Word 2010: Business Documents

Rain Washes Out Hamburg .

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

1. Enter, select and format headlines
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1. Readings
Read Lesson 1 in the Intermediate
Word guide, page 11-37.

Project

A newsletter formatted with two columns.
The graphics include a satellite photo and a
chart designed in Excel.

Downloads

Files used in the lesson:

Locally heavy rains soak southeast
Michigan.doc

Satellite2010.gif, Rainbow.jpg
Rainbow-over-barn.jpg

Rainfall 2010.xIsx

Microsoft Office 2010 Article.docx
Microsoft Office 2010 Pricing.xIsx

2. Practice
Complete the Practice Activity, page 38.

3. Assessment
Review the Test questions, page 39.

Comma Training Page 12

Lesson 1: Rain Washes Out Hamburg

Page Layout

Wiew EJ

Page Layout 1 ]ferences

Mme Insert Mailings Review
[— 1=l
- 3 v—, Breaks E
O B O E S A @
[A]- ' z=] Line Numbers ~
Themes Margins Orientation 5Size Columns ae i Watermark Page Page
- E* - - - - b~ Hyphenation = - Color = Borders
Themes | Page Setup -:|| Page Background
Picture Tools->Format
Picture Tool 4] 5 3
| Format | (] e
- L# Picture Border - & = LY Bring Forward ~ |&~ |A€ SIS -
ol IE' - | & Picture Effects ~ [ send Backward ~ L] 3
— Position Wrap Crop = |2 76" -
v “‘a&} Picture Layout - - Text = ET[} Selection Pane S~ - 0" 276 v
T Arrange Size

Menu Maps

This lesson shows options on the Page Layout and Picture Tools Format Ribbons.
1. Page Layout-> Columns, page 20

2. Page Layout-> Page Borders, page 28

3. Picture Tools-> Format-> Size, page 22

4. Picture Tools->Format->Arrange->Position, page 23

5. Picture Tools->Format->Arrange->Text Wrapping, page 26




Rain Washes Out Hamburg

At work we have to communicate with our clients and our customers frequently. One good method of getting the
message across is to distribute a newsletter. If we take time and format this document with color, watermarks,

and a graph that automatically updates itself, maybe people will actually read it. <grin> So, Start the Program
Microsoft Word.

—— What do you see, from the top of the
a0 T 8 [ e b e ADE | A screen? Is there a Title Bar that says
e el o il e i [P E Microsoft Word? Yes.
mnA TR AR : manm. axma. LEinsEmameznn AR ER RERF
Is there a Home Ribbon with the
I Clipboard, Font and Paragraph
| Groups? Yes.

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

File Home Insert Page Layout References

EE % Calibri (Body) ~[11 ~ AT A7 | Aav | &
By
Pasted B 7 U ~ahe x, X | o\~ 8~ A~

Clipboard s Font M

&l

EE=

LR T T

Comma Training Page 13



=
4
3

Tag
e

Create a Newsletter
Business runs better on
collaboration. Many talented
people need to work together.
Microsoft Word is an excellent
"container" to gather type, graphics
and photos into a marketing
message.

This demonstration shows the
steps required to create a
newsletter. The exercise begins by
typing the headline and inserting a
text file with the weather news
already typed up.

1. Try it: Type the headline
Type: Rain Washes Out Hamburg,

Hit the Enter key on your keyboard
twice to give some room between
the headline and the body text.
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Start -> All Programs -> Microsoft Word
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Insert a File
2. Try It: Insert a File
Click here to find the Sample File
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Save the file in the Documents folder.

In Microsoft Word:

Go to Insert ->Text.
Click on Object
Select Text from File.

Keep going...

\ \ %

\
4

! A A=
i —— [} Date &Time
Equation Symbol
Fe Object| - - -
1

Symbols |

Insert ->Text-> Object ->Text from File

il Fria Pag# Lipiet Etmdaas [FrE=E Brera Ve

Coipsiload (50 v A " Aav (¥ IZ.jE.
Py B D s @ ¥ A SR 5 EHr | e imie
Chpbidid et Fragapt u gy
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Hiddeng i Feadeg I

Rain Washes Out Hamburg

fw
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e R | pecon| asabcene AsBBC Aapbce BAE "}SL
Crargs

B Raplsir
® Sty | o Seen
. L=y

Lﬁ Signature Line -

Text Quick WordArt Drop
Box~ Paris~ - Cap

Text

gl Object..

T Q2

| =y Text from File...

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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Find the File

3. Try it: Browse for a sample file
Go to the Documents folder

Find the sample file: Locally Heavy
Rains Soak Southeast Michigan.

Double click on the sample file to
insert it. The sample file should open
in Microsoft Word.

Keep going....

Insert ->Object ->Text from File

Vil |y ey s s e = |

rMIE
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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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Show/Hide

All word processors are text based. Think of
the old-fashioned electric typewriters. If you
wanted your name by the signature, you
had to enter enough blank lines to get down
to the bottom of the letter.
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When you select Show/Hide, Word
displays the formatting codes. Notice, each
time you hit the Enter key on the keyboard,
you have a new blank line. When you are
working with Microsoft Word, the text is
anchored to a line, just like a typewriter.

4. Try it: Proof the Paragraphs
Go to the Home Ribbon

Find the Paragraph Group
Click on the Show/Hide option
Delete the extra blank lines

There should be only one paragraph mark,
or blank line, between the paragraphs.
When you are done, you can turn off the
Show/Hide option.
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Word: Rain Washes Hamburg

Home ->Font
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Format the Text
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5. Try it: Format the headline = . ‘!'._::“ - =
Select the first line - M f 9 r—
Go to the Home Ribbon : AHBRIAREL
Format the Font: ——
Calibri, 36 point, Bold, Centered, Rain Washes Out Hamburg
Blue o
“ Home Insert Page Layout References Mailinigs Review Wiew
' Ei CabriBott <[ <A A [ Aa- (B == eyl o
Pite ;B I U ke x X' -w-A EEEE = H-m- @
| Shpboard | Fant . Autematic i 1 :
EI ' . H EEEEENEE I ' i

Rain Washe

Standard Colors
L ] PENEENE
i More Colors...

D Gradient *

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

2-1. Apply font and paragraph attributes: Format Text Color
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6. Try This: Format two columns — a- L) -_-bﬂ-umw-- Al B U gun ¢ | imeeeen

E r
E Page Layout ->Page Setup->Columns

; L o e - ER T e eiitians - [ ) ia
First, select all of the text EXCEPT LN ———— ‘*}__ T e e
for the headline. I ==~ L
. i
Go to Page Layout->Page Setup. i | e
Select Columns and click on Two | @
| = N Washes Out Hamburg
.ﬂ (L - |- - — —
Detobar 25, 3316, 200 P EDT
[T n# Bteihigti ik 1oy dussgeed 208 3 wethad o riesn driusd the Hisbueg
srea with iolsted totah of & Bo § inchies. AadEinal heay rainfall iy Bosly theosgh fnsight and o Flash,
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Home Insert Page Layout References Mailingswee Thirsday i high w
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] G ElE. .
— 3 Line Numbers -
Margins Orientation 5ize |Columns| _ ) 300 FIDGTRTI B Bengng gy
f - - - - be Hyphenation - V550 £ BB TGUITE B WS, Sncay shaen
L3 b (bl by e Dok, bl wil ot the
| Page 5¢ é“ =
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Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content
3-1. Apply and manipulate page setup settings: Format Columns
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Format the Columns
There are several more options
you can use to format the

columns in your newsletter.

Try This: Edit the Columns
Before your begin, select the two
columns of type.

Go to the Page Layout Ribbon.
Go to Page Setup ->Columns.
Select More Columns.

More Columns...

What Do You See? You can
adjust the Column Width and
Spacing. By default, there is a
half inch ( .5") space or gutter
between the columns. You can
choose to add a line between the

columns if you wish.

These two columns are equal in
size, but you can also make the
columns different widths.
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Page Layout ->Page Setup ->Columns -> More Columns

Exam 77-881: Microsoft Word 2010 Cor
3. Applying Page Layout and Reusable Content
3-1. Apply and manipulate page setup settings: Format Columns
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Insert Pictures

7. Insert a Picture from File.

This lesson has Sample Files. You
can save them to your Documents
folder and use them to create this
newsletter.

Try it: Insert a Picture
Go to Insert and click on Picture
Browse to the Documents folder

Select the Satellite photo to insert it

the newsletter.

Sample satellite photos
Copyright®© the Weather channel.

Insert ->Picture -> From File

Erimgrods  Walngi  Bedew  View = @
| P = @l Insert Page Layout References Mailings Review 7
[

i)
]
i i
|

i ElE o |
=== B | B8 @ il s
Table Picture | Clip Shapes Smartart Chart Screenshot
- Al't - -
Tables Illustrations
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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

Format Options

Microsoft Word offers several Picture
Tools to enhance the design and layout
of your illustrations. Here are two options.

O le

1. Try It: Resize the Picture

Click once on the picture to select it.
Move your mouse over the corner
Handle.

Look for the two headed arrow.
Drag and Drop to resize the picture.

2. Try This, Too: Format the Size

Go to the Format Ribbon

Go to Size and type 2" for the height.
When you ENTER or TAB, the width will
update as well.

Localy P bvy 1B Lol LT VA g Canmdan order a1 b e e g e POl

ot re Arengoar 30 e mey northe avtwerd owt of Color o
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- Text- Od;SelectionPane Sk
Arrange
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4 Send Backward - [g]
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Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document: Format Size
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Picture Tools ->Format -> Arrange ->Position

Format the Position T ._'_:”,.:""...'*._..'E el © i T 8
8. Arrange the Picture Position ST e g - Grp—— T ———

By default, most of the new pictures [« QTI_" tiwg

that you insert in your document will =

be In Line With Text. That means, " a| (@) [a

your pictures will behave like a big : 11—

letter. LY i S 8 S
,'ji- .'.-.. ;} = al| el [

What Do You See? When a picture is " iad v ?ﬂ g D i oo

In Line With Text, it is part of the o ;

TEXT. You can drag and drop it with ' 7‘.Fla|n Washes Out

the same mouse moves you use to Hamburg

move words or paragraphs.

7] F‘j L&y Bring Forward =~ «
[ send Backward ~ 18]

Where Have You Seen This Before?
Think of the Medieval prayer books

that began the readings with a stylized
and ornamented letter. Important days

Position| Wrap
- Text= ~f;Selection Pane Sk

began with a red icon, hence the term MLJ: LT L -
Red Letter Days. ]
With Text Wrapping

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document: Arrange Position
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Text Wrapping
The picture in this example is In Line
with Text. It moves like a big letter.

O le

Text Wrapping controls how the
Text behaves around the Pictures.

Text Wrapping creates a Picture
Frame that can be Square, Tight,
Top and Bottom. You can also use
Text Wrapping to place a picture
behind the text or in front of the text.

9. Format the Text Wrapping
Select the picture.
Go to Picture Tools.

Go to Format -> Wrap Text.
Choose Tight Text Wrapping.

Picture Tools ->Format -> -> Arrange -> Text Wrapping

Wl T e T E e Bt ey 0T Wi e PR [P S R - -
T G kT
3 e B e [F LY ™ ;
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P e

- =
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£ dgt W
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T P D O I

Gl I, SE18, 200 P AL (DT

¥ 'Rain Washes

e, sl P ] WA s

Hamburg

Tady. B Lppat er dardrtancs et will

e Lo 00 i TR B

gt e b Tk Pood Windh

| ’_Hj i1 Bring Forward

=1 Send Backward

Position | Wrap

I‘.'q-:‘r:ﬁ’_-?*l% xxxxx :f : - Teut * IE-T} Selection Pane
J_ M| In Line with Text
........... —| = —
2 Tight
®| Through

Top and Bottom

Behind Text

[l [ =]

In Front of Text

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document: Format Text Wrapping
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@ Insert ->ClipArt

Add A Second Picture

This newsletter has two columns of
text and a picture that has been

formatted with Tight Text Wrapping. [
What happens if you add a second ]
picture to this newsletter? ?

wary

...........

1. Try it: Insert ClipArt
Go to Insert ->ClipArt.
Search for: rainbow.

2. Select a Clip from the Gallery
Please browse through the ClipArt
Search Results and click on any

rainbow to add it to this newsletter.

3. What Do You See? Adding a
second picture may scramble your
design and layout.

’

Keep going. Let's look at some of the
Picture Tools that can help you
arrange the pictures better.

Pogmioel  wueedN D 7

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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Send Behind Text

Arranging Text and Graphics makes
more sense if you know that Microsoft
Word has layers. Text is always on its
own layer. The background is the
bottom layer. You may have many
layers if you have a many graphics.

wary

1. Try It: Select the Picture
The Picture Tools should be
available.

2. Try This: Send Bend Text
Go to Picture Tools ->Format .
Go to Wrap Text -> Behind Text.

The picture should be behind the text,
now. It may not be behind the other

pictures. Keep going...

Memo to Self: Send to Back and
Behind Text work best if the pictures,
graphics and text overlap.

Picture Tools ->Format -> Wrap Text-> Behind Text
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More Layout Options...
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Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document: Send Behind Text



Send to Back

Send to Back is different than Send
Behind Text. If there are several
pictures, Send to Back will place
your picture behind the others.

wary

1. Try It: Change the Page Layout
Click the Rainbow picture to select it.

2. Try This, Too: Send to Back
Go to Page Layout ->Arrange.
Go to Send Backward.

Click on Send to Back.

3. What Do You See? Send to Back
will place the rainbow picture behind

the satellite photo.

Have You Seen This Before?
Microsoft PowerPoint also uses
Layers to create the Slide Master as
well as to arrange objects in front or
in back of each other.

Page Layout ->Arrange -> Send to Back
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. L Pt Bavier - b Lo e il "N 3

» | ] WORm g s M| repympremsss

[ ) d'd-"n"""'"‘“'" ...’.?.JM:H o i
§ R e Lyt ¢ - ::’- & end faitmma b-" o

Lol . 4G tendte e

) . ] 0 T B W reeceos wsow e amo| CWERSTEES) RN

.Rain Washes Qut Hamburg .

Canadian border as a deepening $orm maoves
north-northeastward out of Colorado.

Locally heavy rains soak southeast Michigan
with more downpours on the way

October 25, 2010, 2:00 P.M, EDT
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Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document: Send to Back
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Page Layout ->Page Borders

Home Insert Page Layout References Mailings Review View
Add a Page Border

A page border adds elegance to your — E T : =, Breaks =
design, much as a picture frame ! E Ij = &

i £ Line Numbers ~
surrounds a good image. Here are the

Margins Crientation 5Size Columns a ) Watermark Page  Page

steps to format a page border. - - - =  be Hyphenation - - Color ~ Borders

Page Setup T Page Background
Try This: Add a Page Border r : pp
Go to Page Layout ->Page Borders. Borders and Shading e

| Borders Border | Shading
What Do You See? The Borders and hfpwskern| Eape [spaceg |
Shading has three tabs and you are on Setting: Stge: Preview
the Page Borders. Edit the following: = | none é_l ﬁim:::f““““‘
Setting: Select Box | . ______________ o L
Color: Select blue. | E' o = $T‘H ‘H'$
Width: 20 pt — || Tttt * = %
Art: Find the umbrellas. oo || oo || 2 I= 1
Click OK. — B o e o o o o
Color 1 |

Save your work. You can name this

§
B
o

document: Your Name Newsletter.

[ nHm
i
!

g

Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content
3-4. Create and manipulate page backgrounds: Add a Page Border
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Word and Excel

The example on this page shows a graph from
Microsoft Excel copied, pasted and linked to
Microsoft Word.

Linking a chart to a newsletter or report is an
excellent example of how to use Microsoft Office
effectively. Say someone corrected the data in
the spreadsheet. The chart in Microsoft Excel will
change. The chart that you linked with Paste

Special in Word will update, too.

