Word 2010: Getting Started

Welcome!

ralre

One

Course Objectives
Students will be able to:

1. Log in to the online course

2. Navigate the outline and lessons

3. Take quizzes online

4. Submit assignments online
5. Participate in the forums and chat

© 2011 Comma Productions
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This course presents a practical, hands-on
approach to computers. The lessons are based on
what you see on the screen, what you can do with
the options, and what works on the job. The goal is
to enable you to use Microsoft Windows and Office
2010 effectively, even creatively.

Use this Guide as part of your professional
development plan to prepare for the new Microsoft
Business Certification (Microsoft Office Specialist
(MOS) or as a reference book to solve problems as
they come up.

This introduction provides information on;
* Navigation

* Practice

» Sample Documents

* Assessments
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@ My Course ->Login

Log into the course

This online course requires a User
Name and Password. You probably
received an email with your username
and password when you enrolled.

e e
Try This: Login " pp—
1. Go to the website for your course. gl s et L eyl [ ST R SE ST S
2. Click on the (Login) link. L e e A (NN
3. You will be prompted for your om—— | eeE e e
Username and Password. s oy ions, shass ot v 0 . e

wchude pour bl namw when srasing sbout pour coume

What If This Doesn't Work?
First, look at the keyboard and make Vi el et e
sure the Caps Lock is off (no light.)
Passwords need both upper and lower @ e Pt W B

case letters. |
1

LOgiin here using your usernaime and password
Second, check the spelling. Your user (Cookies must be enabled in your browser) (3
name may not be exactly the same as
your email address. Username gjizabeth

Third, you can click on the Live Chat

Password | “ Login I
and get immediate assistance. 3 I
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The Topic Outline

The Topic Outline lists your lessons,
practice and quizzes. Each Level has
lessons that you should read.

=
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For each Level, there may be 5 or 6 links to
the material you should review. There are
additional reference materials and practice
tests you can use if you wish. Copies of
these reference materials are reprinted in
back of the hard copy books.

This Computer Guide is a hard copy print
out of the online course. Certainly, you can
use the Guides to practice offline,
especially if you are entering data into a
spreadsheet or designing a flier.
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1. Lessons
Fead the lessons and try the demonstrations.

Take One: Charlotte’s Web Site (Intermediate Word pg 75)
Take Two: Table for Two (Advanced Word pg 11)
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Lesson Links

When you click on a hyperlink to
read a lesson, a new window will
open.

uary

What Do You See? On the left side
of each screen you should see the
white navigation arrows: Next,
Previous, and Home

What Else Do You See? When you
are done with a lesson, you can
close the browser window. Go to the
upper right corner of the lesson
window and click on the X to Exit.

el = e |

The Topic Outline should be there,
the window was left open behind the
lesson screen.
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Download the Samples

Each Level may have many sample files
(or none), depending on which course
you are taking. When there are
downloads, there will be instructions on
how to download and save the sample
files to your computer.

What Do You See? Your computer may
NOT MATCH the pictures that you see in
the books or online. The screen shots
may be different depending on which
version of Windows you are using, or
even which Internet Browser you prefer.

Memo to Self: It's OK if your computer
does not match exactly. The important
part is learning the steps. Please contact
your facilitator if you have any questions
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Take a Quiz Online

After you review the materials online or with
the Guides, you can log into the course online
and take a Quiz. This is an open book quiz.
You are allowed to look up the answers in
your notes, online, or in the computer Guides.

Review the Quiz Buttons
Submit: This button posts your answer for the
current question.

Save without submitting: This button saves
your answers. You can leave the quiz
and finish it later.

Save without submitting

Submit page: This button sends your
answers to all questions on the page.

Submit all and finish: Use this button to
finish the quiz and post your results online.

Submit all and finish
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8 Ofice 2007 (MCAS) Asssgnment. Sulbmat ntermeiate Wond Skis Test - Windiows Intermet Exploser b éﬂﬁ-
Submit Your Work A

OOO‘. e s GUENeSICHIOR COM o puisgrert e phe @ ) "‘var’—v
Many online courses ask you to upload a dOCUMENT OF | . recue 8 comee mer pscas smsgromens submt it B0 - e b
a spreadsheet. Here are the steps.

E y
E My Course -> Topic Outline -> Upload a file

Try This: Upload a file
1. Go to the Topic Outline.

Click on Submit... A Disaltod e S Toet Iavucions document
2. Unload the compasiod B 1 you: aucto (tiow)
What Do You See? The instructions should be
repeated on the screen. ENNDRESH A S _—
Upload thes Sle
2. Click on Browse to select the file you want to VS S S M Py
upload. Navigate to your file, then click Open. The
path and file name will appear in the upload box. Upload a file (Max size: ZMB)
3. Click Upload this file to submit the file to your
instructor.

| Upload this file |

NOTICE: There may be a maximum size to this
assignment. Some examples, say richly illustrated 3
PowerPoint slide shows, may be too big. If so, please

contact your instructor. Memo to Self: Come back to this page again

when you need to: after you go through the
sections on Finding Files later in the Guide.
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Use the Forums

In an online class, a Forum is similar to
raising your hand and asking a question.
When you post a question to a Forum
anyone can reply with a suggestion or
comment. Some of the answers are very
creative and useful.

Your instructor may also post an
explanation or offer additional links.

Edit | Delete | Reply

Live Chats

Many instructors keep Office Hours. Chat
allows you to type questions online and
get an answer immediately from your
instructor when your instructor is in the
office.

Don't Explain and Don't Complain:
Please keep your posts professional and
on topic!
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Practice

This Guide offers additional reference
materials and practice certification tests. You
can use the multiple choice quizzes and skill
tests to practice if you wish. When you are
ready, please log into the course and do the
assessments online.

The Microsoft certification tests are timed:
you have to perform the process steps very
quickly and efficiently in order to pass.
That takes practice!

More practice

If you have a question about a document or
file you are working on you are always
welcome to email a copy of your work to your
instructor as an attachment.
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Practice Activities
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Microsoft Business Certification

The course prepares you to pass the Microsoft Office Specialist
(MOS) exams. This credential recognizes the business skills
needed to get the most out of Microsoft Office 2010.

Microsoft Certification Exams are available through authorized
testing centers. They are not included as part of the certification
training program in the same way that taking the Bar Exam is not
included with getting a degree in Law from a college or university.

More Information Online.

Certiport provides the official Microsoft certification tests.
You can download the Microsoft certification topics and study
guides. Here is their address: www.certiport.com

.....

The Maroaoh Oce Soecs
core (oAfuatn vordoles

Please Note: Comma Project, LLC. is independent from Microsoft
Corporation, and not affiliated with Microsoft in any manner. While
the Complete Computer Guides may be used in assisting
individuals to prepare for a Microsoft Business Certification exam,
Microsotft, its designated program administrator, and Comma
Project, LLC. do not warrant that use of these Complete Computer
Guides will ensure passing a Microsoft Business Certification
exam.

N Microsoft*

0.0ffice
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Can Microsoft Office 2010 Starter be p:-. s e meum e VA o k4 N@
used for Microsoft Office certification TF AW A K0 RS H T e R
training? - [—
Yes and No. The Microsoft Excel 2010 Starter [y
software has all of the features required to practice Sk
and prepare for the Microsoft Excel 2010 CORE ST W
certification test. The Microsoft Word 2010 Starter i
. . . B Gt Hore
software is missing several key features that are part T ———
of the Microsoft Office 2010 CORE certification T
) (- e e Bockl - Micmsstt Decel Sarter o B =
requirements. | . R T T R
Compare the MOS CORE certification topics - Va3 s 57 Kx mwmE:| 5% E g TRV R
The Microsoft Word 2010 Starter: { T EacA- w@e wa T e ool PO M
Word 2010 MOS CORE certification topics (PDF) ; —— o — s Pt e -
| a ] c o E F & “ I B - cet Stacted
The Microsoft Excel 2010 Starter: l_4 | L1 i R
EXCEL 2010 MOS CORE certification topics (PDF) -t SR
4 [ Hare
With the Office 2010 Starter evaluation: - bt
Office 2010 Starter evaluation (PDF) 2
More information on Office Starter software: = ateremen _
View an image of Word 2010 Starter 12 ]
View an image of Excel 2010 Starter = |
L3
ILt Bl | Learn How ¢
13 -
4 4 b M| Shoetl “Sheatd Shestd 7D S — L
sty 100 L e [~ +
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Self-Assessment

Skill Level-Beginning Mastered Needs Work Required for my job
Create a new document

Select, copy and paste text

Format text

Format columns

Format borders and shading

Spell and Grammar Check

Insert a picture from ClipArt or a file
Beginning Word is recommended if you selected “needs work” on three or more skills

uary

Skill Level-Intermediate Mastered Needs Work Required for my job
Create a watermark

Use Headers and Footers

Create a template

Create a table

IAdd, delete and modify rows, column and cells
Create a Mail Merge

Insert a bookmark or a hyperlink

Create an on-line (Web) page

Intermediate Word is recommended if you selected “needs work” on three or more skills

Skill Level-Advanced Mastered Needs Work Required for my job
Format text with Styles

Navigate with the Document Map
Insert captions, footnotes or endnotes
Create a Table of Contents

Track Changes

Create an on-line form

Create a Master Document
Advanced Word is recommended if you selected “needs work” on three or more skills.
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Memo to Self:

My Login Information
User Name:

Password:

Website:

My Instructor
Name:

Email:

Office Hours:

Comma Training Page 24




Word 2010: Getting Started

Go Blue!

ralre

Two

Beginning Word Objectives
In this lesson, you will learn how to:

1. Open Microsoft Word

2. Align Text center, left, right, and justified

3. Format Font color, size, face, and case

4. |dentify the Home Ribbon, Font Group & Paragraph Group
5. Identify and apply Line Spacing options

© 2010 Comma Productions

Comma Training Page 25

Faste

W

4

e J

Cliphaard I

Fiame Irsest Page Layout

Calibei [Badh) = |28 -~ A &

B S U - ox x

Fant

References Miailings Revew Wiew
L OEE-E EE U | e
S 3 & B :E' & - 1 - T Hoamal
. tomiatic |
. Themne Cobors I 3

Standard Colors.

HE EEEEERE
W Moae Colors
J Gradient [

«»Michigan




Home

@ Lesson 2: Go Blue
4

1 Readings Home Insert Page L t e Mailings Review View
) IS A3 56—
AL 1=, iz

Read Lesson 2 in your Beginning Word Guide, o _

page 25‘38 __3] -] Calibri [BCICI]I'] |11 - A-l Av Aﬂ.v 2l = §: - 1“i___' - _E %l
SE|

7 B 7 U ~ae x, x° 'EB?"ATEEEIT Sy - 1

Clipboard 1 Font ] Paragraph

Ak
i
¥

Paste

Project
A sample document that you do not need to save.

2) 4) 7 8
Menu Maps

2. Practice This lesson introduces the Home Ribbon.
Complete the Practice Activity on page 39. . Home ->Font, page 33

. Home->Font->Bold, page 32

. Home ->Font-> Size, page 32

. Home->Font->Color, page 32

. Home->Font->Change Case, page 34

. Home->Font->Clear Formatting, page 35

. Home->Paragraph->Alignment, page 36

. Home->Paragraph->Line Spacing, page 37

Downloads
There are NO downloads for this lesson.

3. Assessment
Review the Test Yourself questions on page
40.

ONOOOAPRWN =
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Start -> All Programs -> Microsoft Office -> Microsoft Word 2010

. Microsoft Office
@ Microsoft Access 2010
& Microsoft Excel 2010
@ Microsoft InfoPath Designer 2010
@ Microsoft InfoPath Filler 2010
@ Microsoft Office FrontPage 2003 E
ﬂ__:. Microsoft Office Visio 2007
@ Microsoft OneMote 2010
0] Microsoft Outlook 2010
|E| Microsoft PowerPoint 2010
[B] Microsoft Publisher 2010 .
|£—| Microsoft SharePoint Workspace 201
(W] Microsoft Word 2010

. Microseft Office 2010 Tools

| Microsoft Office Tools

Computer

Control Panel
Devices and Printers
Default Programs

Help and Support

1  Back

| |:If:r:r'1 programs and files
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Hello Microsoft Word!

Say, “Hello” to Microsoft Word. The Complete Computer
Guide introduces Microsoft Word at the Newbie level, for
folks who are new to computers. If you are farther along,
that’s OK. You can still pick up some tricks and
nomenclature.

Look at the label in BOLD above the picture of the Start
menu on this page. This label is a method for writing out
the path that your mouse travels. You will see this map at
the top of every picture in our course.

Try it: Start Microsoft Word
Go to Start

Click on All Programs

Go to Microsoft Office

Click on Microsoft Word 2010.
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Start -> All Programs -> Microsoft Office -> Microsoft Word 2010

What do you see from the top of the screen? E e e o 5'

" A e [ A0 ke | B ECT EE ¥ seancin| wameons AaBBC Aabhbo H .H'I_‘
Is there a Title Bar that says Microsoft I e LI ,’.J_. ) e st e g .?; e
Word? Yes. = —= e e s e Y e &
Is there a Home Ribbon with the Clipboard, :
Font and Paragraph Groups? Yes. |
|
If your screen looks similar to the example on 1
this page, then you are ready to get started. ‘
|
m | B e
File Home Insert Page Layout References

gl L e

Comma Training Page 28

| %l ﬁ Calibri (Body) <~ (11 = A" A" | Aa~ | &)
EEY
Pastey Bfgv#xzlemvag?vév

Clipboard = Font Fa

Bl

EE=]




Lary [

e

Getting Started

Microsoft Word, Microsoft Works, and Word
Perfect are all word processors. The original
purpose of a word processor was to work with text.
Many of the steps for entering text mimic an old
typewriter: word processors competed with
typewriters in the early days. This lesson is basic:
can you type in text? Can you select the text and
format it?

Try it: Enter Type
Type the words: Go Blue.
Press the Enter key on the keyboard.

Using Enter is like hitting the return key on an old
typewriter. It gives you a new line.

Move your mouse around the page. The mouse
looks like an I-beam. Click your mouse at the end
of the word “Blue.” Do you see a flashing vertical
line? That’s the cursor, insertion point. Whatever
you type next will start from that point.

Delete Type

Click your cursor at the end of the word “Blue.”
Use the backspace key on your keyboard.
The word is removed one letter at a time.
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Microsoft Word 2010
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@ Microsoft Word

TeXt Editing B e L] H"i' e I % 0N I' - '.‘.‘4 ¥ e s AaBBC A AH "hn ."I.-I
Microsoft Word includes a 20,000 word e a s G e EE e i el i L g T
dictionary. The word processor compares your . _ = —
typing to the words listed in the dictionary. If 7 1
Word cannot find a match, you will see a red,

wavy line.
W Pl o e
Try it: Correct a spelling mistake
Type in the word: Miichigan
Place your cursor between the two "i's" and
backspace or delete the extra letter.
After you correct the spelling, the red wavy line
for the Spell Checker will disappear.
Not bad for a start. But we live in the age of
color, graphics, and videos. What can you do
to make this more exciting? What tools are
available for formatting the text? J A ————
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@ Microsoft Word

wary

SeIeCt the TeXt B ‘;I::i-lr: ] I;‘ S .h'.- =T Y || e AaBBC Asbbe AAH "5‘\. .w..-..l....

Nothing happens on a computer until you P R L X XA S e R - {':-;-

select it. Double click on the word, =..|
“Michigan.” to select it. You should see a blue 1

box around the text when it is selected.

Single click just places your cursor.

Double click on a word to select it. - ) )

Triple click to select a paragraph. G SR Go M |Ch Igan

Old tricks: To select a line of type, place your

cursor between the edge of the paper and the
first letter of type for the sentences you want
to highlight. The cursor changes from an I-
beam to a white arrow. Click and hold your left
mouse button to drag and select the type you .
want. N

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: select and format text
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Format the Text
1. Change the Size -

Lary [

Use the Font group on the Home Ribbon Q2
Pa'm, B 7 U - e x x'

to make the word “Michigan” big, bold and

select 28 from the list.

blue. The default Font size is 11 pts. Look for =
the small down arrow by the number 11 and . 2 |
n —

2. Make It Bold
Go to the Home Ribbon
Click on "B" for Bold on the Font Toolbar.

3. Make It Blue

Now, make it blue by going to the button on the
far right: it's a letter “A” with a color bar
underneath. See the little arrow to the right ?
Click on it to bring up the color palette.

@ Home -> Font

ﬁ Page Layout Referer l: Review View
. A A | Aa®

- )
Home Insert
) A

The Live Preview in Office 2010 lets you see
your changes as you sweep the color palette
with your mouse.

WYSIWYG: What you see is what you get.

Exam 77-881: Microsoft Word 2010 Core

2. Formatting Content

D= E-F | EE| &Y || asevceo
-w-A  EEEE = 50 T Norma

B 2utomatic

Standard Colors
B o EEEEn

W More Colors

Wl Gradient ’

«Michigan

2-1. Apply font and paragraph attributes: select and format text
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Format the Fonts

A FONT is a type face. Formatting the
text with a bold or decorative Font
distinguishes your document.

For example, a business letter should

have a simple font that is easy to read.

A wedding invitation has a different
audience and a different purpose.
Your invitation might have a
handwritten font that looks as elegant
as calligraphy.

Try This: Change the Font
Double click the word Michigan. This
will highlight the text and select it.

Go to Home ->Font.

The default font in Microsoft Word
2007 and Word 2010 is called Calibri.
Click on the down arrow on the left
and select a different font from the list.

Home -> Font

Hest L]

Waje Lipeadt  Bfererdel  Mihagi Brvew  Yaw

= — =T o

| gy |- B KW R E-EE EBEOH T | e asbbiee AaBbC: AaBbCe
Fata ¥ i} Beauhour 93 “imEm ' | My - Uermal | T Tani. Pusdngl  Hesdiag
swibond 1, || I Bell BT e— . i

1} Badin Sam: FB 7 —
i Barlin fans FB Dami ' '
€ Bernard NT (onideased

1) Bl 1270

0} Bodeai MT

i} Baodond MT Bl

U} Hadoni NT [ondinsnd

7 oo T st Compretsed

i} Bask Anbigas

@ Bockman Old Style

K} Boakihed Sy

Ormmarynar ~Michigan

i} Hritannk: Bold
 Brosiway

[} trceealin Hom

«MiIChigan

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: select and format text
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E f.,:’ Home -> Font ->Change Case
More Format Options A Pagelot " Reterences  Mallngs  Rewew  View.
u You can change whether the text is Upper A posomy A =T BT | asencene] assvcex
or Lower case with the Home Ribbon, too. pute “; - Be|  semence case PO N . =g
Chpboard s 2 B | tewese apraph A
Try This, Too: Change the Font Case O e e P
1. Select the text: Michigan. i ooatuse ] 1

2. Go to Home->Font ->Change Case.
The Change Case button looks like a

Copial A" and & smal 2 ¢ «« MICHICAN

3. What Do You See? The options include:
Sentence Case: Make the first letter in the
sentence big, upper case.

] W = ~ | =

Lowercase: All small, lower letters. - ' : ;
Uppercase: All big, upper letters. File Haome Insert Page Layout References Mailings Re
Capitalize: Make the first letter of each % . . — e
word big, upper case. % . |Broadway |2 A L ||Aav|| B | ==t
Toggle: Change Upper to Lower and vice 3 Paste B 7 U ~abe x, X* | i\~ Sentence case.
versa. You would use this to change the - - |
text if you kept the Caps Lock on while Cliphoard Font owercase ra
typing. — I
yping 0 o UPPERCASE =

[l i

Capitalize Each Word
= tOGGLE cASE

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

-

Home

Lary [

Home -> Font ->Clear Formatting

Insert e Layout References Maikngs Review View
Say you wanted to remove all of the formatting ——— — -
that you added to the text. This option can be i) "1 <A AT Aav @ =St (EERIS T
useful when you copy and paste information Pste - 2 e w.A- EEam = 50
from a web page. e i % i
Chipboard ' Font Paragraph
Try This: Clear the Formatting L : & e Formatting -

1. Select the text: Michigan

2. Go to Home ->Font ->Clear Formatting.
The Clear Formatting button is in the upper right
corner of the Font group.

3. What Do You See? The text will return to the
default Font (Calibri) and size (11 pt.)

Memo to Self: You do NOT need to match the
formatting on this page. The goal of this lesson is
to find and practice the options in the Font group.

Clear all the formatting from the
selection, leaving only the plain
test

|

0 Press F1 for more help.

Calibri Body) ~ (11~ A" A” | Aa~ | 2}

B J U ~-abe x, x* | - %~ A -

Font

l

Go MICHIGAN

3

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

2-1. Apply font and paragraph attributes: Clear formatting
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Format the Paragraph
Try This: Change the Alignment

Lary [

@ Home -> Paragraph ->Alignment

1. Triple click the word Michigan. Triple - : . : y A
click selects a paragraph. o I

2. Go to Home -> Paragraph. You can use
the Paragraph group on the Home Ribbon Go Michgan
to align the words “Go Michigan” to the 1

center of the first line.

3. What Do you See?

Left, Center and Right are kind of obvious

alignments. Justified looks like the 2 I HR
columns in a printed newspaper. Justified Z :
text is distributed evenly within the column. “ } =

The default alignment for letters, books and |

reports is Left with a "ragged right" edge.

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Change alignment
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@ Home -> Paragraph ->Line and Paragraph Spacing
5 [~ ]

Format the Paragraph N o . o0 11 8 (o] wmcn A e D A A
The amount of space between the lines of text ot 2 - e SN
is technically called leading in the print |
business. For several hundred years each
letter of type was made from wood or metal | Zhee -
and placed into a key frame. The rows of type —— 1
were separated by strips of thin, lead bar: the a——
leading. In Microsoft Word the leading is called Michigan
Line Spacing.
Before You Begin o Aav | B | =~ =% | | 2] | T || aasbeen
Place your cursor before the M of Michigan o — i e
Click ENTER on the keyboard to force a new W-A- | EEEE|lE| S H- T Normal
line. Now you have two lines of type.
P! Farag 1.0
Try This: Increase the Line Spacing iy - 115 1
1. Select both lines of type by dragging the ' ' ' L
mouse over the text. i '
heivl wemie 2 2 — v | 20 3
2. Go to Home ->Paragraph ->Line and Go e
Paragraph Spacing. ' sl
3.0
3. What Do You See? There are several . . ,
default sizes. The number 1.0 means that there Line Spacing Options...
will be one blank line between and that the . . >
space, or leading will be the same height a one M “:h |gﬂn : #1dd Space Before Paragraph
row of type. 2.0 means 2 rows of type. %  Remove Space After Paragraph

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Change the line spacing
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Rich Text Formatting — ——
And that’s all there is to it.

Lary [

What you have been doing is called Rich
Text. It's good for getting attention in your
letters or email. “Mama, send money!”

Mama. send

It's also a fun way to get to know text

editing in Microsoft Word. i MON E ’ I

Well, you done good. You get the cookie.
<grin>

i ! 2
LU PR T R . |
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Practice Activities

{: Lesson: Go Blue
5 Before You Begin: Start Microsoft Word 2010. You should see a new, blank document.

Try This: Do the following steps

. Type your name. Click ENTER on the keyboard to create a new line.

. Type your favorite color. Click ENTER on the keyboard to create a new line.

. Type the name of your favorite movie. Click ENTER on the keyboard to create a new line.
. Type the words Microsoft Office. Click ENTER on the keyboard to create a new line.

. Format your name to be 36pt font size. Set the Alignment as Right.

. Format the name of your color to be that color text. Set the Alignment as Left.

N o g~ WN -

. Format the name of your favorite movie to a font style other than Calibri (such as Comic Sans or Times New
Roman.)

8. Set the line spacing for all of your text to be 1.5

9. Select the words Microsoft Office and apply Toggle Case
10. Close Microsoft Word. When you are prompted, click Don't Save.
This is a practice document that you do not have to submit.

