose an item.

Pick an operating system.
Windows 7
Windows Vista
Windows XP
Apple 0510

| ok

Pagrlof] | Wensd

Exam 77-887: Microsoft Word Expert 2010
5. Managing Macros and Forms
5.3. Create forms: Set Passwords
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o,,:° Developer -> Controls-> Combo Box Control
E B e e T T Werronsh W S 1w ey A ——— | - T 0
Add Another Combo Box ~ ME == = wewes e o e "jg PP ey~ T :
: In order to continue editing, you need to :1__ el P E TRE Lo g | s
unprotect the document. Go back to T D it et ) -
Developer->Restrict Editing and Stop = « s e Content Control Properties L2 i :
Protecting the document so that you - o
can add two more Combo Box -
Controls. - comencd | Title: [Severity
el
Trv it: Mak Aooli . c b . - b o Tag: |Severity
ry it: Make an Application Combo : Mame: Click heve 1o enter ted| T ]
Place your cursor in Cell A4 | Computer Mame: _____ | Rt [] Use astyle to format contents
Go to Developer->Controls. ' e I Style: |Defailt Paragraph Font | -
Select Combo Box from the Controls : T [ —
Go to the Properties Severity of the Probiem: 3r 4 New Style..
Title: Applications Presenting Issue: ] .
Drop-Down List Properties: - et Locking
Word ; [7] Content control cannot be deleted
Excel i pee [] Contents cannot be edited
Outlook N st
PowerPoint : . Drop-Down List Properties
Access Disslar N vl add
IEiay MName LS imn

Make a Severity Combo e Can't Boo
Title: Severity : '
Drop-Down List Properties: "l :D”;_SU;E”E“E I::eath B50D  Blue Saee
Can't Boot Panieil  wean b | 3 T ":: nEma o ]
Blue Screen of Death (BSOD) User Request User Requ| (. Mave LD
Application Error . o v Move Down
User Request

[ ok || cancel |

Exam 77-887: Microsoft Word Expert 2010
5. Managing Macros and Forms
5.4. Manipulate forms.
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Insert WordArt

Microsoft Office has an option for
creating banners with 3Dimensional
letters and vibrant color gradients.

Before You Begin: Select the table
and drag it down one or two lines.

Try it: Create a banner

Place your cursor above the Table.
Go to Insert->Text.

Click WordArt and select a Style

What Do You See? The WordArt will
be placed in your document. You will
be prompted by a screen that says:
YOUR TEXT HERE

Type: Bug Report.
What Do You See? By default, the

text is 36 pt and the Font is Impact.
You can edit the formatting if you wish.

Insert -> Text-> WordArt

R - S R W R )+ Wt Wil

“ Moy et Faspt | i Errsiraird M, Favitm Vi frarapr: (-] ﬂ
a g | — kAl 1 il Hypara 'y ) iy =] N B prater lnr
"= = o 4
_ S (e e P [~ | & 5] ]| I B B T2
Cove Biank Puge  Table  Pabue (hp  Dhages feuriid Chast Sorsrehsd rader Foobar  Page Past  (ack WosdRs qpaskian Symisd
Pagar Fuge Brast . ™ E + ShCrmieriparer - *  Hembarr  Bear Pwmit| ¢ ' Ot - -

Fagn Tk Burfrstom Limicy Herudion B Poodin

 FCRCHCNURCRCRCN, SERCMC } s | o 3 1_;23& iy
AAAAA
| AAAAA
Wi Ok ENEd L Location LA J&k
Computer Mams; | Date: 1020y
T e . AAAA.
t? ————————————————— - ———

| Yeur text here

; Name: Click here to enter text.
E ‘Computer Name.— —— ——— g ————t——_—
meislmeR 2 | Operating System: Choose an item.
Applications Open at the Time of the incident:

Choose an item.

oH——F-o-====0

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-2. Insert and format shapes, WordArt, and SmartArt: Add text to a shape

Comma Training Page 193



y
WordArt Tools -> Format

WordArt Tools

——- Yoot Page Lapos Fetrarce

wary

e Froen hew Covwiper V-

A w] Wby teswes - LD

1 NS

i Serd Backwaed < 1]

Portion Weap =
+ Teds Syteemenrese -

Tools Ribbon. This is a big box of o g ; : -
crayons that you can try. <grin>

8\ NG o & e te - Al retovenen -
What Do You See? When you Insert 11200 @ (=) [E] ‘oo VY e
WordArt, you will see a new WordArt e T R e T

Try This: Format the WordArt

Select the WordArt.

Go to WordArt Tools ->Format.
Change the Text Wrapping to Tight.
Play with the Styles, Shadows and 3-D

Bug Report

s

‘ P Ume with Test
S [l Sewae

b e

M e

M) a9 erctonom
W teregtem
[ 0 roent ot 1o
O Lot weap Pt

(3 \aore Loyt Optimns.

tler

o ey

Location

Computer Name:

Date: 10/20/2010

T

Operating System:

Move the WordArt above the Table ‘ ;

Applications Open at the Time of the incident:
T

Memo to Self: Sometimes it is difficult T

Presenting Issue:

to place anything above the Table. ..

If the WordArt ends up BEHIND the

table, go to UNDO and try this. Place :
your cursor in Cell A1 in the table. Hit n
the Enter key on your keyboard to i
create a blank line. Try to move the 3
WordArt, now. -

Fage Layout References

Mailings

Shape Styles

Review
2 shape Fill -

[Mx] [Abl:] [-‘lh":] = | 7 Shape Outline ~
7| ) Shape Effects =

w | WordArt Styles

View Developer i Format I
A - I} Text Direction - j"
& - [ nignText -
Quick Position Wrap
Styles~ (4~ & Create Link - Tert-

Text

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-2. Insert and format shapes, WordArt, and SmartArt
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Home -> Paragraph ->Line Spacing

T R I L L TV TRy Teme L R N e -
Format for Prl ntlng F* Haime Ear] Page |apind Bt g .|-|. 1-..,.. _?"M .ml e b i . A H a‘ o 0
o | o [Cmemea cfu (AL dar |- R B9 | ancon | asescax AaBbCe AaBbic db e
We have been designing a form that mor e s e % A ] 8] | e [ oot rsnet  Toe Dt o
can be completed on the computer. i s {7 10 i = e

What should you change if this form
will be printed and filled out by hand?

Your form has to have enough space
for people to print the information. If
you increase the size of the text, then
there will be more space between the
lines. 14 pt is the minimal size for folks
to write in. You can also increase the
Line Spacing.

Before You Begin: Select the Table

M - N

1 ¥ 1.1% | o 0 [} ¥ [} [ L]
14

L]

@ Do
st Belan Passopaph

Computer Name:

Name k I Location

Bug Repor -

Date; 10/20/2010

Oyper Ming Sysbem:

Apphcations Open at the Teme of the incident:

Click on the Table. : T B )

Go to Table Tools->Layout ->Table. u {0} e 0 F.. >

Click on Select->Select Table. i Cre———— =V g MS W21 &
< L)

Try This: Format the Line Spacing
Go to Home ->Paragraph.

Go to Line Spacing.

Select: 2.5.

5

v

Mame: Click here to enter text.

Computer Name:

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Change line spacing
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Finish the Form

Time to take off the training wheels, lock
the form, and hand it out. The form was
developed with a Table. Finish the form
by formatting the Borders and Shading.

=
4
3

Try it: Format the Table

Click once on the Table to select it.
Go to the Table Tools.

Find the Design tab.

There are two sets of options you can
choose to make your information easy to
read: Use the Table Style Options to
format the Header Row, Banded Rows,
and First Column if you wish.

Table Styles offer Quick Style formatting
for coloring the borders and shading in
this Bug Report form.

What is the purpose of a Bug Report?
Where the Computer Mama works the
saying goes: If it ain’t written down, it
didn’t happen.

Table Tools -> Design -> Table Style

@ WesterRew 7 Pust Comn

.

Wome Bt Pagelapid  Releences  Malngi  Revew | View  Cevieper  Oeign  Lapet

Tt Bom

i

Tabie 300

Lost Conmn
¢ Banied fows Borded Cohumery

Table Styles

5 Shading -

{:] Borders ~

Bug Report

Name: Click here to enter text Location

Computer Name: Date: 10/20/2010

Operating System:

Applications Open at the Time of the incident:

Choose an item

Severity of the Problem: Chooase an iten

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-6. Manipulate tables in a document: Apply Quick Styles to tables
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Takg
One Page Layout -> Themes

=
4
3

R . i 1
Apply Themes ?.‘-.- e Pugm oyt R ] Veanegu Crrme Lo Cer e [ [7) o
The Quick Style table formatting in the r—. A» ] —
Table Design Tools identified special A ] =) J
aspects of this table: Header Row, First = Margins Orientation Size Columns

Column, etc. Microsoft Office 2010 has Aa |

another set of formatting tools on the W | e oo o r =17 i
Page Layout Ribbon: Themes. f )l [ W(rc ] (2 ] 1| Aa Aa Aa Aa

. . ';;14—]-’”‘ oo s J . -em —] En EmE | mEEEEn S EEER
Themes are applied to the entire Word J g Aa J Bug Rep@r‘t Origin Paper Perspective  Pushpin

document, all of the pages. The Themes , :
Aa Aa Aa
- mrEm " EEE. . EmE

include Color palettes, Font libraries,
Solstice Technic Thatch

and graphic Effects templates.

Slipstream

1. Try it: Apply Themes
Go to the Page Layout Ribbon. -
Select Themes: Built In.

Choose a Theme from the library.

Operating System

Applications Open at the Time of the incident:

Severity of the Problesn:

“ r
foprivs wesam 2 3

N

Someone turned the gravity up...(keep going)

Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content
3-2. Apply themes
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Apply Theme Colors s

There are about 21 Built In color

Lpaing E 5 Byt 18 g =

E Takg
E One Page Layout -> Themes

File Haome Insert Page Layout

Themes. The color chips, from left to

right, format the Font, Background, and ﬁ __ —_

Accents. ﬁal n, ||_—ﬁ |*_=BL'1 5 ]
EEEEEE Bui‘t-]n - '_'

2. Try it: Use Theme Colors Themes | e RN Office iu

Go to Page Layout -> Themes.
Select a Built In Theme.

Clarty

pauini BT NMENE Grayscale

Them P
. [ |MONEEEEE Agceno -
- | EONENEEE Angles | E

What Do You See? At the bottom of the
Built In Colors is the option to Create
New Theme Colors.

Ennardad
Liender
Fiow hck here to enter text,

LR i o . I
Create Mew Theme Colars... e keName
. E B hoose an item
Keep going... Operating System [

Applications Open at the Tome of the incident

L hﬂl.l\-l.' an rkem.

e I P,

... That explains why its hard to get out of bed.

Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content
3-2. Apply themes: Create a New Theme
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E y
Page Layout -> Themes ->Theme Color-> Create New Theme Colors
E - 0 i cese ST 1y g JOH = Mot W T O W 0 il Wi 'y | [ T3 3
H _ = Fratil Page Liyind Edtirdrads Llasrngi Erern Wra Crirdgs & ﬂ
Modl_fy the Theme Color AT [ & O 0 == B [ - T rer——y—
3. Try it: Create New Theme Colors e o o Meemesens 2 = Rl p | ieesew T —
Go to Page Layout -> Themes. e T I Thame Gl 2. .

Go to Theme Color. of I & " i

Click on Create New Theme Colors.
Edit the Theme colors.

Theme colors

The Theme colors are applied to the T ound-lioht 1 1 =]
Text and Background in your document. = Sl o “_—
Text/Background -Dark 2 | [l ~

The Accent colors are applied to all of
the Shapes, SmartArt and Graphs. Text/Badground - Light 2 E

Memo to Self: Hyperlinks change color Name- Click here to enter te3 Accent 1 (. -
depending on if you have not seen the - Accent 2
link (blue) or if you have already ComputerName B
followed that link (purple.) You may ~ Aacent 3
want to leave the hyperlinks in the " Accent 4
default colors. It's what people are Operating System B
expecting. ; Accent §

- Applications Open at the Tin| . - .

Accent § [i-. x]

uﬂ:‘er"nk Choose an item. H,'!"D!Th"k [.- i J

Followed Hyperlink :-.--w: —— Eollowed Hyperink

[Mame: Custom 1

Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content
3-2. Apply themes: Create a New Theme

Comma Training Page 199



Tay
e

:1 Modify Theme Fonts

for the headlines and body type. Keep in
mind that headlines can be fanciful and
creative. Body text, or Normal, should be
Sans Serif and easy to read.

4. Try it: Create New Theme Fonts
Go to Page Layout -> Themes.

Go to Theme Fonts.

Click on Create New Theme Fonts.

Create New Theme Fonts... |

You will be prompted to fill in the blanks.
Heading Font: Comic Sans MS.
Body Font: Comic Sans MS.
Name: Comic Theme.

The Font libraries use different type faces

Page Layout -> Themes ->Theme Fonts-> Create New Theme Fonts

o Aratil Fage Lipina Fatrraraas [RTSET Erdra . e Crvraget
nd K- b Bk - R et ] T : e g =
'j TAl= J = el L L Ll | --j Eun -1 T T ¥ i T a
el T O T8 ORI e ﬁh:-wh;n [ B T o et P
i 1 g l P Bl growrsd Frrage ok Ararem
Cambris ¥ ] ' | BN
S )G T S R R R g
R e
Calitn
.A" Cambiu
T Clena
A Anal
8| Tiews e B -
I o Clavi | o = o i ﬁ'q‘l el T
- — — -
I Al erag | S -
As (".-‘:n:f-r'-n B OBk Bt %0 i Lt [T e
:"’“ o s Mamme 1 Dt D20 2800
a As Frakn Gotis bosks
L . Fisbng pnlem
o A Lucida Sars =
—Jng =
| R Create Mew Theme Fonts .
"~ Aa Book Antigua )

CarSmy Gothec

Eavain b Thame Fmin

Heading font: Sample

|Cumic Sans M5 |Z| HEﬂdlﬂg ‘
Body font: Body text body text body text. =
|Cnmic Sans MS |Z| Body text body text. ‘

Mame: |Cnmic Theme

;[ Cancel ]
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3. Applying Page Layout and Reusable Content
3-2. Apply themes: Modify the Theme Fonts




E Ta
o,,:° Insert -> Pages-> Cover Page
E a9 oV ey Rt 500 - WRrere W W . . PRTOTO] R ) i 1
- Mome  eent  Pegelapeut Reteences Masngi Revew Vew  Deveaper Cespn  Forma =@
Add a Cover Page ) Y el j ol B Ll }) b o) “ 'y R e - 5 A A 3 A L TC 'S ‘
Professional documents, such as a R LB | S B T S B e | WRLEE D WS B
Request for Proposal or Quarterly RS fage st |- - t B el T S e s 5.0 Sl s R
Report generally have a Cover Page. = = ; i § ? a
_ C= ] | = ear |
1. Try This: Insert a Cover Page )
Place your cursor at the top of the first ——= St
page in your sample document. = e | —~
Go to Insert-> Pages-> Cover Page. ‘ A A & -~k
o .‘l_EI fer fext Location
= l_El Dare 1O/20v 2000

Cover | Blank Page
Page~| Page GBreak |

What Do You See? Word 2010 has a

gallery of Cover Page templates. These
templates have interesting Quick Parts.
You can also use your own custom
Quick Parts if you wish.

. [Vype the documest

[Type the itle]

N dosumens [Tl b e )
Choose: Conservative. siHie] L
Keep going... o e
L_“““h._._‘:—..'r..:..‘r..“ﬂ:_"u_
Austin Conservative Caontrast

Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content
3-1. Apply and manipulate page setup settings: Insert a Cover Page
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@ Insert -> Pages-> Cover Page

Edit the Cover Page B . L 2

What Do You See? The Cover Page is b Lt o
designed with a Table. Each Row in the

Table has a different Quick Part. e o w—— ———— e o or—r——ﬁu

uary

2. Try it: Edit the Cover Page
Company: Computers are Us

Title: Bug Report {0
Subtitle: Prepared for Charlotte's |
Website. H
Date: 11/8/2010. :

Keep going... _ , Bug Re pO rt

Prepared for Charlotte’s Website I
I

COMPUTERS ARE US

et ;o

eBeth
11/8/2010

Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content
3-1. Apply and manipulate page setup settings: Insert a Cover Page
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Insert -> lllustrations-> SmartArt ->Process

InsertSmartArt 0= D HBEPPH L *™ DA A3 4 A A T 0
This document will use SmartArt to e e e i ] S LR o B S e i B
illustrate the Bug Report process. il % R SN = (Y | et e IO
T MM AR MR R RN MR SRR R R RS e e ol |
1. Try This: Insert SmartArt Bu g Report |
Go to Insert -> lllustrations. T —
Go to SmartArt-> Process. . >
Ew sea T %. ooe i i
- - e == e 2.8 |
2 O e - - ‘
P S gge T o e ‘ |
v Cyde o v
%.? - e OmrCee S F— l:-h'wc:'::‘m
- . e s v
Choose: Continuous Block Process. —= e
- - Coamams

o ] comm

Keep going...

b S 2 il o

| Picture Clip Shapes SmartArt Chart Screenshot
Art - -

Hllustrations

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-2. Insert and format shapes, WordArt, and SmartArt: Add Text
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Modify the SmartArt R e e e —

E To
Insert -> lllustrations-> SmartArt ->Process

2. Try This, Too: Modify the SmartArt - ~oe " gEa’ “ a wm . me we
Enter the following type: e i — I b i T
Identify SRR NN NN SORMN SRR SRS SN SN NN NNCRN BN WY ]
Report : COMPUTERS ARE US T
Repair H

What Do You See? The SmartArt will - Bug Report

update in real-time as you edit the text.

Keep going... ] Prepared for Charlotte's Website
Memo to Self: You can type ENTER o w_':::"" B
the keyboard to add a new bullet. » Anert

Identify

Costeown Bodh Proors
e in show & progrewmoe. o
G Mo © B ek, proomm, o

:;’T,;.'{Z;‘L_’; Type your text here

BT Sk At

g e -

* Tdentify
* Report

* Repair

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-2. Insert and format shapes, WordArt, and SmartArt: Add Text
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W 997 v

=
F =

Page Layout -> Themes ->Theme Effects

Desgn Lo

3

Format the SmartArt e S e S = |
SmartArt Styles and Theme Effects can daotan & Comets & b T eae - T my Wy [If.) me 6. =
dramatically improve the appearance. TR~ = i —— i i
.  SCRCRC o o : ! : i : I 0 i I i =¥ a
3. Try This: Use SmartArt Styles R———
Go to SmartArt Tools->Design. H
Change the Color.
Choose a 3D Style. B Ug Re pO I’t
Try This, Too: Apply a Theme Effect Prepared for Charlotte’'s Website
Go to Page Layout -> Themes.
Apply a Theme Effect.
:
oo
C oy |mp W) we &
Change —
Colars * -

)

Exam 77-881: Microsoft Word 2010 Core

Smarthrt Styles

3. Applying Page Layout and Reusable Content
3-2. Apply themes: Modify the Theme Effects
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Set Theme as Default

Say you spent some time designing
your own Theme: Color palette, Fonts
and Effects. You can save your Theme
as the Default theme. This is the Theme
that can be used with each new
document that you create.

=
4
3

4. Try it: Set Theme as Default

Go to Page Layout -> Themes.

Go to Save Current Themes.

You will be prompted to enter a name
for your new Office theme (*.thmx).

Reset to Theme from Template
Browse for Themes...
@ Sgve Current Theme...

Memo to Self: You can also use this
menu to Restore the Theme to one of
the built in templates.

Page Layout -> Themes ->Theme Effects

o A
_ Mimt WMET | Bgriirsd | Bieeaie Mg Biies Wi Drenispe | Drign Pema | Desgs  Lines
J'I.J.‘l' 1 g = Bnals = 3 _' - Tpacsg 4
u'_i(- = =) L—H-I .,-J ul.-ruu-sm w‘—"] é £ B o LT = m_’.l
iy o Hypranaten - Coles - Borcin, [ Mgt & 3| G G Tt
Farngeioh

Y] |
EJ - Bug Report

’repared for Charlotte’s Website

Lmomewe)
I:| ardwl

I Pt

[t Vs Dot 1y Spmgitafi
Gl Bt Vi et
R e e P

Aa As Aa tE [ [ [ - [ [ Ly [ | D it '."'-:
_..I -.._I COMPUTERS ARE US

s
s — 3 & )

(W] Save Current Theme

OO [j., # Templates » Document Themes »

- [&*] | Search Docurment Themes

File pame: | Bug Report Theme

Save as type: [Oﬂ'iu Theme

> Browse Folders

Tools = Save

I [ Cancel
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=
F =

Insert-> Blank Page

W 200 - Mmook e i
Insert a Blank Page RO EECRAL = BRR @Ed8ee o
. . . . =] | I L | | 4 i R ] 3
There is a new option in Microsoft Word = o . 0 ,,;Fﬂ,..w oun tovwmet A e s | Tt 0o s e D™ ot g
2010: Screenshot. A Screenshot e e [ i o & Prat rest o
creates a screen capture, an image, of . IEe e s : R e g
= 3

what you see on your computer. This
would be useful in a Bug Report.