Before You Begin

The Beginning Guide to Excel demonstrates how
to create charts. Those steps are available
online here. You can also make your own chart
for this demo if you wish.

View ->One Page
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Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.1. Construct cell data
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Start ->All Programs -> Microsoft Office -> Microsoft Excel 2010

LA TR T i1 - o (o T .
Welcome to Excel e e s 1
the Starilies of e loolbars in both  1od, B NE A B S e M 1a - A8 TR
Microsoft Word and Excel. a1 £ Apes
1. Try It: Open a Sample Spreadsheet ,m e e e e LT e " ; X
Go to Start ->Microsoft Office. : - 22 15 an ¢ 4
Select Microsoft Excel 2010. s
Open Rainfall 2010.xIsx o -

What Do You See? Microsoft Word, .
Excel, PowerPoint, Outlook and Access - :

were designed to work together. Most of
the options you use in Word can be found = l . -

=8

-i!

AupaRt September O

on the same Ribbons in Excel. =
Keep going... »

n

X9~

Home Insert Page Layout
iy
j ‘% Arial
= Ba -
Paste f I U~ | &
Clipboard 1| Font M |

Formulas

pIEd]
]
¥

=

Data

Review View

AP = Wrap Text
|

@ Merge & Center ~

Alignment

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.1. Construct cell data
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o::° Microsoft Excel-> Home -> Copy
E -

Copy and Paste et e =
: 2. Try it: Copy the Chart .'.:T:'*'*' SO M AU brrapmmerre ramat |t Bt

Click once on the chart to select

dkgragrl Pty F i
it. You should see a light border -
. . C o E F G H I ]
surrounding the chart. This — July Auguet  September October |
border has handles in the 15 R 0.8 T )
corners, just like a picture in
Word when you select it.
Go to Home -> Copy. :
. . “ A - i
Keep going... : - | Sl
Pg g v I A B C o] E F
1 April May June SJuly August September October
]z 4.3 2.8 1.5 078 0.8 9.6
3
4 .
3 - - -
15 & 1 s =
il i q
pi 8 A
= =
= 10 &
11
% 5 ] 2 g o a g o
548 | Sheell M}&iz 4 - ¥ e . L
=] 13 " e . o e )
i4 3 e L 1 R L] 3
15 ? A 3 %y
16 L 2 5
o
E Agril My T Buly Magait  Septembsr  October

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.1. Construct cell data
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Paste Special in Word

In the next steps, you will be working
in Microsoft Word. You do not have
to close Excel. You can have both

programs open at the same time.

=
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3

If the newsletter is still open in
Microsoft Word, you should see it on
the Task bar at the bottom of your
screen. Click on the Task bar to

restore the window for Word.

3. Try it: Paste Special
In Word go to Home.
Select Paste Special.

Keep going...

Microsoft Word ->Home ->Paste Special

Husmr [T [T

Eerdirain Ak g, LR Wit

*"'a-_ cusamean [0 & W M (% BT T [wancene aamome paBbC aambee AAE M :I.:...
I-:l-.‘. B g ke x oW O W R [ . Tl Bibaamal |8 e Feadegi  Hedag Tase ?;‘m Iy alnm =
o W ey
......... ! .::E,*m E
shavenrs and thusderitrmd 1o the + -
lsbanmounitain Wik Seoe shovers aie couting
the Bighar shreations of the ares, The Horthaut T
also b5 bresdy and ooler, but withoun 1he T
.T aprivation of precipitition. Much of the .T.
counlry @ait of B Missdsiep remain
T I , wrseanonably warm and dry. T
T Cloudbur vl gwer wuthasBern Mictipan sarly T
T koday dumped 3 1o 3 inthe of raisaround the ; T
T Fambarg area with isolated total of 410 & Mearuhile, tha Pacific Northwet |y bracing for T
inches. Additional iy reislall ks By thicugh anavheer poweriul Facific sharm. Amospheris
B Y peiekmanes in bea Galf of Alisks are rose-dving -
T' recpirad. The coplou ralrdall I being cauned by ac the stonms soengthes and seogs T'
T @ stream of moleure feeding inlard from the woutheuteard. High Wind Wstchsy for tonight T
T Gulll of Mnieo. Th influs of paley aie by vl and somorow hare been iced for the x
* :':,':m Home Insert Page Layout References
_T. force the 5
A gan in 3 o - -
o ® | [catibri Body) ~/11 ~ A A | Aav | &
ny 53
- Pasted|nfgv#xzx=|&vﬂg?vﬁv
T -
* { paste Options: Font =
T B Ty Ty |—'2j iy 1
Zra] =l A 1
Pagr Lol L _n-ﬂ?-.:l - =|£| I%ﬁ - I—l_.l__. 1 ]
Paste pecial... ﬁr | '":.5&-
S Park’ L
5et Default Paste, " e
- Paste Special [Alt+Ctrl+V) gy
ml b 2
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4-1. Insert and format Pictures in a document: Paste Special
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Paste Special

Paste Special asks two questions:
First, what kind of object do you
want to paste? You can paste this
chart as a Picture, a Bitmap, or as
an embedded Microsoft Excel

Chart Object.
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Second, how do you want to paste

this Chart? If you choose Paste
Link, the Chart in Word will look u
the values in your Excel

Spreadsheet.

4. Try it: Choose the Link
Please select: Microsoft Office
Excel Chart Object.

Choose: Paste link.

Click OK.

Keep going...

Comma Training Page 33

Microsoft Word ->Home ->Paste Special

( Paste Special LM

Source: Microsoft Excel Chart
Book1!Sheet1! [Book 1]5heetl Chart 1

As:
) Paste: Microsoft Excel Chart Object « | [[] Display as icon
@) Paste link: | Picture (Windows Metafile)
|| TR Eimap
Micrasoft Office Graphic Chiject

p

Inserts the contents of the Clipboard as a picture.

@4@ Paste Link creates a shorteut to the source file, Changes to the saurce file will be refiected
in your dooument.

Picture (Windows Metafile)
Eitmap
Microsoft Office Graphic Object

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



looks best in your newsletter.

Dt stk T 12 s 0 Dt §7 2200 oot

Save your work, please.

E o
Ong . Microsoft Word ->Home ->Paste Special
E . Ju _" 3 ' Cht e o L
Paste Special o B _é‘t«'.” _Detren Sty w"'i'?.' B | = L
I What Do You See? You should see i__'li,_;m S = | O e TN P Ll (P | e S )
a Microsoft Excel Chart in your R Gemm— o e prrrre i st M
newsletter. It worked, <grin> ([ Emm e e el g T ke
: ;‘."T‘.“f".“:‘:'."f‘.“T'."f".“‘:'l"‘l"t'f‘f‘f'l"f‘t"r‘; ;':'."f‘."r':'f'.“:':':'."."r':‘t‘r*r‘t‘r‘r‘r‘r*r*r;
Howgver, the chart may be so big T Rain Washes OutHamburg ¢ | T IR
that is ends up on the second page. | 3 af , L [ i
3 . S et 1 1 1
. :. : T —— - . : ¥ - . ;
5. Try it: Format the Chart b 1 === 1] 1
Click once on the Chart to select it. L ——e I I, I
Resize the Chart with the handles, 3 } B N I 3
as if it is just like one of your H I v S B 3
. : ¥ et i 1 T %
plCtUreS. 1 S ---"-'-::E"'-'::r 1 ; TTTTTTTETTITTTITTITIT T TTYTY {1
: E :'E_n':*___:_:_ ——— : . E ¥ E Rain Washes Out Hamburg E & ey
. . : el i S B [ I e i ¥
Edit the Text Wrapping: - ] oo e 11 t e i
GO to Page Layout > Text ' : e, in mrmim— : ; ; ;
. . i T T
Wrapping. Select: Tight. : 1 113 % 1
T T T T T
; il ! i
T T H
Arrange the Layout: i i3 : ¥
. T T
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Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document: Paste Special
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Change the Data

The chart in Word is linked to your
data in Excel. The technical term for
this relationship is: OLE: Object
Linking and Embedding. Now, edit
the data in Excel and watch what

happens. ;-)

6. Try This: Edit the Data in Excel
Go to the rainfall spreadsheet in

Microsoft Excel.

Select: Cell G2.
Type the number: 10.
Hit the Enter key on your keyboard.

What Do You See? The chart in Exce

will automatically update. So, what
happened to the chart in Word?

Microsoft Excel

& =&
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B C )] E F

6 |

May June .JUI]I' .August September October v 6
4.3 2.8 1.5 0.78 0.8 9.6 S
B c | b | E F '
May June July August September October
4.3 28 1.5 0.78 0.8 3.6 10

o ¥y
v A T b
7] T . v ?3-_3
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" 3 - I ] S F e T g] T4

§ . - PR L T - e B ¥ 5 =30 ‘_.j!rﬂ

e . . sl = | W E | Guraiigms Ppomsl el lmsad Gy Feemsl Bt B P

=y BIE- L S-A BEE EE e R i YT
Ciptani ted g Adgpmad L i 1 ) ol Tairp

4, L)

a ) L] [- L] i ¥ & H i i " L L

§ Mg May Jumn F Simprs R L

1 41 T T o a8 Y |
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1 ]
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n
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5
=
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=
L -
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Update the Chart in Word

When you return to the newsletter in
Microsoft Word, the chart should show the

new data. Way cool.
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7. OK, Try This: Update Link
Sometimes, the chart in Word does not
update. Here is how you can do the

Microsoft Word ->Right Click -> Update Link

update by hand.

Right click the chart to select it.
Select: Update Link.

Comma Training Page 36

WSO [ oo
_ Wgmy | BN Pepliem Bripweoi baaegr  Sewew  Vew =@
B b o i KA B T s aatocax AaBbC Aambee AAB | A :::m
Pt W50k x WA EWEE | 5 1 e | [ et =
veed Fre |: Peigreh ! b ] L temwey |
.:.. 'l; O RS ‘_‘__r__,_. (RN NN | IR .,...r...
: - toclay dhamgeed 210 B inghes of e arownd the Mearwhie, the Facts Norhwestinbracng for - o
il Farnberg are s molited toteh of 4 B3 8 wher poaw el e S10IT ADTMAD T
- 3 imetan. Bad tagwsd haney cainfsllin osly theeagh ki i B GuY o Raka e oo divorg $
; tarvght and a Flash Flood Westh may e e T
. i bt e iy
= 3 Gl of Mgion. Thin infius of juicy sir lely wil mﬂmwn]lmmm 'f
: perts o Tharsday i, -
] - ant . anchored f1p 1 f 9 ol ’“r l‘_
3 Torce Ghe i et 0 P
1 3 M-:h“z"mm o & CLII
: s ] . . |53 Copy
H " -
¥ . B o | [{ Paste Options:
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Save It For a Rainy Day
This newsletter was developed using
the Home, Insert and Picture Tool
Ribbons. The goal of the lesson was
to design an appealing newsletter
that will encourage our users to read
the articles or at least browse the

important information.
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The lesson also demonstrated the
effectiveness of linking Word and

Excel with Paste Special.

You done good.
You get the cookie.
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Practice Activities
Rain Washes Out Hamburg

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

O le

Try This: Do the following steps
. Open a New Word document

. Insert the text from the sample article Microsoft Office 2010.

. Insert a picture from ClipArt of a person working at a computer.

. Format the Text Wrapping to be Top and Bottom

. Format the text to have three columns.

. Insert a second picture from ClipArt.

. Format the second picture to have Text Wrapping Tight.

. Move and resize the second picture so that it overlaps the edge of the first picture.
. Insert a third picture from ClipArt.

. Format the picture to have text wrapping Through.

. Format the picture: edit the Brightness and Contrast.

. Format the picture to be Behind Text.

. Insert a chart from the Spreadsheet Microsoft Office 2010 Pricing.

. Format the Text Wrapping on the Chart to be Tight.

. Move and Resize the chart so that it is at the bottom of the third column.
. Adjust text and picture sizes so that everything fits on one page.

. Add a page border.

. Save the file as My Name Intermediate Word Practice 1.docx

0 ~NOoO b WON -

R L UL UL U (UL L U . S (o )
0 NO Ok WDN-2O
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Test Yourself

E 1. Which of the following is true about the 3. Which of the following is true 6. Which of the following is true

Show/ Hide button? about resizing a picture in Word? about a Chart pasted into Word?
(Select all correct answers.) (Select all correct answers) (Select all correct answers.)
a. Located on the Home Ribbon a. Can be done by dragging the a. It can have Text Wrapping
b. Located in the View Group handl ict b. It b ized using hand|
c. Shows formatting codes, such as andies on a picture . - Lcan be resized using handies
paragraph marks b. Can be done using the Size c. It can be linked so it automatically
Tip: Intermediate Word, page 17 command on the Picture Tools updates if changes are made to the

Format Ribbon original Excel file.

2. Which of the following is true about c. Cannot be done to specific Tip: Intermediate Word, page 34
columns? (Select all correct answers.) measurements
a. The command to create columns is on  Tip: Intermediate Word, page 22 7. Which Ribbon has the command
the Insert Ribbon , for adding a border to a document?
?HeTgigng;/z:?lt??bgc?:te columnsison 4 Which of the following is Text a. Page Layout
c. The More Columns command opens a Wrapping option? b. In_sert
box with more options for creating (Select all correct answers) c. View
columns a. In Line with Text d. Picture Tools
d. Two columns can be different widths ~ b. Square Tip: Intermediate Word, page 28
Tip: Intermediate Word, page 20 c. Top & Bottom

d. Behind Text
Tip: Intermediate Word, page 23

5. Send to Back works the same as
Send Behind Text

a. True

b. False

Tip: Intermediate Word, page 27
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Test Yourself

8. How do you format two columns of
text in Word 20077

a. Go to Page Layout ->Columns

b. Go to Insert ->Columns

c. Go to Format ->Columns

Tip: Intermediate Word, page 19

9. Indicate the ways you can format two
columns. (Select all that apply)

a. Column width

b. Column spacing

c. Equal or different column width

Tip: Intermediate Word, page 20

Assessment and Skill Tests

10. There are two pictures
overlapping each other in your
newsletter. Both pictures are
formatted with the Text Wrapping at
Tight.

How would you place a rainbow
picture behind a satellite photo?
(Select all that apply)

a. Click the rainbow and go to Page
Layout ->Arrange ->Send to Back.
b. Right-click the rainbow and select
Send to Back.

c. Click the rainbow and go to
Picture Tools ->Format ->Send to
Back.

Tip: Intermediate Word, page 26




Word 2010: Business Documents

Open for Business A

Intermediate Word Objectives L
In this lesson, you will learn how to: 2 : T e g g g e
1. Open a new document from template. e — — e : e
2. Edit Building blocks in a template. 1
3. Add content to customize a template. AL
" J".,.‘* Charlotie’s Web Site
4. Apply a Theme to a document. b pa. 2 [Type o sander company oddresy
5. Save a document as a Template. %Op
6. Use a blog template to post to a blog.
7. Use blog tools with a document created 11/8/2010
from a blog template.

l w &

Sample My ternplates  MNew from
ternplates existing

© 2010 Comma Productions
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Lesson 2: Open for Business

4

1. Readings
Read Lesson 2 in the Intermediate
Word guide, page 41-68.

Project
A customized FAX template and a Blog
Post.