Practice Activities



Lary [

Test Yourself

1. Which of the following is in the Font
group? (Give all correct answers.)

a. Size

b. Bold

c. ltalic

d. Color

Tip: Beginning Word, page 32

2. Text cannot be formatted unless it
is selected first.

a. True

b. False

Tip: Beginning Word, page 31

Assessment and Skill Tests

3. What Ribbon is the Font group on?
a. Home

b. Insert

c. Format

Tip: Beginning Word, page 28

4. Which of the following is true about
the Paragraph Group?

(Give all correct answers.)

a. It includes Alignment

b. It includes Line Spacing

c. Itis on the Home Ribbon

Tip: Beginning Word, page 36

Haome

Insert

Page Layout

References

=25 J
j ' |calibri (Body) */11 * A A7 | Aav | &
n 52
Race y B I U ~abe x, X' | [\ B- A~
Clipboard 7 | Font P
e I . E . 1
|} 1




Word 2010: Working with Text

Horses and Zebras:

Beginning Word Objectives
In this lesson, you will learn how to:

1. Use Copy and Paste commands on text & pictures
2. Use Drag and Drop editing on text & pictures

3. Insert Pictures from Clip Art

4. Apply position formatting to a Picture

5. Access the Picture Tools Ribbon

6. Resize and move a Picture

Comma Training Page 41
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“ Lesson 3: Horses and Zebras

E Home
: 1. Readings Mme Insert F‘agelJlut References Mailings Review  View

Read Lesson 3 in the Beginning Word : = — Ll - % oering
guide, page 41-60. % D = D | \ 2 [i’] ) “ P yperlin
= - E (o A Bookmark

Cover Elank Page Table Picture Clip Shapes Smartart Chart Screenshot

Project Page~ Page Break = Art = = !4 Cross-reference
A sample document that you do not need to . :

save. Pages | Tables | Illustrations | Links
Downloads

There are NO downloads for this lesson.

i Findm*_
. AaBbCcDe | AaBbCcDe %
2. Practice _ AaBbCu AaB_hﬂc Aalj ] 23 Replace
Complete the Practice Activity on page 61. TNormal {1 NoSpaci... Headingl  Heading 2 Title  |< ._-,t;:ff l; Select ~
Styles % | Editing

3. Assessment EJ
Review the Test questions on page 62. M
enu Maps

This lesson introduces options on the Insert Ribbon.
1. Insert->ClipArt, page 50

This lesson introduces options on the Home Ribbon.
2. Home->Styles, page 56
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Start Microsoft Word

The purpose of this lesson is to learn how to use the basic edit commands: Copy, Paste and the Computer
Mama’s favorite: Undo. If you were familiar with Microsoft Word in a previous version, this is a good place to
get reacquainted with the new toolbars. So, Start the Program Microsoft Word.

@ Microsoft SharePoint Workspace 201
(W] Microsoft Word 2010

L Microsoft Office 2010 Tools

. Microsoft Office Tools

§ LT T —

AV v et S
0 Ve svanl ot 33
B e el B 2
B M el Bt 33
Ve el P verd Ve o T
Ml e e ST
M il P 3
M s 0 s

1  Back

1 ed

| Search programs and files
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Where Are You?

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

=
4
3

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.

Comma Training Page 44

Start -> All Programs ->Microsoft Word 2010

weme | We  Fegithrbul  Breieiel [FEr

Blasags

i = I e | e | O e
Ceenodd 8 A N Mar % B E-CE RN T ey | assccoe AaBbO aasboe AAD ’eﬁ& :‘Irﬂ,..‘.-
[ By grdam o G- %-A [ EEEAE N Hibprmad | ¥ fpn.  Hesdagd  Sadeg ) T -5?52’-' :.,,,,...

Farpgaph

Home Insert

Calibri (Body] ~

e

Page Layout

11

B I 0O~ abe X, x| S ab® .

Font

vALAT|AaT|

]
1 [ [} L ¥

References
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o
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T
Microsoft Word 2010 -> Home

=
4
3

Where Are You Going? e e a—
Microsoft Office 2007 was redesigned ) e e 9 B B S [ pai, e A2 B SO
based on user experiences. The design . = _ — = e e
teams determined the tools that people al| { DREE : : i : ! - : i ] g - '

used the most and placed them "up front." 0
The menus were replaced with Ribbons. i
Ribbons are Tabs of functions that work

together.

For example, all of the options for making a
Mail Merge have been gathered on the
Mailings tab.

Some tool bars are activated when you

need them. When you click on a picture, the
Picture Tools are displayed. When you -
click back on text, the Picture Tools are

turned off. LI

Each Ribbon may have many Groups, and
Commands. In the example on this page,
the Font group includes Bold, ltalic,
Underline, etc.

Home Insert Page Layout References Mailings Review View

-— i

=C] y i
j “ lcalibri(Body) *|11 * A A7 | Aav |, =-i=-%=- |[EE 2]
B =23

Paste B 7 U ~abe x, X* | [\~ 37~ é - .%
Office 2010 builds on that rich Ribbon - 7 | [
experience. Clipboard T | Font M | Paragraph G

1
I
Il
-
1
4
4
e
4

| 3=
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Format Text
Moving text and graphics from one

Home Insert Page Layout References Mailings Review View

E y
Home ->Font ->Color

page to another, or from one = ¥ —p : m T T TR &
document to another, is a I T Calibri@ody) - |18 -~ A A" | Aav % IE-iE-E (EE LT
fundamental computer task. This Paste Fi}F I U-aex, x [~%-A- [E]l W= &
lesson begins with text. i | e oy o= Y o
Clipboard 7 | Font B iutomatic 5l
Try It: Format the Font )| —= =X+ + 1+ + + 1 ThemeColors b =
1. Type: Horse 2 = ; = B8 11111115 3 B
Type: Zebra ~ b |

5&22&?‘9 click the word Horse to . I l I I I I . l I

== Standard Colare

3. Go to Home ->Font : | B EaEEn
Select 18 pt, Bold, Red )

@ More Colors...

Double click Zebra to select it R [ gradient

Go to Home ->Font 1 Horse Zebl'a

Select 18 pt, Bold, Blue

Memo to Self: Nothing happens in a
computer until you select it first.

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Format font color
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Copy and Paste

Question: If you format the text big,
bold and colorful, will Microsoft Word
retain that formatting when you copy

and paste the text?

=
4
3

1. Try it: Copy the Text
Double click Horse to select it

Go to Home ->Copy

The Copy command looks like two
sheets of paper. Look for it in the
Clipboard group.

2. Paste the Text

Click your cursor after the word Zebra
Go to Home ->Paste

Paste the word Horse five more times.

3. Repeat the practice

Double click Zebra to select it

Go to Home ->Copy

Place your cursor after the last word
Go to Home ->Paste

Paste the word Zebra five more times.
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Home -> Copy

Horse Zebra Horse Horse 1
Zebra Zebra Zebra

Paste » T U v abe . X | aby . A~
Z J - 2 e
lipboard | ) l Font "
_ e AT £ B Mg Bedew  View —
- - =7 p— - P ros -
) e O BB RN Y | monx| aesce AaBbC aasbce AAD | "\ % S
-.:u s B 7 U enw - A-BEBEE 5 5-L- Thome | Thelpen. Heestngl  estngd e - m :u—n-
Chpbomd ot Paagraze . et . taeg

Home Insert Page Layout References

o
j # [ Calibri (Body) ~/18 ~ A A" | Aa- | &
~—ri[$3

) 0 X V i v 3 § ) V ) § ) \ . L )

Horse Zebra Horse Horse Horse Horse Horse Zebra Zebra

Zebra Zebra Zebra
A -




E y
Microsoft Word 2010 -> Home

5 Drag and Drop Text -

- == ==l =T P e -
Copapont 8 - A A Aa W E-E-E BE MY | pco] asecer AaBbG Aasbee AAD % e
L Rrwn

o . Snat Tase Change

B Uckex o WA EEEE S 2L womat |10 Spac. Wessngl  Hesdng ] o o 3 e

they go, “Horse Zebra Horse Zebra.” i = ‘ T, : { b

Our goal is to edit the words so that

The action is called Drag and Drop. [ ¢ 4 3 : i : : : 3 :

IED

1. Double click Horse to select it.

Click and HOLD your left mouse
button The curso}rl changes from an I- 1 Horse Zebra Horse kebra Horse Horse Horse Zebra Zebra

beam to a white headed arrow with a Zebra
box under it. &

Try it: Drag and Drop the Text 1 l

2. Drag and Drop the word Horse
between two Zebras. You can see a
little vertical line that follows your
mouse as you move it. That’s the
insertion point. No surprises. When
you release your mouse that’'s where
the word you’re holding will be

cropped. 1 Horse Zebra Horse Horse

Play with it a little to get used to drag

and drop editing. It works. It's fast. And S %“.
when you get the hang of it, it's fun. Ze bra Ze bra ZEbra R

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes
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Insert ClipArt

This exercise is called Horses and
Zebras. The objective is to use the basic
commands with pictures as well as text.
So, you need horses and zebras.

Try it: Insert ClipArt
1. Go to the Insert tab
Find the lllustration group.

2. Click on ClipArt

3. What Do You See? You will see a
new ClipArt Task bar on the right side
of your screen. What options are
available?

Insert -> ClipArt

%Dénmg%@ Eﬁ@4

Home Insert Page Layout References Mailings Review

.....

i . Table | Picture| Clip |Shapes SmartArt Chart Screenshot
1 4 iod Art v v
Tables Illustrations

X RS S N

S 5 R

Horse Zebra Horse Zebra Zebra Horse Horse Horse Ze(
Zebral |

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-3. Insert and format Clip Art
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Helllllo ClipArt!

There are three criteria you can manage
when you search for ClipArt: topic,
location and media type.

When you look for photos, pictures, or
video clips, you are not limited to the
media available on your own drive. Clip
Art can also search online for
illustrations, photographs, video and
audio sound files at Office.com.

You can choose whether you want to
look online from the options found under
Search In.

You can also filter your search by
checking whether you want some or all
of the media file types.

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document

Insert -> ClipArt

Clip Art -
Search for:
|horse | I Go I

Results should be;

|.|5.JI media file types

Indude Office.com content

4-3. Insert and format Clip Art

Comma Training Page 50

Search for:

|hursv.=_-

e

Results should be;

Selected media file types

=-0 Al media types
Tlustrations
' Photographs

O videas

g Audio




=
4
3

Tag
e

Pick a Picture
Try it: Insert ClipArt
1. Type Horse for the Search text.

2. Click on Go to make it look for anything
that matches your criteria.

3. What Do You See? The ClipArt Gallery
will display a collection of horses.

Click on any picture that you want. It will be
inserted into your Word document.

Insert -> ClipArt
WA e g U U || .t Sl
h o I e e T ] Poma -Q
- O Cometions® JA [y (oo | EIm e e il s s 1 B Wy -b 5 Haw
< . r, v wf Achere ety * ) .
— L el ok kol du Lo et P
" ] * Adere Loyt . Test+ Ny Setection Pane 4
sdvart Pedure Shre Aargr e &l
s € z : : : : ([ v x
. oo b
e | &=
Rendn o be
N meda % e TJ

| ¢

r

Pageioth  Weeds3 3 T

4 Inchude Office com contert

Horse Zebra Horse Zebra Zebra Horse Horse Horse

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-3. Insert and format Clip Art
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Clip Art
Search for:
horse
Results should be:
All media file types
Indude Office.com content
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Picture Tools

How does this picture interact with the text?
Is it on the words, covering them up? Under
the words? What is the position?

Try it: Edit the Picture Position.
1. Click once on the picture to select it.
Look for the new Picture Tools.

2. Go to the Format tab.
Look for the Arrange group.

3. Click on Position. You should see a
couple of options. Try different Positions
by sliding the mouse around.

Memo to Self: The phrase "in Line with
Text" means the picture will behave like a
giant letter. When you format a picture With
Text Wrapping, the picture can be moved
freely, as if it was a Sticky Note.

Picture Tools -> Format -> Position

" A
Home Wiet Page aye
@ Cometions - 3
" e n
» -

MR o titicsiies beieist Rzttt ol

(‘!

AL

— S Nture Border -
B

Horse Zebra Horse Zebra Ze 4 | -‘J

© g Metere Layout ¢

® Horse Zebra Zebra

Format

i e, Tt - b —
g
- ‘ JJ 4 =
: 4
}
A @ 4
B w ot Opes '

E v ‘i Picture Effects ~

Position Wrap

Picture Border ~ jl | "j 4 Bring Forward

2 Picture Layout *

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-3. Insert and format Clip Art: Picture Tools
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[: Resize the Picture

: Click once on the picture to select it.
See the little circles around the horse
picture? Those are the handles. If you
move your cursor to one the handles,
the cursor will turn into a double-headed
black arrow.

Watch your mouse:
A two-headed arrow means Resize.
A four-headed arrow means Move.

Try it: Resize the Picture

Select the picture.

Run your cursor over any handle.
Watch for a two-headed arrow.

Click and Hold your left mouse button
to Resize the picture.

Memo To Self: Pictures, photographs
and even graphs are frame-based. The
little handles that surround an object
when you select it are the edges of the
frame. Frames “float,” they can be
placed anywhere on the document.

Resize the Picture

Fuve e
_ Hpme e Mepeiared Bt g = i@
& Comeens- 1 Pt Beder - [ Gl Being orwaed - |-

P a6 o el ol e o e 5 H o

“(' " 49 se Zebra Horse Zebra @
Zebragebra ( =

-

f
o

55 ]

i = ]
Pagadw | | Werdn 38 B | T
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Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-3. Insert and format Clip Art: Resize a picture



Copy and Paste the Picture
Sometimes when you copy and paste a
picture, the new image may be placed
EXACTLY on top of the original image with
computer precision. It will be very difficult to
see that you do, indeed, have one picture on
another.

O le

Watch your mouse:
A two- headed arrow means Resize.
A four-headed arrow means Move.

1. Try it: Copy and Paste the Picture
Click once to select the picture

Go to Home ->Copy

Go to Home ->Paste

2. Try it: Move the Picture
Select the new picture you just pasted

Watch for a four-headed arrow
Click and Hold your left mouse button to

Move the picture to a new position.

3. Try it again: Copy, Paste, Move
Repeat these steps with a Zebra picture.
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Home -> Copy
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E (W .
Formatting Text with Styles M e = eiew Seer
: The previous pages introduced basic options :: Avsilable Templotes
for adding text and pictures. The next pages & Oven Q Home
show how to use Styles to format the text. 3 Core a
" - T W @
Before You Begin: If you were working on s el B M b ey

File -> New-> Blank Document

the horses and zebras lesson, you can close  [ER oo o

your document. prnt n
Save & Send o b
Go to File-> Close. e ’ ‘ - e
When you are prompted to Save your ) Ovtems i ) "
e 5

document, please click Don't' Save.

This was just a practice page.

1. Try it: Open a New Document

Go to File->New.
Click on Blank Document.

Keep going..
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Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Use Styles

Blark docurment

Blank
document




E y
o::° Home
Enter Some Sample Text e e N L -
: 2. Try it: Copy and Paste the Picture S T TP A= Sy G| sy i e [ : gwe i
Please type the following sample text: Oowtows fort roogn . e . ey 4 2
Z ~
Charlotte's Website s ‘T

123 Main Street
Brighton, Michigan 48116
Charlotte’s Website

From the Farm to your Table-That's S

Fresh!
Brighton, Michigan 48116

For Immediate Release

Charlotte's Website, a family owned farm i
in our community, has announced that
they will be launching a virtual Farmers
Market online. Please feel free to call us.
More information is available at our
website.

From the Farm to Your Table-That's Fresh!

For Immediate Release

Charlotte’s Website, a family owned farm in our community, has announced that they will be launc
avirtual Farmers Market online. Please feel free 1o call us. More information s available at cur w

Keep going...
For Immediate Release

Pgsiot)  wes OO

Charlotte's Website, a family owned farm in
a virtual Farmers Market online. Please feel

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

O u’l"_‘-_-ﬂ'm
e -

Format the Text with Styles B —
\ Comprapuase = 38 * X' 2" Aav ¥ E-E-T B NS oo As8boc AaBbC ! AalibCe ;lH %
I The Styles can be found on the Home e e A E-A- W A v s fupies
Ribbon. Microsoft Office 2010 has Live bl : -

Preview: As you run your mouse over the
Styles you will see how your text will look.

3. Try it: Format the Text with Styles
Select the text: For Immediate Release
Go to Home ->Style.

Click on Heading 1.

What Do You See? The selected text will be
formatted as a Heading 1 Style. The Style
includes the Type Font, Size and Color.

o1 weess AN

Exam 77-881: Microsoft
2. Formatting Content

AaBbCcDc  AaBbCcDe AaBth AaBbCc AdB '9!

TNormal T No Spaci.. | Heading1 | Heading 2 Title _ Change
T | Styles~
Charlotie s weosne Styles s

123 Main Street

Brighton, Michigan 48116

From the Farm to Your Table-That's Freshl

For Immediate Release
Charlotte’s Website, a family owned farm n our community, has announced that they will be launching
a virtual Farmers Market online. Please feel free 1o call us. More information is available at our website

S |

For Inmediate Release
Charlotte's Website, a family owned farm in
a virtual Farmers Market online. Please feel

Word 2010 Core

2-1. Apply font and paragraph attributes: Use Styles
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Home -> Styles-> Title

Wedo-0o 3 L
Additional Styles M = T R S = ®
. . o, Cmspencl KA At G BB BN Y oo amococ AaBLC AaBbCe AJH &\
4. Try This, Too: Format the Title e B Uaen A B VA BEEE I X Er thems twetesn et s : O
Select the following text: e e 4
_ AaBbCcDc¢ AaBbCcDc AaBbC: AaBbCc AdB /ﬁf
Charlotte's Website
123 Main Street TNormal T NoSpaci.. Headingl Heading2 Title = Change

Brighton, Michigan 48116
Styles

o Charlotte's Website

o to Home ->Style. ;

Select the Title style from the library. 123 Main Street

_ Brighton, Michigan 48116
What Do You See? The selected text will

be formatted as a Title Style. The Style-

Type Font, Size and Color- is different
from the Heading 1 Style.

From the Farm to Your Table-That's Freshl

i E.EVERSOLE

&6 va
BUGGIES WAGONS

[ T% nl%

For Immediate Release
Charlotte’s Website, a family owned farm in our community, has announced that they will be launching
avirtual Farmers Market online, Please feel free to call us. More information s avallable at our website.

Pageiofl wesdAm 2 O BUIaIm

Charlotte's Website
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Ta
Home -> Styles-> More

E 9 L G 5o 5o W - S
The Style lerary —‘ e mru..«l.- - Fstrarars ..-.. ni :ﬁ . _ - = @
N oosohWordzot0inciudes many, i K 22T M L e e e A2
many more Styles. Here is how youcan ...~ ik 1 T | R . 5
find and use the Style Library. Stk festetm tmgein bowark ong | B
ApABCEDN  AaRba ErC) AsBeColy  Aakelcly I T | —
Before You Begin: Look on the right side g e e
of the Styles for the Arrows. As you hover pman ena)
your mouse over the down arrow, you , .
should see the word More. Charlotte's Website 7 oo

123 Main Street
5. Try it: Find More Styles

Select the Text: From the Farm to Your Brighton, Michigan 4811 aaBbccDe  AaBbCcD( | AsBBCCDL  AABBCCDL

Table- That's Fresh. Quote Intense Q...  Subtle Ref.. Intense R..
Go to Home ->Styles.

. From the Farm to Youwr Table-That’s Fresh!
Click on More. AaBbCcDe Intense Quote

Select the Intense Quote style. T List Para...
What Do You See? The Style Library G For Immediate Release
di3p|ays about a dozen different Sty[es. Chaslotie's Website, a family owed farm in our community, has announced that they will be launching

& wirtingl Farmers Maker asline. Pleads Gssl Toes teocsl os Mo infoomation i acailabls ar cair websing

Each Style in the Library shows an
preview of the formatting. From the Farm to Your Table-That's Fresh!

Fagrlofl | Wenke M | 5 | O]

e =

For example, the Intense Quote is
formatted 11 pt Bold, Italic and Blue. This
Style includes an underline as well.

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Use Styles
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Summary for Working with

Text and Pictures

The goal of this beginning lesson was to
become familiar with the text and graphic
tools. The focus was on the Home
Ribbon, and the basic options in the
Clipboard (Copy and Paste), and Font
Groups. (Big, Bold and Blue).

=
4
3

Please close this file. You do NOT have
to save this practice document when you

are prompted.

You done good.
You get the cookie.
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Home -> Styles

il Page Lapnam Frtrraraas (AT Erern en

’_ '. Comagend (3 v N & et B E-E-T PR Y e |t | s AABBOITE AMBSCEDE '% M::H
Forin .r Blr medewx G-%-A- EEEE I 5D Gt [ Iiras 0 | b Ref e bl ] :hﬂ'r
Chpbusiid 'y Ford
AaBbCcDe  AaBbCcDc aaBbce AAD %
TMormal T Mo Spaci.. | Heading1 | Heading 2 Title —| Change
T | Styles -
Styles s

Charlotte's Website
123 Main Street
Brighton, Michigan 48116

Froum the Farm fo Yowr Table-That's Fresh!

For Immediate Release
Charlatte’s Website, a family owneed Farm in our community, has announced that they will be launching
avirtual Farmars Market onfing, Please fgel fron tn rall ns Moes infromatinn e nailahle at ner wehsibe

Fage fofl | Wewmll o5 T

For Inmediate Release
Charlotte's Website, a family owned farm in
a virtual Farmers Market online. Please feel



Practice Activities

Lesson: Horses and Zebras
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 photo of a cat from the ClipArt gallery.

. Insert an illustration of a mouse from the ClipArt gallery.

. Insert a picture of a dog from the ClipArt gallery

. Format the Position of dog to be Top Left with Square Wrapping

. Format the Text Wrapping around the mouse and dog to be Middle with Square Wrapping.
. Format the Text Wrapping around the dog to be In Line with Text.

. Resize the pictures so the dog is the largest and the mouse is the smallest.

. Copy the mouse and paste it three times.

. Add the following text: The dog ran after the cat who was chasing the mouse.

10. Copy and paste your text three times.

11. Add the text: The mouse just wanted some cheese.

12. Drag and drop the sentence “The mouse just wanted some cheese” to be after the first sentence.
13. Close Microsoft Word. When you are prompted, click Don't Save.

This is a practice document that you do not have to submit.

OCO~NOOAARWN
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Test Yourself

1. How do you turn on (activate) the
Picture Tools Ribbon?

a. Go to File— Ribbon— Picture Tools

b. Select a picture

c. Go to Insert— Ribbon and select More
Options

Tip: Beginning Word, page 52

2. Which type of arrow means resize?
a. 4- headed

b. 2- headed

c. Normal arrow

Tip: Beginning Word, page 53

3. Which of the following can be copied
and pasted?

(Select all correct answers)

a. Text

b. Pictures

Tip: Beginning Word, page 54
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4. You can format the position of a
picture to a designated place on the

page, such as bottom center or top right.

a. True
b. False

Tip: Beginning Word, page 52

5. Which group includes the commands
Copy and Paste?

a. Home

b. Clipboard

c. Copy and Paste

Tip: Beginning Word, page 47

6. What media types are available in
Microsoft's Clip Art Gallery?

(Select all that apply)

a. lllustrations

b. Photographs

c. Videos

d. Audio

Tip: Beginning Word, page 50



Word 2010: Working with Text
%) Mice and Men

ralre

=
4
3

Beginning Word Objectives

In this lesson, you will learn how to:

. Identify and use the Mini Toolbar

. Identify and use Paste Options

. Use Spelling and Grammar checking tools

. Use AutoText, AutoCorrect, Spelling & Grammar Tools
. Save a document using Office2007-2010 format

. Save a document as a Office2003 format

N OO gk~ WON =

. Use the Save As command to create a copy of a document
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Charlotte's Website

The Best in Farm Fresh Food Delivered to Your Door!

IFeb ruary (Press ENTER to In sert]]
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Lesson 4: Mice and Men

4

1. Readings
u Read Lesson 4 in the Beginning Word
guide, page 63-92.

Project
A sample document that you do not need to
save.

Downloads
There are NO downloads for this lesson.

2. Practice
Complete the Practice Activity on page.91

3. Assessment
Review the Test questions on page 92.
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Insert Page Layout References Mailings Review View

Calibri (Body) ~/11 = A" A7 | Aa~ | &) =-i=-%- | EE | 4] | T

= 2 | G~ 887 . = === | = = FEE <
F‘aftej B J U ~abe x, x| o\~ - A ==='*='Q s
Clipboard = | Font ] Paragraph a
Insert -J
I — 3 I 4
oy —
L =2 i = A — [ signature Line ~ T[ Q
= = — = — [§) Date & Time
Header Footer Page Text Quick WordArt Drop " ) Equation Symbol
- *  Mumber~ | Box~ Parts~ - Cap "$d Object ~ - -
Header & Footer Text Symbols

Menu Maps

This lesson demonstrates options on the Home Ribbon.
1. Home->Paste, page 68

2. Home-> Clipboard, page 69

This lesson introduces options on the Insert Ribbon.
3. Insert->Equation, page 74

4. Insert-> Symbol, page 75




Mice and Men

the mouse. Start the Program Microsoft Word.