Before You Begin: Please go to the
bottom of page 2 and place your cursor
after the table.

Try it: Insert a Blank Page
Go to Insert -> Blank Page.

N

BUg Re

P

Mame: Clck bere Ly enler XL

Computer ame

Oipsrating Sybemm Choose an ites
Applications Open at the Time of the iacident
Choose an #em.

Sewerity of the Problem Chaose an ibesn,

Cover | Blank = Page Presentig b
Page~ Page EBEreak
Pages
I
Keep going...

l.bpshu et e s |

*
#

sounded funny...

The garage
(keep going)

Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content
3-1. Apply and manipulate page setup settings: Insert a Blank Page
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E y
E Insert -> lllustrations ->Screenshot

WG TR g egon 0D - PAcronch ol 0 7
Insert a Screenshot B e e e T e e i 4 A e > 9
Before You Begin: A Screenshot :_ = m ,,.,J = J _]:,. ﬂyﬂ; A e g | :j,... S B .3}- nﬂ,
captures a picture of any Window that ™ =2 ™ R e e =
you have open. Say you have a few . e e —— [ B S ]
programs open on your computer: | - i I‘ '
music, email, Word and Excel. d i b - |

1. Try it: Insert a Screenshot : ! iz }- :::1*

Go to Insert -> lllustrations.
Click on Screenshot. Py —

What Do You See? There should be a

list of the Windows that you have open. - ] % Hyperlink =h T T r
; ; Cig Bookmark = = #

In the example on this page, there is a : A Bookmar

) o Screenshot Header Footer Page Text
Word document that has an error: a : - 4] Cross-reference - > e || o
mismatch between the Mail Merge -
Fields and the fields in the Recipients | Available Windows
list. :

Keep going... : =2

|!
|
B

We had a visitor who stopped
by for lunch...(keep going)

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document: Insert a Screenshot
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Picture Tools -> Format ->Size

Format the Screenshot

Fimt B P lived RBeipnol MMSAH  Breew Ve Cereie

uary

2

+ i Corettsten S e —— = — & Pt Bner - [ [y et o - - -
A Screenshot is an image. When you ™ e 5 sl <d il ol ol il s [pp— ,ﬂn ,,—1 B sena e - 1 ;E:::
select the Screenshot, the Picture Sy s — e i B s
Tools should be available. l_I] [ - SCHCICTCACIH ORI S I | i i R R i S| F
i Insert & Screenshol |
2. Try it: Format the Screenshot * .
% t 4|
Go to Picture Tools -> Format. g ' - | - 4l
Edit the Size: Height 4.5. 3 S22 R E d32 4. Bt
: & e Crop e 3
Save this document. You can name it - Size r
Bug Report 2010 if you wish. '

,-,',".,.; Rl T |

Exam 77-881: Microsoft Word 2010 Core

Charioiel Had S
NEF My Seror
g MY &6
i3 Pleared o Dt

Ferar! MenpeFieid was not Seand iv Beader record of data
sawce, Erreel Marpeiiekd was sof foved in header receed
o dlitsr soarce.

-

e T

Bon Appetite!

4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document: Format a Screenshot
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r
Mailings -> Start Mail Merge ->Letters

€ w7 O T R R fapen 200 - Micseseh
Link the Form to Data e T s PR

e -

=
4
3

The form can be linked to a table in Word, A ,;,-_'_ 2 . ‘ : 3 o - 1

Excel, Outlook or an Access database if you LTI i 1 " vt o pe — ‘ ‘ —

wish. Each time you open the form, the . o s s =z|. = ~j ) J

merge can automatically look up the name, - b - @ =

address, and phone as well as custom fields. 3 ey Start Mail| Select Edit Highlig
g] A — Merge ~ |Recipients ¥ Recipient List | Merge Fi

Before You Begin: There are two parts to a T 3 Letters

mail merge: the Main document, or form, and )

the Data. In this example, the Bug Report bl | E-mall Messages

form is the Main document. =1 Envelopes...

. - : il Labels...

The Data will be a Recipients database with eBett

custom fields that we will create in the mame | 5 Directory

following pages. - ‘@‘ Normal Word Document

1. Try it: Create a Mail Merge @ Step by Step Mail Merge Wizard...

Go to Mailings -> Start Mail Merge. -

Click on Letters.
Keep going....
Sample Text
Where Have You Seen This, Before? A
Mail Merge looks up data in a table, too.

Exam 77-887: Microsoft Word Expert 2010
5. Managing Macros and Forms
5.3. Create forms: Link to a database
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Enter the Data
2. Try it: Type New List

uary

Click on Type New List.

Keep going....

Now, that's just
uuuuuuuugly!

Go to Mailings -> Select Recipients.

Mailings -> Select Recipients ->Type New List

Bug Re

| Maswee: Click heve 1o enter text
| Conmyparter e

Qe rating Syeen [ Choosd @

Application Open af the Tene of the
Start Mail

Choosr am #em, MElgE -

Severity ol the Problem: Choode

Exam 77-887: Microsoft Word Expert 2010
5. Managing Macros and Forms
5.3. Create forms: Link to a database
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RPort

Locaton

Date 10y 2075010

g4 D B
Select Edit Highlight Address

Recipients =|Recipient List | Merge Fields EBlock
E Type Mew List...
Use Existing List... - !

[85 select from Outlook Contacts...

_




@ Mailings -> Select Recipients ->Type New List

uary

Customize Columns e T

What Do You See? You will be prompted ,_—:1__ & ,;-l E R I = T ,.{ s | 3
to Type the recipients names into the New ... ™™ Sl " ™ e T

Address List. ls] ENLEIE RN KRN REERE CRRR A RRE SRR RN KRR SR

The Address list includes the First Name,
Last Name, Company, Address and
Phone. You can add your own fields if you
wish. In this example, the Bug Report will i
include the User Name and Password.
Here are the steps.

Shlcic, et Lt s s bl B
Ten w | Firt Hamm oLk e Mg v | Auimea Lirm 1w

=L

3. Try it: Customize the Columns
Click on Customize Columns.

Keep going...

Memo to Self: When you add new fields Appbicainms Gpen af the Time of the incidont:
to the New Address List, you are adding

them to a table in Microsoft Access.

Chooue am fem. | 4 |

Severtysf the Prablem: | Choose an Rem. i [ New Entry ] [ Find...

| Delete Entry | | Customize Columns...

Exam 77-887: Microsoft Word Expert 2010
5. Managing Macros and Forms
5.3. Create forms: Link to a database
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E y
Mailings -> Select Recipients ->Type New List ->Customize Columns
E WMdo ow - - R Pgg Bagat JIID - Mot Woeh e S Vi W e & il N o 0
Add Fields to the Address List M e b i e e e TR
: What Do You See? When you click on ,_;,,m__' - 2 - St b Gomimg ety 0N | L | £30waneee . 4
Customize Columns, you should see a B Emal ] I = U it ooy g o
Customize Address List that shows all of the | CSONTONINON ENONICEICR S0RN ORI EOEE KICENOOND OCKNONN R

Field Names in your table. Here are the steps \ l I
you can take to edit the list. '

Field Mames
Go to Add. The Add Field window will open.
Type a name: User Name. e I

First Marme
Add another name: Password. Last Mame

Company Name =

o] Customize Address List 2] = |
Tyoe reg
4. Try This: Add New Fields BR

Keep going... , * Address Line 1
P going Addr
||ty | Add Field L2 [
Con Lome State
el | Z71P

Type a name for your field

Col
e :fu |User Mame] |
e | [E Lok |[ concel |
Severity of |
Pageie) wwew O 0
’ o [ el |
| _— -

[T scesq

Yes, that looks good...

Exam 77-887: Microsoft Word Expert 2010
5. Managing Macros and Forms
5.3. Create forms: Add database fields
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e

Add Some Sample Names
What Do You See? You should return
to the New Address List. In addition to
the default fields, you should see the
two new fields: User Name and
Password.

=
4
3

4. Try This: Add Some Names
Please add three sample names to this
New Address List. You can type the
names that you see in this screen shot
or create your own if you wish.

When you are done editing the list, click
on OK to Save your data.

Keep going...

Mailings -> Select Recipients ->Type New List

-
New Address List m
Type redpient information in the table. To add more entries, dick New Entry.
First Name vl Last Name vJ User Name vJ Password v I Company Name vl
|| Deeter Poohbah DeeterP aokl23 Charlotte's We...
| Mary Contrary MaryC CrazyC Charlotte's We...
l | Bonny Bondie BonnyB Aloha Charlotte's We...
l ‘-d
|
< | 1 | »
[ New Entry ] [ Find... ]
[Q_elebeEntry ] [Cusm;eCohms... ] [ oK ] [ Cancel ]
A

Looks beautiful, but this is
one bad dude....

Exam 77-887: Microsoft Word Expert 2010
5. Managing Macros and Forms
5.3. Create forms: Link to a database
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r
Mailings -> Select Recipients ->Type New List

W e ™ O W i i s SRR g Ragent X000

« Mcarroh Woed o T T e T B il e TR
won

Save the Database - .\-.. ».:« Pogtlaewt Meleuncs Maings | fesiew View  Oeve 7]
5. Try This: Save the Data —_— 2 -
R i .
’ Creete | \l“w\‘ﬁ* ' sm Md uﬂ
Where Are You Saving It? By default, - e (8] Seve Adires
Microsoft Word 2010 saves the Office () [@ « MyDocuments » My Data Sources v | 49 || Search My Dato Source: P
Address List in your Documents in a = E—rvery S "
folder called My Data Sources. . o : =
File Name: Charlotte's Employees. : W Favorites ; |’ =
Save as Type: An Office Address List is W — —
a Microsoft Access database. There is a Mt~ [ ——
lot that you can do with a database. o Music b
b= Pictures
Keep going.... e
File pame: Charlottes Employeed
Save a5 type: | Microsoft Office Address Lists 5
a

Does it have to “ Hide Folders Toos v [ Swe | [ Concea | r

look good to )

taste good?...

Exam 77-887: Microsoft Word Expert 2010
5. Managing Macros and Forms
5.3. Create forms: Link to a database

Comma Training Page 215



=
4
3

Tag
e
One

H % ot ratl Fags Layies Fatprarras [IT= Erdrn e Corir gt
Add the Merge Fields T e @ K h
The form is linked to a database. All of el s S-S Pl v~ Lol R = Lo L T
the Merge Fields will be available when R ottt e e e T R T

you go to Insert Merge Field,

Before You Begin: This lesson begins
on the cover page.

6. Try it: Insert Merge Fields

Go to Mailings -> Insert Merge Fields.

Add the following fields to the form:
First Name

Mailings -> Insert Merge Fields

aCompany_Nameés: «First_Names «Las

allser_MNames

Last_ Name shusuede
User_Name
Password

Sample Text

Company Name

Save your form.

That's good... '

P } Fievater Bt Farist
¥

Highlight
ferge Fields

Address Greeting
Block Line

Write & In

r - . 2

L] |
Fage ofd | e 19

me»: «First_Name»]

Z# Rules

2% Match Fields
Insert Merge

Field = ] Update Labels

First_Mame
Last_MName
User_Mame
Password

Company_Mame

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Insert Merge Fields
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Open the Form
What does it look like when you open a form
that is linked to a database or spreadsheet?

uary

Try It: Open the Form
Save and Close your form.
Please open it, again.

What Do You See? When you open a
document that is linked to a data source, you
will be prompted that data from your database
will be placed in your document. If you say yes,
Word will look for your database and select all
of the records in the Office Address List.

Memo to Self: The asterisk ( *) is a wildcard
that means select everything.

It's up...
It's good...

File -> Open

P T - -

# st [sr rer e Corrr o
K| da | % -2 R 0T - Wil
A - A Chng
d . EFIm B | ot | g debean

] ] Pasmipaph : Wi ]

Microsoft Word

Opening this document will run the following SQL command:
SELECT *FROM " Office Address List™

Data from your database will be placed in the document. Do you want to continue?

[ Show Help == ]

| Yes | | _mne | | el

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-2. Execute mail merge: Run the Mail Merge
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Merge the Data

Try it: Finish the Merge

Go to Mailings -> Finish and Merge.
Go to Edit Individual Documents.

wary

The merged document should include
the data from the Office Address List.

Mailings -> Finish and Merge ->Edit Individual Documents

=
P W Page Liped Baleenon T =@
=3 %) B &7 2 =3 CA L .{%, WAl & 5_‘;
u-u-unl.:uu u.-m-l Seerd [T Hghbght  kdder Gui\qm_llm ::' e = -
0
Mg - Rrcpmbs - Feogsnt Lnt | Bege Pk Bott L Firid = Lo l—l A b SR 1 B :.l-—
ettt i 144 g

""‘“““Hq-rn

. Find Recipient

%& Auto Check for Errors
Bu Preview Results

Finish &
Merge =~

L3 EditIndividual Documents...
% Print Documents...
% 5Send E-mail Messages...

Prepared fe

|
Indentify Report || Repair

ai TRy TR o TS TR o L] M
UarrMare sl Suma
Password: sFaanwords

[Pk b st

Charlotte’s Website: Deeter Punhhah

User Name: DeeterP
Password: aok123

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-2. Execute mail merge: Run the Mail Merge
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Developer -> Controls

3
=
)

1wl e e S sy 10 R e R TSP o - i

Basic Form Design B m o hwin weew e tow v eemw R
; ; : p U * e[ A0 A | BT BN T [aece| menca AaBbe Aambc AJE A B
This lesson introduced basic form design .« _ | e e B [fumbcel] hasbcel AaBaC Aabe PACT L] x| S
Wlth the tOOIS available on the '“'“W‘J aiiiiiiniinis BEliiEEiniininEiniinim e "'W"‘* il Wln "r;.
Developers Toolbar. We began by - 3
formatting a Table to setup the form ; E
layout. This form has several controls: » o BU g R e p o
Text, Date Picker and Combo Boxes. r
Bug Report t

In addition to the controls, this form is : Prepared for Charlotte’s Website :_:_:" B “— )
linked to a Microsoft Access database: an - R - E
Office Address List. g - N

= Indentify | Report ] Repair frmm—

i B o e 3Lt Fao
[ —
L

.'HQT#J waeedl o T
s —

Exam 77-887: Microsoft Word Expert 2010
5. Managing Macros and Forms
5.3. Create forms: Link to a database
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Summary

This is a good start, but itis just a
beginning. Microsoft Office 2010 is
programmable. You can automate
many, many functions with Macros and
Visual Basic for Applications (VBA.).

uary

The best is yet to come!

But for now, go get a cookie.
You done good!
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= Aa Aa [=] | & Design Mode
_% |§ Properties
E E Eﬁ* E Group ~

Controls

Bug Report

Name: Click here to enter text.

e B |

Computer Name:

Operating System: | Choose an item

‘Amw.nmﬂmdmw:

Choose an item.

Pick an operating system.
Windows 7
Windows Vista
Windows XP
Apple OS 10




Practice Activities
Who Done It?

Before You Begin: Start Microsoft Word 2010. You should see a new, blank document.

wary [

Try This: Do the following steps

1. Open a New Word document

2. Insert a table with three columns and two rows.

3. Insert the following controls in the locations indicated:

Name (Text Form Control) Date (Date Picker) Department (Drop Box)
Location (Drop Box) Attending (Drop Box)
List of Departments: List of Locations: Attending box:
Human Resources Brighton Yes
Engineering Ann Arbor No
Marketing Detroit No Response
Sales Traverse City (Default value is No
Customer Relations (Sort the locations in alphabetical order) Response)

4. Apply the Metro Theme to your document.
5. Save your work as Advanced Form Practice Activities.
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Test Yourself

1. Which of the following is the correct
command to turn on the Developer Ribbon?
a. Go to Tools-> Options->Ribbons->
Developer Ribbon

b. Go to View-> Ribbons-> Customize
Ribbon->Developer Ribbon

c. Go to File-> Options-> Ribbons

Tip: Advanced Word, page 185

2. Which of the following is an available
form control on the Developer Ribbon?
(select all correct answers)

a. Text Form Control (plain text)

b. Text Form Control (rich text)

c. Date Picker

d. Combo Box

€. Drop Down List

Tip: Advanced Word, page 186, 187, 188

3. Restrict Editing is one way to protect a
document. Which Ribbon has this
command?

a. Home

b. Review

c. File

d. Share

e. Developer

Tip: Advanced Word, page 190

Assessment and Skill Tests

4. Which of the following is true about
Themes? (select all correct answers)

a. Cannot be customized

b. Theme colors are applied to Text and
Backgrounds

c. Accent colors are applied to shapes,
SmartArt and Graphics

d. Apply to everything in the document
Tip: Advanced Word, page 197, 199

5. Which of the following commands are in
the Insert-> Pages group? (select all correct
answers)

a. Cover Page

b. Blank Page

c. Page Break

d. New Page

Tip: Advanced Word, page 201

6. A screenshot is a picture (snapshot) of a
current window open on the computer.

a. True

b. False

Tip: Advanced Word, page 208

7. What is the default file format for
Microsoft Office Address List?

a. Excel File

b. Word Document

c. Outlook Contacts File

d. Access Database

Tip: Advanced Word, page 210, 215

8. What does Microsoft Office do when
opening a file that is linked to a data
source?

a. Ask if it is okay to put the data into the
document

b. Give an error message

c. Open the file normally

Tip: Advanced Word, page 217




Advanced Word Objectives
In this lesson you will learn how to:

1. Use Proofing Tools

2. Explore the Review Ribbon
3. Use Track Changes

4. Insert and remove Comments

] ¥ g §i
5. Compare and Combine documents Home Insert Page Layout References Mailings Review View hféﬁ
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Word 2010: Advanced Design

Prepare to Share

E-I_tl Final: Show Markup

|_=§ Final: Show Markup

Track -
Final
cramges | 81|

Original: Show Markup
Original

L 4w
ol

A VEY

vV [ 0O & % % @t

Spelling & Research Thesaurus Word | Translate Language Mew Delete Previous MNext “
Grammar Count = < Comment ~
Proofing ‘ Language ‘ Comments .
TR ISR s
Mark as Final B

Let readers know the document is final
and make it read-only.

© 2010 Comma Productions
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Lesson 6: Prepare to Share

1. Readings
Read Lesson 6 in the Advanced Word
guide, page 223-270.

Project

Use the tools on the Review Ribbon to
prepare a document for publication:
Proofing, Language, Comments, Tracking,
Changes, Compare.

Downloads

Charlotte Quarterly Report
2010.docx

Charlotte Quarterly Report 2010
Final.docx

2. Practice
Complete the Practice Activity, page 271

3. Assessment
Review the Test questions, page 272.
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Review

. l]E i]! _]t i]le Laye EJ References

Review View

N Igs

v @ A i

Spelling & Research Thesaurus Word
Grammar Count ‘

Translate Language

% & ]t

Mext

Delete Previous
‘ Cnmment i

- L4

Proofing Language Comments
— 7 | 8 | 9 |
—J —J -
g s 2% Final Show Markup - @ 43 Pravious j o]
=74 |_§ Show Markup - %3 Next 4
Track Accept Reject Compare Block  Restrict
Changes ~ I#] Reviewing Pane - ' - - Authors = Editing
Tracking ‘ Changes ‘ Compare

Menu Maps

This lesson shows the Review Ribbon.
. Review-> Proofing->Spelling and Grammar, page 227

. Review-> Comments, page 236
. Review-> Track Changes, page 239

OCONOOOAAPRWN -

. Review-> Compare, page 247

. Review-> Proofing->Research, page 228

. Review-> Proofing->Thesaurus, page 230

. Review-> Proofing->Word Count, page 232
. Review-> Language->Translate, page 233

. Review-> Changes-> Accept, page 241




Prepare to Share

Say you needed to prepare the Quarterly Report for Charlotte's website. It is an important document. You need
to send your report around the office to get it reviewed and proofed. Before you distribute this information on the
departmental server or company website, you should prepare it for publication.