Downloads
Charlotte FAX.docx

Graphic files used in the lesson:
HamburgFestival1,HamburgFestival2,
HamburgFestival3, HamburgFestival4,
HamburgFestival5, 1Logo, Farm

2. Practice
Do the Practice Activity on page 68.

3. Assessment
Review the Test questions, page 68.
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Page Layout

-
v

Themes

Insert Review View

A @0

Watermark Page Page

Page Layout References Mailings

ITEH Ij »= Breaks ~
=) 3 Line Numbers -

Margins Orientation 5Size Columns

> © = - - > be Hyphenation = > Color = Borders
1 JThemes i J Page Setup ] Page Background
Blog Post
Elog Post Insert
iz - . T
[ E% ; f:r @ == % cut I
_j 53 Copy
Publish Home Insert Open Manage Paste i
- Page Category Existing Accounts - j Format Painter
3 | Elog 4 | Clipboard P
— —
Menu Maps

This lesson shows the Page Layout and Blog Post Ribbons.
1. Page Layout-> Themes

2. Page Layout-> Themes-> Theme Colors

3. Blog Post-> Publish

4. Blog Post-> Manage Accounts
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Open for Business

When you open a new business there are a million things you need to setup. When the Computer
Mama opened the office, she got 15 computers, 15 monitors, 15 keyboards, mice and 15
chairs...but no tables. OK, where is the business-in-a-box so a newbie can figure out what's

needed?

Microsoft Office Templates

Microsoft Office 2010 has a rich library of business templates that make it easy to gather all of the
documents you need for work. A template is a business document that is already formatted with a
lot of options. This lesson will demonstrate how to find business templates. And how to customize
the template with your own content. So, Start the Program Microsoft Word.

| e |

Home Insert Page Layout References
cils J
B “ calibri (Bedy) ~|11 v A" A7 | Aav | %)
h =E|
F‘astej B 7 U ~abe x, x| [\~ B~ A~

Clipboard T | Font M

EE=d

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

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

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



File ->New ->Blank Document

=
r ©
3

w - e TR G rars - M e T
New Document e — . 1
A Template can be a document, . S —
spreadsheet or presentation that et

includes formatting, layout and design. s G ™ 5

A template gives you a place to start, races G Segre tem e Wyt N bor

instead of beginning with a blank Bl -

page. Microsoft Office offers many, ot = -1

many templates that you can use. Bost & Dot —:l . i " 4

1. Try This: Open A New Document e | 2

Go to File->New. . - e

v - - [V P

Home Insert

Page Layout

2 |

i |l Save
! Available Templates
. Bl save As
2. What Do You See? Microsoft Word - :
displays a Blank Page. The name, . [Z5 Open 2} Home
"Blank" is misleading. A plain piece of
paper in Word is actually loaded with 3 Close
built in Quick Parts and formatting. ‘ |
. Info [3
Please close this document and keep
going...
Recent Blank Blog post
document
New Office.com Templates

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-6. Apply a template to a document
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@ File ->New ->Sample Templates

O le

New Templates —

3. Try This, Too: Open a Template :: Aveilable Tomplates

Go to File ->New. e ¢+ O vome » Sample templstes

Select Samples Templates. =4 One -
Choose the Meridian Fax template. o [ =] —

4. What Do You See, Now? The _

samples templates include letters, fax e —— == r—rv— —

cover sheets, resumes, reports and

Save & Send
sample Mail Merge documents. -
; L —
There are additional templates online i
including many designs for brochures, 3
calendars and newsletters. Most of the ; -

online templates are free.

Keep going... uil g J =

Memo to Self: When you open a new Sample My templates  New from
template, you make a copy of the file, templates existing
just like the Blank Document you open

each time you start Word, you need to 1 = 1
save your changes. |

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-6. Apply a template to a document
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Edit the Fax Template
What Do You See? At the top of the
FAX template is a form field that
invites you to type the Company
Name. The Company Name is a
Building Block!

=
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5. Try it: Edit the Company Name
Click on the field that says: Type the
Sender Company Name.

Type: Charlotte's Web Site.

Look Again: If you added Charlotte's
Web Site to the AutoText in the earlier
lessons, then the AutoText will be
displayed above your cursor.

File ->New ->Sample Templates -> Meridian FAX

Poge Laponst Pateances (YT trien Vo S ]

z. | § s # Pna -
B B AN T D A | ASBRCE AdSMCD AsBACeD & p
%, Paplace
me | & [ stiomst Bootsssconsen. asmennle range
. ° M Seeat « - —— >
. < [

- 4 e
Peacrast

* L) 3 3 ) 0 i [ ¥

[TYPE THE SENDER COMPANY NAME]
[Type the sender company oddrest]

FAX

[Pick the date)

To: [Type the recipient name]) 5

Phone:

lCharIotte‘s Web Site (Press ENTER to Insert)]
Com, i1

" " Charlotte| |
[Type the sender company address]

Fax: [T

Pprlefl Wwes D 3

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-6. Apply a template to a document
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Tak
Two Insert ->lllustrations ->Picture

weet | Pegelapeut  Belwences  Malngi  Revew  View  Desgn  Layesr

Add Your Own Content

O le

. . . 1 o wul B : ‘g R e 4 b A = A B Soneture Ume -
A Template is just the beginning-like a i e E] — o ,’._f.,:., s,,,.‘.',.,.. gnem |08 '._]' :J 3 4 Dol '3.-‘
patternor arough cut. Youcanadd ™ 5L "™ w7 e T Cweanee o e
your own graphics to the Fax. s o R RN WA MRS TR KA AR R KRR R TR AN 555
Before You Begin: Please place your -4 »
cursor in the top left corner of the FAX, PR ———— =30
above the little Date Picker. ) Mcreacn Wond : Pictures libeary
-] o Favortes
6. Try It: Insert a Picture B Ui : h ﬁ -
. + Dexurments
Go to Insert-> lllustrations. & Mk = ‘
Click on Picture and Browse for any S -y -7 T i
. . ‘
sample picture in your folders. T
. . 1S Computer “ ‘i +
You can select your picture and resize & o5y Worbwgenal W
it if you wish. e e T
- - CEmH e e e empan o
Compeony Neme: T pe v L .
Fax: [Trpe ™e recipnt ] Vi FAX
- - LN

Tac [Tyae the recipiont nama]

Phujusar |y i v e s b |

Chmgrniy Buvew o S rm e g o

P [T 1 v 0 sk

L r——

Exam 77-887: Microsoft Word Expert 2010
1. Sharing and Maintaining Documents
1.3. Apply a template to a document.
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@ Page Layout ->Themes

r o
Choose a Theme - -
: The next pages will show several options ,:__ )|t
on the Page Layout Ribbon. Each of these .~
options can help customize the sample ﬂ
templates so that they represent your el
company's logo, color and slogans. ';* —
Before You Begin: Open a Template —
Go to File->New ->Sample Templates. el e
The example in this lesson continues with 3 [Aa 3
- - S Charlotte’s Web Site
the Meridian Fax template. o Dous the sssier eunmenyy adiliond

1. Try It: Change the Theme

Go to Page Layout ->Themes.
Choose one of the Built-In Themes.

I 11/8/2010 F A X

2. What Do You See? The Theme formats
the text, paragraphs and page layout.

Yo: [Type the recipient name]

Keep going...

Phona: (Tuna n.:.-d-u-u rhoana numbarl

WD I W 20w -

Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content
3-2. Apply Themes
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@ Page Layout ->Themes -> Theme Colors

E o037
Enhance the Theme e e —
: Look again at the Theme options. You _§ Cotom B T L T d &
T EEEEEE ot [ et e e Bibpe v S om R, Seweton e
can choose a different color palette. [T ? B fa— ; -
1. Try It: Change the Theme Color
Go to Page Layout ->Themes.
Go to Theme Colors.
2. What Do You See? The Live
Preview will show you how your
document will look. Each template that - Charlotte's Web Site
you customize should include your [Type the sender company address)
company name, address and logo.
Keep going...

11/8/2010
Memo to Self: Be consistent with your
Themes, Fonts and images. -

To: [Type the recipient name]

=

WD3I W 0N -

Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content
3-2. Apply Themes: Theme Colors
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Ta
File ->Save

=
4
3

W - Chariome FAX + Mool oed
Save Your Work el ST . o
. . . 1) 5, [wcomMBec- it - Aaldee | DB R [ ABbCD | AathCeD AaBDCe AothCD AsSBCD . 3
Please review the main points to B S e A 30U ] 1o |1 s 1com 13 150

keep in mind when you save a file. ...~

1. Where Are You Saving It?
Go to the Documents folder.

2. What Is The File Name? ' 1 '
Charlotte's FAX 1 %vr v Libraries » Docurnents » ;‘

B
o Mok
i Pctwn Oreticte Outlook e Chariome FAX
B vaen

What Do You See? :
Save as type: Word Document 8 ‘ — — —
The new file type in Microsoft Word -~ I nug G [_V_ﬂ_‘; [!ﬂ_:; _VEF "
2007 and 2010 is the docx format. B Compa
. o lmmamd ey M
3. What Are You Doing? e
Click on Save. g Soveas yo= (iiienmen e s
H [ Seve Concel

File narne: Charlotte FAX

Page S ofd

Save as type: ’Wmd Document

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

| ) - ul:. “.--q.h.m.
Save As a Template =

O le

Say you wanted to use the letterhead you Home Insert Page Layout
designed for Charlotte's Website to create
your own template. [ save .

_ Information
Good, very good. Using your own | SETERE | C:\Users\eBeth\Doc
template saves a lot of time and gives E2 Open
your business or department a ﬁ - E
professional image. . ~ Close

Pl Ly BT Hrdsnn ¥-A-FHEEE oS-35

Before You Begin: —
Open the sample business FAX you
designed previously: Charlotte FAX. e
1. Try This: Save As Template ' .,‘ EEnieminity -
Go to File-Save As. ae I'-"“- = e

Keep going... | oy il

[ g ey e

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

Save As a Template Ehde I =
2. Where Are You Saving It: @ L. « Microsoft » Templates » 2

I he Templ Folder. 1 X
Select the Templates Folde Organize v New folder mv| ;¢ Microsoft » Templates »

wary

3. What Is The File Name? Ul 4 () Microsoft Word 2 Name Date md =4
Charlotte FAX. . Templates . Document Themes 4/29/X
i .. LiveContent 11/29/2
What Do YO.U See?_ W Favorites i I SmartAnt Graphics 12/10/20
The default file type is the new
Word (docx.) format. G Libeadies
You need to choose Word | > «§ Homegroup
Template from the extensive list -
of file types that Microsoft Office - Charl
f ] tte FAX
2010 supports. A Word Template File name:  Charlotte FAX ey -rioiie
is a *.dotx file type. Save as type: | Word Template Save as type: | Word Template
. Authors: eBeth Title: Add a title
4. What Are You G°|ng to Do? Tags: Add atag Subject: Specify the subject
Click on Save, please.
Save Thumbnasl

Keep going... ' »

P going ~ Hide Folders Tools ~ [ Save ] l Cancel ‘

IMPORTANT: You need to save the Template in the Word Templates
folder. Otherwise, it will not be available when you go to File->New...

Exam 77-887: Microsoft Word Expert 2010
1. Sharing and Maintaining Documents
1.3. Apply a Template to a document.
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File ->New -> Templates -> My Templates

Use Your Template

Poorloyed  Belwostes  Usngt  fevew  Vew

O le

So, how do you use your own Baan et o
templates? Here are the steps! ;-) 5 Cven o8 e
’: O "
1. You Gotta Try This: ‘ & L . &
Go to File ->New e e v [ "oy
o 1 j - - = /
o : .‘-‘:—:' [ ] t»:r \ pardan cetipty
i) Cptns
2. What Do You See? The New G e = |
- e 2 Py

Backst ind ill .
ackstage window wit open Available Templates

What Are Your Choices?
The list of Available Templates ¥ Home

includes:
Blank Document

Blog Post } & l/ |

Recent Templates \ £ \ T

Sample Templates B /J |:( - 3
Select My Templates. : P— .
Blank Blog post Recent Sample My templates | New from

Keep going... document templates templates existing

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-6. Apply a Template to a document: Open a Template
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@ File ->New -> Templates -> My Templates

wary

e — —
A New Document T ——
3. New Personal Templates When you .. 0 tume
saved your own business template, you 2 O -
were prompted to select the Templates ™ -d o &
folder as a place to put it. Now, when = — TSSO S
you go to File -> New, you should see F S — : o
your business letter in My Templates. — = -
s -~ = 9 9§ 9§ |
Double click the Charlotte FAX ) o =Y e
template. A new document should open:  “* AN R
formatted with pictures, themes and " -
Quick Parts.
Keep going... - i —

3 1 -
" |

- o Nreaieme P P

Personal Templates |

] @] =] g

Charlotte FAX ~ Charlotte Blank Mormal
MNEWSLETTER. Document

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-6. Apply a Template to a document: Open a Template
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7.
File ->New -> Templates -> My Templates

ol

Wone | Baet Pepr et Bewenn  Meleg  fesee  Bew  Deegn  Laea

=
4
3

Working with Templates D)2 (e kB B85 SIS ancs oo Aames ce sonco AN [0

4. What Do You See? Please look atthe ™ s *«# &=« mra mmw® w0 o e e e e o

Title Bar at the top of Microsoft Word. [ [ e e o R R =

Does it say: Document1? . 4
e

This is the clue that you are working on a
new document which you can save if you
wish to keep your changes.

Charlotie’s Web Site
[Type e sender company oddresy

Memo to Self: It may or may not say

Document1 depending on how many . Yo: [Type the reciplent name)
other files you opened this time. ;-)

"ne/200

Phone: [Type the reciplent phone sumber]

Company Name: [Type the recipiont company name|

File Home Insert Page Layout References Mailings Review

& TwCenMT(Boc~ |12 ~ A" A" | Aa~ | BY = - =~ '~ | &=
Ea
+ ahe 2 - 327 . A . == .=
. 3BIH X, x' | /&) A =E =EE | =
Clipboard Font P Paragraph

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-6. Apply a Template to a document: Open a Template
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Ta
r,,,:" File ->New -> Templates ->Blog

More Templates

Blogs: Many businesses publish
information to a Blog, or Weblog. For
example, the Computer Mama has a
Blog for technical evangelization.
Blogs, unlike business newsletters or
web pages, can have personalities

and opinions.

O le

New | Edit Posts | Edit Pages

| Tithe: 'When | grow ug |l want 1o e 2

Blog Template
After you use a product like Microsoft

o FeoT> B 10 o AT LA | .T-T'T"]:"r B I;\'&SG évﬁvﬁ

Office, you may find that the tools for Llr) Mcrcuct Shoa 't o :
editingiBlog 2re rather imited. | | BaOfficeaoo =gl | N Microsoft iihen [ grow Up I wam fo

. . Microsol Office 2090 Sneak Peek We used W
Worse, some online Blogs timeout inchded mad Labels 38 wl &5 eesl blasts. | 6 bovtgrarweraorny R ST T

while you are "thinking," editing the T
As 3 Microsoft Presenter, you can access the marketing and branded

online text box. matenals for your evert The PowerPont anvmations are quite astounding
Somecne had a 1ot of time on ther hands and they were very Creative

. . thought it would be cool to b
On Apnl 2908, | introduced Microsoh Ofice 2010 I:II:I.Oﬁ:lce 2010 on the stage and demonstra

| showed 2 few steps n Word, Excel, PowerPomt and Outiosk. The
SOl MORS wert well

Microsclt Office 2000 is the one  The fece i stieng n s one

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-6. Apply a Template to a document
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File ->New -> Templates ->Blog

d7d
Edit the Blog Template e
Microsoft Word 2010 includes a ::'_" YR
template fro formatting Blog entries. 4 e 4 A

= = .'u‘ o ‘. 8 - ’I

Rt = o | S Temgle My semgiten N o
1. Try It: Create a Blog Post PR e e
Go to File->New. e = S (= _
Select Blog Post. . = =S = ; o

3 Comem = aal
You should see a Preview of the O W g o0 o,
Blog Post template on the right side St Gapes b by fon B
of the Backstage screen. = — a8
Keep going... — ? ..... T“ i-

% & Cp = 18

Comma Training Page 57

Blank Blog post Recent

docurnent ternplates

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Create a Blog Post
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Blog post




r

File ->New -> Templates ->Blog Post -> Register a Blog Account

r R ——— D
Register a Blog Account T BT R T T T pev————cT
The first time that you set up your Blog B T e b KL TRl
template, you will be prompted to e e e

Register a Blog Account. ' e e S e,

2. Try It: Register a Blog Account
Go to File ->New -> Blog Post.

Register a Blog Account: Register Now. ;'ﬁ%%sz:f
Keep going... B

-~

Register a Blog Account M

To start blogging, register your blog account. If you skip
this step now, you will be prompted for this information
the first time you post,

If you don't have a blog yet, wisit Office.com to learn
about blog providers that work with Microsoft Word.