E-—-.mwwm-ﬂmmhm !
i

. r
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File Home Insert Page Layout References

| %l & Calibri (Body) ~|11 ~ A A" | Aa- | & |
Ee)

,/Pastej Bfgv#xzx=|£givﬂg77év
Clipboard s Font M
= 0
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You have to talk with your computer. In one way or form, you need to use an interface to change your
words into actions in the digital world. Microsoft Office can be used for dictation, but the majority of our
computer interaction is with a mouse. In this lesson, the focus will be on what you can think and do with

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 Paragrapt
Groups? Yes.

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



k
r%o
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E Begin with the text

: Enter the following sample text.

1. Enter the name

Type: Charlotte's Website

Select the text.

Go to Home and select Tahoma, 36 pt

2. Enter the marketing text
Type: The Best in Farm Fresh Food

Delivered to Your Door!

Select the text
Go to Home and select Tahoma, 16 pt

Home -> Font

roa. Pogw s Laandl
_."'\‘ ‘: e M KW A % ECET RS | en amean paBdG Aamae AL h :m. )
i’.". g Pl WA EEEE - XD | e Tl eyl veimgl e Ot A LYo
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(- S s rosp e ¢ P ]
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e 4 e

Charlotte's Website

The Best in Farm Fresh Food Delivered to Your Door!

References

Insert

Home FPage Layout

~16 v A A | Aav | B
B J U ~-abe x, x| o\~ 8- A-

Font P

|Tahuma

EE|
Paste

-

Clipboard

Am W L3

I T |

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes
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The Mini Toolbar

When you select text, you may see a Mini
Toolbar. It looks transparent until you rub your
mouse over any of the formatting commands.

You can use this toolbar to edit the Font, text
size, alignment, color, indents and even
bullets.

Try it: Format the text
Select the text: Charlotte's

Look for the Mini Toolbar
Change the size and color: Tahoma, 36 point,

Home -> Font

et
) t . oA e W Ee R R R 9 | pecon ] assbione AaBBO AaBbC ﬂ.]ﬁ 'ﬂ-di. :::”
Fute r B SOk = . A  EETE 'F 5L Ahomal | 1o lpai. Hindagl e e = m"ﬁ G S =
ey Fee . [ Lo . Sagte 2| ey
i - L ﬁ
— =
Tehama - B .-'I.' " i e
Charlotté's website

: The Best in Farm Fresh Food Delivered to Your Door!

Bold and Blue.

Charlotte's website

The Best in Farm Fresh Food Delivered to Your Door! =

“mr
L
[l

Tahoma - 36 - A" A7 £
= . A j’

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

When you copy and paste text, you may see a small
Clipboard pop up. There are three formatting choices in
these Paste Options.

Try it: Paste Options
Select the text: Charlotte's Website

The Best in Farm Fresh Food Delivered to Your Door!
Copy and Paste the text. (Look for the Clipboard pop up.)

E Keep Source Formatting:

In the example on this page, the word "Charlotte" would
paste with all of the formatting that you copied: big, bold
and colorful.

hd Match Destination Formatting:
The word "Charlotte" would paste with the default font,
size and color for Microsoft Word: Calibri, 11 pt, black.

Keep Text Only:
This option strips away any formatting you may have
copied. This is a good way to simplify the text you copy
from the Internet.

Home ->Paste

A red -

M I Sr— i v A ke W E.E-T EEH R E*#-niw.n P r— ﬁ:'lH .Iﬁ.‘ oyl
re— — - g

Faww 5 3 - WF " " # 5 4 F—— S
LR AT A-Fmmm 5 w5 o

|y Pt Pe b ain g o Bamwy

v

Charlotte's Website

The Best in Farm Fresh Food Delrvered to Your Door!

Charlotte's Website

The Best in Farm Fresh Food Delivered o Your Door!

Fanie Fgheers

¥ A

ot T e Pt

Paste Options:

) EFIRIE

Set Default Paste...

Exam 77-881: Microsoft Word 2010 Core

2. Formatting Content

2-1. Apply font and paragraph attributes
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@ Home ->Clipboard
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Paste One, Paste All e e e o T
The Clipboard is one of the oldest helper ST e e g o
applications in the computer. You can use the kg A ; S wtinf e oo
Clipboard to copy and paste a paragraph or a [5 6024 - Coptased L) g L AL S S B b At ; '
picture from one program to another. Rownd) Bows 7 ‘
1 Try it: Use the Clipboard o= H
Double click the word: Charlotte's. i | .
Go to Home -> Clipboard. Click on the small option |, ... . .. Cha rlOtte S WGbSlte 1
arrow to the right of the label fpr the Clipboard. B ::1»: | : Voo i b P P Moo Dol & Wour Dl
(rL & o ;:::»«-e-u'» :
——!] EE] "5 of 24 - Clipboard v X ; .
Paste = e : lotte's Website
- (B Paste Al | (5K Ciear Al . l
; - Fresh F r 1
Clipboard Click an item to paste: 2 ) Fresh Food Delivered to Your Door
2. What Do You See? A new pane will open on the 4] ¥ mid 3
left side of Microsoft Word. Each item that you »"-‘" s
copied will be listed here. Click on any item to paste e
it. You can also Paste All, if you wish. @) Charlotte's | TE
= = =% 5 of 24 - Clipboard
3. What Else Do You See? The Clipboard can = L Item not Collected: Larger |
display the text that you copy as well as the pictures. = 100% than clipboard capacity
Sometimes, the image is too large. In that case, you ] g::trlizts & Paste e e ™ 1
may see an alert in the corner of your screen Delivereé X Delete N L E=Rt 1:38 PM
¢ 7/21/2010

Exam 77-881: Microsoft Word 2010 Core
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Spelling and Grammar

Microsoft Office includes a dictionary. It compares
your spelling and grammar as you are typing. If your
words do not match ones in the dictionary, you will
see a red wavy line. That's the Spell Checker.

wary

If your sentence has a structural problem with the
grammar, say the subject and the verb do not
match, then you will see a green wavy line. That's
the Grammar Checker.

Try it: Spell and Grammar Check
Type the following two sentences:
We was going to school.

We saw Charlotte Sergayiff.

Please include all of the punctuation!

Click Enter on your keyboard. What do you see?

Review ->Spelling and Grammar

wTH T e —— =ToE |
Home e Pegrimwsl  Brmeeon T o
™ A - A W | e =g . | - {FY pores -
)l pe @ AW e =2 0 9 o asan AsBBG aamsce AdL M e
Farie B S Dok m o e A BN S e | thems | tasfpea siesegt  Hssegd Tes Lh:ﬂm G B
[ . a— T o| Tomeg
= — EEERIRE - = — z T A

Charlotte's Website

- Thie Bast in Farm Fresh Food Delivered to Your Door!

Charlotte's Website

The Best in Farm Fresh Food Delivered to Your Door!

Ve ik g o schaod
Vi i Charkome Sagnill

We was going to school.
We saw Charlotte Sergayiff.

T -]

Exam 77-881: Microsoft Word 2010 Core
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Spelling and Grammar

Everything in a computer has a left and a right
mouse action. What does the left mouse button
do?

What mouse button to you use to click on Start?
Say left.

What mouse button do you use to double click?
Say left.

What mouse button do you use to drag and drop?
Say left.

Left gives you action: Select, open, and move.
Right gives you options: A short list of choices.

Try it: Right click the Grammar
Select were, the correct grammar from the list of
options, by clicking on it with your Left mouse.

Try it: Right click the Spell Check

Sometimes, you will see a few suggestions from
the dictionary. If the name is spelled correctly but
does not appear on the list of options, click on Add
to dictionary with your Left mouse.

Keep going...

Review ->Spelling and Grammar

We was going to school.

We saw

O

were
Ignore Once

Grammar...

About This Sentence

Look Up
Paste Options:
5 % A

Additional Actions

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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AutoText, AutoCorrect and Other

Fancy Mouse Options

AutoText: Microsoft Office also notices common
words and offers to fill them in for you. The most
obvious example is the names of the months.

Try This: Play With the AutoText
What do you see as you type the word February?

AutoText also inserts formatted symbols. If you type
(tm), Microsoft Office will format the text as a
superscript. If you type :) Microsoft Office will
substitute a smiley face. It is the Computer Mama's
understanding that the symbol next to the smiley face

means SmartAss, which would be accurate for her.

AutoCorrect: Microsoft Office automatically corrects
a long, long list of the most common spelling
mistakes. Prove it to yourself. Type: hte and watch
the letters when you press the space bar.

Keep going...

File ->Options ->Proofing ->AutoCorrect

IFEbruar}r (Press EMTER to Insert)
Febi|

Microsoft (tm)

Microsoft™

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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Math AutoCorrect

There are several ways to document your
math equations in Word. Microsoft Office
2010 has an extensive library of equations
and symbols.

1. Try it: Type a Math Symbol
Please open a blank document.
Type the following examples:
\angle

\approx

\degree

\Alpha

\Omega

2. What Do You See? Word substituted the

right math symbol as you typed the text.

What If It Doesn't Work? There is an option

that turns the Math AutoCorrect on or off.
This option is demonstrated in a few more
pages. Keep going, please...

L
Pogelofl

Insert ->Equation

P et it AL A W EeE
WA ERER N

Fort . P o

Vi

- N | aescen AaBbG Assbee AADB - A

e (e Shieoma {900 Spen. Messngl  Mesdng?

Wyt
3

M rwa -
S Peptace
Thange
* e o Selen -
. teung

Tose

\angle becomes £
\approx becomes =
\degree becomes”
\Alohabecomes A

\Omega becomes

wetls T

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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\angle becomes £
\approxbecomes =
\degree becomes®

\Alpha becomes A

\Omega becomes Q



Insert Equations
In addition to the math symbols that

substitute as you type, Microsoft Word 2010
offers equations that you can edit.

O le

1. Try This: Insert An Equation
Go to Insert-> Symbols->Equation.

2. What Do You See? There should be a list
of equations including the Area of a Circle,
Binomial Theorem and, yes indeed, it is the
Pythagorean Theorem for triangles.

3. Try This, Too: Insert An New Equation
Go to Insert-> Symbols->Equation.
Click on Insert New Equation.

What Do You See? There should be a new
Equation Block that you can edit.

‘I Type equation here.

Insert-> Symbols->Equation

i " . 1)
Mome  Snen  Pegelapeut Refwences Mg Revew  View =@
» N b WA 1 . ] \ N\ = \ B Ve .
- 'J< j el B8 Y = “ e ::':-n | & (e Al - 4 Ewi':'« Tc Q
Comer  Blank  Page Tabie Maee Op Shaper Smatit Chant Sowesshot ) Ootsontermacs Peader Footer  Page Tet Quak Wordht »d Copen Touwston Lymscl
Pages Page  Beeak At . - 2 Cooresnteren - * Mumberc Bt Pabv v e . .
Page oty Pegrhrphromy Ly eader & Footer Bt b -
. WLk o SR O TN N e
0 A= nrl
B ol | e
(x4a)*= ‘(ljl‘a"‘
X 1
Laparasce of 3 um
o .l-.]--xo:"»“';‘“';o —
T ompary Savees
,...-n.‘;(,.m"ffu_u":'p
0:00:-l:
Pythagorean Theorem
a?+b?=c? 2
v
g More Equations from Office.com >

TU Insert New Equation

Exam 77-881: Microsoft Word 2010 Core
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Insert Symbols

O le

be found in the Symbol library.
1. Try This: Insert A Symbol
Go to Insert-> Symbol.

2. What Do You See? There should be math
symbols, Greek letters, as well as copyright,

trademark and bullets.

Comma Training Page 75

Many of the math and business symbols can

Insert ->Symbol

Wome e Pegelameut  Retwescet  Aalegs  Beview  Vew &
N h Jal B D B, rmesrs -y 5 N A A= A Sereteeine -
SRR SRR R 4 . 2 ’[ Q
- —] A Pechmant ’ ’ - > §, Oate & tene
Cowr Blark Page  Table Mcese O Shape Smartirt Chat Sowerehot raader Pocter  Page Ted  Qukk Waeshnt Deop Cquation Symbol
Page Page Bresk - nt - - '+ Cress reterence - * Mumberc  Boxc Party e - Cop = " Owpenr < - -
i Feges ey By bl sy Lay eoder & Poole Ten . ¢ £ ¥ c
\ . i O 3 ] ¥
o 2 - ¢ + 0
= - - M
a P = 0 3§
"y

\angle becomes £
\approx becomes =

\degree becomes”

\Alphabecomes A

\Omega bacomas 0l

| Signature Line ~

(5], Date & Time
hgd Object ~

e

Equation |3ymbol

- -
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Mare symbaols...

5-1. Validate content by using spelling and grammar checking options
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7;9:” File ->Options
Word Options &"' = i e WS M W E
Where does Microsoft Word keep these AutoCorrect ;... lof"o'md"on about C"df'O"t’“:’“ Options '
. ac erhlamy | CormmaProdut C crvemalil K ol Chadetie Tot O docr
words, AutoText entries, Formulas and Symbols? | & com o B o D
. N . a Amyone can open, copy. and ¢ vy part of they docurment [N—
Try it: Review the Word Options - ;ff Bl E——
Go to File in the upper left corner of the Home . o gt
Ribbon and click on Options. - s
Pt ‘J Betooe 1hanmg tha Hie be pmme that & contaen
T c;‘““ (ocumert propertses ind psior | narre
Ruth
HEIP m RSristed Dotes
'J e (3 v"‘::; ~ Lo of T
[-] oOptions B » e rvoms of

[ Exit

You will be taken to the Word Options:
Popular

Display

Proofing

Save

Advanced

Select Proofing and review the defaults.

Exam 77-881: Microsoft Word 2010 Core
5. Proofreading documents
5-2. Configure AutoCorrect settings
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n.* File ->Options ->Proofin
r © : g
AutoCorrect Options - .
: By Default, Microsoft Word 2010 has several fene W4 change how Word corrects and formats your text
options that help you create professional i
documents. S| | oot optons
e Change how Waed careeid and farmals e as you bype m
Try it: Review the AutoCorrect Options Language T P T e T T
Word is programmed to ignore: Advanced 9] Tonore word in LPPIRCASE
UPPERCASE | Cusiomize Ribbon .r ::mtuw:sihuwnulnunqu
Word with numbers - R—
iniomet addresses wodoptons et coniben i ]
\évoerldl'r\lmn automatically look for: Ener 3";% Change how Word corrects and formats your text.
i .
Grr)amn?ar Display
Repeated words Proofing l AutoCorrect options
Save Change how Word corrects and formats text as you type: AutoCorrect Options...
Language

When correcting spelling in Microsoft Office programs

Advanced
Ignore words in UPPERCASE

Customize Ribbon Ignore words that contain numpers
Ignore Internet and file addresses
Flag repeated words

Add-Ins Enfaorce accented uppercase in French
Suggest from main dictionary only

Quick Access Toolbar

Trust Center

Exam 77-881: Microsoft Word 2010 Core
5. Proofreading documents
5-2. Configure AutoCorrect settings

Comma Training Page 77



File ->Options -> Proofing ->AutoCorrect Options

i
AutoCorrect: English (U.5.) -9 e .

O le

AutoCorrect Options e
At the top of the AutoCorrect page is a list of AubsFormat | Actions : \
Capitalization options. Microsoft Word capitalizes: AutoCorrest | MathAutoComect | AuloFormatAsYouType | y "
First letter of sentences 7] Show AutoCarrect Options buttons |
First letter in a table cell ] Carrect TWo INitial CApitals
Names of days ] Capitalize first letter of sentences
[¥] Capitalize first letter of table gelis

Try It: Replace text as you type: [¥] Capitalize :
Earlier in this lesson we played with a few symbols = Corre:ta:' AutoFormat | Actions
and emoticons. This is the page that lets you add AutoCorrect Math AutoCorrect | AutoFormat As You Type
and change the AutoCorrect words. For example, if 7] Replace b
you type ;) it will be replaced with a smiley face. Replace: Show AutoCorrect Options buttons
You can add a phrase to AutoCorrect and have i Eg"_:l_t“n;u iTliianIE|L
Microsoft Office spell it out for you automatically. M apitalize rstister of sentences
The buttons are pretty obvious: you can ADD or P Capitalize first letter of table cells
REMOVE any text in this list. ARRE] Capitalize names of days

i ;|:I Correct acddental usage of cAPS LOCK key

Memo to self: AutoCorrect is a productivity tool. P
AutoCorrect quickly replaces "hte" with "the." )
However, as with all programming, it is a good idea Replace text as you type

to review the corrections and make sure that it 7 Automate| | PEplace: With: (@ Plain text Formatted text
makes sense. ! |

i
A

@ @
2]

Exam 77-881: Microsoft Word 2010 Core
5. Proofreading documents
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AutoCorrect Exceptions

There are always exceptions to the rule.
AutoCorrect can include a list of word you do
NOT want automatically corrected. .

Try it: Review the Exceptions

If you are not already on this page, please...
Go to File->Options-> Proofing,

Click on the AutoCorrect tab.

Click on Exceptions.

What Do You See? Microsoft Word 2010
has a long list of AutoCorrect exceptions. For
example, the software is programmed to skip
the capital letters after common abbreviations
such as abbr, tbs., and tbsp.

File ->Options -> Proofing ->AutoCorrect Options ->Exceptions

AutoFormat

| Actions

AutoCorrect

Math AutoCarrect |

AutoFormat As You Type

Show AutoCorrect Options buttons

Correct TWo INitial CApitals
Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct acddental usage of cAPS |

Replace text as you type
Replace: With: @ Plain text

AutoCorrect Exceptions

A=)

First Letter

IMitial CAps | Qther Corrections |

Don't capitalize after:
abbr.

d

abs.
acct
addn.
adj.
advt.
al.

Automatically add words to list

] [ Cancel

Exam 77-881: Microsoft Word 2010 Core
5. Proofreading documents
5-2. Configure AutoCorrect settings
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@ File ->Word Options -> Proofing ->AutoCorrect

-

uary

Math AutoCorrect Options R co-nea
Earlier, we reviewed the Math Equations and [ AubcFormat | Actions |
Functions. Many professions use mathematical Maﬂ".jutq{qrreq I r——T————
symbols in reports and documentation. Prior to [
Office 2007, you had to Insert a Symbol and select || I se Math AutoCormect rukes outside of meth regions
a letter from a set of custom Fonts named Dingbats |||~ fien!afh AufoCemect and AutoCorect rdes confict, AutoCorrect ufes i
or Symbols. [7] Replace text as you type
Beplace: With:
Math AutoCorrect has an extensive list of Wi [
replacements for math, chemistry and engineering. fighi
This list is adaptable, to_o. You can add or edit your i AutoFormat | Actions
own entries, same as with AutoCorrect. | e
T AutoCorrect Math AutoCorrect | AutoFormat As You Type
LOOk.for the check box tO. Use Ma.th.AutO.COI'rect Em D Lise Math AutoCorrect rules outside of math regions
OUt_s'd_e of the_ math regions. This is an mpprtant il | wm When Math AutoCarrect and AutoCorrect rules conflict, AutoCorrect rules will
option if you wish to type formulas and equations. 4 | Eﬂﬂr be used.
E Replace text as you type
Replace: With:
w i |
\phi 4 -
\Phi ®
Ypi n
Ypm +
pmatrix Ik
\pppprime -

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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File ->Options -> Proofing

r e
Grammar 0pt|ons “ --u . .-.:L -q.n.,-lrl l‘r'.r-'|'|'\. \ bebiatirygi Rrvre E;-::"w . . - . 4 z E—
: Microsoft Word 2010 has options for the - o o A U A Emﬂ e e i o Bowa
Grammar Checker as well. You can choose ™ [ ™= T e S e T T e
if you are going strictly by the rules or not. [lslf= : i : ] : ] : i : ; 1 ]
For example, the phrase "Aroseisaroseisa - A weri e i
rose" is not misspelled, but it would probably _— B oamge bom e cornts oot o et
be flagged by the Grammar Checker. i
Freafng bl pveed pplsom

1. Try it: Find the Grammar Options ' —— e ——

. . . ! [ ) O ] i MaTossh oy
Go to File ->Options -> Proofing Al o R

\approfl 5 s rea s i st
2. What Do You See? The Grammar ' s remmaen
Checker will check the grammar as well as | g e et e
the spelling as you type. The Writing Style is \Alphall ":u:w.lwmmw
marked Grammar Only. ]
"WOmaegp
Click on Settings to choose a different mmw:r.‘:w {hen correcting spelling and grammar in Word
" . = W e cogtrsbus ipaiing
Writing Style. Keep going... % bk gt e i Check spelling as you type
.o o Use contextual spelling
Rechack eomnt Mark grammar errors as you type
g Check grammar with spelling
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Writing Style: | Grammar Only EI

[ Recheck Document ]
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Grammar Settings

Try it: Edit the Grammar Settings

Go to File ->Options -> Proofing.

Find the Spelling and Grammar options.
Click on Settings.

What Do You See? By default, Microsoft
Word checks Grammar Only. Grammar

includes Capitalization, Fragments, Noun
phrases, even Questions and Punctuation

Grammar and Style checks for clichés and
jargon (Watch that tech talk!) and sentence
length (more than sixty words...hmmm that
leaves out Earnest Hemmingway.)

File ->Options -> Proofing

->Settings

-
Grammar Settings

Writing style:

Grammar and style options:

- |

Grammar Settings -

Grammar:
Capitalization
Fragments and Run-or|
| Misused words
N MNegation
Moun phrases
Possessives and pluraly
Punctuation o
Questions
L Relative dauses
Subject-verb agreeme|
Verb phrases L
Style: |
[ clichés, Colloguialisms,|,

=

Writing style:
Grammar & Style

Grammar and style options:

Style:
Clichés, Colloguialisms, and Jargon
Contractions
Fragment - stylistic suggestions
Gender-spedfic words
Hyphenated and compound words
Misused words - stylistic suggestions
Mumbers
Passive sentences

Punctuation - stylistic suggestions
Relative dauses - stylistic suggestions
Sentence length (more than sixty words)
Sentence structure

Possessives and plurals - stylistic suggestions

m

\

|

oK ] [ Cancel

Exam 77-887: Microsoft Word Expert 2010
1. Sharing and Maintaining Documents
1.1. Configure Word options.
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Save Your Work

One of the most important things a newbie
learns is how to save a file. The following
pages demonstrate how to save a document.

O le

Microsoft Word 2010 and 2007 have a
different file format than the previous versions
of Word. This lesson also shows how to use
Save As to create version of your document
that can be opened in Word 97-2003.

Get A Clue: Look at the top of the Title Bar.
New documents are named Document 1, 2,
etc. They are NOT saved. When you save a
file you type a name and choose a place to

save your work.

Keep going...

W e 9~ 0=8

File ->Save
A R L [N
“ ] Fritel Fage Lapins Fatrarans [IrE=T Erera Ve = ﬁ
a IZ e B e T F =
. comamaad (Bt AW A (S B ECT EBE N Y || asabco AaBBC Aambce A2 'a-".\ .II:::”
“J_m s B P ok w, x° . A EEEE I e D Amgima |1 R dpai.  HEaaRgl  aagEg g = |: e -

Chpbid Ferd . =

\angle becormes £
\approx becomes =
\degree becomes*®
\Alphabecomes A

\Ormega becomes 1

urmentl ¥ Microsoft Wﬂm

Insert Page Layout References Mailings Review View

=L J i

_h] ® |calibriBody) |11 - A A | Aa- |®, =-i=-%a-[EE (LT AaBbCcDe
- =3
Paste 7 B 7 U ~abke x, X | - B - A EEEI?’Q'_' T Marmal

Clipboard T |

Font a Paragraph P

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-5. Save a Document
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File ->Save

L 1< T T - -
Save Your Document B e ror newse e wew ne o .

O le

There are three parts to saving a file: ::. Information about Charlotte Text Options
1.Where are you saving it? i e —
2.What are you naming it? o e — o
3.What are you doing? SAVE! R G oo o o e

Froent Disparant * Progesrint ©
These are the steps to save your work rew
and find a folder to keep it in. e R e e

ek At Do perpotioni asall pnudbei's e

Sarve B Sengd e
Try This: Save a document ALl
Start Microsoft Word — L. Venens B
Type your name =1 S5 e ——"
Go to File ->Save. g

Keep going... I
G R . | —
¥ Home Insert s

| H Save |

Save As

Save or Save As?
Both options take you to the same window. You can use Save As
to create a different version of a document.

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-5. Save a Document
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7‘»,:" File ->Save

Save Options

1. Where Are You Saving It?

By default, Microsoft Office offers your : 3
Documents folder on your computer's r—_—
hard drive as a place to save it. You can :
use the Documents folder if you wish.