~ 1 Before You Begin

This demonstration includes a sample file which is
available online. You can create your own report if
you wish. The report should have two or three
pages of text, page numbers in the footers and a
cover page. You can use a template if you wish.
When you are ready, please Start the Program
Microsoft Word.

AaH A ':.

|
Wl T
Home Insert Page Layout References

[=CT

j 0 Calibri(Body) * /11 v A" A7 | Aav | &
==

Pastej B 7 U ~ahe x, X° ,ag?,é,

Clipboard = Font - B

L_[[ R ——

CE=d

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.1. Review, compare, and combine documents: Track Changes
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Ta
Review-> Proofing

0l e T I ool Cheteody Rt M = e o) Woordl O W

=
4
3

Review: Proofing MY o S _peiws S e e D tmae

L] F = KB " ﬂ; n w - Hhy T P Shew i - ) P s
Microsoft Word 2010 organizes all of the :‘Z“;fimljlmﬂ :ﬁm ;J —" _—J . ;f': p— ﬁgﬂq-ﬂ -
proofing tools on the Review Ribbon. St a4 0Lt 4 Nnnganga 6] i e P

Try This: Review Your Document
Go to Review.

What Do You See? There are six groups
on the Review Ribbon.

The six Review groups are:
Proofing

Language

Comments

Tracking

Changes

Compare

Protect

From the farm to your table:
now, that's fresh!

Keep going...

Home Insert Page Layout References Mailings Review View
Fage o e
= ABC o3 : s K E ) ®
23] % O d L4 a
Spelling & Research Thesaurus Word | Translate Language Mew Delete Previous MNext
Grammar Count < = Comment
Proofing ‘ Language ‘ Comments

Exam 77-881: Microsoft Word 2010 Core
5. Proofreading documents
5-1. Validate content by using spelling and grammar checking options
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Review-> Proofing ->Spelling and Grammar

[T RETAL Chuariete Quassterty Repet JEU0 + Witrassft Wend P ] M e - -
Review: Spelling e :'”ﬂ: :; ‘mf e M .ﬁ:m a : =9
There are four Proofing tools: Spelling, L % .o R _J J _ =
Research, Thesaurus and Word Count. L MU e o & i — e i P
Checking the spelling is like getting ’ . -
dressed for work: you really should do it. now, that's freshe’
Before You Begin: Please type a word r _ i
incorrectly in your sample document. A S
Try This: Spelling and Grammar R I i & [ ]
Go to Review->Proofing. . ’ Ignore Once
Click on Spelling and Grammar. Temm— table- nﬂw; that hY T [ . = ]
gnore
I
v @ I__= ] fFEShE. E| [ Add to Dictionary ]
Suggestions:
Spelling & Research Thesaurus Word
Grammar Count | fresher = [ Change ]
i freshen
Proofing freshet ’ Change Al ]
The Spelling and Grammar window geiens _| | Autocomrect |
pops up when Word finds something eshest
that is not in the dictionary, You can Check rammer
choose from the list of suggestions. Yoy e mmmmmma E -
can also Ignore or Add to Dictionary. Undo ’ Cancel ]

Exam 77-881: Microsoft Word 2010 Core
5. Proofreading documents
5-1. Validate content by using spelling and grammar checking options
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Review-> Proofing ->Research

wary

Review: Better Look It Up > T o 5 B @ b Pl e
Say you needed to confirm something z,hﬂmmﬁ E’._m —J —" —J —"' "" 3 et
for this document. You can use the S S I e i _“"“’“' E"'n'..'.?.,'"'

Proofing tools to Research the spelling
as well as the meaning.

Microsoft Word queries the Internet and
returns answers from several sources.
The default Search options is All
Reference Books. You can choose a
different Search option if you wish. The
example on this page found a definition
in Wikipedia, an online encyclopedia.

Try it: Research a Word
Go to Review -> Proofing.
Select Research.

Y @ B o

Spelling & Research Thesaurus Word
Grammar Count

From the farm to your table: !
now, that's fresh!

- )} Preven o] ‘.
ﬁ bl Py _J “y

o _
| Chrargm

Search for:
|EFEI'I1E| | E
| All Research Sites E
@sack |~] (@ -]
4 Bing (1-10 of 1220000) -
Mext

blﬁg

4 Caramel - Wikipedia,
the free encyclopedia =
Caramel (pronounced |
“kzeramelf or / karmalj) is
a beige to dark brown
confection made oy
heating any of a variety of
sugars. Itis used as a
flavoring in puddings and
desszerts ...

Proofing LT LR T B

Exam 77-881: Microsoft Word 2010 Core
5. Proofreading documents
5-1. Validate content by using Research options: Research
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en.wikipedia.orgfwiki {Caram
4 caramel Definition
from Answers.com

caramel n. A smooth chewy
candy made with sugar,




Review-> Proofing ->Research ->Research Options

wary

IR ——— T N O Chainity Bt KHE - ek Wised e S B T el e S [=abo R ]
ReVIew: Research optlons ? i Ij‘ ::,:...;;ﬁ r:; ,,,,, o nt a,:,. _:' v :; .‘ T T ] . . 7]
Micrgsoft Office 2010 uses the Irlternet to |l B L.,: it ;'J e R = i Lol jp, 3« o LS L
provide fast, up-to-date information. You brpropd, e AT crreed FEMRRTRSRE oo IR T g g RPN oyt
can choose which sources you would Bt MI 45116 | K
. - faanc b
prefer to use in your research. o o 20 200 " = a
Fsnwck Ot | Thesra: fngeh iL5] (=
. . . T mitate n pear b sra twaly il P el bl mel Fod e ek [~ | @
Try it: Edit the Research Options Desar Fivtnch B | o P————
Go to Review -> Proofing. Tacsoran de s s hcacom gt » wmphasen (.}
Select Research. Wekometo | 7 o e A . [ i
- l;;i.,ﬁel ' 1
Go to Research options at the bottom of Wil B = o
the blue task pane. P S Lo e mosra
p sy, || - |
T ran: Ersghek U] gl mirdedam (D
. W o Draghah L5 » gxwters (ad
ﬁi Research options. .. Ekzabett] #| ks Fasch B} e
T i et Gt o) s
¥ Temrlabon i (.
What Do You See? Several online

Research Sites
e Bing [Current Favorite]

reference books and encyclopedias are
included by default. The Research Sites

include Encarta Encyclopedia, MSN Bing ) i i
Money Stock Quotes and Bing. [ Bing (Arabian countries, English)
T — [T Bing (Australia)

The Options include Add Services, [ Bing (Canada, English)

Update/Remove and Parental Control.

#.d [gdd SErvices... ] [gpdate,ﬂlemuue... ] [Earenml Contral...

Exam 77-881: Microsoft Word 2010 Core
5. Proofreading documents
5-1. Validate content by using Research options: Select Sources
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Review: Thesaurus

A Thesaurus groups words by their
meanings, rather than alphabetically in a
dictionary or encyclopedia.

wary

There are three groups in a Thesaurus:
synonyms, antonyms and related words.
Synonyms are different words that
have almost the same meaning.
Antonyms are words that mean the
opposite.

Before You Begin: Select a word in
your sample report.

Try This: Use the Thesaurus
Go to Review->Proofing.
Click on Thesaurus.
ABC

wﬁﬁiUJus

Spelling & |Research|Thesaurus Word
Grammar Count

Proofing

Keep going...

Review-> Proofing ->Thesaurus

Dear Frisnds and Chenis,

Snceredy,

L e 5.7 o' et TR Vo1 Vo WS .
Py ot Pepeiaread BetHearwr  Uiege | Bevew  Waw DiniipH &
e | ABE ot _ X AL TETTE T T Ay W Previsan
v B o % T @mmtata o e P et l &
Gpatrg & Fpewch e Word  Turaalte Lingasyr rh Tk — Apcapt Bped Campad Aprined
e pm— Cowd = = L] Change - (] e P = = = Lddtrg
L] Varepumgs £ memmraty 3 s —pacs P
Beighton HI 48116 %) N e
- Samrch for
Frday, hugust M), 20010 [r—— [+
Thumspua: Erghet L5 =
=] [@i=

Welcome to Charlotte's Website. Our|
Quarterly Report highlights the produ

Welcome to Charlotte's Webst . Our Farm Fresh apgeoach har been prolitabh
Cuarterly Report highights the product sales and oo new product releases.

Pege Terd | wwenidel | o3 T

Exam 77-881: Microsoft Word 2010 Core
5. Proofreading documents
5-1. Validate content by using Research options: Thesaurus
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Thesaurus Options

What Do You See? The Thesaurus
returns a list of words. You can click on
any word to find more words that are
similar. You can also go Back to the an
earlier selection.

wary

When you find a good word click on it.
The Thesaurus provides three options:

Review-> Proofing ->Thesaurus

7 ER @ 5 S & it taty B Presecee Gy S 3 & [
TR T Arvapt CamaE

Gpatrg & Fpewch e Word  Turaalte Lingasyr
P Tl f E

Frislnag

Frriod

Pagedsrmad  Betiiears  Madege | Bev

] Vet iy ¢
L el et
Lpmmgnt Changr - [ rarovrey Fart = =
Laeipaingt ety Saganrng ¥ [ g P

Brighton M1 48115 i o — |
Frday, hugust M), 20010 Socaney [+ ]

Dear Friends and Chenis,

Wekoe1a o' e, o s o oy T Research v X

Cuarterly Report highights the product sales and oo new prodasct releases,

Insert Search for:
Eooglzup Sncerely, |Foc|..|ses |
ot | Thesaurus: English (U.5.) |E||
[@sack |~ | (@]~ ]
4 Thesaurus: English (U.5.) -
4 emphases (n.) F
lemphases =l
atter| 5 Insert
effor 33 Copy
1-“ e s Bl CONCE @4 Look Up |
, motiv 5
applications

Exam 77-881: Microsoft Word 2010 Core
5. Proofreading documents
5-1. Validate content by using Research options: Thesaurus
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7.
Review-> Proofing ->Word Count

=
4
3

Cl BT L TR St uterky B 263+ Mot - TEIOTHEE

Review: Word Count _ Smr Frimt Pyt Lyt Eeriraie rade g, Frora Wi Drrioge: -] ﬂ
¥ ¥ A ] H s - - o B Pk Shrer Mg 3 ; “ag )} Preven S L1
How many words are in your document? X,h{‘:',,,':'m e Eﬁm e e R - g P fi ﬁq.ﬁ h_—l_ © &
Here are the steps to count them. T e e o N e a5 Pt

(]

Try This: Use Word Count
Go to Review-> Proofing.
Click on Word Count.

v [ @ &

Spelling & Research Thesaurus Word

Q32010
Charlnttq’g Website

—— = === e

Grammar Count Word Count P [
Proofing
Statistics:
What Do You See? The Word Count Pages 3
asiidts_ utp th_e V\;o(rjds in your wozjk. The ' Wards 243
atistics include pages, words as we e 1,308
as a character count (with and without hara - {n?msmces) '
spaces), paragraphs and lines fEEEEI TR R
’ ) Paragraphs 27
Li 57
Where Have You Seen This Before? nes
Indude textboxes, footnotes and endnotes

Say you had to post your resume online.
Word Count lets you see if you are over =~ Z=ifi s s o
the limit for their website form.

Exam 77-881: Microsoft Word 2010 Core
5. Proofreading documents
5-1. Validate content by using Research options: Word Count
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Review: Translate

Microsoft Word can also help you translate
your document into another language. The
machine translation is a good start,
however it probably pays to have a
professional review your translation if you
are not fluent in another language. There
are several online services that offer
professional support.

wary

Try This: Translate Selected Text
Select a phrase in the sample document.
Go to Review-> Language->Translate.
Click on Translate Selected Text.

What Do You See? The results will be
displayed in the Research Pane.

Keep going...

Review-> Language ->Translate

IR R hic
_ gy Mo Papelares Belmemnit Useg  Bees | Vies  Deeneps Fpemat a g
¥ il m i [ A i@ e tm) @ ST M O S & (B
\'.pml hlumnum\‘-wd Wlm ) I:hlr-nl. E o Mrlul Bl{iﬂ Hl_.:m i I.;:‘:
Li . HESRiits _ T w [rervhabe Doomand | ki b L gt . Frobi
-"t "‘Dnlll\.l.-‘l'\l-ﬂillﬂlm-oﬂﬂl ._m v)t.
.\N“h;“I'- - e e
".):, it IR T B e h:--.-lr-umuuu:-u g
‘"‘b ET"""Q.:“E‘,IFI!F1JP‘-’JHI+ -h ‘. ~
-:."Il::'q'-'m_--l':ml,rw I h I @ I ll-& I
Translate |Language | MNew Delete Previous Next
- - | Comment
g "Ils. Translate Document
I_B Show a machine translation in a
Web browser.
_f_ _ =_E Translate Selected Text
From the farm toyaurmbfe:' |_3".E., show a translation from local and
k. online services in the Research Pane.
now, that's fresh!
i % Mini Translator
i Point to a word or select a phrase to
view a quick translation.
Choose Translation Language...

Pagn i ol | wemmibl 5 T

Exam 77-881: Microsoft Word 2010 Core
5. Proofreading documents
5-1. Validate content by using Research options: Translate
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The Translation Pane

The English text that | selected for this
example is at the top of the Research
Pane in the Search box.

=
4
3

The French translation can be found
under the name of the Translation
Service, WorldLingo.

Under the translated text you should
see the Insert button. You can also
copy and paste this text into your
sample file.

Review-> Language ->Translate

- uWh&“
_ T Wratil Fags Lapina Fatpraraas (AT Erera e Crir cpe Tt ﬂ

V RN 5 % % i i teta B 2T :Q'EETJ-@J
mlmﬂum\'\mﬂd Tewmisin dssguaga  bir rmi_E R .: 4

Frigdng Legeage L immmridy Tradhirsy Rﬁﬂarﬂ:h - x
Search for:

|Frum the farm to your table: nu|

| Translation |Z“
[@ack|~ ] (@]~

Translate a word or sentence, =
From

|English (U.5.) =]
To
|Frend’1 (France) E]

Translate the whole
document.

Translation options. ..

De la ferme a votre table :
maintenant, c'est frais !°

4 WorldLingo

m

Page I o8} b T | 2
B De |a ferme & votre table :

maintenant, c'est frais |

Exam 77-881: Microsoft Word 2010 Core
5. Proofreading documents
5-1. Validate content by using Research options: Translate
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Review: Language
If you are translating a section of type into a

wary

different language, you can indicate which one.

When you Set the Proofing Language, the
spell checker and the other proofing tools will
match the language you select.

Try This: Set Proofing Language
Go to Review-> Language->Language.
Click on Set Proofing Language.

ol td T
Mew Delete Previous

| Comment

Lan @ set Proofing Language...

Translate

-

Language Preferences...
~Produ

What Do You See? Microsoft Office has an
extensive list of Languages that it supports.

Review-> Language ->Language ->Set Proofing Language

Cl R Sepen el
R e R T L R e - TR —— & ig
YV [ B S % B i D ta tm Gy e ik Ee= ) &b (@
12::\.::. Faidaee Tl :“n::‘ I'run:.lnl le_.uw i Pt td Py e I:Mnr';l.' E Paanr I.H:IH '.Iflﬂ {b-.un s :um
— Lo B et ngenpe. | Trathes Chars Lrmpar Frotont
T [T —— 5
et bn Sk -
Proah Fraits 1} Agaples, Frut, 25
¥y | Banaras, Frat, 12
Ao B K, P, 14

4} Peppers, Vegge, 50

Kot 5} Tomato, Frat, 10
Prarz 8] Bama

-
Fresh Vegriables
Chives Language M
Tomaioer

Mark selected text as;

-
Afrikaans D
Albanian

Alsatian

Amharic

Arabic (Algeria)

Arabic (Bahrain)

Arabic (Egypt) -

The speller and other proofing tools automatically use
dictionaries of the selected language, if available.

-G = d

Fage 3afd | Werse 28 | 05 O

E*

[] Do not chedk spelling or grammar
i Detect language automatically

Set As Default

I oK I [ Cancel

Exam 77-881: Microsoft Word 2010 Core
5. Proofreading documents
5-1. Validate content by using Research options: Language
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Add Comments

Comments are little sticky notes that
you can place on a page. Comments
can be used to share your thoughts
with your team as the document is
reviewed.

pdl Y

Try it: Add a Comment

Place your cursor somewhere you
would like to insert a comment.
Go to Review ->Comments.
Click on New Comment.

QEEE

Delete Previous MNext

Ccn mm ent h
| Comments

What Do You See? There should be
a new balloon on the right side of the
document. The balloon has the
initials of the reviewer: en1.

Keep going...

Review -> Comments ->New Comment

PR RN = w'mmmm.mﬂm " |
T I R — g pr— e - @
I ABL  ao® B T sk Thiw Bk - e L . Y
55 {4 [ oM ey % _H*_J_J_J G Tuiesew o (B g | | S [
Lprmang & Bpipach Trdlbadid Wesd Ill.n.lun- ul.'tu.l.:.l lie E-lnm- Pydvetead  Pdvl Rk ot hrapl Rt Lol ' Barina
Lrpmma Coant CoammTE [T | mrvarerng Fene - = = [
Feeing LEngungr ey Trping Thangr [ Py
———
Products In S1eck
1) Bppibes, Fria, 35
e Frautcy i Bararu, Fror, [ [em——— Ol i Dl T
k] i, Frat, 14
Avcades 3 Peppes, Vegge, 50
K 5} Tomato, Frut, 10
Paard 8} Boma
b) Better Boy
ﬂh:l RaC ___,_,..--{-CIHII'IHI‘II [en1]: Did you confirm this number?l ]
B sample Heading
Liowresm apsasm: doslor i€ sl
easmod tempor inciddunt 1t labore et rhlmerrmm Ut enim
ad menam eea, ues nosinud exerotation ulamon labons nis ut
A E A comGs coregust, s ste mere dokir n
rigreluanderi i wolupbate velt esse cllem dolone sy Tugiat
rulls panatur, Bccepleur st oocaecat cupadatal non
prosdent, sunt i culpa gu offas desennt molit
e o ewt labonsm

\

Sample Heading
LT g RurTy olr S AT, COnSRCTELE
priare o, S do ensimod Bemp Fiddung
ut labore et dolore magna abqua. UE enam i
ITMTET] W, s Nostnd enenotaton ullsmon
koo mii 1t SbguIp £ £ OOMITIOD CONSequUat. D
mite e dolor i reprehendant m volupbale vell eide

s T s =] 00 2 W e =

Exam 77-881: Microsoft Word 2010 Core
5. Proofreading documents
5-3. Insert and modify comments in a document
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Review the Comments

When you run your mouse over a
comment you should see who added the
comment and when it was added. Each
reviewer's comments will be a different
color, too. This helps you to see who
wrote what.

wary

Before You Begin: Please add several
sample comments to your document.

Try This: Review the Comment

Go to Review-> Comments.

Click on Previous or Next.

You can use these buttons to navigate
through the comments.

QEEE

Delete Previous MNext
‘Cnmment -

Comments

Review-> Comments ->Previous

I ey (g Sty Pt 1B - Moo Weed TR S S
_ Pyt B Pagd Ll Beimgaon  Mamag | Beeew | View  Bereig =g
if ﬁ o - = Ba T Pk i Mg - ]} Prreaan o g

- - I T il G W B e ..:1 211 it 1 & [
Gpatrg & Falawon Thaukan ‘Woed Illnnll ||.-gun.| = Blu:l Pevzaal Rt Track Compaty Pl Pavinst
Gepmemp Zount Commrt Changs + (] Brvrweg fare = - w1 - Eibng

i Lt i Loy | i ] | Chasgi | ST i o]

eepecherdent @ volgtate vellt et cllum dolon da fugat
il panans. Excepleur SN GOl Cupsdatal non
prosdent, sunt in oslps g officw desenant molt
amm i st labonm

\

Sample Heading
Lo ipeum dokor 38 amet, consectetur

adipascing e, sed do swsmod tempor incdidunt

of labsii o (dolore Iragna ik, LT s R e Y e — ]
R v, gl Podtrud exsrctatasn ullnos
Lpbsars Fari o s i il O TGS cormeguat. Dus
fute inare: dodor in repeeherdent in voluptabe velt exoe
ol dobore e fugat rolla panabur, Bacepbeur sint
oocaerat cupsdatat non prosdent, sunt n wuipa g offioa
devnurt il e o e (iG]

obioth, 1171019 b 3ol AM
Cemerarding

eBeth, 11/13/2010 6:36:00 AM
commented:

Fuge Dof} | wwees Jel B T

{Cmnrﬂlt[ﬂlﬂ]:&a-rﬂemm-i |

Exam 77-881: Microsoft Word 2010 Core
5. Proofreading documents
5-3. Insert and modify comments in a document: Navigate with Next and Previous
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Delete the Comments

Say your document was reviewed by
your team and you have made all of
the changes you discussed. Here
are the steps to delete the
comments.

wary

Before You Begin: This lesson
began by adding four or five sample
comments in your document.