Office.com

R

)

Register Now | | Register Later

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Register a Blog Account
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Register a Blog Account
The registration Wizard has several
Blog Providers listed including
Windows Live Spaces, Blogger,
SharePoint Blog, Community Server,
TypePad, and WordPress. The
example in these pages uses

Blogger.

3. Try It: Pick a Blog Provider
Choose a Blog Provider from the list.
You can Refresh the list and look
online for additional providers if you
wish.

Go Next...

File ->New -> Templates ->Blog Post -> Register a Blog Account

B o L R EE S mcn amcn AIBLC A
o o ] B i Ud A W-% Sun =~ pe— . esdng | | masdng ternng

[ pnaas s T e L.

e g Lvonrt e

P o T g g e sl T et ol v s e
e T
-

——— =] 3 wtetin

MNew Blog Account m

Welcome to the blog registration wizard. This wizard will help you configure
Microsoft Word to post to your blog. To get started, choose your blog
provider:

Blog |Blogger EI |#] Refresh List
My prq Choose your blog provider
I don'i Windows Live Spaces
Blogger

SharePoint blog

S— Community Server
TypeFad

WordPress

Cther

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Register a Blog Account
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Connect to a Blog

4. Try it: Connect to the Blogger Account
The registration Wizard will prompt you for
the User Name and Password for your
Blogger Account. You can choose to check
the option to Remember Password if you
wish.

O le

Review the Picture Options

Blogs include text as well as graphics. You
can choose an image provider or type the
pathway to your blog's address.

File ->New -> Templates ->Blog Post-> Register Account

-

MNew Blogger Account

L9 o)

Enter the information below to register your Blogger account. Click O to
contact your provider and configure your account settings.

Enter account information

User Mame | thecomputermama

Passwurd e

[] Remember Password

! Picture Options

Picture Options

When you publish your blog post, your pictures need to be uploaded to a
picture provider or other storage location. Where do you want your pictures

uploaded?
EI |#] Refresh List

Picture provider |My own server

My image provider isn't listed
I don't have an image provider

Upload URL  |http: /fwww. thecomputermama.blogspot.com/
Source URL  |http:/fwwew, thecomputermama. blogspet.com/

OK ] [ Cancel

)

‘ ' I =

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Register an Account
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Edit a Blog Post

The Blog Post Ribbon has many of
the formatting tools that you
appreciate in Microsoft Word as well
as options for managing and
publishing your weblog.

O le

5. Try It: Edit the Blog Post

At the top of the Blog is a Building
Block, a placeholder that says:
[Enter Post Title Here].

File ->New -> Templates ->Blog Post

Blog Post Insert
T = (=) & Cut ke i -
| ﬁ i @ d ] - CalibiiBody) - |24 -~ A" & |I= = |[TEEE | W
4 Copy =
Publish He Insert O Mana Paste . oy, - | [mE] =l
2 Pirﬂn: i-‘ilf‘f.l“". Em:tT:g A:tnnu::s - F Format Painter IB I Ud|f - o E! |
Blog Clipboard o Basie Text
T e T N e R S VT e A L e M G I o o A 0 S g N1 WAL Tl e L T e e E Ul e E B,
E T L] L] 1l 1 Ll L] ¥ Ll L}
Back to School

| went to school for a couple of decades. Each fall, | would look forward to learning new thing
how | am called to serve. | earned a couple of diplomas. | passed my certification tests. Then v

S e ptE m b e I’, and | want to go through new book and see new ideas.

BElog Post Insert

GO NS @ B

----

53 Copy
Publishhk Home  Insert Open Manage Paste )
W Page Category Existing Accounts - - Format Painter
Elog Clipboard P

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Edit a Blog Post
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Insert Options

6. Try This, Too: Insert Pictures
Go to Insert ->lllustrations.

Click on Picture.

You will be prompted to browse for
your picture.

What Do You See? You can also
insert lllustrations (Pictures, Clipart,
Shapes, SmartArt, Charts and
Screenshots), Links, WordArt, and

Symbols.

Keep going...

File ->New -> Templates ->Blog Post

Insert

Q@ 4

*.
Hyperlink | WordArt | Symbol [T

Table Picture Clip Shapes Smartart Chart Screenshot

- Art - -
Tables | IMustrations Links Text ES].fmbcuIs;: s
'X D . &
| 0 0 0 0 0 0 0 i 7

Back to School

| went to school for a couple of decaj
discover more about myself and ho
tests. Then what? | still want to learn

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Edit a Blog Post
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Picture Tools

By default, when you insert a picture
into a Blog, it is In Line With Text:
that means it acts like a big letter.
You can change the formatting with
either the Position or the Wrap Text
buttons if you wish.

Before You Begin: Click once on
your picture to select it. You should
see the Picture Tools at the top of
Microsoft Word.

7. Try It: Change the Position
Go to Picture Tools ->Format.
Go to Position ->Wrap Text.

Picture Tools ->Format ->Arrange ->Position

4 # Comved ) 4 g— — ™ p— L Meture Bonder « “ '.3 & Bng Pormard - u.. I
.‘z 9y Cotee + Y el wd i ‘ p—y = . -:mwznm- — m-; -.’..wm-vv:‘_ ?: T a
Background R At Emems < % ¢ 5 e L ¢ = et Sy leawatwne  Z4¢ -
Adprs Pature hpey —
9 ; : : ; : : : : i ]| = Lk Bring Forward ~ |2~
L
Back to School [ send Backward ~ ]
Position| Wrap
1 went to school for a couple of decades. Each fall, | would look fory = Taxt + Eq} Selection Pane ";E'
discover more about myself and how | am called 10 serve. | earned
tests. Then what? | still want 10 kearn more. Itis September, and I w| | I Line with Text Fs |
i
With Text Wrapping
. Perhz
ed my
[l [l Wl kands
%.2 (il [l (sl
-

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Edit a Blog Post
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Blog Post ->Publish as Draft

TP EEEE L ErTS—— e
Publish Your Blog i ~~ B —— -
When you are ready, you can Publish | = * ﬂ S f 2 i haene | ey g e e ,:‘Z,
your Blog Post. You can choosetogo ™ e e - . -
live and Publish, or Publish as Draft, | & oo | : Blog Post [ "insent

and have an opportunity to look at it Back to School
online, if you wish.
8. Try This: Publish as Draft

Go to the Blog Post Ribbon.
Go to Publish ->Publish as Draft.

tests. Then what? | still \,-.{gn! 10 learn more.

e —

| went to school for a couple of decades. Each fall, | woull
discover more about mvyself and how | am called to serve

Its S e pte m b e l’ and | want 1o go through

Publish| Home Insert

gy Publish

| Publish as Draft

!

Open Manage

Page Category Existing Accounts

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Publish a Blog Post
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Blog Post ->Manage Accounts

E Wd- v . .-—00.(—-«12 P ] . 3 o
Manage Accounts - a7 — = 1
: If you have more than one Blog, you & i . ee A.A.,‘A B e | re e Gy e i A‘?
Pam Cumeg Actount: - S tormat Paraer ’
can create a separate Blog Account for ~e : : Blog Post | Insert “—
each one that you publish. i : i ; : .
Back to School ‘% ‘ "‘, @
1. Try This: Review the Accounts _— ‘ 9 —t
wen S : .
Go to Blog Post ->Manage Accounts. PO Lo Lo S “4Publish Home Insert Open Manage
tests. TH [ Diw | [Fowee ] [« stscetmn | [y pemere = Page Category Existing Accounts
R o o Blog
2. What Do You See? Each Blog « S The Compar me o
. . itis
Account is listed. When you double Ta i 3 .
click on any account, you can edit the
the Blog Provider, address, username
and password.
e
o E R e ] 2 B
Blog Accounts [ g
e T e N W T - 2

’ ﬁﬂew ] [ fg-“ghange l ’ + Set As Default ] ’ é}&&mwe ]

Default Mame Host

vy The Computer Mama Blogger

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Manage Blog Accounts
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@ File ->New -> Templates

Ll

E |._ [ Ee—— - e T e TN L L .-_HD‘

More Templates e ——— ) o
: Microsoft Office 2010 is loaded with S e

Templates. In addition to the sample tom =

Templates, there are many more . =1 " S

templates online at Office.com. i B " m I M ree

You Gotta Try This: Find Templates - 5 = B = -—tn =)

Go to File ->New -> Templates. e S = S -

What Do You See? The templates are =™ AR m

listed alphabetically. When you chose a It B e = M

category, say Awards, you will see a ) s
collection of plain and fancy awards.

When you select a template you can see | - EE' '
a preview of it on the right side of the E ) i J
Backstage screen before you download . —|| : b

it.

Agendas Award Brochures Budgets Business
There are many Way Cool template CE’t'f'51 Award r_ertificat.gg‘ cards
designs here: for business as well as
social networking. —_— . | = |
| f 0. == [l
£ 4 i — | =
Design slides Diagrams Envelopes Expense Faxes
reports

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-6. Apply a template to a document
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@ File ->New -> Templates
o e

O le

BUSiness Documents D) 0 ecmimmecfu [0 e (B T T | it el ARl Aelbid Al - 'ﬁt .rl'l..-.-lm
When you open a business you need to ; e e e e e e I ‘..':Z'.'
create and use many documents: from T R e e e e e e e
FAX sheets to Blog posts. :
Microsoft Office 2010 has an extensive AFr arbotia’s Webs 5
collection of Templates that can get you . “n,,.';‘l"..liif'wm
started. : % o
Well, you done good.
You can get two cookies. : 114G FAX

ety

Available Templates

2} Home
[a o 1
| | Y il
Blank Blog post Recent Sample My ternplates | MNew from I
document ternplates ternplates existing

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-6. Apply a template to a document

Comma Training Page 67



O le

Practice Activities

Lesson 2: Opening Day
Before You Begin: Start Microsoft Word 2010.

Try This: Do the following steps

1. Open the sample template: Essential Resume
2. Enter your Name, address, email and website.
3. Edit the Theme: Austin

4. Edit the Theme Colors: Agency

5. Select your Name. Format the type: 18 pt Bold
6. Save as a Template:

Use the default location for Templates

File Name: YOUR NAME Resume Template
Save as Type: Word Template (dotx)

7. Close Microsoft Word.

8. Start Word and open a new template: YOUR NAME

Resume Template.

9. Format your name: Blue

10. Save as YOUR NAME Opening Day Practice.docx

Comma Training Page 68

Test Yourself

1. Themes apply formatting to which of
the following?

(Select all correct answers.)

a. Text

b. Paragraphs

c. Page Layout

d. All of the Above

Tip: Intermediate Word, page 48

2. The Theme Color can be changed.
a. True

b. False

Tip: Intermediate Word, page 49

3. Which Ribbon is the command for
Themes on?

a. Home

b. Format

c. Page Layout

d. Insert

Tip: Intermediate Word, page 48

4. Which of the following is the file
type for a Word Template?

a. .doc

b. .docx

c. .dotx

d. .temp

Tip: Intermediate Word, page 52

5. Templates include preset
formatting, layouts and design
a. True

b. False

Tip: Intermediate Word, page 44




Word 2010: Mail Merges

The Guests Are Invited

Ta
onke

e
" - - ICH o T (e it + et el
Intermediate Word Objectives | -
In this lesson, you will learn how to: ..h = - -'_:_:_ SR e 'f;;c'.;:r..m namne, nusmce AE
1. Create a Mail Merge et & e —

2. Identify and Access the Mailings Ribbon

Chablgres,
Wb Sigr

3. Use Mailing Ribbon to create a new data source

4. Locate and add Mail Merge fields to a document

5. Identify Mail Merge options for Envelopes and Labels
Charkormel Wb Sie
A 555 Main Stroet
Brigraton, M #5116
I3 Pioaded b fnite
LOpeter Poobaly

6. Create custom watermarks

Is Pleased to Invite

=== «fjrst Name» «Last Name»

fro Our Open House
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¥ Lesson 3: The Guests Are Invited

1. Readings

Read Lesson 3 in the Intermediate Word

guide, page 69-108.

Project

Several mail merge documents to publicize
your business including letters, envelopes,

labels and custom notes.

Downloads

Charlotte Open House.docx
Charlotte Envelope.docx
Sample Client List.docx
Friends and Family.xlsx

Graphic files used in the lesson:
1Logo, Farm, FarmersMarket1.gif,
FarmersMarket2.gif,
FarmersMarket23.gif

2. Practice
This lesson has no Practice Activity.

3. Assessment
Review the Test questions, page 108.
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Mailings

m_ge 1 rt EJE LayoutiJReferences Mailings

Review

5 5

v3)

oo
|EE
[=1=]

Envelopes Labels | Start Mail Select Edit Highlight Address Greeting Insert Merge
Merge = Recipients = Recipient List_ Merge Fields Elock Line

Field =

Create | Start Mail Merge | Write & Insert Fields
Mailings
g 7| 4| 5|
nces kailings Review View
= = 2 oo]  PRules~ ey M 42 N
—= - - == 3 . . . lla;.-__q
r Match Fields | Find Recipient
Highlight Address Greeting Insert Merge Preview | Finish &
Merge Fields Block Line Field = £] Update Labels | Results v Auto Check for Errors Merge ~
Write & Insert Fields i Preview Results | Finish

Menu Maps

This lesson shows the Mailings Ribbon.

. Mailings-> Start Mail Merge, page 78

. Mailings-> Select Recipients, page 79

. Mailings-> Insert Merge Field, page 81

. Mailings-> Preview Results, page 83

. Mailings-> Finish and Merge, page 84

. Mailings-> Edit Recipient List, page 91

. Mailings-> Write and Insert Fields->Address Block, page 92
. Mailings->Labels, page 97

O~NOANPBRWN =
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Creating A

Mail Merge

We are open for business! It's time to send an announcement. Today we’re going to create an Open House
flier and automatically customize this flier for each of our clients. This is called a Mail Merge. It is an effective
way of advertising and it's simple to do. When you are ready: Start the Program: Microsoft Word.

Start -> All Programs ->Microsoft Word

E-—.—.mwmmm%-ﬁ !

: T AT e S R R MY || o AaBbLC asbbc: OB 'h. ::_
A N EE LA S R LT TR O Rl eeiinen i -~
P : i o Nty
'__li I I i i 0 iy ¥ ] a

References

Home Insert Page Layout

E ‘#“ Calibri Body] (11 ~ A A" | Aav | 2

Paste ; B 7 U -abe x. X' | - % - A~
Clipboard 1= Font M
5 e

What do you see? From the
top of the screen: is there a blue
Title Bar that says Microsoft
Word? Yes.

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

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

A Mail Merge has three parts: the main
document, the data, and the merged ¥
document. A merge is where | marry . =
the data—in this case the customer ] '
list—with the main document. :

ot

V5 cememen -1

=
4
3

1. Try This: Enter the type

Type in the company name and
address. Our company is Charlotte's
Web Site. We are located at 555 Main
Street in Brighton MI. The zip is
48116.

2. Try This, Too: Select the type
Before we can format the type, we
need to select it. Go to the Home
Ribbon. You will find Select All on the
right side of the screen.