2 .
4
3

BNy E « |8 - W@ i ] . R
A A G E-E-F B8N o] ameceoe AaBBC Aasbce AADB | -\ & ot
G- -AEE AW (8 N-Dr | teoma [ Thotesa. Wacegt  messng? ree 'D-.M' ¥ Suv =

. _tameg

IO KIS X0 X ST K

5 0 Liwwses » Decwmenns » w | bg 1 Seaen Doswments

2. What Are You Naming It?
Type the File Name: Charlotte

Documents library

Inchudes 2 locstiom

Maere

b Eapreviam
b oue

What Do You See? ‘] RN
The new file type in Microsoft Word 2007 W My et St o M 3 Moy Mustings

and Word 2010 is the docx format. The . g::’“_w
docx format conforms to the new & Crabiots Notsbscks
b Ovtioch Fiey 4. .

international Open Office standard.

3. What Are You Doing?
Click on Save.

I_F_:ave I[Eil'lod

T o [ ) [ e ]

When you click on Save, your document File name:

will be named, date stamped, and stored Save as type: [Word Dacument

in the Documents folder.
Authors: eBeth

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-5. Save a Document

Comma Training Page 85



@ File ->Save As -> Word 97-2003

L R R O 1o Linsrih Vieed T SRS LT - ]

O le

Save As Office 97-2003 S —— o
When you save a new document in ::. Imformation about Decument]
Microsoft Word 2007 or Word 2010, you o P
should be aware that this is a new file 5 e e s Ll L
format and that companies with a EE H ™
previous version of Microsoft Word e —
might not be able to open or edit your ek L Prepees for Sharing .
work. i . g i
Here are the steps you can take to sl .
create a copy in Word 97-2003. = S T — —
) Optem Munags * T
Try it: Save As Previous Version o o
Create a blank document.
Type: Dr. Green e Save
Go to File ->Save As. | Save As |
Select: Word 97-2003 Document.
Lﬁ Open
Save As 4 Close

——

Keep going... Memo to Self: If you can't remember when you had to consider which version of Microsoft

Office you are using, then you are not as old as the Computer Mama. The last time anyone
had to ask, "Which Word?" was in 1997.

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-5. Save a Document
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Save As Office 97-2003

1. Where Are You Saving It?
You can use the Documents folder if you
wish.

2 .
4
3

2. What Are You Naming It?
Type the File Name: Dr Green

What Do You See?

The file type is Microsoft Word 97-2003. It
is the doc format. This is the file type that
is compatible with most businesses,
schools and government departments.

3. What Are You Doing?
Click on Save.

[_Save | [ Cancol

When you click on Save, your document
will be named, date stamped, and stored
in the Documents folder.

File ->Save As -> Word 97-2003

ot et Pegelapnt Refeences Masngi Revew  View - @

Asmeceox | Asabceor AaBbC Aasbce AADB | m :::,.,

o - P
Craon

Documents library

Inchuder 1 locations

File name: Dr Green

paron— Word Document
* Word Macro-Enabled Document
LEEEN \\ord 97-2003 Document
Title: Word Template
Subject: Word Macro-Enabled Template
Word 97-2003 Template
PDF
XPS Document
Single File Web Page
Web Page

Manager:

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-5. Save a Document
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File ->Save As

E ™) .ll'i'f‘. - o -
Save As a Different Copy W Seyee e e o E -
: Say you needed to consult with two doctors: -~ 7 Lt D =it st ! pry ey et Aab f},
Dr. Green and Dr. Cooper. Say the letter you ...~ - _ el - " -
typed to Dr. Green will be the same as letter |+ : 4 : i ; ; : ; : 3 : i : 3 g
to Dr. Cooper except you need to edit the :
name and address. You can use Save Asto I l :
create another copy, or version of your - = e ™)
letter. Cs - » tames + Documens ."'- a0 B3 —w 7
| Owance s Mewfckder =l
Try it: Use Save As to Make A Copy 1 Dr. Cooper (8] Mcroren Wend *  Documents library
1 Edlt the teXt Livingston County’s Most Experienced q s — e
Open the file saved as: Dr Green. 4 ‘ R i i
Delete the name Green and type Cooper. I i Mt 8 outren
o} Homeyowy ) Februsry 1095 Meetng Hotes ‘
2, Where are you going? ® Compter e .
Go to Office -> Save As. e '
Where are you saving it: Documents. e — G s "
What is the File Name: Doctor Cooper. —
3. What are you going to do? .
Go to Save as Type and choose the Word o e

97-2003 Document. Click Save.

Memo to Self: When you use Save As to

create another copy of a Word 97-2003 file, File name: Dr Cooper

Word uses the same file type as the original. Save as type: |Word 87-2003 Document

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-5. Save a Document
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File ->Options -> Save

wary

G R 7+ Rt e e, R s I W T T |
Where Did You Save It? e — R
All of the Microsoft Office programs save L T T e i i Rl ereom| ramos | AsBYC axtice Aab | gy | S
files in the Documents folder. You can il e . e : e P
change the default location if you wish. This '+« = Juw-:puu PR W o - R L -
setting is under the File menu, with the " || snne b Cutomen o doseranes e s i
AutoText options and other tidbits. i Oz
Review the Default Location for Saving . — A g == per l o
Your Documents 4 ppo— B Socntnaut barored Fenivs 1 ot Wit vy
Go to File ->Options. : p— [ e ' :
Select the category: Save. i v et o ' ) o

8 - s pdbre pbe foa dos e s ageemen] e Sy L]
What Do You See? You can use the : o S para TR e , -
Browse button to find and select a different ] Word Options L i - ‘ a
folder to be the default location when you ]
Save a file. o Ceneral

H Customize how documents are saved.

Please Cancel out of these Word Options ] Display
without changing the default file location. :

~ Proofing Save documents

Save ] Save files in this format: |w:|rd Document [*.doo)

.‘-.....,.-, — Language Save AutoRecover information every minutes

Keep the last autosaved version if I close without saving
AutoRecover file location: | Ch\Users\eBeth\AppData\Roaming',

Advanced

Customize Ribbon

Default file location: | Chllsers\eBeth\Documents',

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-5. Save a Document
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Beginning Word

These pages demonstrated many of
the options you might see as you learn
Microsoft Word 2010. It is important to
consider who has upgraded to the new
Word 2007/2010 format, and how you
can use Save As to create a version
that is compatible with Word 97-2003.

Finally, this lesson introduced the
concept of different versions. This
page shows two copies of the same
letter, one for each consultant in the
Word 97-2003 document (doc) format..

Well, you done good.
You can have two cookies.

< ‘:_h',

Comma Training Page 90

Start ->Documents

Customize Ribbon

Quick Access Toolbar

Add-Ins

Trust Center

B! save As

Word Options 1 § |

General ABC|

z: Change how Word corrects and formats your text.
Display »
Proofing ]‘ AutoCorrect options
Save Change how Word corrects and formats text as you type:
Language . L _

When correcting spelling in Microsoft Office programs
Advanced

Ignore words in UPPERCASE

Ignore words that contain numbers
[¥| Ignore Internet and file addresses
Flag repeated words

["] Enforce accented uppercase in French
[] Suggest from main dictionary only




Practice Activities

Lesson: Mice and Men
Before You Begin: Start Microsoft Word 2010. You should see a new, blank document.

O le

Try This: Do the following steps
. Type: January. Watch for the AutoText and click ENTER on the keyboard to insert the word.
. Type: Monday. Watch for the AutoText and click ENTER on the keyboard to insert the word.
. Type (tm). Watch for the AutoText convert the text into the symbol for trademark.
. Type (c). Watch for the AutoText convert the text into the symbol for copyright.
. Go to File->Options-> Proofing. Click on AutoCorrect Options.
. Go to Math AutoCorrect.
. Select Use Math AutoCorrect rules outside of math regions. Close the AutoCorrect window.
. Type: \approx. Watch for the AutoText convert the text into the symbol for approximate.
. Go to Insert->Symbol. Click on the Copyright symbol.
10. Go to Insert->Symbol. Click on the Trademark symbol.
11. Go to Insert->Equation. Click on Pythagorean Theorem
12. Close Microsoft Word. When you are prompted, click Don't Save.
This is a practice document that you do not have to submit.

O©CONOOAPRWN =~
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Test Yourself

1. When does the Mini Toolbar appear?
a. When text is selected

b. When you double click on the ribbon
¢. When you start typing

Tip: Beginning Word, page 67

2. The clipboard holds items copied:

a. Just from the current program you're
using

b. Only from Microsoft programs

c. From any program on your computer
that allows copying

Tip: Beginning Word, page 69

3. What does Paste All do?

a. Pastes all items from the clipboard into

the current document

b. Pastes all items copied that day into
the current document

c. Pastes only the last copied item into
document

Tip: Beginning Word, page 69

Assessment and Skill Tests

5. Where are the commands for
Copy and Paste located?

A. On the Insert Ribbon

B. On the Edit Ribbon

C. On the Home Ribbon

Tip: Beginning Word, page 69

6. Word 2010 includes Math
Autocorrect, which replaces certain
commands with symbols.

a. TRUE

b. FALSE

Tip: Beginning Word, page 73

7. It is possible to create
personalized AutoCorrect
commands.

a. TRUE

b. FALSE

Tip: Beginning Word, page 78

8. Microsoft Word 2010 uses a new
file format that is different from Word
1997-2003.

a. TRUE

b. FALSE

Tip: Beginning Word, page 83

9. Which of the following is a Paste
Option? (select all correct answers)
a. Keep source formatting

b. Match destination formatting

c. Keep text only

Tip: Beginning Word, page 68

10. Which of the following is true
about mouse buttons?

(Select all correct answers)

a. Left gives you actions like select,
open and move

b. Right gives you options in a short
menu list of choices

Tip: Beginning Word, page 71

11. Which of the following can be
inserted into a Word document?
(Select all correct answers)

a. Equations

b. Symbols

c. Clip Art

Tip: Beginning Word, page 74, 75




Word 2010: Graphics and Quick Parts

Fancy Colors

7."ﬂre

One

Beginning Word Objectives
In this lesson, you will learn how to:

. Access the Picture Tools Ribbon

. Apply Pictures Styles and Effects

. Apply Borders to a Picture

. Use the Picture Corrections Tool

. Apply Artistic Effects to a Picture

. Compress a Picture for optimal size

. Remove the background of a Picture

0 N O O B~ ODN -

. Crop a Picture and Crop to Shape

Comma Training Page 93




4“3 Lesson 5: Fancy Colors

E Picture Tools->Format
: 1. Readings File Home Insert Page Layout References Mailings Review View r Format
Read Lesson 5 in the Beginning Word . _ -
guide, page 93-118. i 4 comedions~ & lJ — I — 1
I [
e ne v [ [ e e
ErOJelctoI it vou do ot naeg | B3CKITOUIE (2] Artistic Effects ~ g -
sample document that you do not nee . .
to savg y EJ Adjust EJ Picture Styles
Downloads | Format 0| > @
Graphic files used in the lesson: = Picture Border = ] L& Brin . & - B
c ¢ g Forward 1= v [ .
Durand1.jpg, Durand2.jpg, s i — L ) | - af]|2 -
Durand3.jpq. Durand4.ipq, ‘ ) Picture Effects ~ = [ send Backward ~ L] .
Durand5.jpag, EJ 2 Picture Layout - Position Wrap E?[} Selection Pane T Sl j 2767 -
Michigan-Balloonfest-4.qif, B Text = )
a Arrange Size Fa

Michigan-Balloonfest-18.qif,

Michigan-Balloonfest-22.gif

Michigan-Balloonfest-26.gif (not Menu Maps

cropped) This lesson shows options on the Picture Tools Format Ribbon.
1. Picture Tools-> Format-> Styles, page 99

: 2. Picture Tools-> Format-> Picture Border, page 102

2. Practice . o 3. Picture Tools-> Format-> Picture Effects, Page 101

Complete the Practice Activity, 4. Picture Tools-> Format -> Adjust-> Corrections, page 103

page.117 5. Picture Tools-> Format -> Adjust-> Color, page 105
6. Picture Tools-> Format -> Adjust-> Artistic Effects, page 107

3. Assessment 7. Picture Tools-> Format -> Adjust-> Compress, page 109

Review the Test questions, page 118. 8. Picture Tools-> Format -> Adjust-> Change Picture, page 110
9. Picture Tools-> Format -> Adjust-> Reset Picture, page 111
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A New Box of Crayons

Getting a new box of crayons is always fun: whether you are a child in grade school or a big kid in an office.
There's nothing like the feeling of opening the box and seeing all of the crayons arranged by color: so many
shades of red, orange, green and yellow. Silver and gold that glitter!

Microsoft Office 2010 has a wonderful set of tools for working with pictures and graphics. In this lesson, the
focus will be on formatting pictures. So, if you are ready, please Start the Program Microsoft Word.

Em What do you see from tr.]e top of
) 5 e X B B T[] e damb e AQE A B the screen?. Is there a Title Bar
e G RO R B A T LT R LR L e e TR — Y that says Microsoft Word? Yes.

.:#l. =" & Faupass A e - « Dy n

Is there a Home Ribbon with the
Clipboard, Font and Paragraph
Groups? Yes.

Home Insert

Page Layout References If your screen looks similar to the
example on this page, then you

% ‘5 CalibriBody) ~ 11 ~| A A" | Aa~ | .% are ready to get started.
SE|

Pastey B_{g-#xzx=|&\¢vﬂg?-é-

-

r
iz

<tiey erase
Nt in casey

Clipboard Font P

4]

=]
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Insert a Picture

Our lesson begins by adding a picture.
There are several sample pictures
available with this course online. You can
also use your own pictures if you wish.

Try it: Insert a Picture
1. Go to the Insert tab.
Find the lllustrations group on the Insert

Ribbon.

2, Click on Picture
Keep going, please...

Insert -> Picture

Home e Page Layeest Mpdmgr "

&) Cower Page | B8 R, tverm - . = A Bwpeaweine « T bavation -
e EHMEBPRE L o BRRD EE A4S S
iirens | T e O» L L | o ey T A g N et &

Fages i Lnky Menger & Footer Test b ad
e CRORON RO 1 H 3 % 10 ! (Y O, RO NN
"
‘|
: S
- Hom Insert Page Layout References Mailings

\£] Cover Page ~
__] Blank Page

4 |k
| Picture Clip Shapes SmartArt Chart Screenshot
Art v -

Illustrations

'é'l Page Break

Pages

Memo to Self: you do not need to MATCH the pages in this
book. The goal of this course is to demonstrate the options.

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document

Comma Training Page 96



pdl Y

Insert a Picture, continued

3. What Do You See? You will be prompted
to browse for a folder. The default location is
the Pictures Library in Windows Vista and
Windows 7, however you can create your
own folders to organize your work.

Choose your picture: Double click on a
picture and it will be inserted into your
document.

Insert -> Picture

<~
i 5 R oo A B Vgratwre Une =TT Eanation =
) - 3 4 -
® Brchman 3, Cute & Teme 11 Symoal -
W aper Taatant Onet Soeenihat eader Faot Page M Que Werahet
. . ~J C3ts etenence . Mty P . "l Ongect +
Hesd = T
T
»
W] lroet Prcture — 3
b Lboes » Pt » . 4 Fe
Crganae v torw fchzer SN, B _J
Lt
W Macronch Word Pictures library
Fovtey
w4 Ubrares
o) Hemegowm
Samgle Pulures

W Computer

& osic

e DATA (D . .

W by S Pictures library
N tirrent Includes: 2 locations

Fie narme: v AP
Tosk ~ [0 e

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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Picture Tools

Tag
e

A -

The Picture Ribbon et vt .0 |
. . . L o CoeTHDaA = = o T - i Boaadi & o] v B . -

When you click on a picture, you will see i T e i ol ol o ol o reerinen g m{ ! o .::: ::a. :

the picture frame and handles. That is [ Eangriina ﬁ::""““"r 2 el | ‘:xﬂwm olie. i

your clue that the picture has been
selected.

(a8

You should also see the Picture Tools.
The Picture Tools appear when you select
a picture They disappear when the picture
is no longer selected.

Try it: Now You See It, Now You Don't.
Click on the picture. The Picture Tools are
available. Click on the blank page so that
the picture in not selected (it no longer
has handles) and the Picture Tools hide.

Mailings Review

Format

View

Picture Styles

i | ol

L Picture Border ~

‘! Picture Effects ~
% Picture Layout ~

M |

4

i

4]

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document: The Picture Ribbon
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e

[: Picture Styles

u Microsoft Word 2007 and 2010 offer a rich
gallery of Picture Styles. You can see a
Live Preview of the Style when you run your
mouse over the options.

The Picture Styles include shadows,
frames, and reflections. Keep going...

Picture Tools -> Format -> Picture Styles

I - )
_ Hamr el Pagr Lipaad Fielr-priry Liglen Frora Vira Frirmnal = g
i @ Comectny e — i p— ] LT TR L L s :

E ] . v = ) ) fre - : z

i il aall sl amlll - = Pmarimen 3 |
; Ty £t v ] il ‘ "; - Sa— = Crop = phr =
| Bachpreuna L AAsBENERi - B 7 b Lt < P - T .
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Picture Tools -> Format -> Picture Styles ->More

More Picture Styles = “ — ¥ e AR

Look carefully on the bottom right il | ==l “ ] ‘ d T 1
corner of the Picture Styles Gallery. =

There is an arrow pointing down with a
line above the arrow. When you run
your mouse over that arrow, it says
simply, "More." That's exactly what it
is: more Picture Style options.

Picture Styles

Try It: Find More Picture Styles
1. Go to Picture Tools -> Format.
Go to Picture Styles.

2. Click on the down arrow for More
There are Styles with different frames,
shapes and reflections.

Way cool, isn't it?
Keep going....there's even more.

Exam 77-881: Microsoft Word 2010 Core
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Picture Effects

The options in the Picture Style gallery
can be created with the Picture Effects
as well. The Picture Style Gallery
combines many effects into each option.

You can use the Picture Effects to
choose some, or all of the options if you
wish. The effects include:

Shadow

Reflections

Glow

Soft Edges

Bevel

3-D Rotation

Try It: Play with the Picture Effects
1. Go to Picture Tools -> Format.
Go to Picture Effects.

2. Choose Some Picture Effects
Notice that you can add more than one
Picture Effect to create your own design..

Picture Tools -> Format -> Picture Effects

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document: Picture effects
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7.
Picture Tools -> Format -> Picture Styles -> Picture Border
E . 770 7 Oocoment (iavsored] TR Pt T2 1
Picture Borders e e e : - -9
u You can format the Picture Borderas | =4 . | G G ok ol o el e B - 0 OEE —
well. The Border options include line Pt Bt~ - a— - ""'"r:"- Rwomnme - 2 DX
width, style and color. - T G R S T I i G T :
f == ||| |[Ta= dl
Try it: Edit the Picture Border : Sss ssssss ‘

1. Go to Picture Tools -> Format.

Go to Picture Styles -> Borders = w' b —— ‘
2. Preview the Picture Borders - —[Z|Ficture Border ~ [
The Color palette presents Theme =

“# = Theme Colors

colors as well as the Standard colors.
L e E . . . . . . .

L

Standard Colors
HE PfEEEERN
Mo Cutline

Mase v

The Weight and Dashes menus show
a short list of formats. There are More
options at the bottom of these lists.

18  More Qutline Colors...
= Weight 3

szt Dashes L
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Picture Corrections

Today's digital cameras mount the flash on
the front of the camera. This works
reasonably well with the automatic settings
that most people use. However, the in-your-
face flash often creates dark pictures with flat
lighting. You can correct the picture by
adjusting the Brightness and Contrast.

pdl Y

Try it: Adjust the Brightness and Contrast
1. Go to Picture Tools -> Format.
Go to Adjust -> Corrections.

2. What Do You See?

You can Sharpen or Soften the edges in an
image. The Brightness and Contrast adjust
the Brightness (the amount of light) and the
Contrast (the difference between absolute
white to absolute black.) Each little square
preview is a different percentage.

Picture Tools -> Format -> Adjust -> Corrections

Heme Pien Pt Lives Beferent Perew View . 1

» Comactiona v 4 — — (2 Pctune Bondes » 4 ) S Bng Forms + 15~ — -a
p.-,.. s e B R e e :’ e
Background e ¥ Mdwre Lapowt ¢ - Ted s Syleleentene 24 w I

Awange
nnnln SN
Home Insert Page Layout References Mailings
» ( . ) -
= | i Corrections '! i

= (| [ o |

Sharpen and Soften

Remove
Background

:.uux wesst T Ig i:
Brightness and Contrast

| ‘K..
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More Correction Options
You can adjust the Picture Corrections
manually in addition to the preset
Brightness and Contrast ratios. The
advanced settings are available at the
bottom of the Corrections menu.

Try it: Adjust the Brightness and
Contrast Manually

1. Go to Picture Tools -> Format.
Go to Adjust -> Corrections.

Click on Picture Correction Options.

2. Review the Picture Corrections
You can Sharpen or Soften the edges
in an image by using the slider bar or
typing a percent. The Brightness and
Contrast can be adjusted as well.

Picture Tools -> Format -> Adjust -> Corrections

-

¥y e -

| - 95

»a L

Blaiingy vt e
e o Brs B i

=~ el

Glow and Soft Edges

3-D Format

3-D Rotation

_[ Picture Corrections ]

Picture Color

Artistic Effects
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Picture Tools -> Format -> Adjust -> Color

E e R TS [y S . 1
Adjust the Color gt | S———— e

5 Color can alter the basic feeling of an el I B 1~ B - I L L R~ A s —
image. Changing a picture from warm red s oo s | e vrrerbd B ormere 0 W
to high contrast black and white can = “ “ ‘n' T ; — : : = |

change the mood from a sunny afternoon
to the dark house in a scary movie like
Psycho!

Try it: Adjust the Color
1. Go to Picture Tools -> Format.
Go to Adjust -> Color.

2. Review the Color Options

There a three different categories of Color
adjustments. Color Saturation infuses
the image with more or less color.

Axe co-ahcr
P ' 2ot Dancparent
& et Teipare

Color Tone works with yellow and blue
filters to warm or cool an image. Color
Tone corrects for the yellowing that can
occur with indoor lighting.

el

Cedor Toew
o bt
» —
Bl CuB

191949
e

— — . w—

23 ‘ ix Corrections - ﬁ _

B B ||

Color Saturation

=

Color Tone

S

Page i o4 1

Recolor applies a tint to an image, such
as the "Olde Time" sepia brown pictures.

Recolor

e
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Picture Tools -> Format -> Adjust -> Color

4 - 1
More Color Adjustments B e = e e R G |
:’ All of the Microsoft Office Picture Tools | s, 3, 0 =& =4 =@ ol ol =4 o o Sl o
have advanced options. Here are the .~ e e Mare Variations

steps to find the Color options.
Set Transparent Color

3
4
%‘!, Picture Calor Optians...

Try it: Adjust the Color Manually " Picture Cokor
1. Go to Picture Tools -> Format. - o —
Go to Adjust -> Color. S v
Click on Picture Color Options. o cesinn || v B
2. Review the Picture Corrections - Fil Picture Color
You can edit the Color Saturatlon_ as ——r Color Saturation
well a the Color Tone. You can edit
the Color with the slider bar or type a . Line Style Presets: || ¥
number if you wish. —— _

Shadow Saturation: ( J 400% 5
3. What Do You See? Did you notice R
that you can add several effects? For Color Tone
example, you can format the Color Glow and Soft Edges ) “
Saturation to high contrast and then N
Recolor the image red? 3-D Format Temperature: 9 6,500 =

3-D Rotation

Recolor
Picture Corrections —
[ Picture Color l 3
Artistic Effects
a
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Artistic Effects

Older versions of Microsoft Office
included a Picture Editor. It is fun to
note that Office 2010 includes a new
edition of this cool editor.

The Artistic Effects are photographic
filters that are applied to your image.
The Effects include pencil, pastel,
chalk and even shiny plastic wrap.

Try it: Apply Artistic Effects
1. Go to Picture Tools -> Format.
Go to Adjust -> Artistic Effects.

2. Review the Artistic Effects

As you pass your mouse over the
Artistic Effects gallery you can see
the results in Live Preview.

Keep going,...of course there's more.

Picture Tools -> Format -> Adjust -> Artistic
Effects

..........