Try This: Delete the Comments
Click on any comment to select it.
Go to Review-> Comments.
Click on Delete.

What Do You See? There are two
choices for Delete. You can delete
the comment you selected. You can
also delete all of the comments in
the entire document if you wish.

Review-> Comments ->Next

L e T (5. G o R JT8 - e st Wl R SRR T L 5t
_ L T R By | Beeew | Yew  Devesi = i@
i AR 3 . ) T 4y BL Pk e L - g i w -
vV (6 0 S S B it G Lomeewee iy S 3 & (B
Gpaiing & Brawch Tamsana Wosd  Trsuiss dssguage  Hes | Dwets Prevoan st Track ot Bred Compay Earirad
G Count v * Commmé|  + Charsgr + (] Mirwsesy farst = v L B Editng
Frogalng Lengeagr By e Pulnq Tharg Lpmpatr Pt
[y T Ty we—)
Charlotte's Web Sitg o~ S—
123 Haan Sereet
Enghbon M1 48116
Frichry, August 70, 2010

Der Friencly andd Chirts,

< R B INE
MNew Delete | Previous Track

Mext
| Comment| = | Changes = ] Revi

]
\— Ei_] Delete

Welcome to Charlotte’s Webate, Our Farm Fresh app J
Cruasrtesrly Repaoet haghlghis the produc sabes and our

Sy,

Page dorl  wwiem s 3 F

' Delete All Comments in Document
T T -

Exam 77-881: Microsoft Word 2010 Core
5. Proofreading documents
5-3. Insert and modify comments in a document: Delete Comments
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E T
r,,:’ Review -> Tracking-> Track Changes
E Tl O e A ot Tty Fapen B8 - syl Vel S R S o b
et Wratfl Fage Liyes Fatrraraas ) L Erera e Lirir cpee
Track Changes _,# TR L Ll e ;
In the preceding pages, we used S e T Yot T s Ot o et | T 1 e o |
Comments to leave notes from one i v fro— Commmirts e L drmpate

reviewer to another. A big report may
have many changes and several editors:
that's a lot of comments.

There is another way for reviewers to
indicate their edits and deletions. Word
can automatically Track the changes.

Try it: Track Changes
Go to Review -> tracking.
Click on Track Changes.

Keep going...

Memo to Self: When you click on the
Track Changes button, you enable the
tracking. You can disable the tracking
when you click Track Changes, again.

Crubret Vs Cptisni
Chbrs L sy

e-n_tl Final: Show Markup

|_=§ Show Markup -

- @ ) Previous [
3 Next :

Fagr B of3 | Werdu 34 0P T

Track Accept Reject
Changes ~ E Reviewing Pane - [ — -
_# Track Changes | ‘ Changes

Change Tracking Options...

Change User Name...
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3. Tracking and Referencing Documents
3.1. Review, compare, and combine documents: Track Changes



@ Review -> Tracking -> Changes

wary

o Lk i :
Review the Tracked Changes ~ MEM - = ‘i i v e -
CL] 3% oy &= Fop g g [ | e e [ SR 2 &
What Do You See? When you edit the A T Il R R R R el - R
words, graphics, or formatting, you will see prrrrr o] FARRAESR Y bl i il i g 5554 it 1
the Markup in red. Words that have been PO g2
deleted have a strike through (a red line). o, At 20, 2010
Words that are added are underlined. They '
are formatted red as well.
Dear Frierls amd Clienis,
Try it: Review the Changes
GO tO Review->Tracking. M?fmrchuluftﬁ Webhsite, Our 'fmﬂem,'wmhasb-w:pmﬁwuﬁsw Thiss :Fﬂ_'-:mtsm'.:hﬂ-c
Go to the Changes group. Quarterty Report 2iDouses D0URU2 prodtuct sales and our new product releasss m:‘:‘*ﬂ‘“
Sincerddy,
@ ¥} Previous { Formatted: Font: Italic
z}rqﬂ¢ Elzabetly

Accept Reject --{ Deleted: highlights

- ; | Deleted: the
| Changes |

| S —

You can Accept or Reject the changes.
You can navigate with the Next and
Previous buttons as well.

4
Fagelof) | wesc e 5 7]

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.1. Review, compare, and combine documents
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7.
Review -> Changes -> Accept

CHE R Jmmm

Accept or Reject Changes =~ I - = G e e e e T . —
Let's look a little closer at the Tracking V @ Wi ﬁ =R R R R 4| By -jm.- J © A

] e Mg <
Speliog & Raisenh Tssuns Wond 1|I||Id!un||.-|| M Deiete Prescon bed | Tisd gt Raprct + Ardnd

=
4
3

process. Here are some options you T e e o e Py TT— S paac | s
might wish to consider. Brighton MI 48116 G| tomi oy |
Fridary, August 20, 2000 e i

Before You Begin: Please make
several changes to your document while
the Tracking is turned on. For example,
add, delete or change some of the

Deaw Friends and Cliends,

WOI‘dS. ‘Wietcome 1o Charlodte's Websile, Our * farm Fresh " apgeroach his been profitable this year, This | Formatied: Fors: ke
Cuarterty Report Zf; o - product sales and o n ol relenses. et .
| Denleotad: e

Then, select one of Tracking balloons.
Sirncengy,

Try it: Accept or Reject the Changes @ %3} Previous j

Go to Review -> Changes. e ﬁ, Mext
B
Select Accept. Accept | Reject | CnmparE|
- - - f

What Do You See? There are four
options that include: 7
Accept and Move to Next <
Accept Change (the one selected)

Accept All Changes Shown (dimmed) Yol T
Accept All Changes in this Document ',.,:,_,, — Accept All Changes in Document F = Lw

Accept and Move to Next
Accept Change

Accept All Changes Shown

T

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.1. Review, compare, and combine documents: Accept or Reject Changes
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Show Markup
You can customize how much--or how
little--you wish to display in the Markup.

wary

Try it: Show the Markup
Go to Review -> Tracking.
Select Show Markup.

Go to Reviewers.

What Do You See? The Markup menu
has a check mark for each topic that is
displayed: Comments, Ink, Insertions
and Deletions and Formatting,

There is also an option for displaying the
Markup Area with a highlight.

Did You Notice? Each person that
makes changes to your document is
identified. You can show the changes
for All Reviewers, or a single reviewer.

Review -> Tracking -> Show Markup -> Reviewers

o e R S S C1irurny Dty Rt 2340+ Weirooin ol T R S =i

Bl v i

LT

5 T ok . o = -
vV @M ah % % @ e te e eeasnn i Gy 3
- 2] W g = - - Y, T
Sariing & Arrach Thomarn, Word  Darcisby Lngasgr Bew  Dubris Porscon  Mast Towck = Aarngd Fujed
Hammy Coongest ¥ T {ommanl - Dhasgm =| v {essatnli ¥
Farteg Laraipaiapt L mmmrdy . 1 [ ]
W e R et
Brighton M1 45116 T comatirg
Friday, Augst 20, 2010 B Mestuy irea bt
3 el
Ervstaen o —
Dvear Friends and Clients, H3 Fearka Livh L:
Welonme B0 Charlotte’s Wiebsibe, Du -
Py p——— f:-, Final: Show Markup -
2] show Markup ~
Sincenaly,
Comments
Elizabath Ink

1
Pegrlel} | Wetudd | of O

Malegs & Errettige

PEEEEE

<)

Insertions and Deletions
Formatting
Markup Area Highlight

Balloons L4

-

Beviewers

Highlight Updates

) & |

Compary Arnc

¥ [ L)
Ergpire Fraten

43 Previous

) Mext

Z &

Accept Reject

- -

Changes
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3. Tracking and Referencing Documents
3.1. Review, compare, and combine documents: Show Markup

All Reviewers
eBeth



wary

Review -> Tracking -> Display for Review -> Final: Show Markup

(] o T 3 Lo ety Rt 210 - kst |

Display for Review T e SEENT ] e T T . -0
i = AR ) £ b - 5 Pk S Mg I L — = n
By default, the Tracking shows the Final m}z”",‘fﬂ ,,HIEIM i ,a_ﬁ iﬂ ;J M—j“ﬂ ;‘ ;'f D o s :-;j': “ﬁi hmen .;,.;l B e
edits with the changes indicated in the T L Ly g e ““’"‘"E_:;:: o thsii \ — . e

P Ea - s i
Markup. You can also see the original v | Finak Show Markup I:

document, before the edits were made.

Try it: Display for Review
Go to Review -> Tracking.
Go to Display for Review.

Qriginal: Show Markup
Criginal

Charlotte’s Wab Si !

What Do You See? You can see the IEMWW B
Final or the Original document, with or N
without the Markup. Fdas, St 0. 014

Debat Primnki o] D,

Werkrw i ool s Welride_ O " Fam St approadh bad v profbin Bl The

Qreaactindhy Bogort oo o o proche ey s e rew peoada® reinane .

Sncaney,

Ehrabath

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.1. Review, compare, and combine documents: Show Final or Original
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@ Review -> Changes -> Accept

L Hi

ok o RN ot S o By 1% + L it P WO R s o+
Modify Insertions and 'F&,f T e s -
. . il 124 A iy = - ;
Deletions Effectively it M s ot o et i G e bt T D st s " amp
There is a manual method for I - e ol s fema . Dwen
accepting or rejecting the changes in Briohton M1 48116
a tracked document: right click the Friday, August 30, 2080
Markup.
Deaw Friends and Clients,
Try it: Modify the Changes
Right-mouse click any Markup. ke his e Thi. ... Pt
You can click to Accept or Reject : - x5, ' | et s
the tracked changes if you wish. -{ Formatted: Font: Itaic J IRC T
-{ Deleted: highlights ] o
. | B e A
"1 Deleted:the  — i

Paste Options:

& 5 A

Accept Deletion

g | UL LR ——
" — F ek Chenge
53 | Cop & o
ﬂ

Eeject Deletion

TrEL RIS

Track Changes

g TN

Hyperlink...

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.1. Review, compare, and combine documents: Modify insertions and deletions
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7.
Review -> Tracking -> Track Changes->Change Tracking Options

Change Tracking Options
You can customize how you would like to
track and display the changes. You can
even select the colors.

=
4
3

Try it: Change the Tracking Options
Go to Review -> Tracking.

Go to Track Changes.

Select Change Tracking Options.

Markup

p;/, 4% | Final: Show Markup - et || — |Z| - = skors :Gun %
; _ Insertions: Color: By auth * [ser: -
= = show Markup - ¥ authar o
Track — Deletions: Strikethrough Color: -
Changes ~ [E] Reviewing Pane ~ = | g |Z| = N By author ged ot [ ugmreion 2]
|.§9’ Track Changes Changed lines: |Dutside border |Z| Color: . Auto v [Steeb: ] ughtorange 3

o Change Tracking Options... ml_:nﬁ‘ -
Change User Name... Eormatting: roor) E| Lolor: B o sther 3
Ealloons
) Lze Raloons (Print and Web Layout): T [-]
What Do You See? At the top of the list T = o o =
are the Markup options. By default, the ; j - ot =
color is assigned by Author. =i = T El::-«m -

Paper orisntation in prining:

Anything that is deleted is formatted with
a strikethrough tike-this.

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.1. Review, compare, and combine documents: Change tracking options
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Track Moves

What Else Do You See?

You can also track if the text was
Moved. There are two tracking marks
when you move text. The text that you
moved is left in it's original place, but it
will have a Double strikethrough.
When you paste the text into a new
place in your document, the text will be
tracked with a Double underline.

L Hi

Tracking Your Font Challenged
Colleagues. You can also mark which
reviewers changed the formatting.
Each reviewers' suggestions will be
tracked with a different color.

Review -> Tracking -> Track Change Options

Track Changes Cptions [0 |
Markup
poertors: (TN | coo: Moyate |7
e howns: Striethrough [=] golor: | e El
Charged Ines:  Dustsde border = | oker: | -]
[t l =
: I i
Comments; | | "]
PMorves
| Tradk moves
| Movedbon:  [Coutlestietvann [] {10V
Miged ! Deukie nderine =] | [¥] Track moves
Table col highlghitng Moved from: Double strikethrough Izl Color: B ceen IEI
Inserted cefis: D Light Blue 3 |
Deletedcste: | puk T] . Maoved to: Double underline Izl Color: . Green IEI
Formattng | oy
| Track formatting . i
Formabting: ) Zl ! Formatting
oo Track formatting
Lize Balloons [Print and Wb Layout): Eormatting: {none) |E| Color . By author IEI
Prefirred yidth: | T H i = —
Margn: right [=] ' "
| Show Ines connecting o bexd
Paper crisntation in prnSng: Presarve El

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.1. Review, compare, and combine documents: Track Moves
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wary

Create Two Similar Documents

This lesson works if you have two
versions of the same document. Say
you opened the sample report that we
have been editing. Make a new version;

Go to File-> Save As
Type a new file name.

Please change some of the text, images
and formatting in the second version of

the report.

1. Try it: Compare two documents
Go to Review ->Compare.

Click on Compare.

Keep going...

Comma Training Page 247

Compare Documents

When many people work together, there
may be problems with different versions S o e
being edited in different offices. How do
you compare the documents? How do
you combine the different versions?

Review -> Compare->Compare

[ el - m—-um‘_ e

Trert DI;HJ-H: Eertpranoan gy Ereres irs Dreizs = ﬂ
AN LY IEEEER: ;;:_';;:_;*:“ | i gy O Tl & (B
hc'-qlllr\lﬂq-nv\-*w l.-ldr-n-.- - ' tip BioeH Rl it . :ﬁ

LI gagt { cmmaniy Timirg

(=TT,
TUTL i bk vebAr o
it e gl Lk

i | Crommbier_
| Cosmgarel rvidn e maiiph
st ke b rege Booummd

Elock
Authors

Restrict
Editing

e L T e |

Compare...

Compare two versions of a
document (legal blackling].

Combine...

Combine revisions from multiple
authors into a single document.,

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.1. Review, compare, and combine documents: Compare versions




Review -> Compare-> Compare

wary

’ I 2
Compare and Merge Compare Documents [ d.
2. Try This: sele.Ct Two Doc.uments Original document Revised document
The process begins by selecting the two
documents that you want to compare. Charlotte Quarterly Report 2010 IZI =3 Charlotte Quarterly Report 2010 REIEI =3
Click on the yellow folder icon to browse Label changes with Label changes with |agath
and open the similar documents.

—

The original document is on the left. The

revised document is on the right. You [ oK ] [ Cancel

can label the changes with the name of Comparisan setings
the author if you wish. - -

Insertions and deletions Tables

Comparison Settings Maves Headers and footers
You_can Show or Hide the Comparison Comments Footnotes and endnotes
settlpgs by clicking on the button that Formatting Texthoxes
says: More or Less.

Case changes Fields
What Do You See? You have the White space
opt_lo_n to show the change_s in the P s
Original document, a Revised .
document or a New document. Show changes at: Show changes in:

() Character level () Original document
Keep going... @ Word level (7 Revised document

@ Mew document

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.1. Review, compare, and combine documents: Compare versions
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wary

The Reviewer's Desktop
3. Try This: Review the New Document
There should be a New document. It may
have the name Compare Result 1.

What Do You See? On the left side of the
screen is a summary of the revisions. There
are 15 revisions in this example.

The Revisions Task Pane is similar to the
Navigation Pane when you use Styles. You
can use the items listed in the Revisions
Pane to go to the matching sections in the
new Compared Document.

The revisions are also linked to the same
material in the Source documents on the
right, so that you can see the information in
context of the rest of the document.

Keep going...

Review -> Compare-> Compare

(X Rrven

Mot Weent Pagelaptt  Refwenoes View  Dewvioper
. ARG ob R TR Ny 25 Pt Show Meare
vV @ 0% S aatam i o
Spelng & Retemch Thessurus Waond  Tisnslate Language  Mew  Dwiete Previous Wewt Track
[— Count - . Commert  * Changen = (2] Reviewng Fang -
Preatng Lngweze Comments frackmng
Summany: 15 revisions. O A X Compared Decoment

Troertaons 6 Deleteons & lb-.uh—"w"»;m
Commants 3

-

Summary: 15 revisions £ & X

(men Insertions: 6 Deletions: 4 Moves: 0 Formatting: 0

. Comments: 5

ey 58 Esbowary 2. 2000 AL Mevy Prodecs

Esbesary 32001 AL Mew Prodecs
Date Product w“ - W_ -
Febrsary 1, 2011 Al New Prodiuct Ealoomy 7, 2004 SiLown o
February 2. 2011 A3 Mo Product Slenyb.2in s
February 3, 2011 A3 boews Prodhact Cutowced. 200 820w Prndenis
February 4, 2011 23 P Py dct Slomceib il ik
Febrsary 7, 2011 pr Esbouacy 1L 20010 LN Pradecs
February 8, 2011 28 e Py et itz Mo Ladnis
Febraary 9, 2011 28 e P et Celouny 1320 Lt
Febraary 10, 2011 2 toew et Gimsn.lLu St
Febraary 11, 2011 AR Yoew Product Eebruany 12, 20U Slben Prodeds

e h«nnu.’m! urr-mo:s' - w. w]

Weeads Al 3 O

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.1. Review, compare, and combine documents: Compare documents
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Show Source Documents

At first, the screen may appear very busy.
On the left you should see the Reviewing
pane. On the right you may see the
original Source documents in little
windows.

wary

4. Try This: Show Source Documents
You can Show or Hide the Source
Documents as you compare the original
and the revisions. The options include:
Hide Source Document

Show Original

Show Revised

Show Both

Keep going...

Review -> Compare -> Show Source Documents

[ 1 g sl 1+ Wcorsh e TR BT

Page Lipna

R -

WO ol i e %

Traniisis inaguuge  Wrw  Dwicie Provean Ked | Tk

Spairg & Fanawh Thsiona Waed

Gepmemp Lount Commirt: Churgn + (] R Fase =
Frgafing Lengesar | L omerrdy { Traghrsy |
Sy 15 revsomy 1 4 = L errpued Doosmod
rrtrtmon b Dphttipap i Wigveic 0 Formpting &
e Bew Preducts in Production
E ‘i, alsn kexnn
. Wiaesap Applts s Wi, hisi
Siryrviid, BAG ket in
o T
thack grieneib-peliow ik s covered with fushes
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ettt et T, | 7

= @
“up W) Preesan ] k"
- el L
Brcapt Bpec L—— L Barinat
= = = Esitng
Changut
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&
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'

Hodie by Guremarty |__:] G st Bolument

po— | Freh Frutie |
o | o i Apgies ]

=] F.:-

1] & 5
Compare Block  Restrict
| - | Authors = Editing |

Compare...

]

Compare two versions of a
document (legal blackling).
Combine...

Combine revisions from multiple
authors into a single document.

[1]

Show Both

|

lEE Show Source Documents ]
]
Fresh Fruits
Apples
Avocados
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@ Review -> Tracking ->Track Changes

wary

ol A v T T s B U o e R S e A
Track Changes _ i et Page Layeas Brtieardi [ETE= Frera Sirm frertage Trragn e

qr A o ok W - Mo |FL reat e . Y P
You can Track the changes in your new :‘Z, ,‘[)‘L MI:IM o ,?ﬁ:w ;;‘ n.._..,'.‘p.:.fj.,. ;f ;ﬁ EETT ,ﬁ :-";Z uen f_j,_
Compare Results document if you wish. == e G ) e gl Iy S .
Here are the steps.
5. Try This: Track Changes
Go to Review-> Tracking. el
Click on Track Changes. . Summary: 19 revisions £ & X

; Insertions: 6 Deletions: IUpdatE Revision Count.?’
 Comments: 5

i1 e are i

1 pomeree .. ..
o Comph Brosdee Cabbiis, 3l

miited fgdr rdirev. Thiy

What Do You See? In this example, the
text has been formatted bold.