Page Lapoust

"3") B U ke x

Baeterarcen

KL S E

Chariotie's Web Ste
5 Man Street

Brghton M 8116

Masngt

E-T BRI Y | Lemce] assbeen AaBbC AaBbCe A;]B . &\
W A EERE N D | thems | thetpa

Home -> Editing ->Select -> Select All

Qroen S

Wessng!  esdng 2

Crange
e

- A0 48 Taxt W St

« o Selnt v

M rea
S Raplace

a Tomattng e Dwa

nCc AEIB . %

ng 2

33 Find -

;’,'E‘,n Replace
| Ly Select v|i

_| Change |
7| Styles= |

Title

Ly  Select Objects
Select All Text With Similar Formatting (Mo Data)

% Selection Pane...

Exam 77-881: Microsoft Word 2010 Core

2. Formatting Content

2-1. Apply font and paragraph attributes: Select All
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Home -> Font
Format the Text E;-‘
: 3. Try This: Format the text )
Go to Home->Font. SN

Change the type to Tahoma, 16 Point, o] ¢ : s
Italic, Centered, Blue. -

-
Paste .
ey BT U

Now, let's invite our customers to an
Open House.

4. Type the following text:
Is Pleased to Invite

You

To Our Open House

Nov 7th 2011

From 1:00 PM - 5:00 PM

Keep going...

£l

A A . IE - B - e | ! . M Mt
Ax A G E-E-T BB NS oo amco AaBLC Aasbee AADB | A L.
xx % B EEWE e D | tveme [twiee gt aang: e | Owee

Pert

3

woes  Malngi  Review

ol

n e }
T C oy 3 ' : Y V [}
. EEEEENS - > : : X :

nlliiilill

L 1] “:“lilll
® | Mose Coon

[ - . .
cnarfotte’s Web Site

555 Main Street
Brighton, MI 48116
Is Pleased to Invite

You
To Our Open House
Nov. 7, 2011
From 1:00 PM - 5:00 PM

=0

v lenng

¥

Poge lof]l  Werts N8 D

10328 o -
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2. Formatting Content

2-1. Apply font and paragraph attributes
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Ta
o,,:' Insert -> Picture ->From File
E [* E-ERERL L e T
Add aLogo e — ——
We need to add a picture for the T e B i ] ol o i ] e O et ==
company logo. You can get pictures i | e e i S S e b et B A B B
from the Microsoft Design Gallery. . . . CECSECEECH ECEOCHECSCS ECCHEECTS S SRS SRR TEET
You can also use the Sample files. R
Please follow the directions to oy, o
download the samples. e
5. Try It: Insert a Picture Charfotte’s Web Site
Insert a Picture from File. e
: 555 Main Streef
Try This, Too: Resize the picture Brighton, MI 98116
Click once on the picture to select it. : Is Fleased to Inwite
Then, click and hold your mouse on -
one of the corner handles. Now you Home Insert Page Layout References kailings Review
can drag and drop the picture to resize ! o i _ = P
: BDS D EHEDD i
= =l Bk = [+
Don’t worry about where the type Cover Blank Page Table Picture | Clip Shapes SmartArt Chart Screenshot
moves. We'll get to that. 4 Page~ Page Break | =~ | Ad d ’
Pages | Tables | Hlustrations
=T { * 1| Insert Picture from File Lo
Insert a picture from a file.
6 Press F1 for more help.

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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Format the Logo

There are a many new things that
Word can do with pictures. Today,
let's focus on 3 options:
Reflections

Color

Text Wrapping

=
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6. Try it: Create a picture effect
Select the logo. The Picture Tools
should be available.

Go to Picture Tools->Format.
Go to Picture Effects

Select a Reflection.

Keep going, please...
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Picture Tools->Format -> Picture Effects

Cl ..u:
—— [ [ =5 R /
Npr— M —————— & s i 2 & p——
T s N el o ol ol ] n i rampirent] e [ =
T ‘.:‘.-Iﬂl.u. P « P -.: S :
‘ !
-
=
il
I — L7 Picture Border -
e IEl - | Picture Effects - |
"""'-_“."_-*_L___Styles d Preset

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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Picture Tools->Format -> Adjust ->Recolor

E Wm0 Open Hemne « M rirsoh e Pt Lo
Adjust the Color B e v Smue Swem wwy S we ] | - .
: Brightness changes how much light is el R R B - )~ e -
shining on the picture. Contrast is the R S T sl
difference between absolute black and s 83 8’ 8') 8') 8\’ 83 83.': KRN TR RN HRORR ’
absolute white. Cote Yome

You can make a Washout by adjusting '
the Brightness and Contrast. There are : 8.) 8.) 3) 9 g‘p ’3 ;

several interesting options in the Color

menu. | 303080#’80031"

i ' “J £382858 ¢

Before You Begin: Insert a new picture
from File. You can choose a sample
picture or one of your own if you wish.

7: Try it: Create a Washout

Select the new picture.

Go to Picture Tools->Format->Adjust.
Click on Color. Choose WASHOUT..

What Do You see? There are three types
of Color options:

Home Insert Page Layout References

Saturation: how much color . % Corrections = ﬁ b m
Tone: Warm (more red) or Cold (more il k(L
blue color) b | g Color ~ Ey | el
Recolor: This option applies a color filter Bk i [ 8] Artistic Effects ~ %g~
to your image. .
Adjust

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

Text wrapping is how the words flow
around the pictures. By default,
words go above and below the
image. For this invitation, the picture
will be placed Behind the Text.

=
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8. Try it: Change the Text Wrap
Select the WASHOUT picture.
Go to Picture Tools->Format.
Look for the Arrange group

Go to Wrap Text.

Click on Behind Text.

Picture Tools->Format -> Arrange ->Wrap Text

W a0 Open e ]
_ [P Peant  Page Lapoan Fetresies [LYea [T, Ve Y omat 3
1 Comeaters « X - - — - - - & Peture Bonder * w - o i)

o o L el wd wd ol ol n > bt S = ;
Famonr e . Poution | Weap |, & Cop 3 am
Bacground 4 At e « S5 5 e Lot - R e L . -
2 T - SRy Rewe ses [ T—— fliisiiome

, ; .y r-
M e
@ v
Chabi, t!r'\‘ ) Top wnd Bottom
Web R M tenngten
» B ot ot et
P

Pgeiofl Wetsd 5

|

@ Bring Forward -

LY send Backward ~ E

=
—_ ¥
—

I

Position | Wrap
- Text~ | Selection Pane Sk

Charlotte's

x4 W] InLine with Text

355 Miarn

» |
Brighton, : square
Is Pleased > Tight
Yo #| Through

To Our Opy (] Top and Bottom

Nov. 7' )

Behind Text
From 1:00 PA

—?

In Front of Text

Edit Wrap Points

More Layout Options...

Exam 77-881: Microsoft Word 2010 Core

2. Formatting Content

2-1. Apply font and paragraph attributes: Arrange Text Wrapping
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@ Mailings -> Start Mail Merge ->Letters

E (ol R [T T—— o RS-
H “ =y rail Page Lipinal Frimdras Lisirigi Frera e
Start the.Mall Merge Ta s B N e L
NOW, the Main Document is ready for Ererioger Lsbe | St s Sotec T:-I b o et f:ln-L
H Mppe - Rycipseniy © Rycpean Lint [ Lirs Figied + BRI DS | Mege -
the Mall Merge' Lrdale e Mgl Rk gt Wil & st Pl i:\.?‘l:‘:l‘ll : Py

A Mail Merge has three parts: .
1. The Main Document Chaklgtte's, i
2. The Data “'-;hiji’r_ =

3. The Merged Document o

The Main Document is complete.

We are ready to begln the Mail Merge. 8 ﬁ Home Insert Page Layout References Mailings
Review the Mailings Ribbon. : —_n ._E.j =
This is a good Task bar. The tools you - ; = iy
need to create the data and make a Envelopes Labels | |Start Mail Edit Highlight Addre
mail merge are presented in a logical Merge ~ |Recipients ~ Recipient List | Merge Fields Block
sequence from left to right. : Creats B Letters
T
1. Try This: Start Mail Merge @ f=d E-mail Messages Sr
Go to Mailings -> Start Mail Merge. ’ =1 Envelopes...
Choose Letters from the list. ]
____ﬂ Labels...

Keep gO|ng [T E Qirectcur].-'

) @ Hormal Word Document

:_, ;N Step by Step Mail Merge Wizard...

- —

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Start the Merge
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Select Recipients
Now the Mail Merge Wizard asks,
“Where is the data?”

O le

Do you already have a list of
names and addresses in Word,
Excel, or Access?

Do you want to use your Contacts
from Outlook?

In this sample, we will create a new
list. Here are the steps.

2. Try This: Select Recipients
Select Type New List to start a
new list of client names and

addresses for the Open House.

Keep going...

Mailings ->Select Recipients ->Type New List

[ e R LTSI TR T L Ll Hﬂl
“ s e I T Mudrg | R ir @
. = y = — = oy L H 41 kM i
= J 21 s R o
Ermpiopri Leboh e g oied b dddona Grovteg ieed Moge L ' Farny® &
Mbig = AR oAl L [ Pt = B s T B IVGHE gy
Crawy L sl kb wvie i P P B Swneny
Favamonn] ¢ i . i T } E
: -

Chahlgtre's,
Web Shge .

= 5.‘_ AN

Charlofte’s Web Site
n 555 Main Streat

Brighton, MI 48116

“ Hame Insert Page Layout References Mailings
:I ™ -
=. HE T
(- Q -Erl_ i
Envelopes Labels | Start Mail Edit Highlight Addres

Merge = |Recipients =|Recipient List
E Type Mew List...
L Use Existing List... R
= Select from Outlook Contacts... [

Merge Fields Block
= Create

]
[Tl :

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Type New List
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E y
E Mailings ->Select Recipients ->Type New List

. m H ‘ﬂ@

Add Rec'plents New Address List m 3
This is the database form that Microspft Type recipient information in the table. To add more entries, dick New Entry.
Word offers when you create a new list. Title v | First Name v [LastName  +[Company Name v |Address Line 1
There are about a dozen fields that you " Desh Poobah C 123 Main Street
can use to type the name, address, phone || }— " e cebe — _ —
number and email. | Ms. Mary Contrary Charlotte's Website 555 First Street

Bl r
The fields at the top of the list--Title, First ] Sove Ackies: B2 i
mar&%detc-“i?q be used to sort and filter OO [ « My Documents » My Data Sources - |+, || Search My Data Sources I

e ress List.
File name:  Open House Mames -

3. Try it: Create an Address List Save a5 type: |Microsoft Office Address Lists -
Please add four or five sample names to
this list. New Entry adds another name to Tools
the list. Delete Entry deletes a name from %) Browse Folders -
the list.

< | 1 ]
When you are done with the names, click [ New Entry ] [ Eind... ]
OK. You will be asked to Save the Customize Columns
database. [ felete Eniry ] [ ]

ey e —

Keep going. The next step adds the

Merge Fields to this invitation. Save Address List:

Where Am | Saving it? My Document->My Data Sources
What am | Naming it? Open House Names

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Type New List
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Insert Merge Field

Each Field on this list came from
the database form you just filled
out and saved. You can use these
fields to Write the Mail Merge.

O le

4. Try It: Insert Merge Fields:
Double click the word “You” in the
Open House Flyer and delete it.
This is where | want to insert the
Merge Fields.

Click on Insert Merge Fields and
select First Name and Last_Name.
Please add a space between the
two fields.

Address block is another way to
add Mail Merge Fields to your Main
Document. The Address Block is a
super field that includes the title,
name, address, city, state and zip.

Keep going, please...

Mailings -> Insert Merge Field

w0

Erwstoper Laten

e

Oyen Houre |
ome  Buet | Regelgedt  Gie » v 9
> 3 &2 : e L O N -
Shrge - Rocipionts * Recyaest Ut | Mrge Pekts Block  Lima 1T Pt o R R e [ J
N Mailings Review
— ',_] __] = 2P Rules ~ {&)
o — = | =2 |93 Match Fields
“« |light Address Greeting Insert Merge| | Preview
< |Fields Block Line | Field~ | (2] Update Labels | pesyjts
" Write & In Title
e - 14
| [} 2 ' . '
/ : . First_Name —
Charlotte Last_Name
555 Ma Company_Name
Brighton, Address_Line_1
Is Pleased Address_Line_2
«First_Name» City
To Our Oy State
Nov. 7 ZIP_Code
From 1:00 P Country_or_Region

Mgeliofl wetkZ S T

Home_Phone
Work_Phone
Email_Address

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Insert Merge Fields
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@ Mailings -> Insert Merge Field

Wd9-0 [T P——

O le

The Mail Merge Field e R -
What Do You S?e? A Merge Field !r\-.lm:.u ua-u: 1||.::.|.-|. .:::ﬁ i :“-\'.R _ Mgk JM{‘I..':-!R:'{ I.-l.:l-. bl.i_lﬁ T et et N.::I:-n ;‘::.Lﬁ: o h:lr.E
connects the Main Documentto the . ™= ZmU e e e m L S R Faed

Open House Names in the little . LT RN R RN N R R R R R
database you saved in the My Data
Sources folder. Chamlgtte's,

A Web SH

. T F ik

The Fields are Visual Basic for
Applications (VBA) code.

Memo to Self: You cannot create

a Mail Merge Field by merely ' Charlotte’s Web Site
typing the carrots:<< >> - 555 Majn Street
Brighton, MI 48116

1= Pleased to Inwite

Is Pleased to Invite

«First Name» «last Name»

Fagelafl | Wenks 7 | o3 | O

fro Our Open House

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Insert Merge Fields
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@ Mailings -> Preview Results

wary

u -
Mail Merge Preview et Rl e TN R
This is a good place to proof your work. The & = ..:]...o..‘.’....,‘:.... thmnnan (B Gy = 5
Mailings Ribbon lets you preview the N T X
results before you run the mail merge. ls s | LSO MRCNCN KRN SRR AN ONX08 IOCIN MM SN BO00N SN IO0N €000 i
5. Try It: Preview the Results i H 4 bW
Go to the Mailings Ribbon and select H ‘ Charjptte’s, O . o
Preview Results. 5 Web Site _ Find Recipient

%p Auto Check for Errars

Preview Results

Memo to Self: If you need to change the
names or addresses, you can go to Edit
Recipient List. Keep going-we'll show how
to edit the database in a few pages.

Charlotte’s Web Site
555 Main Street
Brighton, MI 48116
Is Pleased to Invite
Deeter Poobah
To Our Open House

Nov. 7°, Is Pleased to Invite

From 1:00 PM|

Pasiond weedt G0 IDeef_Ef Pﬂﬂbﬂh

To Our Open House

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Preview Results
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Finish the Mail Merge

If it all looks good, go to the next
step and complete the merge. There
are three options for completing the
Mail Merge. Edit, Print and E-mail.

=
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| usually choose to Edit Individual
Letters. Microsoft Word will create a
new, merged document that | can
edit, save and print.

6. Try it: Finish & Merge

Go to the Mailings Ribbon and
select Finish & Merge. Choose the
option to Edit Individual
Documents.

You’ve merged the data with the
main document. Each client will get a
flier with his own name on it. Totally
cool...That took a few steps, but it
was worth it.

Done and done. Save your work.
Name it: Charlotte Open House.

Mailings -> Finish & Merge

Wes-a il

_ iy e Fags Ly Ertpeats [Rre=E Etvira Vit a
. & " . =% = 8 - W o4 kW x

@D P #F R AR @ Bl

Ereriopm kol Steribisd  Seled [ . Fraeire

Srinhi

righighi
Mgrpe - Rycpanty ~ Beopent Lint  ogs Fakh

) M b

dcddeam Craeing luaad Waoga
Bot  Lwa  heid- 3

Forwirn Fel

P &
Pt A St R e i Mpgr -

2] L

i

[

g

Wrle b ) P
1 v ; = = . I v i

| et Dnumaniy

& d [ Bliagrt

M

l% Auto Check for Errors

Preview Results

| |Finish &||

2

Merge =
43 EditIndividual Documents...