- Home  Pviest 'mmv Beferences  Malingt  Pevew Ve Permat
i 2 Comeamens = 3 - R - ] P
‘ 2y Cotor - "4 o vl ol ol el o
O«s.m & Artrene Ovects + ¥ Pt Layout *

ik Corrections - E

s Rl

L

o ‘ ‘ ﬂ ﬁ! —— -

. i !! : :
s =

Ni, ]

- tard Lackmard

[|_| Artistic Effects *]"@ * .
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Picture Tools -> Format -> Adjust -> Artistic
Effects

E WA P porned TV T [ S ———— T 71 ]
More Artistic Effects e —T
5 Each effect has its own unique B i B el d ol ol - Sremme o Z g n :f'”m :
adjustments. Here are the steps to the Smmmm— A—— iy M.
advanced options. . : . : ; : ) : : ; ; ; : =
Try it: Edit the Artistic Effects 1 — vy =Y
1. Go to Picture Tools -> Format. —
Go to Adjust -> Artistic Effects. = R

Click on Artistic Effects Options. g

[ arsparercy ) o 4

mese
st o i o Yeret
— .

Wy Artistic Effects Options...

Artistic Effects
2. Adjust the Artistic Effects ’ s Artistic Effect: |||
Say you selected the Pencil Sketch Effect. -
Changing the Transparency adds and g . Transparency: 1) 3% =
removes the color. Adjusting the Pressure =
makes the strokes bigger. Bressure: —U @ -

«
Pageists wese I
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Compress the Picture

The Adjustment group has a useful tool for reducing
the size of your pictures. There are times when you
need to make a document smaller so that it can be
easily shared on the Internet via email or uploaded to
a forum.

Try it: Compress the Picture
1. Go to Picture Tools -> Format.
Go to Adjust -> Compress.

2. What Do You See?

Microsoft Word prompts you to choose whether this
image should be reduced to 150 ppi, which is good for
web pages, or 96 ppi, which is smaller for email.

You can choose to compress just the picture you
selected, or all of the pictures in this document.

Picture Tools -> Format -> Adjust -> Compress

Home Insert Page Layout References Mailings
'i A - - u

> Corrections ;1 1 . e ‘

=l | o color- Es wail el

Remove — 1

Background = |4 Artistic Effects ~ %g -
Adjust

Compress Pictures

Compress pictures in the document
to reduce its size.

- [Compress Pictures

Compression options:

Apply only to this picture
Delete cropped areas of pictures 2

—

Target output:

Print (220 ppi): excellent quality on most printers and screens
(7) Screen (150 ppi): good for Web pages and projectors
(") E-mail (96 ppi): minimize document size for sharing
@ Use document resolution

J [ concel |
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Change the Picture
Change Picture lets you switch a
picture, but keep all of the Styles,
Borders and Effects that you
edited.

pdl Y

Try it: Change the Picture
1. Go to Picture Tools -> Format.
Go to Adjust -> Change.

2. What Do You See?

Microsoft Word 2010 prompts you
to browse for the new picture. You
can double click to select the
picture that you want.

3. What Do You See? The new
picture replaces the original one,
however the picture formatting has
been retained.

Picture Tools -> Format -> Adjust -> Change

i £ \
Home Insert Page Layout References Mailings
'4 i Corrections ~ -
-I | O Color ~ ¥ I ‘
Remove " -
Background |38 Artistic Effects ~ -
Adjust

-

J 0 9 90 Change Picture

| e

Change to a different picture, -
preserving the formatting and size
of the current picture.

Ie
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Picture Tools -> Format -> Adjust -> Reset

O R Decument oo
Reset! 4 -‘Tm..::A :”."‘u = = — E _— ol Prwre Borter i A L tergtomms - LB+ . - o
. - - — - — -~ R - “p il -
Sometimes you get way too many effects el T L e el ol u | Qnemena- L L Qimtmama- B L
layered one on top of each other. In that T T regr— 1 T AR ersereseee - Ol ,
case, you may wish to Reset the image and o] - 8 % beve hoe & 5ae k. : : ; $ g
return your picture back to the original
appearance and formatting. Here are the 4
steps.
Try it: Reset the Picture 4
1. Go to Picture Tools -> Format.
Go to Adjust -> Reset.
2. What Do You See? ! E
Microsoft Word 2010 has two Reset options:
Reset Picture and Reset Picture & Size
which returns your picture to the original
size...which may be very large depending on Home Insert Page Layol jerences Mailing
your camera's settings. ; ) ) ¥
'4 & Corrections ~ ;1 — — —
= | &g Color ~ LR | —l‘ el
Remove o
e = Adjust %3 Reset Picture |
1 . | i i c e
H ’g Reset Picture & Size ————
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y
o::" Picture Tools -> Format -> Adjust -> Remove Background

W0 o g
Remove Background M e e e bt fem w0 | 0@
Here is an interesting option. You can use the = g B - ; — = el T ,:,, b send backwerd - [ :,’ f "
Picture Tools to remove the background on a T ——— S TR I o reryrerni o MGy vy
picture. The example on this page has a (03] i :  momom : : : : ! : $ N -

complex background: the various plants are
different shades of green. Will it work? You can
try this with any picture if you wish.

Try it: Remove the Background -
1. Go to Picture Tools -> Format.
Go to Adjust -> Remove Background.

Keep going...

Home Insert Page Layout References Mailing:

ix Corrections = ﬁ

- e ———
Moo B ] || |l
Remove =
Background = | Artistic Effects = ¥g -
Adjust i
IZ' ! E | 1 1 )
= ! ! 1 T
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[: Remove Background

u 2. Mark the Areas
Microsoft Word 2010 compares the colors
in your picture and makes a reasonable
guess. The suggested background is
displayed in a pink mask. The areas that
will be kept are shown in full color.

3. Edit the Marks

Look carefully at your picture. In this
example, | noticed that some of the
children's socks and shoes needed to be
marked Areas to Keep.

4. Keep the Changes

When you click on Keep Changes, you will
see your picture without the background.
You can change your Marked Areas by
clicking again on Remove Background.
Your background marks will still be there if
you wish to add or remove some areas.

Exam 77-881: Microsoft Word 2010 Core

Picture Tools -> Format -> Adjust -> Remove Background

Background Removal View Format 2

Mark Areas Mark Areas Delete = Discard All  Keep
|to Remove Mark | Changes Changes

Refine \ Close |
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@ Picture Tools -> Format -> Size -> Crop

Crop the Picture

Here is another essential Picture Tool:
Cropping. You can use the Cropping : rosese .
tools to cut out distracting background e e e A E

images and focus on the best part of

the picture. Here are the steps.

| size

Try it: Crop the Picture

1. Go to Picture Tools -> Format.
Go to the Size group.

Click on Crop.

2. What Do You See? The picture will
have a new frame with black crop
marks. Place your cursor on any crop
mark, then click and hold your mouse
to drag the crop marks and edit the
picture. When you are ready, click on
Crop again to accept your new marks.

Exam 77-881: Microsoft Word 2010 Core
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Picture Tools -> Format -> Size -> Crop -> Crop to Shape

Crop to Shape . ~ . =
. . - ‘_”" e " — - — T e e e “ W) - bl - P YT :
OK, Ok, one more Picture Tool, just ™ wce: 5 il ol wl ol ol n L Ll 1
because it is so much fun. You can v AU o T e R I
Crop a picture and make it a o) , : : : i : ; [N— < | Cver e »
different shape. 3 - & m—.
ES Jeog $n

QIR

E' @ &) Bring Forward I=~
4 Send Backward ~ Ig]

Position Wra
- Te,d’f 1, Selection Pane G4

Try it: Crop the Picture Shape

1. Go to Picture Tools -> Format.
Go to the Size group.

Click on Crop -> Crop to Shape.

»

2. What Do You See? Microsoft

Word 2010 has an impressive library = | Arrange |
of picture shapes. When you select ——
any one of the shapes, your picture j Rectangles A ——
will be formatted as the shape. M@ E G A G E EE Aspect Ratio  »

- Basic Shapes % Fill
OANOQCOOOO®®® | = °
COOOr Lyoogea [E

JCISLFIOIA N LU=
I L >

< 3 Block Arrows 2
DAFTRUSPLEPRI S
€ duvnpD »[REIEH

wr i_}ﬁd}
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ummary Background t:":""'“""'—l' . 7| o Pt Lyt . e B P dll == :
Paliar + v drpngr Laje .
u This lesson demonstrated many of the Picture B = -

Tools available in Word 2010. Playing with the
pictures is very creative and fun...like a new box
of crayons. In the next lesson we will put it all
together and create professionally designed
business letterhead.

Well you done good.
You get the cookie.

Fage f ofl | wemed |3 0 LEE 3 W ww
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Practice Activities

Lesson: Fancy Colors
Before You Begin: Start Microsoft Word 2010. You should see a new, blank document.

O le

Try This: Do the following steps

. Insert a picture from your computer using the Insert Picture command.
. Apply Picture Style Metal Frame.

. Insert a 2nd picture from your computer.

. Apply Soft Edges at 10 pt.

. Insert a 3rd picture from your computer.

. Use the Recolor Tool and apply Accent Color 2 Light. Apply Picture Border 3 pt Weight in Red.
. Insert a 4th picture from your computer.

. Format the Picture: Saturation, 3D Rotation, Effects (Glow), Accent Color 2, 18 pt
. Insert a 5th Picture from your computer.

10. Crop the Picture to Shape using either an arrow or heart shape.

11. Pick 1 of the 5 pictures and use Reset Picture.

12. Save this document as Your Name Practice 4.

OCONOOTR,WN -
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Test Yourself

1. Insert Picture adds which of the
following?

a. Clip Art from the Clip Art gallery

b. Clip Art from the online gallery

c. A photo or image on your computer
Tip: Beginning Word, page 96

2. To turn on the Picture Tools Ribbon,
select a picture in the document.

a. True

b. False

Tip: Beginning Word, page 98

3. What Ribbon are the Pictures Styles
found on?

a. Home

b. Picture Tools->Format

c. Styles

Tip: Beginning Word, page 99

4. You can add more than one picture
effect.

a. True

b. False

Tip: Beginning Word, page 101

Comma Training Page 118

5. When you use the Change Picture 8. Which of the following is a Picture

command, all formatting applied to
the original picture is applied to the
replacement picture.

a. True

b. False

Tip: Beginning Word, page 110

6. Which of the following is an option
under the Color command?

(Select all correct answers.)

a. Color saturation

b. Color tone

c. Recolor

d. Brightness

Tip: Beginning Word, page 105

7. Which of the following is NOT a
picture correction option?

A. Sharpen

B. Soften

C. Brighten

D. Contrast

E. Recolor

Tip: Beginning Word, page 103

Border option?

(Select all correct answers)

a. Width

b. Color

c. Style

d. Length

Tip: Beginning Word, page 102

9. Which of the following is true
about Artistic Effects?

(Select all correct answers)

a. They are photographic filters
applied to an image

b. Effects include pencil, pastel, and
chalk

c. The effects can be adjusted
manually

Tip: Beginning Word, page 107

10. Picture Effects and Borders
commands are located in what group
on the Picture Tools Ribbon?

A. Format

B. Adjust

C. Picture Styles

D. Effects

Tip: Beginning Word, page 101




Word 2010: Graphics and Quick Parts
i) First Prize

Take

=
4
3

Beginning Word Objectives
In this lesson, you will learn how to:

. Insert a Shape
. Apply Styles, Quick Styles and other formatting to a Shape

. Resize Shapes

. Add Text to and modify text in a Shape

. Insert SmartArt .2 Insert Page Layout
Add text to and modify text in SmartArt E al Ellal
' B
- Access the Smart Art Tools Ribbon Table Picture | Clip Shapes Smartart Chart Screenshot |,
. Format and Modify SmartArt shapes, layout, and colors ‘ ¥ Art K . =
Tables Illustrations

© 00 N O O A W DN -

. Identify and Use different document views, including Reading,
Split Screen and Side by Side

© 2010 Comma Productions
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Lesson 6: First Prize

1. Readings
Read Lesson 6 in the Beginning Word
guide, page 119-156.

Project
A marketing flier using Shapes, Quick
Styles, Picture Tools and Smart Art.

Downloads

Graphic files used in the lesson:
Logo, American Flag,
HamburgFestival3,
HamburgFestival4,
HamburgFestival5

2. Practice
Complete the Practice Activity for this
lesson, page 155.

3. Assessment
Review the Test questions, page 156.
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Drawing Tools->Format

Home Insert Page Layout References Mailings Review View Format
ENNOoO- & 1] 2 | S shape Fill ~ &,_* !
&I—LE:)&E: - | & [At“:] [A"IJ [AEJ - E_;Shape[}utline* - [
— _ Quick
d% T { } T = Shape Effects = Styles — = 3
Insert Shapes Shape Styles fa | WordArt Styles a
SmartArt Tools->Design
Home 9 | Insert Page Layout References Mailings Review View | Design [
—t
] Add Shape = <@ Fromote 4 Move Up PR o ®0
_ — = s @_@
[t3) Add Bullet = Demote 4 Move Down - ~
= 0 — | Change
] TextPane 7 |& Rightto Left 8 |.a,'-:|l.|t 5 *| Colors~ ©

Create Graphic

Menu Maps

This lesson shows options on the Drawing and SmartArt Tools.
. Drawing Tools-> Format ->Shape Styles, page 127

. Drawing Tools-> Format-> Shape Fill, page 128 C_\ y

. Drawing Tools-> Format WordArt Styles-> Text Effect, page 131 b
. Drawing Tools-> Format-> Quick Styles, page 133

. SmartArt Tools-> Design ->SmartArt Styles, page 136

. SmartArt Tools-> Design->Change Colors, page 138

. SmartArt Tools-> Design->Create Graphic-> Text Pane, page 141

. SmartArt Tools-> Design->Create Graphic->Right to Left, page 142
. SmartArt Tools-> Design->Create Graphic->Add Shape, page 143

OCONOOAPLWN =




@ First Prize

Every business and even every department is in a race to win my time and money. Marketing is allowed to
"color outside the lines" to get my attention. In addition to setting up formal stationery, you need to promote
your products and services. As you create this little marketing flier, watch how the Picture Tools compare
with the Shape Tools. If you are ready, Start the Program Microsoft Word.

T e e v e

M b e a7 e B R Y [ason] o AaBbn e Aal A B What do you see from the top
WA EEEE S S Vil | Wby bpgs. Homimgh  Husding e , Dy

\, ey = = e Wy of the screen? Is there a Title
: e e e e S B e, S B G Bar that says Microsoft Word?
Yes.

! Is there a Home Ribbon with the
Clipboard, Font and Paragraph
Groups? Yes.

Home — Insert  Pagelayout  References | |f your screen looks similar to the
= Y example on this page, then you
_=]  calibri(Bedy) - 11 - A a7 | Aa- %, | areready to get started.
B SE]

- "'!I'-'rab - -
Fate B I U-aex x| A-¥-A
Clipboard 5 | Font -;.

EE=]
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Begin with the Text

The five "W's" of good writing are:
who, what, when, where, and why.
Who are you? What are you saying to
me? Why does it matter? All
communication and marketing begins
with the name.

O le

1. Enter the name

Type: Charlotte's Website
Select: Charlotte's Website.
Go to Home ->Font.
Select: Tahoma, 36 pt

Select: Charlotte's.

Go to Home->Font.

Select: Bold.

Go to Home->Font->Font Color.
Select:Blue

2. Enter the text

Type: The Best in Farm Fresh Food
Delivered to Your Door!

Select that text.

Go to Home -> Font.
Select: Tahoma, 16 pt

Home -> Font

i

™ R R

Toe o Beert Pagelmoet  Relwencer  Mafegs  Srvew
| B Fabom ‘.
| e B Uk x G P-A EEEE e 0@ | s [ hesesn resseg1 unns

Chptawd [ . Peag et . e
[* { s 1 i 1 : 3 . . v L

Charlotte's Website

Haome Insert Page Layout References

—_ W
F(EI = Tahoma
= £

Paste
S

B 7 U -abe x, x| - A -

_Clipbﬂard Ia | Font a |

W Onartome Test Optaans - Mcassoh Miped 0 i s oS S -

Charlotte's Website

The Best in Farm Fresh Food Delivered to Your Door
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e

Insert A Picture

O le

your own imagination.
3. Insert and Format a Picture

Look in the Documents folder.
Select a picture for this flyer.

There are sample files that you can use
for this flyer. You are also welcome to use

Insert -> lllustrations->Picture

{4

3 1 |
i &
{
i
{
i

1w
£

Go to Insert->lllustrations->Picture. Y o>
Insert Page Layout References Mailings Review
. harlott

Comma Training Page 123
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Table Picture | Clip Shapes Smartart Chart Screenshot
Al't - -

| Tables | Tllustrations

Chaklotte's,
Wehgﬁ\rgf &

. Was |

The Best in Farm Fresh Food Delivered to Your Door!
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e

Picture Styles

O le

Borders and Effects. These format | . « : 2 : ; ; § : ;

Picture Tools -> Format -> Picture Styles

« A tMets ) b
4 [ S
¥ R Layes ¢ - P N e I

Lrange

Microsoft Word 2007 and Word 2010 | =« & G G ek all el e B
offer a gallery of Picture Shapes, Saagems | QiAmtc e * 33 -

options can be found in the Picture il

Styles.

4. Format with Picture Styles
Click on the picture to Select it.

Go to the Format Ribbon.
Choose a Picture Style.
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Chablotte’s
Web
-

f‘i. T

M

= ——

Charlotte's Website

' i 4 \st in Farm Fresh Food Delivered to Your Door!

“TFTFFE]

«
e inti W id g Picture Styles

Format

v

L7 Picture Border ~
' Picture Effects ~

52 Picture Layout ~

Memo to Self: There are small up and down arrows on the
right side of the gallery so that you can see more options.

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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@ Picture Tools -> Format -> Size ->Crop-> Crop to Shape

E LR o i e 5
Crop to Shape — "::Iﬁ_r::. ‘Ir:.r:.' weniel aingi Frvir il Format M - . - :
. ; S o] - - W = s | o £l 199
5 Crop to Shape takes your pictures Lo Boe: G o i i ] e E | I o vy et B
and places it inside of a shape. As we = ST S A b i ] o
saw in the previous section, you can S : = : e R R ot =P ot
find Crop to Shape in the Size group [eows o
on the right side of the Picture Tools. Chabjgre's, o #

Weh

a0
Mm

Before You Begin: Add a Picture

Go to Insert->Picture. : - . Charl(jtte S W(.wum S .

Choose a another picture. The

example on this page is a flag. : The Best in Farm Fresh Food Delivered to Your [:

j i Bring Forward I=~
& ard - Ig

S5end Backw
Position Wrap
- Text = Crlz Selection Pane Sh

5.Try it: Crop the Picture Shape
Click on the picture to select it.
Go to Picture Tools -> Format.

Find the Size group.
Click on Crop -> Crop to Shape.

Arrange J& Crop
What Do You See? There are basic - | Rectangles [y} croptoshape » [
shapes as well as call outs, math OO O OoOoOOc Aspect Ratio  » [*
functions (plus or minus) stars, ; - Basic Shapes |-
banners and flow chart symbols. L LN TR — — - R Fil
OAMNOLACOOO@®@® & 3
GoOdJdOr Lo on il ]

| e \ u O@PHOYXOGC D)
v PO ANE " ST r

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-2. Insert and format shapes, WordArt, and SmartArt: Crop to Shape
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@ Picture Tools -> Format -> Picture Effects

=
4
3

o - 6
Picture Effects D e— N o B B T
Picture Effects can be very tasty ...::,., . | =S o o o = = (T e g ittt W g
"eye candy." Please, remember your .. nevce s - | - :
audience. A little bit goes a long way. =~ = e o | e TE==S o
Too much candy is simply too sweet. —— = »| W |
i Web E ey . M: -y .
6. Format with Picture Effects ST I - o= s
Click on the picture to Select it. ; e ‘ - - T -
I ; ol ol o
Go to the Format Ribbon. Charlotte'sa~ == ™=
Choose a Picture Effect. - TP~ B R
The Best in Farm Fresh Food Delivered to Your D0 pm s U
E =S4
- d
Review View Format l
—_—

-

. E_’P'icture Border = |:
d IEl ~ || Picture Effects |

-

] eset [
Picture Styles ﬂ P

i
2
i
14
.
«]
-
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: Picture Effects
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Insert -> lllustrations -> Shapes

Brimgrcas  Lisegt

=T el BT A e M a |

A Basimat

Insert Shapes

A Shape is a Textbox with custom
formatting. Microsoft PowerPoint uses
Textboxes for the headlines and bullet
lists on each slide.

O le

Ch.t‘N__ I.'I'.L"h ]
Web Shpe

Microsoft Word uses Textboxes to put
the Mail Merge fields in the right place
for a bar code machine to read the

envelope correctly.

e R 1 T 3

9 1E o

JEE

1. Try It: Insert lllustrations
Go to Insert ->lllustrations.
Click on Shapes.

Choose a Shape.

Draw the Shape: Hold you cursor on
a blank place in your document and
drag a small square. You should see a

shape that you can select, format and i

resize. " Cover Elank Page Table Picture
mgeioy wesmu o Page~ Page Break <

Keep going, please... Pages | Tables |

i',m.'rtte's Website

tlivered to Your Door!

Page Layout

References Mailings Review

TvEY B

Clip |5hapes Smartart Chart Screenshot
Art - -

Tllustrations

m’.t

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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@ Drawing Tools -> Format -> Shape Styles
[aae

wary

¥ ?
- —— o Page Lapon Fetraries Vs Rroen = 2 ‘
Format the Shape —=- D e |
When you add a shape to your document you Al _, ﬂ [_] U [_] ““' S ren- rosean .,..' i D
may notice a new ribbon a the top of your R .J,,., i . . e e n t—v ol e

: i y — : s o ] B

screen: the Drawing Tools. The Drawing [wW——%
Tools has Insert Shapes, Shape Styles, <
WordArt, Text, Arrange (layout) and Size.

A-N-R-N-N-R
CICELCLEEL
Select the Shape to begin. . . . n . ° n ) S Webslte I
Go to Drawing Tools->Format. i . . . B . ﬂ B

Click on one of the Shape Styles.

2. Try It: Format the Shape Style

Comer Teeme iy

The Best in Farm Fresh Food Dellvered to Your Door! £

e

Keep going...

i =
File Hame Insert Page Layout References Mailings Reriew View Format

mEEE NOO| &= | [ — | - 3 shape Fill - A ~ | |Ii} Text Direction -
OoOALLD N |E hbc} . ﬂv I shape Outline » ;-}/ &7 = [ aign Test -

Quick

% L L 2|F B =) Shape Effects = Stytes = 44 o Create Link
Insert Shages | Shage Styles G | WordArt Styles . | Test

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-2. Insert and format shapes, WordArt, and SmartArt: Shape Styles
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@ Drawing Tools -> Format -> Shape Fill

More Style Options e
Look in the Shape Styles. You

Befpieaei  Madwan  Biviem e Hiemat

e eolilhes - e

SIS O O TR e A2E=Ee
should see the same tools that b.cm; }. e D e
you can use to format a picture: I__-_Zi' T : : ; ;IIIIIIIIIi i : i e
Fill, Outline and Effects. {

wary

Cha®lotte’ -II:G ..l..-
Web! e

s P
% Rore Pl Colon,
ol Beter

3. Try It: Format the Shape - . ,
Click on the Shape to select it. ; N — ReviEw View

Go to Drawing Tools->Format. Cnarl Ottels We bS |ﬁ Shape Fill ~ Ay, A Ili

golto Shca;pedflllta':d chor':)she a +|| Theme Colors
olor or Gradient if you wish. HE EEENEEN. g

The Best in Farm Fresh Food Delivered to Your Door!

4]

Keep going... . |
" 1 i
Standard Colors
[ § FPEEENERN

Mo Fill
i3 More Fill Colors...
- E Picture...
|: Gradient b
m m q E:'_F IEH.'tUrE 3

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-2. Insert and format shapes, WordArt, and SmartArt: Shape Fill
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@ Drawing Tools -> Format -> Size

W - DHMMTHM

Format the Size e J;;_J —
Most people resize a picture or a : . —] ] & o
shape by dragging one of the handles. * ° ... B
There is another method for sizing an 1

object that is more precise. B

O le

£ = [y Bring Forward = |& - e —

'—b Send Backward ~ E

Look in the Drawing Tools for the

Size group and you will see that you - Position Wra — -
: P : ™ o4 41 -
can edit the numbers. —— +  Text- il SelectionPane  Shv
wj;"%“ - Arrange Size P
£ b B T
4. Try It: Format the Size : U

?%ZI?: tDtrr']aewsirr\]‘g’::p'l?t.aols -> Format. C h a F| OttelS WEbSlte

Go to the Size group and edit the
height and the width. ] The Best in Farm Fresh Food Delivered to Your Door!

AL S

Fageioll | wessld o3 T ZEE AW 3 - *

P S s e

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-2. Insert and format shapes, WordArt, and SmartArt: Format the size
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Add Text to the Shape

You can add Text to a Shape if you
wish. Here are the steps.