What Else Do You See? At the top of
the Revisions Pane, there is an Update
button. When you click on Update
Revision Count, Word scans your
document and counts the new revisions.

e about 11.5° in dameter
aned &.5" incheey Bigh, Thay
pagh sl 14 paerdh

ki gman and shagerr. Thy
e absul ¥ damelel aid
#.5% bugh_ Thery weiisgh about
hall 3 pourd.

Turban Squash is a_winter

squash with amazing
coloration and shapes. They
are about 3" in diameter and
4.5" high. They weigh about
half a pound.

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.1. Review, compare, and combine documents: Track changes
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Review Comments

Comments can used in this comparison
as well. The comments are listed in the
Revisions Pane. You can use them to

navigate to a specific part of the
document as you review it.

6. Try This: Review the Comments
Go to Review-> Comments.
Click on New Comment.

Ld

Camment

o e I P

Delete Previous MNext

-

Comments |

What Do You See? A new comment will

be displayed on the right side of your
document. The comment will also be
shown in the Revision Summary.

Review -> Comments -> New Comment

[ -G

et Fratil Fage Ly

- AM ot
e e I e
Lpaling & Betsarch Themaron Wosd  Trsndlsla Lasguuge
[l Count T .

Frisling Lageage

ey 1 reemion (8 8 X

Trrrrrtmtrri  Dpbptepnic 3 MmO Fresusitong 3
Cowmwranic 8

[ Commamrat [+a4] bl
Perbuips if shiulal sy ~TWinehag. alis
kg 88 Sayaan

[T —— T

1.l et
s than for Bhe month. of Februarny, or
cummuialatbrr?

Frvik Fruili
Appies
Kisal
Puary
i | = *

[rry——

-

Bried ] » Bairirsh

Masr'ni Freen e irir cper

a3 5 "'_J U _";.-:- 3L st S Maeti

] et Mty
gy g - T g Pav -

br=  Dwisie Provicn  Feed Praic

Tokal Sabe  RIZMISM

Summary: 22 revisions

Insertions: & Deletions: 5 Moves: 0 Formatting: 3

Comments: 8

MLhea Boer
Prbaiee 17, NG| SMw Pede |Cn|||m|:|'|t [en6]

eBeth |

Ebreare i 2l Slhes Porde
Eebraars M.XAL  MlHew Prxies

anmenge L ezhaps it should say “Winesap, also
el dmefels Lnown as Stayman. "

eBeth |

Did we achieve this goal?

eBeth |

Is this for the month of February, or

Pobtuate 16,201 M P
| PR
| Comment [en8]
cumulative?

Exam 77-887: Microsoft Word Expert 2010
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Tag
e

Edit the Revisions

=
4
3

from several authors or editors.

When your review is done, you can
save a copy of your revised document.

Before You Begin: Accept (or reject)
the sample changes that you Tracked.
Review the Comments and delete

them.

7. Try This: Save Your Revisions

Go to File->Save.
Location: Documents

Name: Charlotte's Revised Quarterly

Report

Very good.
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You can use the Reviewing pane to
Accept or Reject the tracking changes

File -> Save

L e Inbsdrn Im:ﬁllhl’aﬂt bl

# 3 Favetes . . \ .
e Wi Wi wie
¥ DL 1

= I et ] f

@Ov@ v Libraries » Documents »

e

B o Lettasusd

Autfon: Dlostith Toke Chasdons't'Webate
Tagre bl b tiy Tt Sl e Lubpilt
7 e Thasmdorad
= Hisia loidan

File name: Charlotte's Revised Quarterly Report

Save as type: | Word Docurnent

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.1. Review, compare, and combine documents: Edit Revisions
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Review-> Compare ->Combine

]l o w T Ol hetetesty gt N1 - Lbispioh Word IR e T

= = _ spmy  Beir Pagr it Belpwaor Mpsag | Bpeew | View  Dereegd =g
Combine Revisions % 4 El % % OF i K tata B SR Oy e TP
The preVIOUS example demonStrated Gpatng & Baawon Treuana iomd | Temalaln ||.l.w b Dwwrte Prevwcan Wad Track b Breepk Amed el Compasy  © u Earirsd
how to Compare two versions of the  * s % e i MENET e

= "!" .':-pull;numl-ww‘n 1

Sorumand g et inai

:_ ..
|| Cipiilirey druiniir Frjin Sllgly a
B Telerd i e b
.

same document. This lesson shows how
to Combine two documents.

Before You Begin: There are two
sample files that are available:

Charlotte's Quarterly Report 2010
Charlotte's Revised Quarterly Report. Charlotte's Wehsite

Q3 2011 |

1. Try This: Combine Revisions
Go to Review-> Compare.
Click on Combine.

Previous

el
b 3

ock estri
| Block Restrict |
| Authors - Editing |

Keep going... I C“'I'I'“‘

Compare...
Compare two versions of a
document (legal blackling].

De la ferme d votre fable ;
mafntenant, c'est frais !

Combine...

Combine revisions from multiple
authors into a single document.

Page ol | wwess il B T

j show Source Documents

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.1. Review, compare, and combine documents: Combine Revisions
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Combine Options

2. Try This: Select Two
Documents

The options are the same as the
ones for comparing two documents.

The Original document is on the left.

The Revised document is on the
right. You can label the changes
with the name of the author if you
wish.

Comparison Settings

You can Show or Hide the
Comparison settings by clicking on
the button that says: More or Less.

What Do You See? You have the
option to show the changes in the
Original document, a Revised
document or a New document.

Review-> Compare ->Combine

Combine Documents i M

Original document Revised document
Charlotte Quarterly Report 2010 E' =3 Charlotte Quarterly Report 2010 Revised v2 [Z' =
Label unmarked changes with: |egeth| Label unmarked changes with: |egeth
e
o [onat ]
Comparison settings I
Insertions and deletions Tables
Moves Headers and footers 2
[7] Comments [7] Footnotes and endnotes P
Formatting Textboxes —
Case changes Fields
White space
Show changes
Show changes at: Show changes in:
() Character level () Original document .
@ Word level (7) Revised document
@ New document e

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.1. Review, compare, and combine documents: Combine Revisions
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@ Review-> Compare ->Combine

wary

@-TJ-'.'- T : [Pep——y T TR L S T A —— e
The Combined Document R e R
3. What Do You See? Word 2010 yOwsS ¥ ammt o000 R ) S
created a new document that merged e e et e g i s i e ] e
everything that was in both files. Smun L e o ax B
mﬁm;mrmt
You can use the Review Ribbon to i ""»-.'.‘“-.\3 T T —
Track Changes, Add Comments, and Increment = 1
Proof the document. The example on
this page has the Reviewing Pane on. — = = e —
B L J0LL Parat Frulmphins ALY n A__ram
Exbnary 3 011 Praost Fompliny A__L30 e A K0
Workgroup collaboration is how good Esbruary 1. 011 Pramst Pamghos & L3 B4 E-T
documents get better. Two--or more-- Eebouryd ol | PusstPwwkos 4 LW @ i_smm
heads really are better than one. Eena il Puntiaghos 3l 4 AL
Microsoft Word has a robust set of tools e el L —
in the Review Ribbon to proof your Rt B o U L= i
Ebnuary 12, 2011 Peasid Famphing A_LH = A_Len
Eriimry id. L Framt Fumghans -~ Eid ALt
That will do. You can SAVE your work. EsbnaccRS )| PesstPenekns 0 S LN @8 A Lsum
Esbraary 18, J0LL Peaout Farmphiny A L3 -2 A 15009
Sl pamart Ebouacy 7. 3001 | Praset Pempkes 0 & 30 AL
Exbruary 1L 20LL Pracul Famphins A LM -] A_L7EH =
e ErboaccZi | Pamtfaekis S 2N @ A LBna ¥

T -l b o 2% Final Show Markup v 43 Previous
T =4

= |_=§ Show Markup - ?}Next
e — Accept Reject
Changes - [E Reviewing Fﬁl'if| '] - -
‘ Tracking | Changes

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.1. Review, compare, and combine documents: Combine Revisions
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View ->Document View->Outline

Owierwng  Wame et Pagelitet  Refesries Malags

Master Documents

Large documents can be difficult to
compare, edit and merge. It is easier to
create each chapter or section as a
separate document, and then combine
them into one Master Document. Master
Documents combine several files, or
Subdocuments into one file. Master
Documents simplify the task of getting the
page numbers right for the different
sections.

A Ceste ) T

= Teeee 8 w
Show Oate

Disrimont -

wary

Moo Coosment e

A Master Document can be created in the
Outline View.

1. Try it: View the Outline
Open a new, blank document in Word.
Go to View ->Document View->Outline.

B e
Print |Full Screen Web  Qutline  Draft “w

Layout | Reading Layout L 1L
Document Views ™ |

Qutlining Home Insert Page Layout References Mailings

2= show Level: -
& @ BodyTet | P Pp | 2 COWLEWE

| W| Show Text Formatting

w W G =

| Show First Line Only | |Document| Subdc

——z Cutline Tools |

What Do You See? There is a new
Outlining Ribbon. Keep going...

Exam 77-887: Microsoft Word Expert 2010
3. Tracking and Referencing Documents
3.1. Review, compare, and combine documents: Show Source Documents
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@ Outlining -> Outline Tools-> Level

Lary [

Outlining: Outline Tools e —

The Outline Tools let you organize your S T T et remann & = E
thoughts. The green arrows (left and right) e g
Promote or Demote the Level. The grey © Charlotte's Web Site

arrows (up and down) navigate the © New Product lnvitation

Subdocuments. The plus + and minus - ® Chartomts Gaasoerty fhapest

buttons let you expand or collapse the -

Levels.

2. Try it: Edit the Outline
Go to Outlining -> Outline Tools-> Level.
Change the Level: Level 1

Enter the following (Word will add the Cutlining Home Insert Page Layout References

bullets): —

Charlotte's Web Site 4 @ [Leveln - | e L eet N

New Product Invitation | V| Show Text Formatting

Charlotte’s Calendar a w f = — o

Charlotte Quarterly Report Show First Line Only Document
Outline Tools |

What Do You See? The Levels use Styles.

(Heading1, Heading2) You can see the @ Charlotte's Web Site

Styles if there is a check mark for Show Text . .

Formatting. maet @ New Product Invitation

@ Charlotte’s Calendar

Keep going... @ Charlotte Quarterly Report

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1.1 Apply different views to a document: Create a Master Document
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@ Outlining -> Master Document> Create

U T ————— T W————— - ..
iweng  Mame  Wuet  Pogelapeet  Refesrces  Malngt  Bevew  View  Ceveloper =@

Outlining: Create the Master

. w— 1 & o Shew Lovet " ] '_\: A Ceste q
3. Try it: Create the Master Document N i " B 7. how et Formating = | o |[E H
Select all of the Levels. O e — " by~
Go to Outlining -> Master Document. . 3
Click on: Create. * o Charlotte's Web Site |
What Do You See? The Levels have been =, . @ @ io;

converted to Subdocuments.

2
© Charlotte’s Calendar
.

Each Subdocument is a separate

document that you can edit when you click .
on the little page symbol in the upper right O Charlotte Quarterly Report
corner. The plus sign expands or collapses ~ - Outlining Home Insert Page Layout References Mailings Review View
the Subdocument view. B - - —
4 ¢ [BodyTen 2 gy | 5 Show Levet - v@ ﬂ [ create
Keep going... — ¥| Show Text Formatting o cn-“ap“ [T inzert
Show First Line Only Document | Subdocuments| Unlink &
Outline Tools Master Document

"o Charlotte's Web Site

..
© New Product Invitation
]

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1.1 Apply different views to a document: Create a Master Document
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Outlining: Insert a File
You can also Insert a document into a
Subdocument. Here are the steps.

:Ij ?j 4] Create
- [Ed insert
Show Collapse

Document [Subdocuments| 4] Unlink
Master Document

wary

Before You Begin: Place your cursor by
the bullet under Charlotte's Calendar.

4. Try it: Insert a Document

Go to Outlining -> Master Document.
Click on: Insert.

You will be prompted to Browse to the
Documents folder and select a Word
document.

What Do You See? In the example on this
page, everything in the Calendar document
was copied to the Subdocument.

Keep going...

Outlining -> Master Document> Insert

% P [ Page Liphut  Refewnces Malng Proea Vew  Develope

© Shew lov . ) '-‘ 3 Creste a8

4 e Tert Pormatieg Hmeot A sem

¥ teaytent .-

o Consga Oowe
Dotument | Sabdocament; A Untt o (60t Datvment O tune view
Ot teaiy Marer Cooumert

- -
* Whirw Past Lme Coiy

" © Charlotte's Web Site

®o New Product Invitation
®o Charlotte’s Calendar
2 °! =
’ © Charlotte’s Calendar
" o |
. [
"L Lo}
- » M T W
s © Charlotte Qua o 2
- J 7 9
- B 14 15 16
w o 21 22 23
Poge2ot)  Weesds | o
R 28 29 30
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Outlining -> Master Document->Collapse Document

Collapse the Outline View . e

-  Sew o b N
& & boaytes .- ] 3 F

The Master Document actually has links 4 o e Feemating

“v 4= rom [ Ciose
how Fust Lne Onty Dotument Sobdccument:  Cuthre Virw

to the Subdocuments. You can see the et i
links when you Collapse the outline. 5

| Socnon ek (Lananuos
C\Wsers\efeth\Docsments|Chariotte doc

oo e (s
CAL 53 e 8e T\ DOOeme nts \New Produt intanon docs

5. Try it: Collapse the Outline View “acton res Carmruons
Go to Outlining -> Master Document.

Click on: Collapse Document.

Ao e tethCooements\Chadettl docs
Secton resk (Conaruous

epebhepep

C\Wmen)eSeth\Docsmenty\Chariotse Guarterly Report. doce

)

a
What Do You See? The Subdocument

sections have been reduced to hyperlinks.

The links shows the pathway to each

Subdocument. There is a Section Break

(Continuous) between each Outlining Home  Insert Page Layout References Mailings Review  View

Subdocument in the Master Document. @= Show Levek = n
4 @ BodyTet - B 7 ; g @

| ¥ Show Text Formatting
F : ; ; Show Expand Close
Show First Line Only Document Subdocuments | Outline View

Outline Tools Master Document Close

Keep going...

I- smmmmnenes SECH0N Break (Continuous)
C:\Users\eBath\Documents\Charlotte.docx
ssmssssisns S8CH0N Break (Continuous)

C:\Users\eBeth\Documents\MNew Product Invitation.doecx

-=Section Break (Conbnuaus)

CAUsers\eBeth\DocumentshCharlottl.docx

e e SOC00N Break (Continuous)
C:AUsers\eBeth\Documents\Charlotte Quarterly Report.docx

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1.1 Apply different views to a document: Create a Master Document
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View ->Show->Navigation Pane

e T —————— (s UL W ——————— .

L Hi

Review the Subdocument e T S e T
. . . ® » boaylen - et i T 2
You can use the Navigation Pane to find e A LT 5..1 1 C,..J... B
your way around a Master Document. The sa Dieeamt | SR G ta featesnmt || | Search Document
Navigation Pane has three tabs: Levels, Weigeten — =Too [
Thumb Nails and Search. e #° %5 Charlotte's Web Site E] oo | =
6. Try it: Review the Master Document S~ B o S Preduct Tantiaiton
Go to View ->Show->Navigation Pane. : —
What Do You See? The Thumb-nail
images show the data, images and ' .
formatting that was copied to each = —
Subdocument. = /
* Charlotte’s Web Site
OK, that works. * 555 Main Street
- « Brighton, MI 48116
¢ s Pleased to Invite 1
_ * «firstName» «LastName»
* To Our Open House !
o Nov. 7, 2011 —
* From 1:00 PM - 5:00 PM -
e
Pogeiof)  weests D T
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Review the Information

The Office Backstage provides information
about your document, as well as options to
review and change your permissions,
privacy and compatibility. You should
review this data before you share your
document.

wary

Best New Feature: Word 2010 now offers
version control!

Try it: Review the Backstage Options
Go to File ->Info.

What Do You See? In general, the
Backstage displays everything about the
file: size, pages, word count, author, date
modified, created or printed.

Keep going...
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File -> Info

= rail Fat praras [Rr==ST Erern ren Lirar cpee

fnl ser .
- Information about Charlotie Quarterly Report 2010
B i i Lo Bt i et C b e Tty Pt 201 B ilin
w Cpan
o Caie . i
_ _.l_j- Bevyona can apen, sopy, sad charg sny pard of B donsmamd

Frodnl
Recent Dhaevarebnd *
Herw

Prapare for Sharing
Beimt haaariags thari. i, ot immid v TRl f o ipridineri

e [pasamerd propeetori pnd gad b narme

St Sl R Focisn
Counleer, TV 408y
Ftg B TR el et Bl 6 i L b
2 Cpdeemi
D Exk = Werdli=id
) ] Tedey 1136 PR Getosrer
Byrage
W 1

Properties
Size

Fages
Waords

Total Editing Time

Title
Tags
Camments

Related Drates
Last Modified
Created

Last Printed

Q3 010
Char lofie s Webaita

341KB

3

106

38 Minutes
Charlotte’s Website

Today, 12:40 PM
Today, 12:26 PM
Today, 1:03 PM



File -> Info ->Check for Issues

wary

e R R R Cr e Cpavet iy Rt 201 s Wl O L W | - et
Check for Issues “ e Wi Pagd Loyl Beimenots bssey .frrm View  Devegd
There are three things you should ::“ I.:'ufn.fn'..arinn about Charlotte Quarterly Report 2010
inspect before you share your work: i o R e
Privacy o oo S
ACCGSSibility _ Jnl Eevgueie ran pes, aupy, wnd changt sy gl of ey dasuman
Compatibility o e
Il
First, inspect the document for hidden i [t
data or personal information. R S Dacumar papasie, author's e s e di
LI R ot -
Try This: Inspect the Document . (Lt s e
Go to File->Info->Check for Issues. ; i o " Prepare for Sharing
Click on Inspect Document. % o Before sharing this file, be aware that it contains:
: : ~ Document properties, author's name and related dates
Keep going... - ] Check for
Tortes Footers
Tt ¥YhAl Aats
Inspect Document ties are unable to read
Check the document for hidden properties

or personal information.

=»  Check Accessibility
L@ Check the document for content that people
with disabilities might find difficult to read.

Ly Check Compatibility

Check for features not supported by earlier
versions of Word.

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Inspect Document
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Ta
File -> Info ->Check for Issues-> Inspect Document

[ 7
Document Inspector Document Inspector 3

=
4
3

What Do You See? Your Microsoft Word To check the document for the selected content, dick Inspect.

file contains the following: -

Comments, Revisions, Versions and [¥] Comments, Revisions, Versions, and Annotations

Annotations Inspects the document for comments, versions, revision marks, and ink annotations.
Document Properties

Custom XML Data [¥] Document Properties and Personal Information

Headers, Footers and Watermarks ’ Inspects for hidden metadata or personal information saved with the document.

Invisible Content

perhaps even Hidden Text [#] Custom XML Data

Inspects for custom XML data stored with this document.
Try This: Inspect the Document

Go to File->Info->Check for Issues.
Click on Inspect Document.
Click on Inspect.

[¥] Headers, Footers, and Watermarks
Inspects the document for information in headers, footers, and watermarks.

[¥] Invisible Content

Inspects the document for objects that are not visible because they have been formatted as
invisible, This does not indude objects that are covered by other objects.

Keep going...

[¥] Hidden Text
Inspects the document for text that has been formatted as hidden,

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Inspect Document
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Inspection Results

What Do You See? Microsoft Word 2010
will summarize everything the Document
Inspector discovered. After your review the
inspection results you can choose to

wary

remove inappropriate or private information.

Memo to Self: You do not have to strip a
document of all information. For example,
many firms use the Document Properties
to identify Title, Author, and Keywords for
search and archive.

Please note: If you click Remove All, you
may not be able to Undo to get it back.

/1y, Note: Some changes cannot be undone.

File -> Info ->Check for Issues-> Inspect Document

r
Document Inspector

o o

B ot

Review the inspection results.

Mo items were found,

.-

® Document properbes

1 Custom XML Data
Cuestom XML data was four

¥ Headers, Footers, and ¥
The fallowing items were fiou
* Footers

Headers and footers may in

(% Invisible Content
Mg invisible ohjects found,

@ Hidden Text
Mo hadden text was found.

Ay, Mote: Some changes cannot b

) Comments, Revisions, Versions, and Annotations

Document Properties and Personal Information
The following document information was found:

V)

g

g

g

Comments, Revisions, Versions, and Annotations
Mo items were found.

Document Properties and Personal Information

The follawing document information was found:
* Document properties

* Author

*Related dates

Custom XML Data
Custom XML data was found.