N

| 25 Print Documents...

Qﬁ.{i Send E-mail Messages...

555 Main Street
Brighton, MT 48116

Merge to Mew Document

B S 1o 17ve

Merge records

ol
(™) Current record
ok [

lpobah

k House
201

- 500 PM

w

| ok

J [ concel |
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Mail Merge Options

Your marketing campaign is off to a
good start. The following pages
demonstrate how to create the other
documents that are often used with
an event or meeting:

Envelopes

Labels

Tent-fold Place cards.

=
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The lesson on envelopes will
illustrate how to create a Mail Merge
with names listed in a Microsoft
Excel spreadsheet.

You can create a spreadsheet
similar to the ones pictured on these
pages.

Please note: It is important that the
first row of labels in your
spreadsheet MATCH the way it is
spelled in this computer Guide.
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Start -> All Programs ->Microsoft Office -> Microsoft Word
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Mail Merge

Start by switching from the Home
Ribbon to the Mailings Ribbon.
There are two methods for
making envelopes. The first
option that you see on the
Mailings Ribbon, Envelopes, is a
quick way to type in a name and
address for your recipient. This
process gives you one envelope
that you can print. Done & done.

wary

The second method makes a
Mail Merge. We use the list of
names in the sample Friends and
Family spreadsheet.

1. Select Document Type.
Go to: Start the Mail Merge.
Select: Envelopes...

Before You Begin: There is a
sample spreadsheet available
online for this lesson.
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Mailings -> Start Mail Merge ->Envelopes

(] I U pracrnl + Wetrtielt Hoed P R —

Madewyi  Bidrm View

T ratil Fage Liysied Evtrrsati

— 1 =5 e H A4 F H .
SEE P @ ~{URT [, - (S )
Ersvioprn labsh  Siwiblsd  Geed Ead righbght  Addn Dravieg bred bage Proview | ™= : Faan= &
- |WroplmtT Facent Lt Mgr Pk B Les Tl A UL ;A SR CROE B LTI | Rimgr -
. A imee Wil & ) i [Ty ——— [
- B Do kierisger 0 [ IO RS W R . 0 i i LR RO
3 Teymepin_
o e
3 Destoy
(W] o Wers Drosmme
B ety U e bl g e
Home Insert Page Layout References Mailings

3 B

Highlight Addre
Merge Fields EBElock

Envelopes Labels -

Merge = |Recipients =~ Recipient List

Create

Letters

E-mail Messages

Envelopes...

Labels...

—_ Directory

Mormal Word Document

Step by Step Mail Merge Wizard...

2B 0D LD

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Create Envelopes
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Mailings -> Start Mail Merge ->Envelopes

r i
: 2: Envelope Options Envelope Options -5 e

A Size 10 envelope fits a sheet of paper
folded in thirds. This is a standard
business size. There are other sizes on

the drop down list. Envelope size:
Size 10 (41/8x91/2in)
When you click on OK, MS Word will Delivery address
automatically format the layout and
margins of your document to fit a Size 10 Font... Fromleft: |Auto
business envelope. From top: |Auto

Keep going Return address
Font... From left: |Auto
From top:  |Auto

Preview

| ok || cancl

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Create Envelopes
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3: Select Recipients

There are three options for
adding data to this Mail Merge:
o Type a New List

e Use an Existing List

e Select from Outlook Contacts
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Try it: Use Existing List
Go to the Mailing Ribbon.
Click on Select Recipients.

Click on Use Existing List.

Keep going, please...
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Mailings -> Start Mail Merge ->Select Recipients

MEw-0
_ T el Fage Layins Frtreeas [ET==E Etrira Vit
SRR e I SN s (P I -
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J B e hpm Cutissk Contustn
Haome Insert Page Layout References Mailings
' g =
=Y =Z | B B
Envelopes Labels | Start Mail Select Edit Highlight Addresd
Merge = |Recipients | Recipient List | Merge Fields Elock

Create

£

B Type New List...
Use Existing List...

]
[1 4

85 select from Qutlook Contacts...

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Use Existing List



=
4
3

e
One

Where are the Recipients?

By default Microsoft Word looks for a
database. The browser may take you to
Office14->Queries folder because that
is the default location for the database
queries. This is useful to know, but it is
not where we are headed right now.

In this example, we already have a data
source: our Friends and Family
spreadsheet in Excel. In these screen
shots, the spreadsheet has been saved
in the Documents folder.

What Do You See? Look at All Data
Sources: Microsoft Excel is just one of
many, many Data Sources you can use
in a Mail Merge.

A

Keep going... @7

Mailings -> Start Mail Merge ->Select Recipients

okt dyieas

'3 B B §
Ersiope Lsbwh  Siei blsd  Seied regrighl  ddde
Mergn = Raciplents * Rcipesss Ui, | irge Pieidh. Hadt o i
Crame Mt e Mg wirde B ] Far

- |

| —
I e y f - 'gll : ]

i

]y ——

| Papmiofs | wessed 35 T

Gotcha!
By default, Word is looking for a database (.mdb) file.
You need to change Files of Type to Excel.

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Use Existing List

=1 [All Files

All Data Sources

it Office Database Connections
Access Databases
Access 2007 Database
Microsoft Office Address Lists
Microsoft Office List Shortcuts
Access Projects
Microsoft Data links
QDBC File DSMs

Web Pages

Rich Text Farmat
Word Documents
All Word Documents
" Text Files

| dBASE Files

Database Queres

£

ERIT

OpenDocument Text Files

I Open Cancel

J |
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Mailings -> Start Mail Merge

->Select Recipients

[: Try It: Find the File e (Bt D S

: Go to the Documents Folder. =[5+ thanes + Documents + @ -_p r@ Librari D t
Go to All Data Files. . M| = P rans b Locuments
Select Excel for the File Type. ' - libra
Double click the Friends and Family 4 Libeasies DOCUMENS IBFAY  soungeby: Foides =
spreadsheet to select it. | Documents -

J‘ Ilsic
Open the Recipients Table E:::;:’ W @ W
After you find and select the Excel . (111
file, the Mail Merge Wizard will ask #} Homegeoup February 11th PR Locally hesvy
you to Select a Table. By default, the Meeting Notes Family ruins soak
first spreadsheet in any Excel 8 Computes Kictigen |
workbook is named “Sheet1$.” The & oz
dollar sign means get all the data, % Select Table
everything. eyl
What Do You See? There is a check ame Desrviption | Modfed e
mark where it says First row 9/16/2010 12:34:08PM  9/16/2010 12:34:08PM TABLE
contains column headers. Column Sheet2s 9/16/2010 12:34:08 PM  9/16/2010 12:3%:08 PM TABLE
headers are the labels-first name, last Sheet3s 9/16/2010 12:34:08PM  9/16/2010 12:34:08PM TABLE
name that are typed in the top row of
the our Friends and Family list.
Click OK. Keep going...
i | 1 | »
First row of data contains column headers Ok ] ’ Cancel L
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Edit the Recipients List

This Mail Merge now has a real-time,
dynamic link from Microsoft Word to
Microsoft Excel. When you edit, sort,
and filter this data, you are actually
modifying and updating the data.

=
4
3

Try This: Edit the Recipient List

By default, every name should have a
check mark. You can use the check
marks to select specific recipients that
you want to include in the Mail Merge.
Each name that has a check mark in
front of it will be included in our merged

document.

The other options include:

Sort, Filter (choose everyone from one
city or state), Find Duplicates, and Find
a Recipient.

Keep going...

Mailings -> Start Mail Merge -> Edit Recipient List

= Ity .

BER -~ v e ""iii Home Insert Page Layout References kailings
EE-EE-Y = -
Ersrisgen labek st::u Sesed ?ﬂ = =

Mgrgm - Rpcpmits - Reciplant Lt EI L=
. Crdutt i el Lt
S P Envelopes Labels | Start Mail Select Edit Highlight Addresg
:| Merge = Recipients = |Recipient List|| Merge Fields Block
: Create Start Mail Merge
: P e T
This is thee bt of recpéents that vl be used in you merge, Lsse the options below bo add to or change your kst Uss the
checkboues 1o add or remeve recpients from the merge. When your lstis ready, chkOK. ittt R
ﬂﬂﬂu.m LastName: - | T - | Addre -~
Friends and Famil [+ Lo bArs. _ImH
| Friends and Famil. [#  Borek Todd M. Bell-Borek Home T =
| Friends and Famil. [ Dotson Yvenne Mrs, GL Byron HAE
_Fri-md:ndFlmil_ [ Guera Eduarde M, Huoly Resary Richf
| Friends and Famil. [¥  Hermann Dorotiy M. O Kent Bank 7500
;Frlﬂ'ldl-ITdFlrl'll_ [ Horstman Keith Fr. 5t Patrck Catholic Chu... T11 R
| Fignds and Famil. ¥ larema Anm M, Wedding Chapel of the.. 1589
| Frignds and Famil. [ Johnson Salky s, Lowry Computer Prod... 7100 _
[ r— — e = il
Biefine recpient kst
a &1 sort...
WY e,
3 Fned chghcates. .
«| 4] Grsirecpent.,
Edi.. || Refesh | T
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Mailings -> Write & Insert Fields ->Address Block

wary

4: Layout the Main Document Bemc ™ Wwet T wprloped Beioesots | syt [ oW Vup _
Let's spend some time on this step. DERE B ANA B "R
There are several things to think and """::”“"' ’-:'.“'—'ﬁ..;?':_ e Pk "'..".':’:ﬂ:."““"'m“'-"' 3 uvanntmes: | R | U s oot e | on

do. At this stage in the game, you can I —— p—
add the logo and return address to N
the upper corner of the envelope. -

Mailings Review

WView ’
= o v
- == HI Match Fields &

Highlight |Address Greeting Insert Merge
Merge Fields | Block | Line Field~ 2] Update Labels

Write & Insert Fields

Now, click in the center of the .
envelope. You should see a Text box. |-
The borders are light blue. You want .
to put the mail merge fields here.

- a

Memo to Self: Please do not move
the Text Box for the addresses. This
Text Box is specifically placed
according to US Postal guidelines so
that the addresses can be scanned
with a bar code reader.

Exam 77-881: Microsoft Word 2010 Core
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5: Write & Insert Fields

Try it: Add the Address Block

The Address Block is a combination
of many merge fields. The merge
fields are the column headers in our
data: in our example, it's the labels in
Row 1 in the Excel spreadsheet.

If you select Address Block, you will
see a screen that offers you choices
on how the names will be printed.

=
4
3

Match Fields: Look at the bottom right
corner of the Insert Address Block
window for a button called Match
Fields. If the column headers or labels
in your Excel list do not match the
default fields in the Address Block, you
can match them up. In this example,
the Address Block City is paired with
the header called City.

Memo to Self: There will be a more
detailed discussion of errors and
corrections in the next lesson.

Mailings -> Write & Insert Fields ->Address Block

[ E-ERTRL | T ——— Erveriper - s sad) . 'y
s Bept Peptleva | Beioaeolr Mpeeg | Besew v = ig
. 5 " = o R T ¥ H 41 FH )
=] ] o A
PR P P 2E Wi R B
Erspiope skl Dlmiblsd  Seled 13 rgrogrt Ahdder Gt Braan 5 e Fesah &
| args - Rropinis - Reogantlal | Moge fiidn Bt b d ursar 31 o date CRer i B Lagega -
St Mt L b1 Wirie f e Pk Firverey Bl Fariys
W prTT T o p—— j Conoiciiconioos e P ST S|
7l Charlctts's Waknite
- 355 Main Sireed "
o Beghton, M 4E118 fnteet Sddrees Block T i |
| Speafy adiem sement Sreaes
o B (e s e i e B m!lmmmn_it
. g +| M4 2 b
| Sius. Boaitall - .
| Fengrate T s I
| . : Bl Bk e
i s — | 753 |
| Pt B P |
| o B ey Hartarg. M WL |

Aay e e -courirp i T add-rm
ap s D o e
H itema i your ke biock aen mmeng o out of onder, e
Mgich Pgich ko iderifly B comect sk demer o= v
ey iyt

Ep auhaie P ol phee § @S P

Urytrnd et -
o Pormat sicr e seonrding 10 T SRR SOy g

Correct Problems

If items in your address blodk are missing or out of order, use
Match Fields to identify the correct address elements from your
mailing list.

Papn i ofl | wesssd | o35 | O

Match Fields. ..

Looc | [ concel |
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6: Preview Results

Look on the Mailings Ribbon for
Preview Results. This group of
options lets you browse through the
results with the record selectors. The
record selectors are the arrows going
left and right.

wary

What Do You See? When you select
Preview Results, you will see the
Mail Merge with your recipient's name
and address as it should look when
you print these envelopes. When you
click off the Preview, you will see the
Mail Merge Field. In this example, it is
the <<AddressBlock>>.

Keep going, please. The Merge is
almost done...

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Preview Results
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Mailings -> Preview Results

555 Main Sareet
Brightos, kI 45118

Fege Lol Wedud | o5 O

@Hiz

‘ Find Recipient
Preview
Results |'E‘|;/ Auto Check for Errors

Preview Results

Finish &
Merge ~

Mr.John Lazars

TypographicInsight
6109 Jackson Road
Ann Arbor, MI 48103




Mailings -> Finish and Merge

7: Finish the Mail Merge Wome [TBOOVoprlped Woenn Gy Welow Viow

wary

The Mail Merge creates a new B A,, Comamont (it A& A % ECECT R ONT oo st AaBbG Aapbee AADB % :::_,

document by combining the mail B I L e tmia nuonet a2 | e
. . Chpbomd . L - Lol . . Ll

merge fields from the main document | S s T e e ey s T s T

with data in an Excel Spreadsheet.

In this example, it will be a Size 10 -
business envelope with one page for
each recipient selected from the
Friends and Family list.

Nrs. Boeale Boady
Contury 21 Brighten Towne Co
711 E Grand River Ave

Brighton MI 45114

You can Save and Close your work.

Did You Notice: the new merged
document, Envelopes1, does NOT
have any data linked to it. It does
NOT have any merged fields. Itis a
new Word document without any mail
merge formatting.

4

Preview | —
Results '% Auto Check for Errors

Preview Results

£ EditIndividual Documents...
Lo 4 1 05 Y3y Print Documents...
23 Send E-mail Messages...

Pogrioty)  wessdd O
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Just One Envelope

Say you wanted to print just one envelope
and not a stack of envelopes for everyone
in the recipients list. Here are the steps.

Before You Begin: The example on this
page shows the Open House invitation
however any sample document will work.

Try This: Create One Envelope
Go to Mailings->Create->Envelope.

Envelopes Labels

Create

What Do You See? There are two tabs.
You should be on the Envelopes tab.
Type the Delivery Address.

Type the Return Address.

The Envelope options include:
Print, Add to Document, and E-Postage.