5. Format the Shape (Add Text)
Before you begin, please click on the
shape to select it. You should see
the Drawing Tools.

Right Click the Shape and you
should see a short list of Options.
Click Add Text.

Type: Fresh is Best!

Memo to self: You may also be able
to just left-click and just start typing
in the shape.

Drawing Tools -> Format -> Text

- TN, e = = - o =5e—x
Fgm Bei Page Ll Betmenoin uu.m Briew  view Hoamit o

el A == et - -3)/ Al " L LR
;jﬂj_'[_:.}\ E @ B e LS ¥ _,‘iwh-l Ll vt Raitowid < (7]

B B et ,.,. [y o Lre il Lok _ X e
Bt

Add Text
Edit Points

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
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Modify the Text e T ey o
One of the best new formatting tools is 3[:'|_- g E] [B E] e | TN g S
the Text Effects. In addition to the BT e s R = T -
Shadows, Reflections, Glows and 3 RS : g e A [ T T
Bevels. you can Transform the shape e
of the Text. i

A e Hem— i
6. Try It: Format the Text Effects Lf.:,‘.::‘_i:;{;_ A sinean |
Select the Text Box. 5 ] W——
Go to Drawing Tools -> Format. : R A =
Go to the WordArt Styles group. : Cha I’|Dtte o
Go to Transform and choose a Style. |~ abode sbode abode e

The Best in Farm Fresh Food Delivered to

dm Transform b

Drawing Tools -> Format -> WordArt Styles ->Text Effects

Wi Beeiem Vi [T

L B e

%
St

ahcide  abcde

What Do You See? Word 2010 will
provide a Live Preview as you run your

mouse over the options. e
m B W ﬁ - ||§} Text Direction ~ &) Ly Bring Forward ~  |¢
Fageboll | Wesld | 5 7] i
m = [=] Align Text - [ send Backward ~ [t
m Cuick Position Wrap "
Styles = fl = == Create Link - Text - % Selection Pane 5§
m WordArt Styles Text Arrange

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-2. Insert and format shapes, WordArt, and SmartArt: Transform
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@ Drawing Tools -> Format -> WordArt Styles ->Quick Styles

Format with Quick Styles == . . “; o 3 B S~ 5 g
The Drawing Tools has an impressive %{ - .8 E] @ B 2| m“ Pt g S B o
array of Quick Styles that you can rian o :

use to format the Text in this Shape. =

1. Try It: Format the Quick Styles "
Select the Text Box.
Select the Text Box.

Go to Drawing Tools -> Format.
Go to WordArt Styles.
Go to Quick Styles and choose one

from the library.

uick |
S?yles BFAN & Create Link

M A - ||f} Text Direction ~
& - [ AignText -

Position Wrap
v Text ~

2. What Do You See? Some of the
Quick Style formats are easier to read
than others. Keep in mind that the
purpose of any eye candy is to draw
attention to your message and make it
easier to remember.

AA

Well, that was good practice. You do
not have to save this document.

)
1\

A A

. A A A
The next pages introduce a new, but ; .
similar, set of options and Styles. ) M

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-2. Insert and format shapes, WordArt, and SmartArt: Apply Quick Styles
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o ® Insert ->lllustrations->SmartArt

Home Insert Page Layout References Mailings Review

Hello SmartArt!

Some Shapes and Text Boxes have

2 .
+
3

D'%,.E@ﬁ -+

additional functionality. In fact, these Text

Boxes have so many options that Microsoft )| cover Blank Page  Table @ Picture Clip Shapes SmartArt Chart Screenshat

named them SmartArt. % td Page~ Page Break - Art - -
Tables Illustrations

SmartArt creates graphics based on your ]

text. An Organization Chart is one example

of SmartArt that automatically adjusts the

layout if you add a new employee.

Before You Begin
Save and close your work.
Go to File ->New -> Blank Page.

.
Cower
Page
Pages
|
‘ "Jﬁﬂmmmmmmﬁm
Try This: Insert SmartArt

1. Go to Insert ->lllustrations->SmartArt.
Keep going...

B Ilw Popeiotl weed 0 O
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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@ Insert ->lllustrations->SmartArt ->Hierarchy

E . Choose a SmartArt Graphic
SmartArt Graphics
: Choose a SmartArt Graphic
The SmartArt library includes: B oA
List 8= List
Process 222 Process
Cycle
Hierarchy 37 Cyde
Relationship |2 Hierarchy ]
Matrix .
Relationshi
Pyramid S
Office.com Matrix
/= Pyramid
As you click on each option, -
you should see a sample of the | Picture
chart,_a§ well as a short _ @ Office.com
description of how you might

[Text] |
I’ ,
[ [Text] | [ [Text] ‘

find this image useful.

2. Select: Hierarchy.

llText] [lText] \ [ (Text] |

3. What Do You See? There
will be a new SmartArt graphic.

Keep going,..
N

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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e

Edit the SmartArt

What Do You See? There are two parts to the
SmartArt graphic: the Text Box. and the
Diagram. Whatever you type in the Text Box
will be displayed in the Diagram.

4. Try This: Enter Sample Text
Go to the Text Box.

Type: Charlotte's Website.

On the second line type: Products.

Please add the following:
Apples

Cherries
Lemons

Keep going...

Insert ->lllustrations->SmartArt

e AT
142y (3)

@ Dewmote »

LTt 2 g ln

Creste Gomphe

e

'n:" Mt’“ Petereraes nn::-w« Redew  \iew Oeign 'n‘c»v
, M { : 3 3 e
S5 hape = & Momite * U N

1
[
1o

-

Herrambry

+ | Une 9 sthow Sserarchicsl reletonshon

Type your text here

* Charlotte's Website

Frogreserg $om oo o betom
Lears swre mind S UL asfacs

Charlotte's
Website

' Apples \l Cherries

* Products
* Apples
* Cherries

® | emons

23

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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7“
SmartArt Tools ->Design ->SmartArt Styles

=
4
3

W90 Documents - Marsonwweg T [
SmartArt Tools e :
The SmartArt Tools are similar to Dasitaa @ bumte @ o
the Text Box options. You canuse =~~~ =
the Design Ribbon to edit and (i) g
improve your chart. The Design u
tools include options for changing :
the Layout, Color, Style, Fill, Shape
and Outline. | Trpe yous tet heve o
5. Try It: Use SmartArt Styles s
Click on the SmartArt diagram. * Lemons
Go to SmartArt Tools ->Design.
Select: SmartArt Styles.
What Do You See? The Quick | [ty
Styles offer a wonderful array of e

"eye-candy." The Computer Mama
enjoys the Polished effect.

Memo To Self: It's called eye-
candy because it looks so sweet
and sticky, like a tasty confection.

i

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-2. Insert and format shapes, WordArt, and SmartArt: Apply Quick Styles

Comma Training Page 137



O le

S

Change the Colors
You can use color to format your
SmartArt: color is a very powerful
method to focus and teach.

6. Try This: Change the Colors
Click on the SmartArt diagram.
Go to SmartArt Tools ->Design.

SmartArt Tools -> Design -> SmartArt Styles-> Change Colors

8

Select: Change Colors. T'f*-:m-:'mw =
B Ch # = . .
& B ]
b * Dhamet W ‘.E i
i # LT
‘ i‘.. =
Change W Bevciss Peturayan dmarike Sragha
Colors = ]

Products

What Do You See? The Style

gallery includes several different 1 E

formats. As you run your mouse e

over the examples, Microsoft Word = === Apples Cherries Lemons
2010's Live Preview will display (e ) J )

these colors on your diagram. I.-'.

- w el el | Wenkd | 3 | O]

"

LR i*

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-2. Insert and format shapes, WordArt, and SmartArt: Change Colors
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How Smart Is It? Type your text here
The SmartArt can dynamically adjust e Charlotte's Wehsite
to match your text. Say you wanted to
add another product to this sample * Products
diagram. Here are the steps you would o Apples
take. Watch what happens. ;-) _

* Cherries
1. Try This: Edit the Text * Lemons
Select the SmartArt diagram. * Bananas

2. Place your cursor after the word,
Lemons and hit the Enter key on your

keyboard to create a new, blank line.

Insert ->lllustrations->SmartArt

Type pour tent hove o

o Owdonte's Webate

« Products Charlotte's
e Website
Type: Bananas. A i
‘ . Baras
3. What Do You See? The diagram
should automatically update to include Products

your new item.
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Exam 77-881: Microsoft Word 2010 Core
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SmartArt Tools -> Design -> Create Graphic

E W0 s
SmartAl't Tools EM.:..’ o - Masngs R ; o~ ‘:!»'.-.‘-; o u,\r: - = : = F
: The SmartAr_'t Tools offer two BASAS 0 ot | R E ol o || b eplry ]
ribbons: Design and Format. Let's o = sl S s e
review the Design options. o { = : f ; i : ' 2 : : ! g
Before You Begin: Select the
SmartArt. The SmartArt Tools 1
should be available. . -
1. Try It: SmartArt Design M:«.. Charlotte's '
Go to SmartArt Tools ->Design. * emes Website
Go to Create Graphic. - T -
What Do You See? You can use I Products
the Graphic options to:
Add a Shape d
Add a Bullet —— :
Make the Text Pane visible Apples Cherries Lemons Bananas
Keep going...
Haome Insert Page Layout References Mailings Review
. "] Add Shape = <@ Promote A Move Up -
e, [(3] Add Bullet = Demote % Move Down e
ol i = Rightto Left = Layout
Create Graphic Layouts
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e

View the Text Pane

You can Show or Hide the Text Pane if you
wish. The Text Pane is the data outline to
the left of the SmartArt diagram.

2. Try This, Too: View the Text Pane
Click on the SmartArt diagram.

Go to SmartArt Tools ->Design.
Select: Text Pane.

What Do You See? The Text Pane can be
displayed or hidden.

What Else Do You See? If you look on the
left side of the SmartArt Diagram, there is a
small set of arrows that you can use to
Show or Hide the Text Pane as well.

Keep going...

SmartArt Tools -> Design -> Text Pane

I o e g R W Wond R [PPSR ESR————
o M — - - w  Oevwapwr | Design | Formen - @
) Add Shape ¢+ » - —_ &% p— — PREEE. N
’ N G d -
iR 3 apewia il (S B File Home Insert Page Lay

Crese Gompte

o] A 2 3 . : : : - :

Type poss teut heve

* Cradonte's Wadete F
* Products
Charlatta'e
o Agoies
* Oreres
* Larrers

* Bauras

‘ »
Paewarchy
- 15 P e e
oy n o e Appl
#9n 0p = borom 4!

\amn more sbout Soer it
ET ]

33 Add

Bullet

__] Add Shape ~ <@ Promote

& Demote

Create Graphic

» Mov 2

% Move Down

(T TextPane| | Rightto Left| = Layout

Charlotte's

Website

‘. |

Pageiofl wesd O —

Apples

7

Bananas

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-2. Insert and format shapes, WordArt, and SmartArt: Text Pane

Comma Training Page 141



1

Edit the Layout

The Create Graphic Tools help

E . i
@ SmartArt Tools -> Design -> Create Graphic ->Right to Left

you arrange the SmartArt Layout. Insert Page Layout
Promote and Demote change the -
level in the hierarchy. Right to Left _l AddShape ~ & Promote + Move Up
changes the sort order on the level :S] Add Bullet % Demote & Move Down
that you select. S , [T TextPane| | Rightto Left| 2 Layout
Lo Charlotte’s -
Before You Begin: Select the T2 u Website Create Graphic
SmartArt. The SmartArt Tools e |
should be available. Click on any i =
shape in the bottom level in the . AT
SmartArt diagram. g semimasecnin
* Charfotte's Webite
1. Try It: Switch Right to Left — s Charlotte's
Go to SmartArt Tools ->Design. y—— Website
Go to Create Graphic. e * Lomons
Click on Right to Left. L  gananas

2. What Do You See? When you
choose Right to Left the Shapes
will be displayed in Reverse order
from the way they are listed in the

Text Pane. .
Hierarchy
e ;:; — Bananas Lemons Cherries Apples
R R ;‘E.—f-:‘ o ) )

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-2. Insert and format shapes, WordArt, and SmartArt: Right to Left

Products

2
oot
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Add a Shape

More SmartArt Tools. Here are
the steps to add a new shape to
the SmartArt diagram.

O le

Before You Begin: Select the
SmartArt. The SmartArt Tools
should be available. Click on the
top shape in the SmartArt.

1. Try It: Add A Shape

Go to SmartArt Tools ->Design.
Go to Create Graphic.

Go to Add Shape.

2. What Do You See? When you
choose Add Shape Below a new
shape will be added to the
SmartArt below the shape you
selected. A new bullet will be
added to the Text Pane as well.
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SmartArt Tools -> Design -> Create Graphic ->Add Shape

oot Cren

A 0w T D hconen v W [RPSTTST BT  —
[ ] v

Cr

Poge Lapout  Refeences  Masngy

..' I

g Formar

ol o ~ 3

fa W/,

Laup .

Q@

/

A

- @'q
Sy

Type pour tent here

o Ohalonte's Wete
* Products
* Apples

o erws

—r—
Type yosur text heve B I
& Charipiie's Wik
® Prodalts
= Appies
& i
= Lemons
* Bananas

e archy -
Une 12 9

o oo ¥

el S

T

i L_] Add Shape|=| <8 Promote

Charlotte's
Website

4 Move Up
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SmartArt Tools -> Format -> Shape -> Change Shape

..- ' . W :... st prarass Erdra Wew Brign Foimar . 1
Format the SmartArt e Tp— e - Ao b
SmartArt has Shapes. Youcanuse =~ s ) (=) (=) (=) (=) - s B A& | 1 gt -
the Format tools to focus on one L — ' Home Insert Page Layout References

particular Shape. The Format ribbon
offers many of the same options as

the Drawing or Shape ribbon.

-r-'_'{ z @ Change Shape ~

o B[] (] (o]

in 2.0 i smaller

1. Try It: Change the Shape Shapes

Select one shape in the SmartArt.
Go to SmartArt Tools ->Format.
Go to Shape ->Change Shape.

3 o -'.'I.'."-E;!i'.': BER288

B ATy

2. What Do You See? You can o 0 5 59 0 o e e

choose a different shape from the 0.0

list.

In this example, the Shape has two L

part: a glassy shape on top of a 2 :

colored one. You need to select and  ziioieie ; Lemmons Cherries Apples
format each part separately. EE:“T.HT,.W\

Very good. You can close this :-'n. &

Fagel ol | Weeld | o3 | ‘PR w L= L4

document without saving it.

PRt P
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Insert -> lllustrations Rrenal o ey
il Teols 7
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WYSIWYG “_H:@E Insert Page Layout References Mailings

WYSIWYG was Geek Speak for What ﬂ D = E‘j : ElE I_[_—"_P “

You See Is What You Get. Page 5 =] Vi) Fgp] EEE e+

LaVOUt and Print Preview were new Cover Elank Page Table Picture Clip Shapes SmartArt Chart Screenshot

options at the time of Windows 95. Page~ Page Break - Art - -
Pages | Tables | Illustrations

Visualization is a fundamental
concept in computers. Computers,
especially the Microsoft Office 2010 " Follow Path

LAy 1 Uns

programs, are visual. cde cde JIEW Format
= - :' E A A . :

. = & S = N “11 Text Direction = 7] >
The previous pages demonstrated SPTPPL A e
how to create Shapes and Graphics : r Quick & - [ nignTexdt - SopTe
that tell a story or teach a message. L styles = (2™ == Create Link e
The next pages look at how you can 2
change the View in Word. abcde abcde

abcde ah.;..:le

% "6

m’.t
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Document Views

The Document Views lets you choose
which view works best with your work.
Most people edit their documents in
the Print Layout: WYSIWYG. There
are several other views that can be

useful.

1. Try It: Change the View

Before you begin: you can open a
couple of sample documents if you
wish. The example on this page has
TWO pages, which are shown side by
side.

Go to the Full Screen Reading View.
2. What Do You See? The document
is displayed in a very simple window.
There are no tool bars or ribbons.

Keep going...

View -> Document Views ->Full Screen Reading

[EREERE™
Print |Full Screen Web Outline Draft
Layout | Reading Layout

Document Views

e Word
080N Word armedate Acton Step 1

n the sample Wond document. “Locally Meavy Rans Soak Mchugan *

i Sowenidefd v

Ll
et

0 2 Mcrosoft Woed intermediate Action Step 2
Add the folowsng 1ex 10 the Degwreng 0f The document
Fay Washes Out Hamburg Mechegas
Apply Heading Style 110 the text

[ 3 Mecrason Wond intermediate Action Step 3
Select 3l of the text EXCEPT the headine you pat formumed Formut the
heghghted teat o fwo COLUMNS. Change the FONT saw 10 12 posts

[ & Mecrosoh Woed btermediate Action Step &

et 3 pucture from CipAnt Use cipe online 50 fnd a ranBow pecture  nsen
™he pectore and format

£ 24 & WASHOUT babend the tant

05 Mcosoh Wond intermediate Action Step 3
SAVE your work a8 Your Name Word imemnedune Sill Test

0 & Mcrosolt Woed intermediate Action Step 6
Opan a NEW blask Word document

document as Frands and

[ 9 Mcrssoh Wosd beermediate Action Step 9

190 Monsoh Wosd itermadate Action Step %

011 Mcrssch Woed intermediate Action Step 11

12 Mecreson Wosd btermediane Action Step 12

31 View Options = X Oavel

O 7 Mcrcsoh Woed ntermediate Action Step 7

Create 3 new TAIRL with fowr colsmng and s rows  Add the followng

abels 50 The 73t row

Frst Narve, Last Narre, Depaniment, Locason

[0 8 Mcason Woed termediate Action Step § 2

ASd the tebowng Sala

Dester Pockbah Trareg Detront
Mary Costrary Maketeg Lassng
Alar West Wab Dessgrar Ann Artor
Leo Mchaels Engneer Ave Aor
Chate Barbrean Sales Larang

SOAT e data » e TADLE by Gty hes by Depatment

Farndy doca

Rutam 50 the Newale®er (Y our Name Wond intermediate
Change Te pager saw 1o I x W

Betwven he HeaSne and the Test paradraph of leat ad
UNES

Coaate 3 MAR MERGE upng e Frnds and Famdy kat
it the merpe Lelds
Fost Name. Last Name and Depanment

Format the Depantiment Merge Fiald with the Style Sute

PR v,
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Reading Views

The Full Screen Reading View offers
Tools that help you Research,
Highlight Text and even increase the
Text Size.

wary

3. Try It: Review the Tools
Go to the Full Screen Reading View.
Find the Research Tool.

4. Try It: Change the View Options
Go to the Full Screen Reading View.
Select Increase Text Size

View -> Document Views ->Full Screen Reading

@3 w293 7

i Sowenidetd v »

&4 View Optioes * X Oave

1
ME R A R

Research...

sources while you read.

; Text Highlight Color

e New Comment

Look up words in variety of reference

Highlight text as you read. Double-click ’
on the button to go into highlight mode.

e Action Step 7
Towr cobarmng and sa rows Add the ‘ollowng

Depaniment, Locasen

pate Acton Step 8

Detroa
Larang
Are Artoe
e Ao
prang

PLL by Gty hes by Depanmane Save the

Select text and add a com

'3} view Options ~| X Clo

e
Saud i M * s e d !
LEAL T W 4

B

mﬁ

"

c

005 Moosoh Wond ntermediate: Action Step 3
SAVE your work as Your Name Word imemedane Sud Test

Opn 2 NEW blask Word document A
i

[ 6 Mcosoft Woed intermediate: Action Step 6 v

' \/ | Don’t Open Attachments in Full Screen

Don't open e-mail attachments and documents from a

—— Microsoft SharePoint Foundation site in full screen view.

Increase Text Size

Make the text larger for reading. Temporarily changes
how much text fits on a page.

Decrease Text Size

lake the tex 3lle

Show One Page
Read one page at a time.

i

Exam 77-881: Microsoft Word 2010 Core
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1.1 Apply different views to a document: Reading View
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Change the View

O le

the Zoom Slider.

There are two ways you can Zoom
into your work: the View Ribbon and

View -> Zoom

The Zoom Slider is in the lower right
corner of your Word 2010 document.
You can drag the slider or use the
plus and minus buttons if you wish.
The same options are available in

the Zoom window.

s aw e e e L T —
_ - = el Page Ly Frtnesass Uladarg Frorn virm
'] ] & e ) b1 v Page =
e P—— A (i Pt P i
Pemt | Pull e Wab Dutinn Draft Zasm BN Few
lnyout: Resdng  Lapout S Pean i Fear Y window
Cpqwmarnd iran o inpm
=) e !
-
Toam
Tioom o
F-0 @ P ea
s Tawt mai:
o ihei pagn
L

Prpvare

Try This: Change the Zoom
Go to View ->Zoom.

l‘*."lailings Review View
Zoom 100%
=] Page Width
Zoom

Memo to self: Make it big enough

for the old Computer Mama to read,

OK?
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- AaBbCcDdEeXx Zoom to
YyZz
Microsoft Skills T ez | ©20% N
ICTOSs s T ~ -
g o AMBRCeDMEeXx 1 100% ) Text width
Intermediate Word ] (et 1 75% 1 Whole page
(] 1. Microseoft Word Intermediate: Action Step 1 Percent: |150%| 5

Open the sample Word document, "Locally Heavy Rains Soan scimgan.

e

he document as Frier:

L]
Fagel ol | wemc sl B 7]

[ 2. MicrosoftWord Intermediate: Action Step 2
! =

L

Look Again: If you double click the % on the
Zoom slider the Zoom option window will open.

|¥
0|

=
S

200% (=) !

E|{5=RE
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Split Screen

Say you had a long document with
many pages that you are working on.
You can Split Screen to see two
pages at the same time.

O le

1. Try It: Spilt the Screen
Go to View ->Zoom.
Select Split Screen.

2. What Do You See? You should see
a line following your cursor. When you
click your cursor about halfway down
the screen, Microsoft Word will display
your document in two windows.

Each window can be scrolled and
viewed separately.

Remove the Split When you are done
editing this mighty document, you can
go back to the View Ribbon and
Remove the Split.

i

View -> Window -> Split Screen

W A e TR Gl et Word Starediats Pavasd 0212) [Compatade; Mode] T Wicrouct Word WPINUNINRERNG R o
Wome et Pegelayout Beterescer  Maleg Pevre . Q
‘l o 7 R ¢ 2 I - : ——‘ L) Veew e By Sade _‘_';' _
— ’ ” ’ et 1 Two Pages d ¥ -
Pt (ol Soeen Web  Owvtine Ovent Toem  w00N New  Asange Remove St Maows
tent| Resdng Lapont Navgation Pune WP WS egowm A8 e oD "
Document Viewn row Ioom A s Aprce
s i ] : i : ) ' ) ) L )
L —
Irwtructon
Microsoft Skills Test Test Score:

Intermediane Word

O 1 Merosoh Werd ntermediate Action Step 1
Ogan the sample Word document. “Locally Heavy Raes Soak Mchgan *

0 2 Mcrosoh Werd intermediate Action Step 2
Add Me ToBowng teal 53 the Deganng of the document
Ran Vashes Out Hamburg Mchegan
Appiy Feadng Stye i 10 e wa

R

:l — |
. i . H ' i _E‘:
D11 Mcroson Werd iermadiate Actos Step 11 )
S AL Ve e rimer mifey | Newr  Amange  Split

Window  All

D12 Mcrosoh Word intermediate Action Step 12 |

-
.

1] View Side by Side

| _1‘, Synchronous Scrolling

*4 Reset Window Position

Window

Format the Depatment Merge Field wih the Style Subtmereree

D13 Mcrosoht Werd intermediate Action Step 13
Save e work Your Name Word emedune docx
Pleate subodt your Sill Test onkee

Pagriotd Wwededs D 7

e

o i

k.
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Side By Side

OK, say you wanted to compare two
different documents side by side. This
example begins by having two sample
documents open, please.

1. Try It: View Side by Side
Go to View -> Window.
Select View Side by Side.

2. What Do You See? Two
documents that you had opened
should be displayed side by side in
two different windows. By default, both
windows have the same View (Zoom)
as well as Synchronized Scrolling.
You can change those options if you
wish.

When you are done comparing these
files side by side, you can click on
Reset Window Position to return to a
full screen view.

View -> Window -> View Side by Side

(W] T ST et Wond Irtennediate Revioed 072300 [Compeil.