Headers, Footers, and Watermarks

The following items were found:
* Footers
Headers and footers may indude shapes such as watermarks.
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Password Protect a File

You can Protect your document with a
password. A strong password includes letters
and numbers. It should not be your name.

Try it: Encrypt the Document

Go to File ->Info ->Protect Document.
Select Encrypt with a Password.
Type a Password.

(=] Encrypt with Password

Require a password to open this
document.

Security is a genuine concern. Hence, there
is no "Undo" if you forget the password.
Neither is there a tool that will let you remove
the encryption.

Please write down your passwords!

File -> Info ->Protect Document ->Encrypt with a Password

T

LI vt _ b S VTP
— Permissions
A0=]
l Protect
Document =

L&

o b7 B

Mark as Final

Anyone can open, copy, and change

b
@

Let readers know the document is final

and make it read-only.

Encrypt with Password

Require a password to open thi
document.

Restrict Editing
Control what types of changes
can make to this document.

Restrict Permission by People
Grant people access while remo

their ability to edit, copy, or prir
Add a Digital Signature

Ensure the integrity of the docy
by adding an invisible digital sig

5

Faistas Daan

that
iIr's r

Friged Fropl

-

Exam 77-887: Microsoft Word Expert 2010
1. Sharing and Maintaining Documents
1.2. Apply protection to a document: Restrict Access
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Encrypt Document

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it cannot be
recovered. Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

oK ] [ Cancel




File -> Info ->Protect Document -> Add a Digital Signature

E W R Gy ite Guaner, et 20 Fnd  Uicooroh Word W N - -
Attach a Digital Signature —_—— — —
u A Digital signature is similar to Signing : ::‘. Information about Charlotte Quarterly Report 2010 Final
your paper forms in ink. Please note: the ... e —
evidentiary laws on Digital Signatures 5 e _—
vary. Microsoft cannot warrant the B 5 et s et e o e e

legality in every instance. That said, the
purpose of the Digital Signature is to
validate the integrity of your file.

Try it: Add a Digital Signature
Go to File ->Info ->Protect.
Select Add a Digital Signature.
Type a Password.

Retates Date

The validation begins by identifying
yourself with a Digital ID, which you can
set up through Microsoft, or through
another firm online.

o See additional information about what you are signing...

You are about to add a digital signature to this document. This signature will not be
visible within the content of this document.

Purpose for signing this document:
This file has confidential finandal statements

Signing as:  eBeth

When you Digitally Sign a document,
you will be prompted to fill in a purpose
for signing the document.

Exam 77-887: Microsoft Word Expert 2010
1. Sharing and Maintaining Documents
1.2. Apply protection to a document: Restrict Access
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Make it Final!

As Arlo Guthrie used to sing, this Word file
has been "inspected, injected, rejected,
dejected and selected." Here are the steps
to mark the document as Final.

wary

Try it: Mark the Document Final
Go to File -> Info ->Protect Document.
Select Mark as Final.

Mark as Final
Let readers know the document is final

and make it read-only.

Keep going...

File -> Info ->Protect Document ->Mark As Final

W= o T Chadene Quntety Rapon M3 Fed « Wittt Waed
_ Wom B Pageiareut  Meweaim  Msdags Beview Viw  Dwlipl
el Seer a -
o Information about Charlotte Quarterly Report 2010 Final
W serir s R Do o' LRkt (st svkys Mg 000 Faraldncs
o opn
J o P L HAH
_ -ﬂljl A7 & g vt e el B e ey ki v
Paotect
Reces Botumant - Proprrs -
il g [ e
o T L rean v T it e
W ikt 8 ey
Frist ———— Bt & pomtaens
._Ej' Eaguind o pburwnsd |5 3 8 L e ad pelabed it
S & Tend e
e —
e B Corm et gt st e et
2 et y et ey L.
O £ oot prend Permissions
o el a D E . .
[~ A password is required to open
by ddrg

Protect
Document -

Mark as Final
Let readers know the document is final

and make it read-only.

-] | Encrypt with Password
Require a password to open this

document.

Restrict Editing

Control what types of changes people
can make to this document,

CHARLIE
BROWN

‘400

Exam 77-887: Microsoft Word Expert 2010
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Version Control

One Last Try: Manage the Versions
Go to File->Info.

Click on Manage Versions.

wary

Versions
@ Today, 12:47 PM (autosave)
Manage
Versions ~

What Do You See? Word keeps track of the
different versions. When you open a file, you can
see if this is the latest--and greatest--version.

Version Control: Say you lost power while you
were working on a document and your
document closed before you had a chance to
save it. (tears)

Fortunately, Word keeps a temporary copy of

everything you worked on. You can use the
Backstage to Recover Unsaved Files.

OK. You done good. You earned two cookies.

File-> Info ->Versions

o
Hasr et Faapt Liyirat Erirale Blagi

il e :
@ Information about Docl
g
o [Tt P F T PR S F S e S s S S S B 5 g L
=]
i e
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_ -\.Iﬂ_l' Ampzeg cEY opan, copy, dnd thange sy gt of e deremand
Frodedn
Excent Decsrment v ot v
L]
Prepars far Sharing

Prng gt Ealier this e T b b weninst et dmiiri

“;c“'ﬂ Auther'y e amdireisted dedes
St & Sed [Tt Content that cewaot be ¢hacied for s omubeling s becsus of e

st fie Bype

Ml Eriwtrd Dadry
4] Cumans Brusvred Wasived Fitg »
- 5] Tha o ¢ ecovemred i Tt & Semporandy Wosnd on your compeater. ik heve A
£l E b e et b Fi

Westapr =

o] Werdn
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Ay Berene inied iope o
pe—

Recovered Unsaved File

-_@ This is a recovered file that is temporarily
to work with this file.

Manage
Versions =

=—f| Sawe As
Save a copy of this file,

Recover Unsaved Documents

Browse recent copies of
unsaved files.

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-3. Share documents: Manage Versions
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Practice Activities

Prepare to Share
Before You Begin: Start Microsoft Word 2010. You should see a new, blank document.
Try This: Do the following steps
1. Copy the following text into a blank document:
Mary had a liddle lam its fleas was white as snough
Every wear that Mary when, the lam was sure to go
. Use the spell check tool and correct liddle and snough
. Use the Thesaurus to look up a synonym for go
. Use the Thesaurus to look up an antonym for white
. Use the Reference tool to look up the meaning of the word lam
. Select the word wear and use the New Comment command to add the comment “Wrong wear, should be where.”
. Select the word Mary and add the Comment “Mary Smith.”
. Turn on Track Changes
. Correct the text as follows:
Replace the word lam with lamb both times
Replace the word fleas with fleece
Add a period after snow
Replace the word wear with where
Replace the word when with went
Replace the word lamb
Replace the word sure with shore
Delete the comment “Wrong wear, should be where.”
10. Reject the change shore so that it returns to sure. Accept ALL changes in the document.
11. Inspect the document and remove all personal information and comments from the document. Mark the document as Final.
12. Save your work as Prepare to Share Practice Activities.

wary
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Test Yourself

1. Which commands are in the proofing
group? (Select all correct answers.)

a. Spelling and Grammar

b. Research

c. Thesaurus

d. Word Count

Tip: Advanced Word, page 226

2. You can add words to Word'’s dictionary
during spell check.

a. True

b. False

Tip: Advanced Word, page 227

3. Where does the information returned
from using the Research command come
from?

a. Online sites such as Bing or Google

b. An encyclopedia installed on your
computer

Tip: Advanced Word, page 228

4. Which Ribbon has the Comments?
a. Insert

b. Review

c. References

Tip: Advanced Word, page 236

Assessment and Skill Tests

5. Which of the following is true about the
Comments? (Select all correct answers)

a. Individual comments can be deleted one
at a time

b. All comments can be deleted at one time
Tip: Advanced Word, page 238

6. Which of the following are view options
with Track Changes?

(Select all correct answers)

a. Final: Show Mark up

b. Final

c. Original: Show Markup

d. Original

Tip: Advanced Word, page 243

7. The Revision Pane in Compare and
Merge allows users to jump to any marked
change by clicking on it.

a. True

b. False

Tip: Advanced Word, page 252

8. What does Document Inspector look for?
(Select all correct answers)

a. Comments and Revisions

b. Document Properties

c. Bad Code

d. Invisible and hidden content

Tip: Advanced Word, page 259

9. Which of the following are Protection
options? (Select all correct answers)

a. Require a password to open the
document

b. Mark as Final

c. Add a Digital Signature

Tip: Advanced Word, page 261-263




Word 2010: Appendix
Introduction to Macros

=

Fruit and Muts
Macro Sample

215

T”fee
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Advanced Word Objectives
In this lesson you will learn:

1. Create new Macros

2. Customize Ribbons

3. Explain the security risks of Macros
4. Edit default document properties

© 2010 Comma Productions
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Lesson 7: Introduction to Macros

1. Readings
Read Lesson 7 in the Advanced Word
guide, page 273-307.

Project
Use the tools on the Developer Ribbon to
create a custom Macro.

Downloads
Fruit and Nuts.docx
Fruit and Nuts Macro Sample 2010.docm

2. Practice
There is no Practice Activity for this lesson.

3. Assessment

Review the Test questions, page 308.
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Developer

3 ome Insert I1 Layout References Mailings Review

] 3 record Macro g [ —

11@ Pause Recordin 2

Aa Aa [= | & Design Mode
ﬁ |_‘E ER | 3 Properties

Visual Macros Add-Ins  COM — - -
Basic /I Macro Security Addins | B 4 @8- | I Group
Code | Add-Ins Controls

Menu Maps

This lesson shows the Developer Ribbon.

1. Developer-> Code-> Record Macro, page 279
2. Developer-> Code-> Stop Recording, page 284
3. Developer-> Code-> Macros, page 285

=

View Developer
E ,% Schema
: _%] Transfor
Structure .
4=| Expansit

XML
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Automating Microsoft Office 2010

Microsoft Office 2010 is incredibly rich in tools and options. The Mailing Ribbon is an excellent example of
office automation: reading from left to right, the Mailing Ribbon walks you through the process of merging a
document with a recipients list. Styles are another example of automation. Styles make it easy to update the
formatting. Imagine searching for all of the headlines in a 300 page document and formatting them one at a time.
Styles lets you edit the formatting in one place and have it update all of the similar headlines.

e II————. More Automation

A im0 W e der & [BeE-T L 1 - i
e ey Pl 1 However, work that has many steps in
e S et ; . e ; = the process can be boring, repetitive

and error-prone.

Fortunately, Microsoft Office 2010 is
programmable: you can customize and
automate the steps with Macros.

Home Insert Page Layout References

So, if you are ready, please Start the

E .ﬁ e rean rran RO % Program Microsoft Word.
Pavste;; B 7 U ~abe x, X | -8~ A-
Clipboard Font Fa
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What is a Macro?

The word MACRO comes from an old computer FL _
tool: the macro assembler. The macro assembler =" [ —

would allow a programmer to combine a o |
sequence of instructions into a single statement.
Combining a series of steps into a working
program meant that tedious, repetitive tasks
could be automated.

2 .
+
3

Microsoft Office 2010 uses Visual Basic for
Applications (VBA) to create Macros. Making a | 4
Macro can be as simple as recording the mouse
clicks as you walk through a series of steps or
instructior%s in Word, Exgel, PowerPoint OF; %

Access. The Macro recorder combines your 1";;;3; gkt /I Macra Security
steps into a single program.

3 record Macro

11@ Pause Recording

Code

Your Macro can be set up so that it will run

whenever you click a custom Macro button on [
the Ribbon. Macros can be assigned to a —
command button as well. o=

»

Fruit and Muts

Macro Sample
2010
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Before You Begin

Programming makes sense if you have all of
the right pieces to work with. Imagine any
cooking show on the Food Network: the chef
always has little bowls of chopped onions,
garlic and celery that he needs as he prepares
his masterpiece. Our lesson on macros has
several pieces you need to prepare before you
begin, as well.

1. Enable the Developers Toolbar
The steps to enable the Developers toolbar

can be found on Page 185.

2. Enable the Macros

The steps to enable Macros can be found on
Page 291. This lesson includes a discussion
on macro security levels.

3. Download a Sample Document
This course has a sample file online which you
can download if you wish. You can also mock

up your own document if you wish. The sample

should have several paragraphs.

Developer -> Code

Mame  Ban  Pegelatet  Relewnces Malngi Revew  Vew  Oevelignr - @

WO e T -2 d o Ve Sempie B0 - Vo e W . - . e e
L] .

" Record Vaoe ] AaAa=S WOesgnode ¥ &l vems 3 \ w- N
= ¢ R > 5 5 e
- T v S30 <
Vel Macros Asoim COM T = = [a—— Baitrt Cocument Dotument
Baec £, Macrs Secunty s o PR M 4 Lezansion ety totng Templats  Panet

Code et Cortroh e Potra Tampister

Vewast Banke (AR 913 |
Qo 1%¢ voue Bt 100>

© 1o 11 her e v,

#1100 Late for Grafting?

Question: Some of mry grafls 1ook, and some died. Many of sy ate grafts seem 10 have Sone nether
These were whip and tongue prafts done & B2 100 Wte. DO you SURpose thiy might grow nest pedr - e
dormant Busi? DO you Iuppoie the buds are desd But the wood's 128 aive ?

Ardwer: TS N0t 100 Woe 10 40 grafts yel. | dd some yesterdiy: Bark, and whip, slso spice of dormant

Waod o growng trees | 810 will be costruing 1o graft the Lame ki gree nwood for at wast 2 mere
monthg yet. ¥ you make & nick with 8 kedle or fingernal nto the 1c0n and @ 1 not greenundemeathit i

o
¥ Record Macro L_]
.

11@ Pause Recarding

Aa Aa [=|
gg S-| EER | % pror |
— — - ‘

|

~ Visual Macros

, Addns COM .
Basic 4\ Macro Security Addns | B @ (8- & Group
. | Add-Ins Controls

Visual Basic (Alt+F11)

Open the Visual Basic editor.

0 Press F1 for more help.

3

Is It Too Late for Grafting? —
Question: Some of my grafts took, and

Exam 77-887: Microsoft Word Expert 2010
5. Managing Macros and Forms
5.2. Apply and manipulate macro options: Show the Developers Toolbar
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Define the Goals
All writers have bad habits: we use
some words inappropriately like too

=
4
3

Preview of the macro we will create in this lesson

[ Al 7 e e o o R Fru ot ks M St D10 » 6 Wi S il s g | o T

much salt in the soup.

The list of words includes: is, isn't,
am are, aren't, was ,wasn't, will,
would, won't, do, don't, did, didn't,
does, doesn't, seems, appears,
makes, show, totally, completely,
really, and suddenly. These words
are red flags for passive sentences.

It is hard to see your own bad words
while someone else's could be very
obvious. Say you wanted to Find
and Format certain words in your
document. You could record a Macro
as you go through the steps.

Frgriofl | Wess S 5 4
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Record a Macro

A Macro records your actions as you walk
through the menus. It records when it is
correct-it also records your mistakes. You
may want to practice the actions several
times before you record the Macro.

O le

Later in this lesson, we will learn how to edit
the code in Visual Basic so you can delete
the mistakes if you wish.

1. Try This: Record a Macro
Go to Developer -> Code.
Click on Record Macro.
Type: GoBlue

. E iﬂﬂecnrd Macro

11@ Pause Recording
Wisual Macros
Basic Ay Macro Security

Code

s (L

What Do You See? You will be prompted to
type a name for your Macro. Change where
you Store the Macro from All Documents to
This Document.

Developer -> Code ->Record Macro

o (R et and Yoty Macos Savpte X118 - Moo Weed - O
A T Recond Macre & A A S MOompnmese B b srnema Y - N
veus Macat Asdim COM T 7 ar Srucure ., Rene  Docement Document
Saie £ Mot Seventy Addim B M O W « Brparvinn Packy toting Templste  Paned
-H
[ Recond Mocro )
it Too Laty z’:”
Question: g Jo have done nether
These werell| ‘7' 7% ® jht prow neat year - e
dormantbugl @
seseenl | FECord Macro u&
wood o grof ]
mOnths yet,
gone 1 | Macro name:
Grafting mesh
Grafing resl GQEIUE
thas 10 anvy i
.| | Assign macro to
Walruts |
tterrpted any
2 dozen or monre
wbu-smmoabonen . | Button @ Keyboard
couple of week - —_
that were just 9 el
freeze. | mght
warnts we an| | Store macro in:
modd catien of |8
semenwen i || All Documents (Mormal. dotm) |Z|
of Mue The wood I
pecugh, breski] .
wreense ) Description:
™ having good .
aate npestatyy| [ | A Macro to find spedfic words and format them blue.
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Pegeiofl weskS3 B 7
N
| |
[ 0K ] [ Cancel

Exam 77-887: Microsoft Word Expert 2010
5. Managing Macros and Forms
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Home -> Editing ->Replace

Record the Steps : — ' —=

You can format the font of the word o e R e E S S S o] oo Aaec, s AQY A
when you Find and Replace it. Here Wy
are the steps to see the options. This 34 Find -
Macro will Find/Replace the word

"have" and format it blue.

s
L
|

& o

g
e -

33c Replace

e l; Select ~
2. Try This: Find and Replace bwe | (LD 2 1L, Editing
Go to Home->Editing. - ‘

Click on Replace. e || e =M

Find what: have

Replace with: have

Sachace Rapace & _Ondhent Cancel

3 Thes year have Seen great, but | think & may be due 10 bmely 7ams, which we 've not had,
mprovement in grafting technique.

Try This, Too: See More Options
Click on More>>

n Nols. 11red thes with

nd heartnuty

Keep going... Go Ta

Find what: have

of Wue The Wood Sap- $10pper 0
Prough. Dreasking 1 aver, and leaving |

Replace with:  have

Exam 77-887: Microsoft Word Expert 2010
5. Managing Macros and Forms
5.2. Apply and manipulate macro options: Record a Macro
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Record the Options

3. What Do You See? When you
click on More, you should see the
additional Find and Replace
options. Look at the bottom of the
window for Format.

O le

3. Try This: See More Options
Go to Home->Editing->Replace.
Click on More.

Go to Format->Font.

Keep going...
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Home -> Editing ->Replace
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Format the Font Color
What Do You See? When you go to
Format->Font, you should see a
familiar screen of Font choices.

4. Try This: Format the Font Color
Go to Home->Editing->Replace.
Click on More.

Go to Format->Font.

Please choose a blue Font color.

Home -> Editing ->Replace >More ->Format -> Font
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Finish the Steps W

@ Home -> Editing ->Replace >Replace All

i i i Tt T K e (9 = E e B H 8| e saboo AmBBC: AabibCe Aab . i
The last step in this Macro recording e PP Pl - Eloue i.mn
is to make all of the replacements. sl tovt ! R Il ,:" == 5

5. Try This: Replace All

Go to Home->Editing->Replace.
Find what: have

Replace with: have

Format: Font color: Blue

Click on Replace All.

'Fliﬂ‘llrllll'".ﬂ!fh-! beren greaf, but think R mﬂ'hl'm b Eameply raima, wrhich weee nod had,

What Do You See? When you click

han io sy gr (= €
Replace All, Microsoft Word 2010 —_—
i attemphed a murmber of o arty chip-bud grafty, o e spowned b oy v rdon Mot | trie

will find each instance of the Word
"have" and format it blue. The Macro
will record this action as well.

A deawn of moee oecan, & hickore varetie s and s hancful of arad ber artrasta

Find what: |haue

Faormat:

Keep going...

Replace with: |ha'ue
Font color: Blue

Farmat:

Replace | | Replace Al

Exam 77-887: Microsoft Word Expert 2010
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Th::: Developer -> Code ->Stop Recording
4 = |
Stop the Recording "B, & = el e e R 3
R : AaAa (S WL Orgn e o ereme a " \
: Once you click Replace All, all of ‘j T’“‘:‘""‘" £ i;.'l gp e e . ..‘..‘?‘3. 9.2:.‘.’..
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blue. You can Stop Recoding, now. \. . R — e fond
11@ Pause Recording resucswsets ssdneamns

Visual Macros s R R 3

6. Try This: Stop Recording Basic JI Macro Securily o omsemattn g
Go to Developer ->Code. Code
Click Stop Recording. o e oo g &y
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e of soons & svalable rootstocks. The only falures occurred whens the not-30-good ICCINEOE win

ot very good to begn with, eipecialy with the Cheitnut in one particulsr 1pot.

e, A-flaps, bark grafts, Gray grafts, Wood Sap-stopper

Seen wt

weoew ave worked all that well for me. Guessthe few takes | have
sspring have been with something of a modified graft bark(kind
ompletely decapitating the stock, just cutting 7/8 of the way

ittached to 'draw sap' for about 2 weeks before | cutit off.
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Review the Macro
You can review the Macros that you

recorded. Here are the steps.