Mailings -> Create -> Envelope

g it Fraen Fage Lapins Fatrdrass [Fr= T Frera Vien e cpe =

v — = Y -k < Ty " LT q H 41 F H )
s - a- ot —1 L7} = P i ek ] P Rt "-'
Ersriope lsbsh  Sheriblsd  Sewd Eat Peghbghi  kddern Gerwbre Broard blirge Firsth &
Morge - Bropiniy © Beopent Lnt  Moge Fulds Blok e Figh + " Rrest) 4 Aol CRE 1 DS | g

Cra Mt Ll by it Wil & el Bk Firvas Byl [

] v 4 . 1 i ' ¥ ' []

Labeh
Ererior | ke
I [ — i

-

vEW

Envelopes | Labels

Delivery address: |6

Mary Contrary
123 Fourth Street
MyTown, MI 48116

[ Add electronic postage
Return address: Gl = [ omit
» |Charlotte's Website &« | Preview Feed
355 Main Street (W

Brighton, MI 48116|

Exam 77-881: Microsoft Word 2010 Core
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o,,:° Mailings->Create->Labels
E WWEd5 o7 I oartS + Mucronatt oot T S~ R
Just one Label _ -... ..m Moriossdt  Rewwsors  Molngs  Aevew  View : — — 7]
: There are always last-minute —_— | A ? .
arrivals and substitutions with any e e & Bt e e gt
event or meeting. Here are the [ | SRR RN REMIGRAR ENIGRS KRR KESR AR KRRIRRE DAY IS
steps you can take to create just 0
one label.
Emvelopes and Labels |V -~
Try it: Create a Single Label e oen
Go to Mailings->Create->Labels. - i D+ 5 une e b
Deeter Poohbah .
L= Labels
=
Envelopes | Labels Address: Gl + [C] Use return address
Create Deeter Poohbah
355 Main Street
What Do You See? There are two Brighton, M1 48116
tabs. You should be on the one for i
labels. You can type in a sample
name and address. :
P(int What? This option lets you mese | Print Lahel
print one label on a sheet of - _
stickers. You can select, say, the (2 Eull page of the same label Avery US Letter, 8163 Shipping L.
next blank label on row 3, column 1. @ Single label Shipping Labels
W_mtan you click OK, your label wil Row: [T 2 Coum: [ 2 ]
print.

Exam 77-881: Microsoft Word 2010 Core
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Custom Thank You Notes

If someone took the time to come to your
event or open house, you could follow up
with a personal Thank You note. Itis an
old-fashioned concept that is coming back
into favor.

This example demonstrates how to create
a custom document by editing the page
layout, size and background.

Try it: Create a Custom Document
1: Change the Orientation

Open a new, blank document.

Go to Page Layout ->Page Setup.
Go to Orientation ->Landscape.

Keep going...

Page Layout->Page Setup -> Orientation

—— roan Page Lagout Paterarcer Maangt Sroen View
‘ s - na tneem sy a Lr angn -
_J ) B - (A B ®un o 2| 48 e o 3 senee 1
""‘ . "'.’""‘"""" - ““"-rw— e - b | B sl D S wp " 8, Seection Fane
!N-u 5 . Page Bar grouna Lk el A arge
o e =) o e SO JCHOHH | ! ! -
) lanasoe s
I
L
Home Insert Page Layout References Mailings
T - 1=l
| = "= Breaks -
' —  #[J Line Numbers ~
Margins Orientation| 5Size Columns ) ‘.I
- - - - be Hyphenation =
[ hF' Y
E Portrait

Landscape

=]
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Page Layout->Page Setup ->Size

wary

H Fomt B Fege laped | Belearors  Msangi  Breew  View  Dereiigs
Custom Size | B 03 0= & B0 =, . o. .5 e
ank You note can be a different o .,....._ o i VPl ol |, TN P R corm 2
size to draw attention to itself. Youcan ...~ e S
choose a size that matches a pre-cut :I B e e e e e bl
invitation or card stock that is available 7 i~ |

at the local office supply store. {
2. Change the Size

Go to Page Layout ->Page Setup.
Go to Size-> More Paper Sizes.

What Do You See? There are three
tabs. You should be on the Paper tab.
Please edit the following:

Paper Size: Custom Size

Width: 6 :
Height: 4 -

Memo to Self: By default, a new page
in MS Word is 8 1/2" x 11" in the US,

sy nan e, PBQE SETUP

othor couniriss, | uvalentin g | [Margns | Porer |ayout]
* Paper size:
. | Custom size -]
Wwidth: |6 B
Height: |4 B

Exam 77-881: Microsoft Word 2010 Core
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@ Page Layout->Page Setup ->Margins

wary

LIl [
Custom Margins IH“JMJTW T = T
By default, the Margins are 1" on the gl = P e [ [ LT e e - R e 3
Top, Bottom and both sides. When & - s | a1 *ﬂm i
you select a different page size, the 1" .—_] e B e I I o

margins may not adjust automatically .
3. Change the Margins

Go to Page Layout -> Page Setup.
Click on Margins.

Select: Narrow.

What Do You See? Look at the ruler
on the top of your document. The ruler
starts at the edge of the paper. The

Margin is marked by blue and there is -
a cluster of controls at 0.5" || Top: 0.5 Bottom: 0.5
Left: 05" Right: 05"
The ruler on the left side of your
screen should show a 0.5" Margin, too.
Page Setup

Memo To Self: If you do NOT see any

rulers, please go to View -> Ruler and B SR S
I

select it with a check mark.
) ot wwesd 5 0 ' B N

Exam 77-881: Microsoft Word 2010 Core
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E Page Layout->Page Setup ->Page

FEAE pr—y
Custom Page Colors B - —
4. Change the Page Color = - ,,_%ﬂh;:‘m o e A ,,é ,;J,, AL | T
Go to Page Layout -> Page Setup. ) [ T el P U
Click on Page Color. [ls] — : : - '“““i! &

You should see a palette of colors.

Select : Fill Effects.

Mare Colors...
Fill Effects... | -

Microsoft Office has a wonderful set
of effects that you can play with.
Each Texture invokes an image.
For example, banks are solid as
marble.

For this example, please select a
light background so that it will be
easy to read the text in this note.

Color

Mamndard Lo

EEE FEEEEN
B L e
oo Lpdos

P ERpE

Gradient | Texture |Patterr1 | Picture |

Texture:

Keep going...

Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content

3-1. Apply and manipulate page setup
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Add a Watermark

5. Add a Custom Watermark

Go to Page Layout -> Page Layout.
Go to Watermark.

Select: Custom Watermark.

@ Custom Watermark...
@;| BRemove Watermark

In general, a Watermark refers to a
light text message that is added to the
page background. Some of the
common watermarks include:
Confidential

Do Not Copy

Draft

Sample

You can create your own message in
the Watermark and format the type as
well as the color.

Keep going...

Page Layout->Page Background ->Watermark

da-a

Exam 77-881: Microsoft Word 2010 Core
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Custom Watermarks
Enter the Text: Thank You!
Select a Font: Calibri.
Change the Size: 60.

Choose a Color: Brown.
Layout: Diagonal.

wary

You can select a picture for your
watermark. Many first responders
mark their documents with their
official County or State logos.

What Do You See? Notice the
check marks for Washout or Semi-
transparency. This makes the
Picture or Text watermark subtle
and not overpowering.

Page Layout->Page Background ->Watermark -> Custom Watermark

[ Gl ST Al
Woms Bl Fegalsysd Febmenon Ulingt  Frdes Ve
K- Taa =5 o g ﬁ Ij e gy & o g i o L Al
&~ _._J L5 ] [j _J § N bomars + . ] & BT A ! (Gl e Baciowmed + 13 Grousn
T, mw ohymey 1L} oy
it 1 7 E B n":.:m"ﬂ [ r B T ey
Fretmatt. Fage SHtup . Pag Bt g casrad Faaglen

Gy brbeman P ot

a =
I - | Y S e
@ Gaedl [ pormesl

@ Text watermark

Language: %Iish !gnited Smtes!
Text: |Thank You!
Font: |Calibri

Size: |ECI Izl
Color: | N | ~ | [] Semitransparent

Layout: @ Diagonal () Horizontal

Exam 77-881: Microsoft Word 2010 Core
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Custom Formatting

Character spacing determines how much white
space is between the letters. In technical terms,
this is the Kerning. (Think of it like the spaces
between kernels of corn.) The trends in recent
times is to add more space, whereas a few years
ago the kerning was set as TNT: Tight Not
Touching.

6. Edit the Character Spacing

Please add the text: Charlotte's Website.

Go to Home ->Font.

Format the Font: Tahoma, 28 pt.

Look for the Option arrow in the bottom right
corner of the Font group.

18 || A ;|

B 7 U-sbe x, X Aa~||®¥ - A

Calibri (Body)

Font [a

What Do You See? The first tab has options for
the Font size, color and effects.

Go to the Advanced tab.

Choose: Expanded by 2 pts.

Home-> Font ->Character Spacing

Wd9- 07 Thant Vou + Matrpraht y
BEE o~ v heiea beeeas  Msng R ew
M & e B A A W EEGE RN Y v % ne
B B Y E-EE {asoceox | asabcee AaBBC Aambee AADB | an
Pits s B U dexx BV -A- BEBBE 5 N D | 1hems (1neisn. Haangt  messng? ree ;Mw 3 s
e i i v =R

Chptond Fort 5 Feagast v e ]
|is

fort o i————
Rogh | Adgwnced
Orarscw Cacry
ol 0% e
|| seong Do [=] o 2m
ot Puwea 0 L
g o s T g wd stove

| CperType Festres
TN Yore
tmper waong:  Defaur
Nt fows  Defni -
Shrete ety Defmsr «
ne Combertal Ae-ates o

JEIE]

‘Charlotte's Web

T 88 TraType fort. ™ fort ol be waed on both prrter and soeen.

Character Spacdng

Scale:  |100% (=]
et | Spadng: |Expanded |Z| By: |2 pt E"
Position: = Ey:
kerning for fonts: Points and above

Exam 77-881: Microsoft Word 2010 Core
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@ Page Layout->Page Background->Page Border

wary

W90 Vou-
Custom Page Border [AZJ“‘“_J =] 75“_1":-;'“' :mﬁmd — e W W Ty 7
invitati @ = L2 ®un ¢ 18 hetow o ) 5 Sene Backwars - 32 Goop
A Page Border surrounds an invitation or e A g e s o o P P Lo Y [ T P, oo e
thank you note. It is as elegant as placing a emes roge senp i it [ 3 Amnge :
picture in a frame. | SR N SRR RS SRR MR WO SOSN ISR S ”

7. Edit the Borders

Go to Page Layout -> Page Background.
Go to Page Border.

Please select the following:

Setting: Box

Style: Scotch Rule (thick and thin lines)
Color: organe

Width: 1 1/2 pt

Apply to: Whole document.

Il

What Do You See? You should see a
Preview of your Page Border.

i | {0 | | [ m o
o

Exam 77-881: Microsoft Word 2010 Core
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Create a Mail Merge
Before You Begin: Please edit the
Thank You Note with the following:
Insert a Picture for the logo.

Enter the sample text.

Format the type.

8. Create a Mail Merge
Go to Mailings ->Start Mail Merge
and choose Letters.

Go to Mailings ->Select Recipients.
You can use the sample spreadsheet
we discussed earlier in this Level, or
create a new recipient list and add
your own name and address.

Insert Merge Field: Select the
FirstName field.

Mailings->Select Recipients

Charlotte's Web Site

Thank you «FirstName»

For coming to our

Open House!

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-2. Execute mail merge
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Mail Merge Labels

A mail merge is NOT limited just to
demographics: name, address or
phone number. Your recipient lists,
or data tables, can also have
information about what your
customer purchased and when it
was shipped.

wary [

Done and Done.

We be good cuz we be smart!
Go get the cookies.

<grin>

§. 5.
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Test Yourself

1. Which fields are included in the
Address Block Mail Merge field?
(Select all correct answers)

a. Title

b. Name

c. Address

d. City

e. State

f. Zip

Tip: Intermediate Word, page 81

2. You can insert Mail Merge fields
simply by typing a field name inside
carrots, such as <<name>>

a. TRUE

b. FALSE

Tip: Intermediate Word, page 82

3. What types of documents can be used

for a Mail Merge?

(Select all correct answers)

a. Fliers

b. Envelopes

c. Place Cards

d. Labels

e. Any Word Document

Tip: Intermediate Word, page 85
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4. In the Mail Merge Recipients list,
names with a checkmark will be

a. Included in the merged document.

b. Not included in the merged
document
Tip: Intermediate Word, page 91

5. What is a Washout?

(Select all correct answers)

a. A light image behind the text

b. Light text message added to the
page background

c. Security feature that doesn't
photocopy well

Tip: Intermediate Word, page 76,
102

6. How do you access the menu to
change character spacing?

a. Format ->Font

b. Click the arrow at the bottom
corner of the Font Group on the
Home Ribbon

c. Click the arrow at the bottom of
the Format Group on the Home
Ribbon

d. Double click the Font Group on
the Home Ribbon

Tip: Intermediate Word, page 104

7. The Mailings Ribbon is devoted to

Mail Merges.

a. True

b. False

Tip: Intermediate Word, page 78

8. Which of the following can be

used to create a Mail Merge? (Select

all correct answers.)

a. List of names in an Excel
spreadsheet

b. List of names in a Word table
c. List of names in an Access
database

d. List of names in Outlook

Tip: Intermediate Word, page 79

9. By default the Word Mail Merge
command looks for a database
(.mdb).

a. True

b. False ; 1
Tip: Intermediate:Word, page 89



Intermediate Word Objectives

e e
In this lesson, you will learn how to: Y f cumemen i AL A % E-EE RN Y | gecax] asecx AaBBC Aasbee AAB A .::,“:,',
1. Edit a new Recipient List for a Mail Merge r::.,' S "'.:.r b ’:.,:. e L,,. ?"'” o
2. Insert a Table into a document . TS AT o~
3. Identify and Access Table Tools Ribbon
4. Add rows and columns to a Table
5. Use the Mail Merge Wizard Eﬂ'm :2;.:" E’.” :;3‘3:, “"'“' :,"}:,(, :" :.'7:: —
6. Trouble shoot Mail Merge Errors i i s ..:J.'J.',, e -
7. Create and Use Mail Merge rules == S —— e -l
Home Insert Page Layout References Mailings
= 2 B
=l = = =
d Envelopes Labels | Start Mail Select Edit Highlight Address
Merge = |Recipients =|Recipient List | Merge Fields Block
Create ‘

Word 2010: Mail Merges

Add Me To The List

O Curmgie Chamt Lot + Vleiresch Werd T

(W
[ ]

i

E Type MNew List...
Use Existing List...

85 select from Outlook Contadts...
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Lesson 4: Add Me To The List

4

1. Readings

Read Lesson 4 in the Intermediate Word
guide, page 109-144.

Project
Create Mail Merge, troubleshoot Mail
Merge errors, edit Recipient list, choose

alternate Recipient list, and Match Fields.

Downloads

Sample Client List.docx

Charlotte Open House.docx
Charlottes Samples Sales 2010.xIsx
Friends and Family.xlsx

Charlottes Marketing Cards.docx
Microsoft Office 2010 Pricing.xIsx

Graphic files used in the lesson:
1Logo, Farm, FarmersMarket2.qif

2. Practice
Complete the Practice Activity, page 142

3. Assessment
Review the Test questions, page 144.
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Table Tools-> Layout

Home Insert Page Layaut Re 1 Jces Mailings
L Select~ ' }(I Dfi ﬁ J ] i Merge Cells
I View Gridlines | L 1 i spit cens
- ) Delete | Imsert Insert Insert Insert — e
59 Properties g Above Below Left Right = >PlitTable

Table Rows & Columns ] Merge

Mailings

g 2 4
Home nsen Page Layout References Mailings
@B @ 2L
| == =} b it — —
Envelopes Labels = Start Mail  Select Edit Highlight

Merge ~ Recipients = Recipient List | Merge Fields Block

Create

Menu Maps

This lesson shows the Table and Mailings Ribbons.

. Table Tools-> Layout-> Insert Right, page 115

. Mailings-> Start Mail Merge-> Step by Step Wizard, page 118
. Mailings-> Write and Insert Fields ->Update Labels, page 129
. Mailings-> Start Mail Merge-> Select Recipients, page 133

. Mailings->Write and Insert Fields->Match Fields, page 137

. Mailings->Write and Insert Fields->Rules, page 138

Start Mail Merge [

DAL WN =

Review View Design Layaul
B | 1l Height: |z || &
AutoFit | =1 wigth: 3.5 - || &
Cell 5ize
Review View Design Layou
2P Rules =

— i=1=]
— =1=1
b | o9

2% Match Fields
[#] Update Labels

Address Greeting Insert Merge

Line Field =

Write & Insert Fields
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Add Me to the List

In the previous lesson we walked through the basic steps required to create a Mail Merge. The focus of these
pages is the data: the data, the data, the data. A Mail Merge is only as good as the information you use to make
the merge. We will create a couple of different data sources including tables in Word and Access.