Weme e Pagrlmedt  Releencrs  Malegs  Bevew  View O

Irmwemediste Woed
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Ay Thwmdg Sipe § i e Tei

" ] 3 Moot Wond inteemediate Action Step 3
Select o of e text EXCEPT the headine you st formaned
COLLWVINS  Change the FONT size 10 12 powts

[0 4 Mcrosch Wond iteemediate Action Step 4
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fogrint)

1 _‘ Yweotaest o Q  Qewweew UE L0 pr—
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‘ Window  All

Web Sipe
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Window
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View -> Window -> Arrange All
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I R I " Chasione Tent Dprunsy. - Lhassiah Woed - e A | 1
Arrange All B e e e e -&
Say you had three (3) documents | = — @ \ Lk = - = @
open at once (multi-tasking!). You | -_—— — _
can set up Word to display three ] % | a [-U View Side by 5“1'-‘]
windows, one on top of another, if -

you wish.

Mew  Arrange

Window

All

Split

| [ﬂ: Synchronous Scrolling

#4 Reset Window Positior

1. Try This, Too: Arrange All Wi;d'”w
Select Arrange All. s
A aliimm
i [}
2. What Do You See? Three '
documents will open in three
windows. Each document can be
scrolled and viewed —
mdependenﬂy Lﬁ =l B ST Yeoed Inbererdite Bevmed G113 [Compatibeiby ke » laeriof Word
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@ View -> Window -> New Window

wary

W5 o [ENCYVS pT——"p—
NeWWIndow . I _'j d 4t !“v ! ch'.u- - q ] ) View Side by Sede b =
There is another option that you can O e . o o | D e % B ey S L ; = .
use to edit your documents: you can e 1 e Mailings Review \View
create a COPY of your documentina [+ S SRR R KRR - ;
New Window. That way, you can q . () One Page i
have page 2 and maybe page 23 open Two Pages
at the same time. g Zoom 100% =] Page Width [ whle;u Arr;nge aplit
INdow
1. Try This: Open in a New Window il

Say you opened a file called Mydoc.. 4
Go to View->New Window. :

[P—
2. What Do You See? Another copy
of the MyDoc file will open in a new
window. The title of the second
document would say MyDoc:2,
indicating that it the second window.

BRI m s o

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1.1 Apply different views to a document: New Window
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Switch Windows

Switch Windows allows you to
choose which document you
would like to work on. In this
example, there are four
documents open in Word.

O le

1. Try It: Switch Windows
Before you begin, please open
three or four different
documents in Microsoft Word

2010.

Go to View -> Window.
Click on Switch Window.

2. What Do You See? All of the
open documents are listed
under Switch Windows. The
one you are currently working
on has a check mark.
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View -> Window -> Switch Window
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Summary
The purpose of this lesson was to learn and

practice the formatting options for Pictures,
Shapes and SmartArt.

WYSIWYG: What You See Is What You
Get...no surprises. Each of the lllustrations,
as well as the various View options give you a
Live Preview. You can see how it looks on
screen a well as on the page.

Well, you done good.
You get two cookies.
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Practice Activities

Lesson: First Prize
Before You Begin: Start Microsoft Word 2010. You should see a new, blank document.

O le

Try This: Do the following steps

1. Insert SmartArt.

2. Choose a SmartArt Graphic: Cycle. Choose the Basic or Block Cycle
3. Add the following text:

Design new products

Make new products

Survey the customers

Make recommendations

Make improvements

4. Apply a SmartArt Style.

5. Change the colors.

6. Select the shape: Design New Products. Change the Shape into a star.
7. Save this document as Your Name Practice 5.
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Test Yourself

1. Which are true about Shapes in
Word? (Select all correct answers)

a. The Shapes command is on the
Insert Ribbon

b. Shapes are text boxes with special
formatting

c. You can put text in a Shape

d. You can resize a Shape like a
picture

Tip: Beginning Word, page 127

3. Live Preview allows you to see
changes without applying them to the
selected item.

a. TRUE

b. FALSE

Tip: Beginning Word, page 132

4. Which command allows you to
compare two documents at the same
time?

a. Split Screen

b. Side by Side

c. Reading Mode

Tip: Beginning Word, page 150
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5. The Arrange All button will place all
open Microsoft Word documents so
the windows are one on top of the
other.

a. TRUE

b. FALSE

Tip: Beginning Word, page 151

6. Where is the Crop to Shape
command?

a. Picture Tools Ribbon-> Arrange
Group

b. Insert Ribbon-> Picture group

c. Picture Tools Ribbon-> Size group
Tip: Beginning Word, page 125

7. Which of the following have Quick
Styles? (Select all correct answers)
a. Shapes

b. SmartArt

c. Pictures

d. WordArt

e. Text

Tip: Beginning Word, page 145

m
m’.ﬂ:

8. Which of the following commands is
found in the Insert ->lllustrations
group?

a. Table

b. Picture

c. ClipArt

d. Shape

e. SmartArt

Tip: Beginning Word, page 145

9. SmartArt automatically adjusts to fit
the text.

a. True

b. False

Tip: Beginning Word, page 139

10. Which of the following can be
formatted on SmartArt?

(Select all correct answers)

a. Color

b. Style

c. Fill

D. Shape

E. Outline

Tip: Beginning Word, page 137, 138
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Beginning Word

In this lesson, you will learn how to:

1. Use the Insert Date and Time options

2. Insert a Text Box

3. Format a Text Box including Shape, Quick Styles, Effects and
Text Direction

4. Create linked Text Boxes

5. Use Quick Parts

6. Create new Quick Parts
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Lesson 7: First Impressions

1. Readings
Read Lesson 7 in the Beginning Word
guide, page 157-190.

Project
Custom stationery using a template,
Graphics, and Quick Parts.

Downloads
Charlottes Letterhead

Graphic files used in the lesson:
Logo, Farm, FarmersMarket1,
FarmersMarket2,
Michigan-Balloonfest-22
Michigan-Balloonfest-29

2. Practice
Complete the Practice Activity for this
lesson, page 189.

3. Assessment
Review the Test questions, page 190.
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Insert
9 2 3
=— =— A A A |2 signature Line ~ n Q
— — EDate&Tlme
Header Footer Page Text Quick WordArt Drop Equatmn Symbcul
~ *  Mumber~ | Box+~ Pars~ - Cap "$d Object ~

Header & Footer | Text | Symbols .

Drawing Tools->Format

Page Layout References Mailings Review View Format l s

3 shape Fill = &/ A - ||{i Text Direction ~ 6 J

Abc - | I Shape Outline - Align Text =
[ J | I ape Ou |r1valiJ Qun:h: =] Align Te lJ

=i Shape Effects Styles = w7 =2 Create Link
Shape Styles e | WordArt Styles Text 8

Menu Maps

This lesson shows options on the Insert and Drawing Tools.
. Insert-> Date and Time, page 167

. Insert-> Text Box, page 168

. Insert-> Quick Parts, page 169

. Drawing Tools-> Format -> Shape Styles, page 171

. Drawing Tools-> Format -> Shape Effects, page 172

. Drawing Tools-> Format -> Text Direction, page 175

. Drawing Tools-> Format -> Text Alignment, page 176

. Drawing Tools-> Format -> Create Link, page 177

. Insert ->Footer, page 185

OCONOAPLWN =



@ Create Business Stationery

You can use the formatting options in Microsoft Word 2010 to create professional business stationery. Image is very
important in business. Many firms invest a lot of time and talent into their letterhead. The logo and type setting on business
stationery is sometimes called the Corporate Stripe. Formatting helps your company documentation look consistent. It also
identifies a corporate brand. Please Start the Program Microsoft Word.

e . What do you see, from the top of
2= 18 [ oo Aamce aumnce ADE M = the screen? Is there a Title Bar
L e e R == that says Microsoft Word? Yes.

Home Insert Fage Layout References Is _there a Home Ribbon with the
Clipboard, Font and Paragrapt

r . . ? .
= * calibri (Body) *|11 ~ A" A7 | Aav | & Groups? Yes

Paste B 7 U ~abe x, x* | &\~ 7~ &v If your screen looks similar to the
M &4 | example on this page, then you
Clipboard | Font = | are ready to get started.

EE=d
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Begin the Document

Begin with a blank document. You
can practice with the company name
and logo pictured on these pages,
or create your own if you wish.

1. Type the name and address
Please type:
Charlotte's Web Site

123 Main Street
Brighton Ml 48116.

2. Select the text
Nothing happens in a computer until
you select it, first.

Memo to Self: Try selecting the type
backwards. For some reason, it has
always been easier in Windows to
highlight backwards.
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Home -> Font

E Wada- 0
Format the Type l,-‘ e : L
N 4 Carcms dit AL A % T (BRI T | amnc] asstceor AaBBC: AaBbCe JB % i Pne -
: Calibri is the default type face—or font— =« ey ey e pren i e
for Microsoft Word 2007 and Word R 0 SinSua-Ex1B — | § e 3
2010. In marketing, the company name [+ ¢ Sewive ! s $ ]
and address should be special. It is - - z ”:,':" D —
supposed to call attention to itself. The 0 syiel ABXSEATYLD
name can be differentiated with big, bold z::‘f"“ =
type € Tunes New Roman
[ J P —p— -
3. Select a Different Font 3 . Charlotte’s Web Site
Select the name and address. O Tw Con MT :
Go to Home->Font O T Con U1 Crmdvand SR
Please select Tahoma from the list. It is e N Brighton MI 48116
a simple, elegant font. . °™ st
0
4. Center the Paragraph 0 : Band
Select the name and address z :;: S
Go to Home ->Paragraph " 0 vwen -
Click on the Center button. 2
Keep going... Home Insert Page Layout References

=L R

\j " Tahoma E]u A A Aav | &
— 3

Paste 3 ¢ SimSun

Cllpboard o |0 SimSun-ExtB

i O Swap ITE

Poge Lofl Wl

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

E FIPEEEE e SNERR
5. Emphasize the Name _ ot | Wt Ppelamid Bimeors  Masen  Brsew  View - @ 5
Select Charlotte's Website WA e CEEAS A5 EECE R T oo e AaBbC ambc: AAE A P
Change the size of the business ™" # * 71 %, "1 1 /%4 EEEE Ao L e e s G e
name by clicking on the down [ M : e . : : w : 1 . 1 -
arrow to the right of the “11.” B w
Choose “18” from the list. =
Now, the company name is ] :
bigger and bolder than the ' .
address. - .
" Charlotte's Web Site
Keep going... 1 123 Main Strest
i Brighton MI 48116
Home Insert Page Layout References Mailings Review View
= & - = - [— [— —— ==
j " |Tahoma ~ | il A A | Aa- |8 =-i=-4- | EEE 2] T
n 853
. 8 |a o . abhy . .| = = = | +=. _ EEE
Pite o | B I U-di> CF|A-®-A- SEES (= (&-E
Clipboard IT..I 10 IT..I Paragraph Fa
Ei---l--ll B e e
12 1 1 1 1 1
14 |
16
18
20

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes
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e

Add a Company Logo

A logo is a picture or graphic that
identifies your team . It is important not
only for sales, but for your own team

Insert -> Picture -> From File

experience: A logo says, "We belong."

There are some sample files that you )

can copy to your Documents folder, or Charlotte's Web Site

you can use your own graphics. R

6. Insert a Picture ratton ML 38116

Go to the Insert Ribbon.

Click on Picture.

You will be asked to locate your Insert Page Layout References Mailings Review

T

B0 P gl
EE] = (-+
Picture Clip Shapes Smart&rt Chart Screenshot

[ * [ At * *
Tables |

pictures. The next steps show you how
to find the files in the Documents
folder.

Table

Illustrations

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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E Tak
Thr,: Insert -> Picture -> From File
E e o e o T . %) 7
= H Fa | Bet | Pege eyl Beipeeols bameg  Besew View = igh
Find a Picture AN M EEOR S L e BE P EE4 8 o
By default, your Documents, Music . . o S0 o el B0 L e P s Y e R e
Pictures and Videos can be found g | e —— e ot et e

in your Libraries. Some cameras
download your pictures to their own -
folders. This lesson assumes that '
you saved some sample pictures to

the Pictures folder.

7. Locate and Select a Picture
Look in the Pictures folder

Double click one of the sample 8
pictures to insert into your document.

You can also select the picture and i
then click on the Insert button in the
lower right hand corner. '

! H g B . . ]
—

| Dopenn ®
] Bt e
o Feverbis

i Librarey

A LAFPYR0- P
T ik
8 TLACVIR.PC

Yorm lukber

o A M men o e e v —.

'||E| » Libraries » Pictures »

- ]
ot
T —

Organize = Share with =

Slide show

Burn Mew folder

[» 'i.-r Favorites

4 - Libraries
I @ Docurmnents

[+ Jl Music

m

I [ Pictures

- B Videos
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4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document

Pictures library

Includes: 2 locations
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3

Format the Picture

The picture was inserted into the
document as In Line With Text. This
is the default setting for how pictures
interact with text.

In effect, the picture is anchored to
the line, same as any word. The
picture will be easier to work with if
you change the Text Wrapping.

Tight means that the text will flow, or
wrap, around the picture. This makes
it easy to move the picture like a
sticky-note.

8. Change the Text Wrap to Top
and Bottom

Click once on the picture to select it
Go to the Format Ribbon

Find Arrange ->Wrap Text

Select Top and Bottom.

Go ahead: format the Picture Style
and add a shadow or a reflection.

Picture Tools -> Format ->Arrange ->Wrap Text

R D T e e e e
L] a

[ T

% Chrrpitee =

-

EBaigrmung o A S -

-]

L Wb Foimar

. e — o Pidbir Waadns =
e | e u .| B e e

T e e v

Popdsn Vg
= iTedt*

Charlotte's Web Site

123 Main Strest

Brighton MI 43116

HE e

Dt

Il e

R el
R ] P T
% benmeabese A

B A sk T

] R arbenas

W vy

[ T
ﬁ Bk g Fosmt)

e Ty —

=} flaw

e 0 s

|

B

Q Bring Forward ~

=
I:
—

Position

-

Wra
Text

[ send Backward ~ [f]
p
i % Selection Pane Sk

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document: Wrap Text
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Square

Tight

Through

Top and Bottom
Behind Text

In Front of Text
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@ File -> Save

R R I e i R T T

e Thaseg Trews Vs

Create a Sample Letter . = " 0 L s A
Please type a sample business A | B R a0 | e [t e ezt 000
letter. Before you begin look again: il = ' =re ' = o
where is your cursor? If your cursor
is still CENTERED, please go to
Home-> Paragraph and align the

O le

text LEFT.
Suggested text:
Dear Slr’ - Charlottes Web Site

Beghoon M1 841 LG

Thank you for your recent order from
Charlotte's Website. H Froday, Sagust X0, W10

Dt G,

Sincerely...

T o fiae poun revent crder e Charonte's Wbt |

Do This: Save your Letter
Go to File -> Save.
File Name: Charlotte's Letterhead. e

Dear Sir,

Thank you for your recent order from Charlotte's Website. ||

Sincerely,
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Insert Text

Microsoft Word 2010 has Text Boxes,
Quick Parts and Building Blocks that
help you compose a professional letter.
These steps show how to Insert the
Date and Time.

O le

Before You Begin

Place your cursor after the zip code and
press Enter a couple of times to create
a few blank lines. Notice that the cursor
may still be centered. The Date/Time
pictured on this page is centered as
well.

9. Insert the Date and Time
Go to Insert ->Date & Time.
Select a LONG date format.

A LONG date format spells out the
month, day and year. (MM/DD/YYYY).
Some countries write the date as day,
month, year. (DD/M/YY). Using this
format could minimize the confusion
with the Short date format that uses only
numbers.

Insert ->Date & Time

i
- 2

[
] A Sl g A

[ ————
"I
-

e
LT

e P e e
e P i - S - [ .
g e b s

9

—

A

Box -

2 4

Text Quick WordArt Drop
Parts = =

A Lﬁ Signature Line -
—— [} Date & Time
Cap kg Object -
Text

Date and Time

L9

Language:
English {L.5.)

Available formats:

Eﬁ i= 10 -
Friday, August 20, 2010

=10
82072020 9240 AM
8202010 3:40:49 AM
940 AM
Qeg0aa Al
09:40
098044

= | [ update automatically

B

| set As pefault [ ok || conca

Charlotte's Web Site

123 Main Street
Brighton MI 48115

Friday, August 20, 2010

Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content

3-3. Construct content in a document by using the Quick Parts tool
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@ Insert -> Text Box -> Alphabet Sidebar
. 1

(] - [e—

O le

Insert a Text Box gl = T = 22 R EIR4 82— T O

A TeXt Box |S a Convenlent Way to :::, . Page V.:J ’h.:v _‘-; 'l'uv}u s-.un Chatt '.:::»u e Poster rm:u r:,.: la;J \_:n Weorsht Ovep S Cute & e Lquapor fymom

add quotes, bling, and other et Al WD I R B b oot BRI e - TARCENE T, AR S

marketing elements to your flyer. . e o R R R SRR MR MR | g . —

1. Try This: Insert a Text Box

Go to Insert ->Text Box. -
e A Gusre A Sre

Please use the small down arrow
to see the Built-In boxes.
Select Alphabet Sidebar.

. 4= | - k1
Charlotte's Web Site = “~™"™

Text  Quick WordArt Drop

Box~ Parts - - Cap~ i ' 123 Main Street
===
Text : Brighton M1 48116 ==
Friday, August 20, 2010 ==

2. What Do You See? A new Text

Box, a formatted Sidebar will be Dear Sir,
placed into your document. X
Pguists WwWessd O s
Keep going... 2 _—

Alphabet Sidebar

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-4. Apply and manipulate text boxes
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Insert -> Text Box -> Alphabet Sidebar

e

E ol A R e L L e R | .. - -~ 3
The Quick Parts Sidebar ™™ =~ L L e g e oo
: A Sidebar is a column of additional B | M e B e . v S I B S0 Y 1o

information on the left or right of a
document. One example of a side bar
would be a formal letter that lists the
executives and director's names.

Another way you can use the Sidebar
is to list the products or services that
the company does.

3. Try This, Edit the Side Bar

Add the following sample text: amieticheren EEE——
Fresh Fruits e o gl o e o - |

Apples e Drming Toalt 1 .
A\S(F))cados :M:" v o Fresh Fruits
. Aoples
L SRR Avocados
Fresh Vegetables Kiwis
Chives Pears
Tomatoes
You can format the sample text bold if Fresh Vegetables
you wish. Save your changes. .
Chives
Tomatoes

[Tipe the ridebor ontart: 4
mfrkar ir a mendodeng
ramplrrmeni 1a | e
demramurd 8 o1 ol ligred or
rhd b o riglhr &F 2k pige, &
Eratad oF 1hd Lag o battesm e
by Drowing Teed rod ta changs
by fermarring of the midnbar
Tavd b

T Fllor i gt
BErbar T A rondaisnd

Eniutand 5T b Lup i bttt U

Charlotte's Web Site

133 Main Threat

Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content
3-3. Construct content in a document by using the Quick Parts tool
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O le

r
r,,::: Drawing Tools ->Insert Shapes ->Change Shape
e ;

Textbox Formatting i,i"“ W — e dea e BT R —— R
Stating the Obvious: A Text Boxisa = . " s s q B e oy S W
Shape...with Text. When you selecta = ... “ =" £ SO s 5 oo
Text Box, you should see the Drawing l—" = a g PR e I e Y T
Tools at the top of the screen. | prasee

Text Boxes, like Shapes and Pictures in

the previous lesson, can be formatted.

1. Try This. Format the Shape

Click on the Text Box to select it.

2. Change the Shape ‘ ‘ 5 Charlotte's Web Site

Go to Drawing Tools ->Insert Shapes. cooE

Click on Change Shape. _ 143 o Strest

You can choose any Shape from the ; ; Brighton M1 48116

Library. A ‘ Friday, August 20, 2010

K ing... . ‘

eep going : Home Insert Page Layout References Mailings

\\DDD [E] f ~ f \  f \ ﬁShape
i ﬁ.—I——L.ED"G 5|~ @ Change Shape * | Rectangles -
2 |5 25 e cerom OODODO s,

Insert Sh Basic Sha
=E = 'ﬁp Reroute Connectors pes

ol - : el & A DN T

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-4. Apply and manipulate text boxes: Change Shape
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Th,’:

Quick Style Formatting

Say you wanted to format the Outline and
the Fill of the Text Box. You can modify
both with Shape Styles.

O le

1. Try This. Format the Shape Styles
Click on the Text Box to select it.

2. Choose a Style

Go to Drawing Tools ->Format.

Go to Shape Styles.

You can choose any Shape Style from the
Library.

What Do You See? Some of the Shape
Styles have white borders, other have thin
colored outlines. There are jellies and
candies as well.

Who Is Your Audience? | have always
associated shiny, raised bevel formatting
with buttons on a screen, rather than a Side
Bar on business letterhead.

Drawing Tools ->Format ->Shape Styles

v ”
Home e h.o;-,;u Reteienin Aatn g [N e Forman 1
J % TR a A et Dvecsen - B ) tegreoes - 'l' £)am . ‘
O - 5 [ e A+ G e Outee K Hwprton- ! 8 tent Bewars - 1]
av il Y Quck Poution Wisp = =3 344 :
¥l Phape B0em - Styvn - Conate Lo . Tt Byleetuatene 24
et haper Whape Stybes » WA Shtes . Tent A arge e »
. - 'l
r T < ; i [ O | ) ) Ca ) 0 () 5 ‘ D ¥ : a
3 -
C
e
Fresh Frwits L
Apples
Avocados
H Kiwss
Pears
0 z L
Charlotte's Web Site

123 Main Street
Brighton MI 46116
Friday, August 20, 2010

Drawing Tools

Format

LA~

Page Layout References Mailings Review View

.| & shapeFill ~ [If; —

fope | Ach [ Ach . IZ Shape Qutline = & = E%Align Text v
\ ) = uUic "
_ v ) ShapeEffects spyles~ [\ 7 == Createlink |
Shape Styles = | WordArt Styles 1 Text

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-4. Apply and manipulate text boxes: Apply Quick Styles
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Shape Effects

Look to the right of the Shape Styles.
There are three formatting options you can
use: Shape Fill, Shape Outline and
Shape Effects. Shape Effects include
shadows, reflections and glowing edges
and 3-D rotation.

O le

1. Try This. Format the Shape Effects
Click on the Text Box to select it.

2. Choose a Shape Effect

Go to Drawing Tools ->Format.
Click on Shape Effects.

Go to Shadow. You can choose any
Shadow Style from the Library.

What Do You See? The shadows can be
Outer (on the outside of the border) or

Inner (on the inside.)

You can also choose a shadow with a
Perspective, as if the light was shining
from one corner or the other.

9 o TG Taekerd TV oW
L=

Drawing Tools ->Format ->Shape Effects ->Shadows

Mome  Beent Pagelaptt  Refeences Malngi  Revew View

Comma Training Page 172

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-4. Apply and manipulate text boxes: Shape Effects

L T ————— . 1

& . oo . M Peocta - A Ul rerowecnen - A tegtomec Be oL
A SO0 -8 o A are :mww &x g ten - 3 = {;w’:wnm-:; e a
— - ~ Ve ek m. o Creste Lk i pane ‘:‘“ B Seleman hane T4 &
e Phapes Lhape Fyey ey & Sent Lrwnge e
[. & 3 : g ot ' r: v 3 e v () P g
_J Pasis , Mo Shatew ol ¢ —
4 — [
- SAENT
——— Soft [ages
Frosh Fruits | | -
- o=
:’: ~_l 1 Retaton 2 (g [— '
Freah Vepriable | —
g:;:m [— ™~ j tb Site
! L]
C 0O O I
201
oQ9 ™
| 4 shape Fill & A~
© = [Z Shape Outline ~ & -
Thark you for — QUl(k ’
- {-f Shape Effects '1 Styles v A\~
oy, — kdArt Styles 1
A ] Preset »
I ' Shadow 4 2
a



Insert -> Text Box -> Simple Text Box

Formatting Text

There are three Text options in the
Drawing Tools: Text Direction, Align i
Text and Text Link.

E Tak

These examples will be be
demonstrated with a new, simple Text
Box.

1. Try This. Create a New Text Box
Go to Insert->Text Box.

|||||

2. Choose a Text Box
Click on Simple Text Box. .,

. Built-In
Keep going...

Simple Text Box

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-4. Apply and manipulate text boxes
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@ Drawing Tools -> Format -> Text

=
4
3

Edit the Text Box IJI e — - ';;.'“u.,-u--....w R — - @
. =) — ( iz F o g MIRE]

What Do You See? There should be ALLOCo 8 (=] 3 s|@oeomm: L K- Semtac (O o Ssastus - ;m

a new Text Box on your page. The TR T TEIO Maomon fP freivrmeseee Y S et emmmyntren i 1 e

Text Box has sample text in it (maybe |- s
it's supposed to be helpful hints).

0 ] 0 ¥ v i 0 . : i

Please edit this text.