1. Try This: Review the Macros
Go to Developer->Code ->Macros.

. 3 Record Macro
% % 11@ Pause Recording
Wisual Macros

Basic la'_?;Macrn Security
Code

What Do You See? The new GoBlue
Macro is listed in the library. The
Macro options include:

Run

Step Into (run each step then pause
Edit (in Visual Basic)

Create

Delete

and Organizer (a method to transfer
Macros from one document to
another.)

Keep going....

Developer -> Code ->Macros

e O i i I ok o Vhons Mot Sighs 10 Mot e S S = | 1 1|
_ It i Fage Layins Ertraaast [ETEEN Frera Viem liririagr a 'ﬂ 1
— T ied Maare =] Amha [ B Drege mear ah e 5 L e ]
Amo £ Ghe S BT & G 6
B (i wawie Sorwr adaam | O R - T £ Dprsen Pk Lo pateg  Tmpldt  Paed
Cibe wipddes Lardish ey el Sympdatin H
r . B
Macros Lm'
Macro name: i
GoBlue | Run I
-
Step Into
: Come |
| |
L ]
i Organizer f
N ]
Macros in: | All active templates and documents |Z|
Description: I
A Macro to Find spedfic words and Format them blue, i
Fagulefl  WeeM3 O T ]
|
1
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Edit the Macro

The Macros are written in Microsoft's
Visual Basic for Applications
(VBA) programming language. You
can edit your Macro to include
additional words if you wish.

O le

2. Try This: Edit the Macro
Go to Developer->Code ->Macros.
Click on Edit.

What Do You See? The Microsoft
Visual Basic for Applications
editor will launch in a new window.
This Visual Basic code was created
as you walked through the steps to
replace the word "have." What if you
wanted to Find and Format another
word at the same time?

Keep going...

Memo to Self: Microsoft Access also
uses Macros that you can modify in
the same Visual Basic Editor as
Word and Excel.

Developer -> Code ->Macros ->Edit

r —
[P YT SO w——

e B Yo e Fpwd Dobey Bov Jooh Al e bl

HBE-d s :.:..H.-H“ bouoa s BCFH @ kol
ihragoct : Piormal
o P

B

[ Mrme Werd Db
F 25 Hodules
2t

& B Prape (s s s e v .--.'l'J IpEsiFLE

on.Find Clsacformazoing
an.-Fund.Reglagensnt SlesrFommarrang
Belestiof.Find.Reglatemesl  Fort  Calar = LF
With Selecticn.Fiod
-Tean = "have™
 Eaplacemsct Test = “have®
Forvard = Trde
JNrap = wdFisdContinee
Format = Troe
-MazczCass = Falas
HatcaMrolelord = False
~HELEEME L #2ards = Falis
~HazcESoundalice = Falee
-MazchllEcrdforns = Talss
Exd Hich
gl dd Lo T:I'N ERtFats Raplads i =Ikeplacahd

words and Formal them Blwee.

LVER L]

E Microsoft Visual Basn: fnr Applications - Nu_

Project - Mormal

= =T

: E-#f Normal

sl | @-[£3 Microsoft Word Objects

=t % Modules

N Loyl NewMacros

B - Project (Fruit and Nuts Macro ¢
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IE File Edit View Insert Format Debug PBun Tools Add-Ins  Window
ME-d « cBH 9

pou @O @ L

Mormal - MewMacros (Code)

I (General)

Sub GoBlue ()

' GoBlue Macro
' A Macro to Find specific



Review the Code

3. Try This: Select the Code

Select the following code:
Selection.Find.Replacement.Font.Color =
12611584

With Selection.Find

.Text = "have"

.Replacement.Text = "have"

.Forward = True

.Wrap = wdFindContinue

.Format = True

.MatchCase = False

.MatchWholeWord = False
.MatchWildcards = False
.MatchSoundsLike = False
.MatchAllWordForms = False

End With

Selection.Find.Execute Replace:=wdReplaceAll

O le

Try This, Too: Copy and Paste the Code

Go to Edit->Copy.

Place your cursor after =wdReplaceAll and click
the ENTER key on your keyboard to create a new
line, just like in Microsoft Word.

Go to Edit->Paste.

Developer -> Code ->Macros ->Edit

BR-d 4 AN 20 » 4 a BFT @ tict i
Frzec Mol x|
= . ""“ e — a———
& Eosunt o] [
© T Mool Word heecs I | 5ub Godize()
=3 Moduses
o ‘eesac

Sub GoBlue ()

o B Peapect (Frum and |

' GoBlue Macro
' A Macro to Find specific

Selection.Find.ClearFormatting

With Selection.Find

.Text = "hawve"
.Replacement.Text = "have™
.Forward = True
Wrap = wdFindContinue
.Format = True
MatchCa=se = False
MatchiWholeWord = False
MatchWildcards = False
MatchSoundsLike = False

' .MatchAllWordForms = False

End With

Selection.Find.Execute Replace:=wdReplacehll

End Sub
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words and Format them blue.

Selection.Find.Replacement.ClearFormatting
Selection.Find.Replacement.Font.Color = 12611584



=
4
3

hk
Th,.:

Modify the Code

different word.

4. Try This: Edit the Code
Please make the following edits:
.Text = "was"

.Replcement.Text = "was"

In this example, the Macro will format two

words: have and was.

Try This As Well: Close the Editor
Go to File->Close and Return to Word.

Keep going...

Memo to Self: This Code begins with Sub
GoBlue at the top. It ends with End Sub

at the bottom.

Comma Training Page 288

After you paste the Macro code, you can = x
edit the Text and the Replacement.Text -
so that your Macro finds and formats a

Developer -> Code ->Macros ->Edit

ﬂummﬁdh&..:..._
Ele [ Yoo i Fpwmd Dobeg B Jook
R s AR N Fa A NFT @ kel

e
L
= | ki . Hicrrra « Keweblscren [ode) I
—] | =] [t gl
T e Word T [T ——
5 Foduey E |
i Newtacizs * oBiue Haaw |
+1 B Prapecn [F rost s it s ¢ = A Hacre Bo Find spesific werds asd Forma® them Bles.
Sslecrion - Find ClsscFormatcing
Selesnion. Puind. Regliosmant , Slaar o mmatTing
Belestion.Find.Replitemett , Fofdl Calay = LT611599
With Selecticn.Find
-Taac = "have"
 Eeplacemsns . Test = “hawe™
CForwar = Trus
«Wrap = wdFirdContboee
Forza Troa
T = Falss

Selection.Find.Replacement.Font.Color = 12611584
With Selection.Find
.Text = "was"
.Replacement .Text =
.Forward = True
MWrap = wdFindContinue

"wras™

.Format = True
MatchCa=se = Fal=se
MHMatchiWholeWord = False
MHMatchWildecards = False
MHMatchSound=sLike = False
. o = .Match2l1WordForms = False
‘ End With
Selection.Find.Execute Replace:=wdReplacefll

End Sub
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T.
Th::: File -> Options
Add the Macro to a ' Ee———
: Button on the Ribbon ::" Information about Fruit and Nuts Macro Sample 2010 J
Say this Macro is one you wish to G o ST
use again and again. You can use e — i
the Backstage Options to add the e ;'ﬂjl' T ——" -
Macro to a button on your Ribbon. Racea Cocemes - o
5. Try This: Add the Macro to a et ) m?-%ﬁ:;:':::iﬂ“ SR
Button on the Ribbon Sarvet g Sendd "I:'::'w Contint Tut proplt s daskdtm lind S & "
Go to File-> Options. ot R
. L2 oo | (3] v:_;m:-ﬂ 532 A i) -
Keep going... Gew _rup;..,-: i_]'pd.., LT ERC T —

Ealade 2 Prigh

Fpistes Doosments
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E ~
r;,::: File -> Options -> Customize Ribbon
E ] 0 e i il SR gt el Wt Musin Siena T = g Wl R e, e 2 & |
Customize the Ribbon e e PTEY T 6
: When you choose Customize Ribbon . == " %+ & 7 D50 BT e emco qamc e AAE TG
you should see a split screen. On the A Sy : R T e B B

left side are the commands you can
choose. On the right side are the
Ribbons where you can place your
Macro.

i I Wi Lt P Chrfling 7

Ouailicn: Some ol rry grafts 1ok, ind ioms ded. Mo iy it grafts ieem o b S0 naithar.
Thewe nlrwhbmhf'_,p\lﬂl denea b Ro late. Do youlupeoe they might groe need year - e
dormant buds ¥ Do you suppsse fhe budy sne desd bet the wood's still sbee

A 1R fet 103 ke B3 do gralts wil. | did dome yeaberdey: Bark, snd whip, s iphis ol dormant
witd b prowing tnewi | sho will bs continuing b pralt the weme plui gresnwesd for ol least 2 mene
mﬂmrﬂl.lfm ke & rick Wik knife o fingemad intg B wicn and £ boogt gresnendemasthit a

By default, the left side shows the Word Opions
Popular commands. g

el ﬂ Curlommane the Fobbon aned beyboard thoringgy.

gty

. . . — Cheore pomemprsch homo Curlpmar v Lpbos

6. Try This: Customize the Ribbon . Eoesi =l e
Go to File-> Options. —— B To=T oy e
Go to Customize Ribbon.. smarca gy
Choose commands from: Macros. Exmtmnt Wt B

il & S Tt R 5 i Lating

[ e

Laa e L ] Pt Lyt
What Do You See? The GoBlue Macro M ot ey
should be listed in the Macros. Memiin| [[Jmieess] | A

) . [LPnTE RTETE :..."?‘."..'...:
. Enyteasd thoviodty | Cunomens | F =
Keep going... [mgeritspan
]|
Choose commands from: () i___. Customize the Ribbon: (i)
- |Macrcus EI |Main Tabs EI
Main Tabs -
= [¥]Home m
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E T
rhr:: File -> Options -> Customize Ribbon-> New Group
E W el u'-'m'mwmwm'g a0
Add a New Group MR~ ben mwome seew deme teeve e —=8
You can create a New Group on the ) 5 ol I (D R R T oo amome AaBbe, aambee AQE A S0
Home Ribbon for your Macroz v Bl e L e e et e AL T
y - Elplibidd L " P gt it » e - Filwng

T Lats for Grafting?
Ouition: Sarme ol rry grafts ook, snd i ded, My ry labe grafts ieem o heo o0 nether.
Trerin nlrwhblmlhf'u,p\lﬂl den d bt fox lale. Do youiupsos they might groe ne el year - Be

7. Try This: Create a New Group

Go to File-> Options_ dormantbudn? (o §o sEReae St budyane dead et the wood s sl alwe b
Go to Customize Ribbon. h'n.l'r:llrlmum-hllbhpﬂﬁ.lﬁmﬂmmﬂ-hmmﬂ:;pﬁdmml
K wandbs Ine e Lahio will b cont 1 graft the sarme wermecsdtor at east 2 mane
Click on New Group. M!':IT\:UMQJMmamr:“:‘hvfnﬂnbhﬁ:ﬂtnmvnnmmhﬂn
Wowd Dpmaas
Keep QOIng"' el ﬂ Curormars e Fobibean ared beybosrd tharngy
Thmgrlary
) N Chonte mrmmind Irem Curlmir B g
Memo to Self: This example places o o =l e
the Macro button in a new group on —— | s et ] W T
the Home Ribbon. You can choose . o e
another Ribbon if you wish. R B
il At Teaine gedrr | = Lstng
ey | | W e
[reres 1 5] Pag Lot
Trut Cost . :m"
) LT T AT ;_m_'-___:
Erftacd thovtot | Cnfomen | e
C=l -
_— o
B T T e e B 1 |
il
myntan e, Mew Tab ] [ Mew Group ] [ Rename... ]

Customizations: ':?Z'
Import/Export ¥ |0
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Customize the Group

By Default, the new group is called New
Group (Custom). You can customize the
Display Name as well as the Symbol.

8. Try This: Rename the Group
Select the New Group (Custom)
Click on Rename...

Mew Tab ] [ﬂmGruup] [ Rename... ]

Customizations: ':il'

Import/Export > |0

What Do You See? A new window will
prompt you to enter the Display Name.
Please type: Macro

Try This, Too: Rename the Macro
Repeat these steps to rename the Macro.
Change the Display Name to Go Blue

Keep going...

File -> Options -> Customize Ribbon

Fage Loy Ertpreaidi

Vel  Biwea Viem Deetiaped

- SN e IE - - . 1 F et -
Ty b e B K et 2 BT T s asmscom AnBbC Aapbee AAH M P
Fuste ¥ B 5 Do, x G W A (BN B R S | e §hin Rpani . Sasgeeg | Hesdeag ] T = *'-;I'Ii' Iy o=
il Ford Fagemsh i v L
o Toe Late for dratting?
Quailian: Soeme ol i grafts ook, ind o ded. My of rmy Wt graft ieem o hive S308 nefthar.
Tha i e whig and Bargus |;r.l‘|l. dena bl fos late. Do youwpgpone they might grow reef yeer - B
¥ e [ T -

LT

=

% NormalNewMacros.GoBlue

Rename

o
‘a‘_ Cumfarmate the Fubbos snd ryboard ihortinuti

Symibal:

DEiagaNAfdsww e -
avr B FaT248QT
TReoLH L4080
OBLGOFa=RNOHE
DO0DDDED0DEmeE N ©
EO0CE"Ecdasas
SQHeBEIURE =W
ARNX vEEONT SR =
Pli@SOIOrsdvan

S MEEE R LEL L =] r-1

Keyboill Display name: Maos
] [ ok ][ Concd |
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Main Tabs
= [¥] Home

[# Font

[* Styles
[# Editing

# []Insent

[# [¥ References

[ Clipboard

[¥ Paragraph

New Group (Custom)

[# [ Page Layout

*

T

a0

[ [] Mailings
# [W] Review
&[] view
[# [ Develaper i
| MewTab | | NewGroup = | Rename.. |
Customizations: Reset = i

Imgort/Export = |-

[ ok ][ cancel ]



O le

Add the Macro to the

Custom Group
Now that you have a New Group,
you can add your Macro to the

Ribbon.

9. Try This: Add the Macro
Select the GoBlue Macro from the
Macro commands on the left.

Click on Add.

Add ==

<< Hemove

What Do You See? Your Macro will
be added to the custom Macro

group.

Memo to Self: You can rename the
button and choose a different
symbol.

File -> Options -> Customize Ribbon

General
D plary
Fraofing
Save
Language
Advanged
[ Customize Ribbon
Quic Agoess Toolbar
&dd-dns

Teudt Cnler

T i

:!. Customize the Ribbon and keyboard shartouts.

Chngde commands from:
Popular Commands

sopeph and Move to Nexd
Align Left

Breaks

Bttty

Center

Crarge Uit Level

Cogy

T

Define New Number Format...
Debete

Diraw Tabde

Diraw Wertiral Tewt Boa
E-mail

Fed

Fant

Fanl_.

o
x|
F Y
A

Keyboard shostouts | Cusjomize.. |
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I=

[=]

E <« Bemowe :

Customize the Ripborn:

Feain Tabs 3

ain Tabs -
= [of| Heme

= Chpboard

% Fant

# Paragraph

B Styles

[ Eduting

= Bprod (Cuptes)

& o Ireiert
[ [of| Page Layout
u] [of| References
o] [ Msilingt
o [ Review =|
NewTab | | bewGrovp | | Rename..
Custamizatisng: “E'_J‘t'_
Ingort/Expart =
Main Tabs
El [¥F] Home
Clipboard
Font
Faragraph
Styles
Editing

=l Macros (Custom)

_#. Go Blue

[¥]Insert

m
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Run the Macro

When you return to Microsoft Word,
you should see a new Macros Group
on the Home Ribbon.

O le

You Gotta Try This: Run the Macro
Go to Macros- >GoBlue.

What Do You See? When you run the
GoBlue Macro, your program should
find and format two specific words:
have and was.

Macro -> GoBlue

et Faapt Lyl EHrinie

a1 Froso Ten ekt

=

) o | T KA =R R AT o aabce AaBBC Aasboe AAL M ::ﬂ £
Facke PR R e A RN S S Ee | teema Tl Hesdegl  susseg ) s _;h;‘v: 4 downe FG:'
gl vt - Facsipaph 5 Ay ey | ki
e DT o AN SECH N SN N N RS TR (A | g
|1t Vo Lt T Grating H
Chumtion: Semae ol my grafty took, snd wome ded, Manyof my et graffussem o have done naither.
Tihar b e i i banges gratts cone & bit Soo late. Do you supRo thiey might gros need yee - e
dorma
&3 Find - %
H Ao
== AaBbC: AaBbCc Aab % 3 Rpepl
e o WA place
Headingl Heading 2 Title Change | s . Lo
. pwren Styles = select Blue
baals Styles la Editing Macros

roge 1ot L

Persimmons

‘Wadrasty.

Linterrpted i nusber of ki chip-Sud grafti, o5 ripowied by sy fresd Gonden Holi. 11red thiswith
a-dodin or mone pecan & hichory varetio and & handiutod ad wridrarhi partnuty
withoaut sucorin. ive hud teo rightyof wb-ineering b mgeratuces ine sy to mid-Apel, '-nlum.l
couple of weeioy of temps in the upper B35 - 1 had Jrvesl pacan, Bickorny, pawpaw, snd mulbsmy grafts
That were just iarting (0 pesh leaves, tat the freeae Diled them utright, Perhaps wiBoulthe bie
Hreee. | maght e had Soime Sucoeds with the chips

‘Warntd e STl e i chip s, £-Tlss, bark gral1s, Geay frafis, wiood Sap-1ieapsr

st atian o the G ray @rafl. aeed pov o mivhed o Eva mell foe v, Corid o Dew Bk e | hree
Eoten with Blatk wainut o hidint this ipring e bees with iomething of & modified graft bk
30 Mo Tholt VWD SR -Anaeer) « V9 oD Covmiphe iy i LAl ating tha 1000k, pust (urtting 718 of the wiry
Ahiiith. B sk B ST G b el B SLERREE [0 S 5807 Par abaaun T vl ks Berfode i olf.

are running close to 100% - have grafted close

been with scionwood that was in less than ideal condition. Baeas e -

then overwrap with a .010 budding rubber.
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Add Your New Macro to the

Quick Access Toolbar
You can add your Macro button to the Quick
Access Toolbar if you wish.

O le

Try This: Add to the Quick Access Toolbar
Right-click the GoBlue Macro.
Click on Add to the Quick Access Toolbar.

Memo to Self: If you chose Customize the
Quick Access Toolbar, the steps will be
similar to customizing any Ribbon.

Home -> Macros

50
Husr Foge Lipiid Betpesnss e Besew

. = = Morea - ﬁﬁ
: A e (% = E T MY o] wsbcr AaBbC aamvce AAB A A s
h_m ¥ BS O chemw w G-%-A: EEEE IF - At |l Heslagl  eadey ) T fn# 4 i ‘-.".:'
e [ Pragant - L4 e Cuneh Aot rif Toede S
0 o e T P S R D D TR e e e E
i | e Sl e D1 T s [P Blilniet =

Curm tha Bibon
blagamacry tha Ritibon

I 1 Tox Late fow Guralting T

Chtestigens Sooma of oy Gralte ba0k, and some dhed, Wiy of my e Gralts SHEM B0 have S00E REhET.
Ths wet 1w ited 105Gt EaIns S0ree B0 o0 Wt Do yOu SUBDOE Thity MaghiLiross it v - B
dormant budh? D3 you SupSae Uh Budi i Sa il but th wosd's 2l sl ? o

IAA\I!CI!CI!CI!{IHRIL]!-CIL]L‘L

Araw 116 0T 100 Wie 10 00 fralts yeL | did soome peste iy B, and ship, s piie of dosmmaest
i 10 romng e, e will B comrreeg Lo frall T sire ph g e ireeod 27 ol e asl 2 et
et L. H o midon & nick with @ kel o Tingemad nbo e icion ind G sol geeen s mentht o
o,

Gealting Resuity
Gralting ety this year e DisEn gneat; bat | think i mary b dhr 10 timedy rains. which wie e not had,
U 10 Sy T TV o 1 g e Chegie S

Walnuh

e acenpanad] % 4 Find - ESE
LTmﬁ::;F:;AthEC Aa]j - ﬂt‘ Replace

weare jutl ac
reimienenid Heading 2 Ttle || Change | e | o0
WS B0 DT N 5-t]l'|E§ i | Blue
el of wha ey dCros

Ol wiLh Blch wiklsat |

o M the Wood Sagesiog] Add to Quick Access Toolbar

|hm-|r.h-unqw-m.

T g goodsuceriam Customize Quick Access Toolbar...

e e R ——

Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

Minimize the Ribbon
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Save the Macro

When you complete these steps, you
need to save your document as a
Macro Enabled file. This page shows
how to save your file. The following

pages discuss the security issues.

wary

Try This: Save the Macro
Go to File-> Save As.

What Do You See? When you see the

Save As window, you will be prompted:

Location: Your Documents library

File Name: Fruit and Nuts Macro
Sample 2010.

Save as Type: Word Macro-Enabled
Document.

Click on Save.

File -> Save As

FIFCETT x

- Hemg et B Regeain
] Bromed laen - LT - ¥ 0 PR T 3 hrms

E - T L - ‘i}é’ B |3 reeonn E STl ﬁ —b

B e ] asim | il B - Rlees - PR T TR u-q

een e ] s -

Malngr  Bpeew Wiew | Devnepe

mmwm_mw‘%

ST R ]

=@

[ R T T p—— =
i ey =
Aatbery gl
Togr Add nfteg

I'm1 hiwirg osd udsiss with phear, hﬂﬁ'i'iild P This e = Bl i EVER had My futdni

rate g i thed g

P T e P T

it 3 ot S8

File name: = Fruit and Muts Macro Sample 2010

Save as type: | Word Macro-Enabled Document
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File -> Open
Enable Macros in a Document E b gy Ants Ehaass =
; ] g, == i 1 o RaBsCotx | AslbCche AnBBC AaBbCc
: A Macro Enabled Word document has a different oo 2 s a ke A B W A - [__‘__'_-_:::'__i""““ preesryerlplriong " < o
Icon. The explanation point is a security warning. ﬁm 4 o - —_— - o o
(1) Sty Worming  Macss et ean Saabid. | Dases Contard | ®
“ @ Security Warning  Macros have been disabled, Enable Content
: ‘-?..":.":;.:";3,“.&’»;;: s e b . D s e hey L ety s TERRY
thel bt it o &4 atl v P
Fruit and Muts
Bt S o100 B0 05 d0 Frafts ye 1 el s yemenday Bark, ind whip, sko sploe of Seimant
MHCID SﬂmPIE e B grerwiryg Loner.| a0 will b conlisuing Be graft Lhe dame phus greemwosd fof ot il 2 mese
ot pel. B ypsu mike d rck with & knife of Brgs ral s the ssen and B & 6ot green usdersesth £ i
2010 —
Try This: Enable Content ittt your e et btk ey e Sy, i v natond,
Thasio o] i pral g Tdhieg

Go to File->Open.

Select the Macro Enabled file we designed. i

i gingmpbed @ murmber of g @y chip-Lard grafs, aa € spowed by o trag g

OO O T Pl B hCh ey v DS el i bl ol um"mm*mmmﬂm
wLhnt Ui, Wi hid T Pighits f b re g Mg Ui I iy Do mid-Aprl, Tolswing &
cnuph of wiics of bi g S upsenita - | had v peces, hickery, pawpin, bnd mulbesty frafls
thal wene juil tarting o puih e, bt Be e killed them outrght.  Perhapy withoul the late
dreeae, I might fures had pome suscep i T chips,

What Do You See? There should be a yellow
security banner at the top of the document. By

default, all Macros are disabled in Word. A A QT T U, 8 T, DAk s, G i, Weod Sag siniee

il iatios of thit Gy Eratls and moset Furee woriond ol That wel Tor mie, Gusess The Tew takies | have
OIS T I 0 BT TS $MIRE Bt Diben with soves thing of & modeed gralt adgiond
of e the mwnm Tmnot oompiet ety de captating The Kock, just oetting T8 of The way
Thepugh. CLE- A i R aacte oo deae 18" Bor abet T et bt fong | gut | ol

Who Do You Trust? Macros are code. Some
Macros run viruses or malware that can
compromise your security and privacy.

tmmmw—unh LT T ST | MMHM G RN L S R TR

Only Enable Content from trusted sources!
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File -> Info
Rk mmw
Security Warning B - e neeee e wme b °
Macros are f|agged as a security risk. ::. I.nfmn.arif:-n about Fruit and Muts h!amt- Sample 2010 -
This warning is listed in the Backstage & oven Sl —— i
view of the document. o o Pemrerreren i i
R | —_—
Erandy -
1. Tl'y ThiS: VieW the security |nf0 Rachn it~ w-u:::Nluw-:mﬂnﬂl.-’.hllmlwrmmln‘m‘-f ho.ﬁﬂi' .
Open a macro enabled document. rirn ™ f;ljlfu‘:?:f.,y,..q..nm,—..»
Go to File->Info. et Ademei oo
Click on Enable Content. i e
. Information about Fruit and Nuts Macro Sample 2010
What Do You See? By.def_ault, macros J ovtom ChUsers' eBeth! Documentsh Fruit and Muts bMacro Sample 2010.docm
are disabled as a security risk. & e
\'(:l)u cz_:|1_n Ena:jbllg All Contt_al_r':t and make Security Warning
this a Truste .OCl.Jment' e @ Active content might contain viruses and other security hazards. The following
Advanced Option is to enable the content has been disabled:
macro for this session, only. CE:::L: Macros
. . i ! You should enable content anly if vou trust the contents of the file,
Click on Advanced Options and keep Enable All Content
going, please.... @ Always enable this document's active content

[make this a Trusted Document).

Advanced Qptions

Select which active content should be enabled.
This content will be eénabled for this session anly.

art of this document.

Protect
Document -

Exam 77-887: Microsoft Word Expert 2010
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Ta
r;,,:: File -> Info-> Enable Content-> Advanced Options
Security Alert-Macros O e py B .
. LR pmme TR v | WIS fE e b -
o | The Advanced Option allows youto 0 7 % M2 207 DN D EE T e e e s AQE B
enable the macro for this session, cabal T i s i i “‘""._ e 2
only. When you close the document, T P ey X
the macros will be disabled, again. B —
[ —r— i ¥
2. Try This: Enable for this Session [ Security Alert - Macras
Open a macro enabled document. i ennnne b )
Go to File->Info. i et Vo R | R neripear e
Go to Enable Content. st s ot ok b By o dmsbded et =
Click on Advanced Options. e ;{;‘?‘Elfﬁ:lm
B [T S e e (el o e

What Do You See? When the e m————

. . , wrhiichs ven ee nod bad|,
Security Alert comes up, click on i |4

Enable content for this session.

Macros
Macros have been disabled. Macros might contain viruses or other security hazards., Do

“i not enable this content unless you trust the source of this file.
o Warning: It is not possible to determine that this content came from a
= trustworthy source. You should leave this content disabled unless the
g content provides critical functionality and you trust its source.
" More information
n
Benpeth ) o 30, 5150 File Path: C:\Users\eBeth\Documents'Fruit and Nuts Macro Sample 2010.docm

) Help protect me from unknown content {recommended)

@ Enable content for this session

Exam 77-887: Microsoft Word Expert 2010
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File -> Options-> Trust Center

o R
s

Macro Secu rity - iy el i Lipindl Fatrrarais [Ere=s rn-mrr':mj — & — & ﬂ
8 * cama o o A Aar | IS - .
When you open a Macro Enabled B S o ALk e e tusoca| AuBYC AsBlCc AdB . A g
document, you are prompted to Enable  ....." e R = o A 1
the Content. This allows Word to run the B
Macro programming for this document. l —_—
Word Cphens o _
Does it have to be all or nothing? What e iWord Options
if some Macros are useful and others el
risky? Macro security can be managed s '
. . . e General
in the Word Options in the Backstage. —— @ Help keep your documents safe anc
o Display
1. Try This: Review the Trust Center 4 _ brotecti )
Go to File->Options. . Proofing TOlecting your privacy
Click on Trust Center. et . Save Microsoft cares about your privacy. For more in
see the privacy statements.
What Do You See? The Trust Center Language _ _
presents several links that teach about Show the Microsoft Word privacy statement
protecting your privacy and security. Advanced Office.com privacy statement

Keep going, please...
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thocugh, e Customize Ribbon

T'rm Badrviirgg
e b proba

i varranda b

Quick Access Toolbar

Fage I ofl | Werds B3 o O]

Add-Ins

Trust Center
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Learn more about protecting your privacy and ¢

Microsoft Trustworthy Computing

Microsoft Word Trust Center
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File -> Options-> Trust Center

[ -
Trust Center Settings -
2. Try This, Too: Edit the Trust
Center Settings p—

Go to File->Options.
Click on Trust Center.
Click on Trust Center Settings.

Trust Center Settings...

What Do You See? The Trust Center
lets you choose to accept macros from
Trusted Publishers, Trusted

Locations. and Trusted Documents.

For example, Microsoft has thousands
of macro enabled templates available
on their website.

The Macro Settings by default
Disable all Macros, with or without
notification. You can also choose to
trust macros that have been digitally
signed.

¥

b T Frot v Mot Bl en Savpin MHE - Rmieirioly gl 0 S
ol L i Eftherasi Vi Ftvirs Vit
== A A EE T T [ s AaBbC aambee AdB A
B OU oW &R A EEEE 5 5 f i | § i e pusgeg | Hesag ) w:;-
Ford Fragemt Wy
W Dpticent -
...... "‘;1] H¥ T LT e mad B LE arad he.
fid
s
T et ot I i
B fotan poes prosey plass
i P 4 [
=

g sk 6 Moo mEhr robfEnen
£ . @ [ridsie 8 mpie wln et i

FrEt Cwilbhr Wl MR O] d Pt DeEaly oS BTl
% . Erasbir o mpren inof coemesmded pofinbly dengiren vede aee rend
bl e

rre—— Direrioger Bisrs Lrtrgn

- St momin S e B prmiret o modd

Al L

b [ 3 Comis o

Trusted Publishers
Trusted Locations
Trusted Documents
Add-ins

ActiveX Settings

Macro Settings

~ Disable all macros without notification
@ Disable all macros with notification

Microsoft does NOT recommend that

Macro Settings

Developer Macro Settings

you Enable all macros.

Protected View

|:| Trust access to the VBA project object model

Exam 77-887: Microsoft Word Expert 2010
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) rerat -

E Repiain

I Enable all macros (not recommended; potentially dangerous code can runj)



Summary of Security

This lesson reviewed the options for
macro security. Our guide
demonstrated how to enable and
disable macros:

O le

From the Message Bar when a
macro enabled document is opened

in the Backstage View of the Word
Options

From the Macro Settings in the
Trust Center

We reviewed the options for enabling
macros based on Trust: a Trusted
Publisher, Location or Document.

File -> Info
[ e i Samels b i
_ g B Pagd laped Brimaaors  Wamng  Besew  View @
| 5o . .
Information abouwt Fruit and Nuts Macro Sample 2010
E sn LI e Do vt it e ity o v 201 B.biron
o Opan Ll
o o Sty Wambag i
_ G Betrvn contoest raght posten wruen and ot wcenty barssh. Tha foloeng
- vmbe by e e o
[r— il = Mhacrist .
i Vitd dhapndsd arabodd o onmand onlly I yosd 19yl the comtamtl of the fis. Frrprriier
Eraaiin &l [ oodiend
Frer G ARABN ATkl ten donumant § B cERhnE
s p tha B Frunke d Crooummnd —
Frint A e [T e
Sre] i el ) rpei] b we sl
PR— e 4wt Rt i 5 TR e faily . h
B ey ———y—————] O e dotr — 2
e
. sl ——— -
- ot o
Bl e
Prepare for Sharing -
Eaa Bsbini Liiiiintay ord P, Rk o TR0 o i el Frl..llt Eﬂd NLItS
- . [ amaerd o bprdior sl dodbun'{ fuises Bratad Bacgle
-I:-':::-? Conm thar pooply sh dasbdan fved dificult fo resd Macro Sample

2010

Theis bie P et v o Tt Fie Aranad Doromem

)
laragn
il

Enable All Content

Abways enable this document's active content
(make this a Trusted Document).

©

Advanced Options
Select which active content should be enabled.
This content will be enabled for this session only.
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E -~
E rh::: Customize the Quick Access Toolbar
Customize Word 2010 E‘ ol e : R
u Earlier in this course we learned howto . .7, =~ B s umcan ARG, Astmce AQNS 'cﬁ, e e
customize Microsoft Word 2010. Hereis ...~ pouch L e = et Py

a summary of the options. i

¢ Prek revew ang Prnt | l

Spemng & Giamma

v unse

Starting at the top: Customize the 7
Quick Access toolbar.

Go to the Quick Access toolbar. Home || Customize Quick Access Toolbar
Select Customize.... ¥ Mew
) Tahoma Open
What Do You See? The options that =2
are selected have a check mark. The ! Pafte 7 B E 3ave
short list mc_:ludes the common _ Clipboard T E-mail
commands: new, open, save, print and oot
email. Quick Print

Print Preview and Print

(<)

You can go to More Commands to

. . Spelling & Grammar
choose another function if you wish.

Undo

88

Redo
Drraw Table

Open Recent File

More Commands...

Show Below the Ribbon

Exam 77-887: Microsoft Word Expert 2010
1. Sharing and Maintaining Documents
1.1. Configure Word options: Customize the Quick Access Toolbar

Comma Training Page 303



e

wary

File -> Info ->Properties-> Show Document Panel

(W < I TR R I T agte Open Hensse + Motresch
Personalize Word 2010 __._._. ______ bot | Fogelmedt Ouiwosess Mylings s -
When MicrOSOﬂ: Ofﬁce iS inSta"ed the ::“ Information about Charlotte Open House
program prompts you to enter your 2 e -
name, initials, and the name of your 5 ome R
organization. This information is saved B severecom comn comn and gy st o e document
in the document properties. Here are Racest e
the steps to edit that data. —

1. Try it: Edit the Properties
Go to File ->Info.
Select Properties.

Click on Show Document Panel.

Keep going...

Comma Training Page 304

.k s Do
Save & Send Comtert that pecpie with daal

) Optiom Versions

‘

Exam 77-881: Microsoft Word 2010 Core

1. Sharing and Maintaining Documents
1-4. Share documents: Modify Document Properties

Properta -
S Show Docemsent Panel

o (ao ‘0 1 1 the Document
e gy

eoument

| Properties = |

Show Document Panel

Edit properties in the Document
Panel above the document.

Advanced Properties
Show the Properties dialog box.

iy 8

Comments



E 5

r;,::: File -> Info ->Properties-> Show Document Panel
r

Edit Your Personal Data e : —
: 2. What Do You See? When you click B E=_F s :: ::.; “h“ ¥ samscinx | assbcce AaBbC aasbce AAB ﬁ_ o e

Puii B 7MWk x G-%-A- EE H 3 s e | trems dheipn. wesegt  eesseqd  Bme -

on Show Document Panel you can edit ....." i e : s e 2

the following Document Properties: [ | E—

Author = ey T T At — -

Title S

Subject.

Document Properties ™
You can add: n

Keywords Author: Title: Subject:
Category (remember Outlook?) |Elizabeﬂ1 Mofs | |Creaﬁ'ue Directar | |Micrusn1=t Word 2010
Status

= g
Weh Site

Chariotte’s Web Site
555 Main Street

Briahtms M7 427115

L mien wwen o5 2 Keywords: Category: Status:
g |Ad'uar1::ed Options, Macros, se4 |Cerﬁﬁ:3ﬁun training | |

Exam 77-881: Microsoft Word 2010 Core
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1-4. Share documents: Modify Document Properties
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Popular Word Options

In addition to the Document Properties, you
can customize the User Interface in Word.
Here are some popular Word Options.

wary

Try This: Review the Word Options
Go to File->Options.
Go to the General tab on the left side.

What Do You See? The General tab
includes the User Interface options:
Show the Mini Toolbar.

Enable Live Preview.

Did You Notice? This is where you can set
your User name and initials. Anything you
type here will be added automatically to the
Properties for all of the new Word
documents you create.

Memo to Self: By default, Microsoft Word
2010 opens your email attachments in the
Full Screen Reading View. You can disable
this feature if you wish: just uncheck this
option.

File-> Options->General

T EE

Farte

Chpbd

Fagriofl | Wedk2r | 5 D]

¢ T ek D et - Mateeft Woed o M
] Froael Fage Lapina Estrarans (RS Frera Ten
Frre s v KA . (L EAr, S , B Fa -
T oA A ECECT RN Y oo wakcen AaBbC Aapbce BAB h. R Ren
u
BFlg e G- A ENEE E S0 Trgma |1 e ipan  Heangi  Fesseg § e = :m'_?'_ 4 Soten
[ Fragrapt 5 gty ]
il i
Pt e =)
r »
S m el ophore. 1o madiong with Ward
Txipd
Proot Ve bt e

o s Tapdi o prigrisen
A 1 Pal Lad Piivdn
ok itume  Bher [m]

Loruslig e Show feata deunption: i SosmTgn (=]

Feniora’

T . User Interface options

e

[] show Mini Toolbar on selection (i
™ Enable Live Preview (i)

Elue El

Show feature descriptions in ScreenTips

Color scheme:

ScreenTip style:
Personalize your copy of Microsoft Office

User name: |eBeth

Initials: en

Start up options

|:| Open e-mail attachments in Eull Screen Reading view ()

Exam 77-887: Microsoft Word Expert 2010
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@ File -> Cookies

Microsoft Word 2010
This course began with a blank pagein " """ “°° st T
Microsoft Word and finished with a form j— : ' ' : :

that enables your users to fill in the form
with a drop-down box.

wary

The document has been prepared and
inspected for distribution. There is a
process in place for tracking comments,
changes, and security.

You done it: you mastered Microsoft
Word 2010.

You can have all of the cookies.

Fruit and Muts
Macro Sample
2010

Gl
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Test Yourself

1. Which of the following is true about
Macros? (Select all correct answers)

a. Macros record actions as you do a task
b. The user must specify the start and stop
to a macro recording

c. Macros will record mistakes

Tip: Advanced Word, page 273

2. Which Ribbon has the command for
Macros?

a. Home

b. Review

c. Developer

d. Tools

Tip: Advanced Word, page 273

3. Office 2010 allows users to do what with
Macros? (Select all correct answers)

a. Add macros to the Ribbon

b. Create a new group to put a user created
macro into

c. Use a custom icon for a user created
macro

Tip: Advanced Word, page 287

Assessment and Skill Tests

4. Which of the following is true about
Macros and security?

(Select all correct answers)

a. Macros are disabled by default because
they are a security risk

b. Macros can be permanently enabled in a
document

¢. Macros can be temporarily enabled in a
document for only the current session

d. The settings for Macros are found in the
Trust Center

Tip: Advanced Word, page 292, 295

5. Which of the following can be customized
in Word2010? (Select all correct answers)
a. Ribbons

b. Quick Access Toolbar

c. Document Properties

Tip: Advanced Word, page 286, 296, 297




E Advanced Word Skill Test

Before You Begin: Start Microsoft Word 2010.
This Skill Test includes a sample file:
Advanced Word Necessary Computer Skills.docx 7. Modify the Title Quick Style to use Arial Black Font.

6. Format: Necessary Computer Skills with the Title Quick Style.

O le

. . 8. Change the Underline style to a two-line underline.
Try This: Do the following steps

1. Open the sample document: 9. Apply the Style changes to this document only.
Advanced Word Necessary Computer Skills.docx

10. Apply Heading Style 1 to the table heading Computer Skills

2. Add the following footnote to the end of the second sentence of 11. Apply Table Quick Style of your choice.

the paragraph: Lack of Computer Skills Foils Many Job-Seekers.
http://www.msnbc.msn.com/id/33106445/ns/technology_and_science/. 12. Select Last Column. Remove the selection First column.
7/29/2010. Accessed 1/16/2011.

13. Save the document as Your Name Advanced Word Skill Test.

3. Add a Form Control to the second column of the table: 14. Save the document as a PDF of the same name.
Insert a Dropdown (Combo) box.
Double click to edit the Dropdown box
Add three choices to the list: Beginner, Intermediate, Advanced

4. Add two Check boxes to the second column of the table.
Label them Yes and No

5. Insert a new blank Row at the top of the chart:
Add a Text field labeled Name:
Add a Date Picker in the Second column

Word 2010 Advanced Skill Test
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