3. Edit the Text Box

[Type a quote from the document or
Select the Text Box. : T :::TZ:.::::::&? o
Where is your cursor? Is it in the ’:,f:,';"""’ asondiss e dssmsans Daxile
sample text highlighted blue? - Avocados Drawing Tools tab to change the
Klwis formatting of the pull quote text box.]
Pears
Type: From the farm to your table: SIS ' .
that's fresh! Chives Charlotte's Web Site
Tomatoes
K _ 123 Main Street
eep going...
P going Brighton M1 48116
Friday, August 20, 2010
e From the farm to your table:

l that’s fresh!

]

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-4. Apply and manipulate text boxes
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@ Drawing Tools -> Format -> Text Direction

Format the Text Direction e i
. . Wl [N f— Whage &A 1 tent Dorren B ety temes |_ 5w
I The Text Direction rotates the Text Box L9508 (=) (=] @ommeomn: F & T Qs
and the Text with it. Here are the options. T e i a1 h t s

Horizontal is the default direction.

Rotate all text 90' is used for book spines
so that you can read the title when the book

is laying face up on the desk. Format
A -~ A S — E

Rotate all text 270" is used for Sidebars — “,l“ — I | El

and marketing.

l

From the farm to your
table: that's fresh!

N ABC Horizontal

1. Try It: Format the Text Direction ityles =
Select the Text Box.

Charlotte's Web Site

123 Main Street

Rotate all text 90°

E
|

29V

2. Go to Drawing Tools -> Format.
Click on Text Direction.

Choose Rotate all text 270’

Brighton MI 46116
Friday, August 20, 2010

Rotate all text 270°

N
ABC

1- Ruteenuntene o4

3. What Do You See? Both the Text Box

and the Text in it are rotated. Can you edit

the text after it is rotated? i | Ko e s

—d

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-4. Apply and manipulate text boxes: Format Text Direction
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Wd9-0 Chartomne T ——_—

@ Drawing Tools -> Format -> Align Text
[P ) 1

O le

H _ - e Page Lagn Fatrarae [rre . Creea Cen ot

F(_)rmat the Text Alignment = = o A AA Wesmen: (d ) Skt B J
Align Text places the text at the top, ALLOG OIS [E] o -«' | Roeomne: O K- (I = Qs
middle or bottom of a Text Box. s N =] l A e A

| : ¥ 3 ) ; ¥ : i : S : i : X -
Before You Begin: This example works ' L | T
best if you resize the Text Box a little taller l
so that you see the difference between Top, . s L ’ e e ‘ I
Middle and Bottom. The Text in this = .
example is Horizontal, not rotated. . Format ‘ ¥

A - llﬁ Text Direction ~ Br [ = L4 Bring Forward ~ |=~ S.Ll
1. Try It: Format the Text Alignment : . ﬁ - L
Select the Text Box. Use the handles to N - M Position Wrap & Send Backward - [2] =
resize the Text Box a little taller. A\~ — . Text ~ @{} Selection Pane S~ 9" L]
styles 1 — Top Arrange
2. Format the Text Alignment - S - T
Go to Drawing Tools -> Format. : s | - : v T
Click on Align Text. L a
= Middle

3. What Do You See?
The Text in the Text Box should be placed F he f ble:
at the top, middle or bottom of the Text rom the farm to your table:
Box...there's no surprises here. j—={ Bottom that's fresh!

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-4. Apply and manipulate text boxes: Align Text
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@ Insert -> Text Box

Create Linked Text Boxes BANGGD & [ — — — A A Mo
Linked Text Boxes are used to connect two ' ‘ — 0w ™ o
Text Boxes together. Say you have a lot of
information in the first Text Box. If you link two
Text Boxes, then the extra type from the first one
will "spill into" the second Text Box.

O le

The LOMAOES wenmnad
pched 1om e wnes & e
Sew Swrt 0 Romomngun

™e S ey wh e
15 shucked of &5 ragrant
‘ green hyshs

Try This: Enter More Sample Text
Before you begin: Open a new, blank

document and add a new, simple Text Box.
Select the Text Box.

The smed of Thanksgreng
s hore Bhe gaTden when
you trush apeesl he
Mother of Thyme

Type: The tomatoes are hand picked from the

vines as the dew dries in the morning sun. —— The tOMatoes are hand-
picked from the vines as the
The corn squeaks when it is shucked of its dew dries in the marning sun.
fragrant green husks. ;
i —_ 5 2 The squeaks when it
The smell of Thanksgiving rises from the garden iz shucked of its fragrant
when you brush against the Mother of Thyme. green husks.

Try This, Too: Format the Text The smell of Thanksgiving

Select the word: tomatoes. tises from the garden when
Go to Home ->Font you brush against the

Can you make just one word big, bold and red Mother of 111}'“1&_
and another big, bold and green? Yes. ;-)

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-4. Apply and manipulate text boxes: Create linked text boxes
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O le

e

Link Two Text Boxes
You can Link two Text Boxes together.

We just setup a simple Text Box in the
previous pages. Here are the steps to
create a second, empty text box and link it

to the first one you just made.

1. Try This: Create an Empty Text Box

Fae

Insert -> Text Box -> Simple Text Box

The LMAtORS wehand
ki L i s b T
W et i T T Y

This S i WS
i whachud of i Nagran|
e B ks

Thi el of Thanicigreng
oS (1008 et (inien Wives
vous bry 5 agaen i
Modher of Thyma

Go to Insert ->Text Box. From the
options, select Simple Text Box.
Select the new Text Box.

Delete the sample type. The new Text
Box has to be empty before you can link

toit. g N A ‘E‘ '{ﬂ A

Keep going... Text | Quick WordArt Drop
Box~ | Parts ~ - Cap
The tOMAL0BS ane handpicked

Trom the vines as the dew dnes i the

IMEHTING 580
L)
The soueaks when itis . ;

shucked of its fragrant green husks [Type & quote from the document or |
the ssmmary of an inferesting poink. |
You can pasition the text box |
arypwhere in the document. Use the

Drawing Taok tab to change the |
formatting of the pull quete text box] |

|2 Signature Line ~
5} Date & Time
¥gd Object -

Mgl WL WesRdl 5 T

Thie sl of Than ksgiving riges from
the garden when you brush against the
Mather of Thyme

Exam 77-887: Microsoft Word Expert 2010
2. Formatting Content
2.4. Link sections: Link Text Boxes
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Use the Linked Boxes

2. Try This, Too: Link the Text Boxes
Click on the first Text Box.
Go to Drawing Tools -> Format.

Click on: Create Link.

O le

3. What Do You See? Your should see a cup that can
"pour” the text into the second Text Box.
Click on the second Text Box.

What If It Doesn't Work?
Try this: Resize the Linked Text Boxes
Select the first Text Box.

You should see the small handles in each corner and
around the sides of the Text Box when you select it.

Resize the first Text Box by using the bottom handles
to make it smaller. As you make the first Text Box
smaller, the type shows up in the second Text Box.

Where Have You Seen This Before? Many desktop
publishing programs, such as Microsoft Publisher, use
linked Text Boxes to create a newsletter. For example,
the article may begin on the first page, but the rest of
the story may jump (link) to page 5.

Text Box Tools -> Format -> Create Link

2 2]

Position Wrap
Text -

Format I

A - || Text Direction ~

&7 - [=] Align Text -

=2 Create Link
Text

&

sy -

tyles

-

The tomatoes are hand-
picked fromthe vinesas the
dew dries in the morningsun.

is shucked of its fragrant

green husks The smell of Thanksgiving

o rises from the garden when
you brush againstthe

Mother of Thyme

The squeaks when it ‘

|

View Format
&{/ A - ||{ Text Direction ~
. = [=]Align Text -
Quick e . Memo to self: You can Create a Link,
Styles = = E2 Break Link .o .
you can also Break a Link if you wish.
WordArt Styles Text

Exam 77-887: Microsoft Word Expert 2010

2. Formatting Content
2.4. Link sections: Lin

Comma Training Page 179

k Text Boxes



=
4
3

T.
Th::: Insert ->Quick Parts ->Document Property

Quick Parts

Each company or department builds a collection of
documents that identifies who they are when they
communicate with their clients. These documents
can include letterhead, envelopes, fax cover
pages, memos, blogs and newsletters. Many of
these documents use the same elements that we
added to this letterhead: company name, address,
and a picture or graphic for the logo.

Before You Begin: Please open the sample
letterhead you created for Charlotte's Web Site.

Charlotte's Web Site

123 Main Sreet
1. Try This: Create a Quick Part Srighton M1 48116
Select the text: Charlotte's Web Site. 2
: A= A A= |&sSignature Line ~
2. Save Selection to Quick Part Gallery = —
. - Date & Time
Go to Insert ->QU|ck_ Parts. _ Dear S, Text |Quick |WordArt Drop ’@ .
Choose Save Selection to Quick Part Gallery. LTI Box~ |Parts . Cap~ "#dObject ~
Keep going... & AutoText ,
— ' ' 5|1 Document Prope »
A= A= & signature Line ~ i [ Docu o
== — . =1 Field...
(5} Date & Time
Text Quick Wordart Drop ) Z ildi —
Box= G = Cap~ "84 Object ~ 2 Building Blocks Organizer
Text ﬁ Save Selection to Quick Part Gallery...

Exam 77-887: Microsoft Word Expert 2010
2. Formatting Content
2.3. Construct reusable content in a document: Create a Quick Part
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Edit the Building Block

What Do You See? When you create
a new Quick Part, you should see a
little Building Block form that you can
edit. Here are the steps.

=
4
3

3. Try This: Edit the Building Block
Name: Charlotte's.

Gallery: AutoText

Category: General.

Description: (You can edit the
description if you wish.)

Save in: Normal

Accept the default for the following:
Options: Insert content only.

Insert ->Quick Parts ->Document Property ->Company

i

(;harlotte's Web Site

Keep going...

Comma Training Page 181

3 l Create New Building Block M
] Mame: Charlotte's
Gallery: AutoText IEI
Cateqgary: General |E|
Page 4 L Wi A%
Description:
Save in: Maormal IEI
Options: Insert content only IEI
[ oK ] [ Cancel ]

Exam 77-887: Microsoft Word Expert 2010

2. Formatting Content

2.3. Construct reusable content in a document: Edit the Building Block
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T.k
Th,.:

Add More Quick Parts

Say you already had a logo that you
wanted to use again and again in other
documents. You can save that logo to
the Quick Part Gallery.

1. Try This: Save Selection

Click once on the logo to select it.
Go to Insert ->Quick Parts.
Choose: Save Selection to Quick
Part Gallery

2. Create the New Building Block
Name: Company Logo.

Gallery: AutoText.

Category: General.

Description: Picture of barn.

Save in: Normal.

Accept the default for the following:
Options: Insert content only.

T
Description:
Save in: |Nurmal
Qptions: | Insert content only

Insert ->Quick Parts -> Save Selection to Quick Part Gallery

e Mgy eedm e e

Hn-n_mm L-..—;ﬂ

Create New Building Block

Mame: |li3|::nm|:ha|r11j-I Logo

Gallery: | AutoText

Category: | General

Picture of the barn|

| ok || cancel

Exam 77-887: Microsoft Word Expert 2010
2. Formatting Content
2.3. Construct reusable content in a document: Create New Building Block
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@ File -> New ->Blank document

[: Quick Parts Gallery -
: What Was The Result? When you go to .
Insert ->Quick Parts, you should see o8 oo
Charlotte's Logo in the Gallery. You can e
add your own Quick Parts and have them i sl ——— -
available whenever you need them. EmE
1. Before You Begin: please open a :a”
new, blank document. Here are the steps. o

GO to File _>New_ Beipide  Dagums  Dscsepn — T [ .
Select a Blank document. -

o [

Available Templates

Elank Blog post
document

Keep going...

@ Home

Exam 77-887: Microsoft Word Expert 2010
2. Formatting Content
2.3. Construct reusable content in a document: Quick Parts Gallery
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Th ,.:

Use Quick Parts
2. Using the Quick Parts

Insert ->Quick Parts->AutoText

Go to Insert ->Quick Parts
Click on AutoText.

3. What Do You See? The AutoText
Gallery should display the company
name as well as the company logo.

Did You Notice: the text for the
company name, Charlotte's Web Site, is
formatted exactly as when you selected
it in the letterhead we made in the
previous lesson: font, size, alignment.

What Do You Think? Say you worked
for the Livingston Regional MTEC
Center. That would be one of the first
phrases you might want to add to the

[C A ]
B v mr | et e Wt e
s y | () ] W s J h A 52 A ey i
= o AT “ i
] EEN R T BT et | JiE A4 T e
Ciwe Biasi  Page Tikle  Palow Ol Wit Deielid Chaed Tireeaied L . I, Lyl
Fag e ) v v e ] amme et e Dt . N
g . [ . 1 g . - —
i &5 : [=—=—— PR T p— .
a| pom
|

AutoText.
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A A A | Signature Line -
1o g = —
' — [5) Date & Time
Text | Quick |WordArt Drop . )
Box~ |Parts~ - Cap~ "8d Object ~
[ 58 AutoText v
? . |ﬂ-] Document Property »
F =] Field..
E Building Blocks Organizer...
ﬁh Save Sele
| Charlotte's
- Charlotte's Web Site
Company Logo

Exam 77-887: Microsoft Word Expert 2010
2. Formatting Content

2.3. Construct reusable content in a document: Quick Parts Gallery
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Three Insert ->Footer

The Quick Parts Footer $0= 7 :

Look across the Insert Ribbon and you = == == =2 =
will see many kinds of Quick Parts. For | [ s e -
example, there are Quick Part Headers, ) 1 e

Footers, and Text Boxes.

1. Try This: Insert a Footer -
Go to Insert ->Footer. - s
Select Building Block Organizer. == —
Scroll down to Alphabet and double click s —
the Footers. .

2. What Do You See? Look at the : ﬁ "

bottom of your document. Your cursor — S m——
should be in a new footer at the bottom — S

of your page. | pspalt

Suggested Sample Type: - % r 4 A= & signature Line -
Charlotte's Web Site (810) 555-1212. I 2 I— =| | = = 3 Date &Time

Header Footer Page Text Quick WordArt Dro
Ca

P .
- * |Mumber~ | Box< Pars= - p- "§d Object ~

Header & Footer

The footer is formatted with the font,

size, color and alignment of the

Alphabet template. Can you select the i
type and use the tools on the Home ‘ | = |

Text

Ribbon to edit the formatting? S R B
Charlotte's Web Site (810) 555-1212

Exam 77-887: Microsoft Word Expert 2010
2. Formatting Content
2.3. Construct reusable content in a document: Quick Parts Footers
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The Building Block Organizer
The Built-In Headers, Footers, Text Boxes and
AutoText are Building Blocks.

O le

Microsoft Word 2010 gathers all of the Building
Blocks into an an extensive table called the
Building Block Organizer.

Try It: Organize Building Blocks
Go to Insert ->Quick Parts.
Select Building Block Organizer.

What Do You See?
Do you see the AutoText entries: words as well
as pictures?

There are six properties you can edit to identify
and organize your Building Blocks.

At the top of the list of Building Blocks are the
column headers. Click on Name, and the list
will be sorted alphabetically A-Z. You can sort
the Building Blocks by Name, Gallery, or
Category.

Insert ->Quick Parts -> Building Block Organizer

Exam 77-887: Microsoft Word Expert 2010
2. Formatting Content
2.3. Construct reusable content in a document: Building Block Organizer
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Buikding Blocics Cngan ——— )
Bubdryg lodke: Click & busiding block to see fix previes
| | Hame Gallery Category Ternplate = =
& Ao Ted Gereral Mormal B
Logo AutaText Generst Horerral
Company Logo  SutoText Gerersl Harmal
Charloite's AutaTea Gerral Mermal
efieth BarboTedt Gerersl Harmal
r € AutaTed Gerersl Hgrmal
M | Commatdmin  AuteTes Gereral Hoemal
Bibliography Bibliogerap..  Built-In Built-In Bui
Waiks Cled Bibhogeap..  Bult:lm Buili:ln Bun
| | Tiles Cover Pages  Built-Im Built-In Bui L]
E Sideline Cover Pager  Built-In Built-In B
| | Perspective Cover Pages  Built-Im Built=ln B
I'H Exposure Cover Pages  Built-Im Built-In Bui
| Congeraineg Cover Pager  Buili-In Buili=[n Bun
| | Puzle Cover Pages  Built-Im Built-In Bui
|| Banual Cover Pages  Built-In Built-In Bun
| | Conbrast Cover Pages  Built:Im Built=In Bui
| | Seacks Cover Pages  Built-Im Buikt-In Bui
Misd Cover Pager  Built-ln Built=In Bun
| | Miotion Cover Pages  Built-Im Built=In Bui
Transcend Cover Pager  Built-Im [Built-In Bui
| — .
|Ei= Building blocks:
| | Eate
| = | Mame Gallery Category Template
£n AutoText General Mormal —————|
Loge AutoText General Mormal
Company Loge  AutoText General Mormal
Charlotte's AutoText General Maormal
eBeth AutoText General Mormal




Insert ->Quick Parts -> Save Selection to Quick Part Gallery

O le

Modify Building Blocks NN T & T - BB R A e ——
oS = = | ) i+ - a |7 2 o
YOU Ca.n use the Bu"dlr_lg BIOCkS -:.:-.r- e # — :-a 1-u£-| Smaddrt Chart 1||.::||'ol {:fw.-.-::.....-, Hnader Fache  Poge = n}-.-u Whanddd Do Jﬂ::;?:"
Organizer to manage different et Ll S i — e T s = = e
versions of your Building Blocks. I B e P e o e S
- Imlh:hﬁqn-w # 0
X ; kg B Ok g Bck e 1 pew
Try This: Modify the Footer : ey || e i
Select the Footer. : anbs | Fvicorbomn i or it
Change the Text Font and Color. . {|| et 8
Go to Insert ->Quick Parts. ] B Pugetiom_ Pagei b |
Select Save Selection to Quick Part : MITITL Y prment e ————
Gallery. : sl || premrt — = =
Atwrir Accmsd Bur ¥ r"’“’" =
i Fram Aepimed Bas 8 CEgary: - _—
Modify the Building Block: ran i e R S .
Name: Alphabet Sidebar. K 2z | — el Alphabet]
. — ame. ape
Gallery: Built-In. . e 17" P
i | | Gallery: Footers
The original Alphabet Footer is a pomr prearti :
- . . =i | Category:  |Built-l
Built-in Quick Part. You can add the | e | akd KN
custom Alphabet Footer and save it in (mimsmne | [ gotne Page number and text under doubledine
the Quick Part Gallery. | Description:  border
Thank you
What Do You See? There are two Save in: Building Blocks

Building Blocks with the same name. . |
However, they are organized into Options: Insert content only E|
different Galleries. ]

[ 0K ] [ Cancel

b, TS T L He

Exam 77-887: Microsoft Word Expert 2010
2. Formatting Content
2.3. Construct reusable content in a document: Building Block Organizer
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Insert ->Quick Parts -> Add Selection to Quick Part Gallery

Cl R

. oy g- B e et i e S e e

Modify Building Blocks - D EHE P e *™ 380 E 48—
This lesson compared Shapes, Text Tl b~ B L e~

Boxes and Building Blocks. e i e e R o —

Ol
{
i
I
f
i
[
h
{

The lesson began by Inserting the
Date and Time: a little Quick Part.

(=1~ prerep— [reprep—

A ——————————
Well, you done good. Take an extra ] g
cookie on your way out. i .
Peary & u S
o Charlotte’s Weo sme
Tomarosr
123 Main Strest
[Brighion M1 58116
| Fricry, Busgust 20, 2000
4 rree e i
[ LI T - WEaE 3w L=
E'E = A 4 Aé @Signature Line =
= = = —— [5} Date & Time
Header Footer Page Text Quick WordArt Drop ¥ )
. 7 - *  Mumber~ | Box~ Parts~ - Cap~ "$d Object ~
: | Header & Footer | Text
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Practice Activities

Lesson: First Impressions
Before You Begin: Start Microsoft Word 2010. You should
see a new, blank document.

O le

Try This: Do the following steps

1. Type the Company name: Girraffin’ Around

2. Insert a Giraffe picture

3. Add the Company address:

789 Safari Dr

Austin, TX

4. Format the picture with Text Wrapping: Top and Bottom
5. Align the picture and text: Centered

6. Hit the Enter key twice to leave two blank lines below the
company address.

7. Insert the text: New Product Line!

8. Insert a Simple Text box.

9. Add the following text:

Shirts

Hats

Scarves

Extra-long Scarves

Sweaters

Gloves

Comma Training Page 189

10. Insert a second Text Box.

11. Link the first and second Text Boxes.

12. In the FIRST Text Box, add the following products:
Socks

Shoes

Boots

Sandals

Slippers

13. Resize the first Text Box so Gloves is in the first Text
Box, but Socks spills into the second Text Box

14. Format the first Text Box with Shadow Style 3

15. Format the first Text Box shape to Parallelogram

16. Format the second Text Box with Text Box Style:
Dashed Outline, Dark

17. Insert a new Textbox: Cubicles Sidebar ™
18. Format the Sidebar with Shape Outline, 3pt Weight.
19. In the Sidebar, insert the following text: We're heads
above the rest with our Giraffe products!

20. Rotate the Sidebar Text direction 90 degrees.

21. Insert a Footer and add the following information:
Selling Giraffe items since 2000!

22. Save this file as Your Name Practice 6.
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Test Yourself

1. Which of the following can be inserted
into a Word document?

(Select all correct answers)

a. Date & Time

b. Pictures

c. Quick Parts

d. Text Box

Tip: Beginning Word, page 167, 180

2. A sidebar is a type of built-in Text Box.

a. True
b. False
Tip: Beginning Word, page 169

3. Text boxes can be formatted with
Quick Styles.

a. True

b. False

Tip: Beginning Word, page 171

4. Which of the following ribbons is used
for formatting a Text Box?

a. Text box Tools

b. Drawing Tools

c. Shape Tools

Tip: Beginning Word, page 170

Comma Training Page 190

5. Which of the following formatting can
be applied to a Text Box?

(Select all correct answers.)

a. Shape Styles

b. Shape Effects

c. Shape Fill

d. Shape Outline

Tip: Beginning Word, page 172

6. If two Text Boxes are linked, text from
the first Text Box will continue or “spill
over” into the second Text Box when the
first Text Box is full.

a. True

b. False

Tip: Beginning Word, page 177

7. The Quick Part gallery does NOT
include any built in headers or footers.
a. True

b. False

Tip: Beginning Word, page 185

8. Quick Parts saved to the gallery are
included where?

a. In the Building Block organizer

b. In the Quick Part catalogue

c. In the ClipArt gallery

Tip: Beginning Word, page 181

9. Which of the following are in the
Building Block Organizer?

(Select all correct answers)

a. Built in Headers

b. Built in Textboxes

c. AutoText

Tip: Beginning Word, page 186

10. Which is the command to insert a
User-added Quick Part into a document?
a. Insert-> Quick Part-> AutoText

b. Insert-> Quick Part-> Field

c. Insert-> Quick Part-> My Quick Parts
Tip: Beginning Word, page 184




Beginning Word Skill Test

Before You Begin: Open a new, blank document in Microsoft
Word 2010. Please do the following steps:

1. Add the following text: Computer Training

2. Format the text: Bold, 24 pt. If you wish, you may change the
font.

3. Insert a picture related to computer training.
Apply the picture style Bevel Perspective OR Bevel Oval.
Format the Text Wrapping to be Top and Bottom.
Move the picture above the text.
Insert a Simple Text Box.
Format the Text Box: use a Subtle Effect Accent Style
Change the Text Box Shape to Wave
0. Insert the following Text in the Text Box
New Courses for Fall
11. Insert Text Box: Decorative Quote.
12. Move the Second Text Box under the First.
13. Add the following Text to the Second Text Box

Word

Excel
PowerPoint
Outlook
Access
Publisher
OneNote

4
5
6
7
8
9
1

Word 2010 Beginning Skill Test

14. Add a Third Text Box: Simple Text Box
15. Link the Second & Third Text Boxes

16. Resize the Second Text box so Access is the last item—
Publisher and OneNote will spill into the third Textbox.

17. Insert SmartArt: Vertical Chevron List
18. Add the following Text:

Information Technology
Human Resources
Clerical

19. Remove any unused shapes

20. Format the SmartArt with SmartArt Style Sunset Scene and
change the color to orange.

21. Add a new Shape to the SmartArt and add the following text:
Management

22. Insert another image from ClipArt.
23. Apply an Artistic Effect to the image.

24. Save the file as Your Name Beginning Word Skill Test and
submit to your instructor.
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