Microsoft Office: Wizards and Demons
This lesson introduces the Mail Merge Wizard. Folks who are familiar with Word 97-2003 will recognize this
Wizard. This lesson also looks at some of the problems that happen when you merge the data. And how to
troubleshoot the errors. So, if you are ready, please Start the Program Microsoft Word.

-
| ;"v"Jl

-...—.!

Aul A oo

. Home Insert Page Layout References
I
o] J
=3 * Calibri(Body) ~|11 - A A7 | Aa- | &
- - - b - -
faat g B I U-dex x B - A
Clipboard = Font Fa
II‘ 1 1 . E . 1
|} [

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

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

If your screen looks similar to the
example on this page, then you are
ready to get started.
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Create the Recipient List
When you open a new Word document,
the page layout is Portrait: 81/2" x 11",
In this lesson, we are going to create a
list of clients who purchased our
products. This data will be the Recipient

List for the Mail Merge.

Picture in your mind the information that
is needed: it is a Table. Each client will
have a row in this table. In the first
column will be the client's name. To the
right of the name will be many, many
columns for the address, so it makes

sense to change the Page Layout.

1. Try This: Change the Page Layout
Go to Page Layout ->Orientation.
Click on Landscape.

Keep going...

Page Layout -> Orientation -> Landscape

Sr— Befgipay [TH e
. . i™E [ — 4y A ¥ = 5 Bk -
;,-.[‘1 I. ] ) ! S : A et !:hﬂp- i S ."" -
ne o} d .} e bmber - = el fPun || pam Befere Gpt e U
Teamp . s gt OTaniEses G4 '.'MI Wiamet P Puge - e |
= o 2 e = ol Hypharatan - = Collar = M.. [ Lo - T 2y abrtene Ppar

Ty L (3 0 Pagr B prmursd Fegr apt 0 Arpngr
SRR
e i i | l 0 ¥ v ¥ ¥ [ v T v [ ] ¥ Y ]

1 Lesdicaps

Page Layout References Mailings

A ! '.-—I—

hem Margins Grientatinn

T @T -

H Themes p P
.F‘::urtralt

Fagmlatl | ¥
T‘ l Landscape

1=l

& | ¥=Breaks ~
[ ey

#|5] Line Mumbers

Size  Columns
- - b~ Hyphenation -

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

There are several methods for
creating a new Table. Here are the

basics.

2. Try This: Insert a Table
Go to Insert ->Table.

What Do You see? There is a grid
at the top of the Table menu. As you
hover over the grid, the Table will be

shown on your page in Live Preview.

Please make a Table with 8 columns
and 5 rows. The cells that you select

will be orange.
Keep going...
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Insert -> Table

3 oot Tk
3 Do Tute

3

I Cower

2

Blank Page
Page~ Page Break
Pages

Table

-

Picture
Art

-

8x5 Table

3 Queck fabien

[0

ons

Clip Shapes Smartart Chart

Fotraries Vasngi troen ew a

PRM . JnggdwmeQ

Shaper Smatit Chart Sowesshot -nua-m--».- v- ® Loustcn lymect

- = M 1efer '_'I.N' = =

li- Home Insert Page Layout References Mailings Review
E r----1
F 3

" R = TR =

Screenshot

-

|
|
N T

Insert Table...

Draw Table

Excel Spreadsheet

Bl sl B E

Quick Tables

Convert Text to Table...

Exam 77-881: Microsoft Word 2010 Core

2. Formatting Content

2-5. Create tables: Insert Table
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Add Sample Data

3. Try This, Too: Add Sample Data
The screen shot on the right shows
several client names and addresses.
You can use the data on this page or
create your own if you wish.

O le

Your sample data should include one
person who does not have all of the
blanks filled in. For example,
Elizabeth does not have a Last Name

entered into the table.

In real life, the data may not be
complete. We can use this data to
test the Errors and Corrections later

in this lesson.

What Do You See? At the top of the
screen are the Table Tools. There
are two new Ribbons in the Table

Tools: Design and Layout.

Keep going...

Table Tools -> Layout

ey W Fage Lapins Fatrarant LRSI Erera e [ - 3
7 HopdoBaw ¥ Fol Commn n iraing + = | p—t 3
T st o Siiid coond |olEAREE [we— L
& Bl Bgws  Batabid Cplumeri [T R -
Tadein Styie Oufonrs Diegur Wi ey
] e TarEaarararrs | KSR RIS 1 ERRCMA WA || CRERW MR | | SR RGN, |30 AN | AR | [ F] [
) First Hame Lk Mame | Addrrnl AaSdrent City Skate ) e
| First Name Last Mame Address1 Address? | City State Zip
Deeter Poohbah 123 Fifth Street Brighton M 48116
: Mary Contrary 555 E. M36 Apt2 Pinckney Mi 43169
] Bannie Bondy 234 River Hambirg Mi 438139
: Highlands
i Elizabeth 553 Main Streat Brightan L] 43116
G id 0+ O TR G e T ierart o TN 7757
s n Hame Imaert Page Lyt Referanced Mailirigs Feviaw Wi Design Lyt

el ) Sedect - EEl ﬂ ] herge Cell -
- Rl ﬁ ﬂ_i E R ﬂ il Height: pas~ 2| T Distribute Rows
i View Gricsines | £l it Ceits
i Delete  Ingert  Inset  Insert  Ingert AutoFit | = widthe - =1 EH
5 Properties - Above Below Left | Right | = SpitTable AR | o Wndthe 052 + | [ Dustribute Column:
Tahle Rows & Columns Merge Cell Sz

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-5. Create tables: Table Tools
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Think Outside the Box

The data in this table will be used to create a Mail
Merge. Most people think that a Mail Merge is just
for the printing the mailing address on an envelope
or label. Think outside the box: You can use a Mail |~
Merge to create unique business cards,

customized for each person in your list. Here are

the steps to add another column and enter custom
data.

4. Try It: Add a Column

First, select the Last Name column by highlighting
the cells.

Go to Table Tools ->Layout->Rows & Columns.
Click on Insert Right.

Delete Insert Insert Insert Insert

= Above Below Left @ Right
Rows & Columns [P

What Do You See? As you add another column to
the right, the table will adjust the width of the other
columns so that the table stays the same width.
The text in the address column may become two
or three lines deep. That's OK...

il e Cadey

I nee

I

ey

L] ' B

[ First Mame

- Fatearcs Ry Rrven

Lant Name Addrenl

Oeign

1] negre 0av

[ Addrew2

"t e 100

City

. dioweae

t ' cwnnae

State

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

G weant Poge |

iy [ emamt

Deeter

123 Fifth Street

&8116

| Mary
Ronre

Contrary 555 £ M58

Bondy 2M Rwver

Hghands

Apr2

Prcurey
Hamburg

L
Ll

&
.
an

Elzabeth

555 Man Street

Bghron

Ll

4516

First Name

Last Name

Address1

Deeter

Poohbah

123 Fifth Street

Mary

Contrary

555 E. M36

Bonnie

Bondy

234 River
Highlands

Elizabeth

555 Main Street

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

2-5. Create tables: Add a Column
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Table Tools -> Layout

Rk -
E L Wratil Page Ly Fatraeaan Mlasrn]i Erera Ve frranp [ )

L™ Hi

. =@
Edit Your Data . e - - e I L s [ | & & .
Say you wanted to mail a card to each v T 0 T 0 0 s L e, 2 T e
customer and let them know when their ~ “"70" S e e o e e e e
favorite product is available. You can [ s T (e R RN | BN R TR R | R T ] ?
use the new column to store that : i
information. .
5. Try This: Edit the Data - e E;JL':' E_ ﬁ““‘:“".::m :’""‘2 = E‘"‘ i'."; —
Add a label to the top row: Product. A Boe | Boady FeamtPumpins | 20 Fiver Hambug | W EE
Add Sample data. _= Ehatat Ly A1F vt i S M SR Brghtos (1] T od
You can use the examples shown on
this page or make up your own if you
wish.
Keep going...
J' . First Name Last Name Product Addressl
i' - “ Deeter Poohbah Apples 123 Fifth Street
e e i e e @ | Mary Contrary Blueberries 555 E. M36
Bonnie Bondy PeanutPumpkins | 234 River
Highlands
Elizabeth strawberries 555 Main Street

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-5. Create tables
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Save Your Data
Try This: Save Your Data
There are three steps to saving a file.

O le

1. Where Are You Saving It?

By default, Microsoft Office saves
your Word files to your Document
folder. You can use the Documents
folder or go to your own folders if you
wish.

2. What Are You Naming It?

Type a File Name: Sample Client List.

3. What Are You Doing?
Click on Save.

What Do You See? This recipient list
is a table in Word.

Thinking Ahead: When you create
the Mail Merge, you will be prompted
to look for the list of Recipients. By
default, Word is looking for an Office
Address List.

File -> Save
CEPERCE A T TR Ogcurent] - MetreseRt Wosd | W - - -
Comamont /it A A A % E-E-T 2R NS

s 2| DI D-dan
Mpbeart

1=

—

j—
-

| I—
Ehzabeth

Y-A-EmRaER ¥
Fragush

)

AsBCelx | AsbCcix

AaBbC: Aa

% ¢ Libsares » Docurments »

Orgence v Neew foider

W Mcssioh Word
Terrplate:

Fovortes

Documents

¢ Wb

Ut
+ Decument:
o M

-~ Pcture

Flename  Semple Chert Lisd
e T Wond Dodument
2 e
2dd n tag

- M Folders

4 Libraries

31 Documents
(J’ Music

=/ Pictures

Toch « Save

File name: Sample Client List

| Pogeiofl  Wek® D =

Save as type: | Word Document

3

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

This example demonstrates how to create
Labels. Labels are most often printed and
stuck on envelopes. However, you can use
a Mail Merge to create unique business
cards, customized for each person in your

list.

Before You Begin: Please open a new,
blank document.

1. Try This: Start the Mail Merge

Go to the Mailing Ribbon.

Click on Start Mail Merge.

Select Step By Step Mail Merge Wizard.
Keep going...

£

T

Exam 77-881: Microsoft Word 2010 Core

Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard

-

)
E 5 AL
g s

Mgeioftl  wesd B O

AL W By e M Mege et

il 1
a
i i ) S ¥ g
Mme Insert Page Layout References Mailings
= = =
& & | 2 S
Envelopes Labels Edit Highlight Address
Merge ~ |Recipients ~ Recipient List | Merge Fields Block
Create | 3 Letters
m Eu E-mail Messages p !
=1 Envelopes... |
5l Labels...
E Directory
- Mormal Word Document
@ Step by Step Mail Merge Wizard...

7. Performing Mail Merge Operations
7-1. Setup mail merge: Step by Step Wizard
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@ Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels
E (W - 0 Wecresh Tl
Working with the Wizard MR -~ e e e e s 2
: What Do You See? There should be anew, = 7 - ——
blue Task bar on the right side of your pa ] S s Ve . ot ek Sk masi =l
document. This is the Mail Merge Wizard. [N S L LR RS AR SRR SRR RS SRR KRS 5 - [ N

-
- (] Sebect ducwment Type

Bt P of o et we pne
ity

The Mail Merge Wizard walks you through

@ Lettery

the same options that we used on the : o
Mailings Ribbon. The options are presented | el
at the top of the Wizard. The buttons for Next —
and Back can be found at the bottom of the - St s o 7 o s
Wizard. Mail Merge - o
2. Try This: Start the Wizard Select document type
Select Document Type: Labels. What type of document are you
working on?
3. Try This: Go to Step 2 of 6 @ Letters

Go to the bottom of the Wizard and click on
Next: Starting Document.

() E-mail messages

() Envelopes
@ Labels
© Directory e 3
Labels “FYYwTYs —
Print address labels for a group

mailing.
Click Mext to continue,

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Step by Step Wizard Labels
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@ Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels

A T T G, i - v ot T - et
Change the Layout el el el e =
The Mail Merge Wizard prompts youto . = = 2 . ‘ . v ‘
choose how you want to set up the oue | "™ et " e s - b oo ot
mailing labels. There are three options: [~~~ + o ] Mo Mtage .
Use the current document - . Rreim——
Change the document layout : p—
Start from an existing document : el

. (Ranger dun woment Loyumat
If you chose to change the document | ! et
layout, you can use the Wizard to choose D tabelptern
a Label Template. Mail Merge - X
4. Try This: Change Document Layout Select starting document |
Click on Change Document Layout. : e T J

Click on Label Options. ~

mailing labels?

IUse the current document

Keep going... @ Change document layout

(7) Start from existing document

Change document layout
~ sepaels
Click Label options to choose a - —
N p |abE| size, . Bl & Provous: Select document tpe
e —— & Label options paremms U @

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Step by Step Wizard Change Layout
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Label Options

The Label Templates are identified by
the Product number. Microsoft Office
includes many templates from Avery,
3m/Post-it, Compulabel, Formtec,
Office Depot, Planet, Staples and
many other commercial brands. There
are more label templates online as
well.

5. Try This: Choose a Label

Select a Label Vendor: Avery.

Pick a Product: Scroll through the list
and click on 27871 Business Cards.

What Do You See? When you select
a product, the Label Information is
displayed on the right side.

You can click on Details if you would
like more information about the layout
(margins, space between the columns

and row, etc).

Keep going.

Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels

G R B S TR IR T R g e = — (=217 B v T |
N PPy [ e

® =k

e - o

Erssiopel label  Siwibied  Seled
Maiga - Broparni
Crasty S LA et

Wik & e Faridhy Prrvares By [

¥ i o i 0 ¥ T i v r T i v ) TNLRCEON A

= e | Al i e vl
Hiwm 0 o =o'l W A A0 WO
. g iy
3 & Trarge oo s
i T e ]
) - = £ harape don weared Liyeal
(R
wiberl Dopticeni. i ! s b e
1 P —
_'| g g
- {Garfrucu Sred e
3 & Fygge orien Do Defesk voy Faow Food Seics] |«
i ol g
e = L
e ket o CPicw o
= Prodiuct s [Erpre—
3 i R Tl S Lo Sy BT o Tepa [
L0EE BOC TAS Irasriskds Deoviarn 8-k Binined =

n Label information

Il-ﬂl

Label vendors: | Avery LS Letter Izl

" Find updates on Office. com
: Label information

23284 BIG TAE Insertable Dividers 8-Tab - Type:
23285 BIG TAB Insertable Dividers 8-Tab

Product number:

Business Cards

.' . Height: ra
. | 25456 Print or Write Multi-Use Labels | vt .
=Tl 27371 Business Cards b Wi " 3. 5_ B
27881 Business Cards Page size: 8.5" = 11
27832 Business Cards &7
[ Details. .. ] [ Mew Label. .. ] Delete

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Step by Step Wizard Label Options
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@ Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels

E o R (e et o W

Review the Layout M em Do beime Mo e S e e = 6
:1 What Do You See? SE e B . . : 2 rearee —~—

The Label Templates organize your e ==ty e e ot

text with a Table. This Table has two [« AR R RO SRR A (O R SRR I SR RN (R A = [l e

columns and five rows. The Label T

Template is already formatted with the # ————

right margins so that your designs will ' N

print properly on the labels. PreRpa——

< ok e i b P &
=1 e re

M sl optom

If you look at the top of the screen you
should see the Table Tools, again.

Very good: this is correct.

6. Try This: Go to Step 3 of 6 - 1
When you are ready, please go to the
bottom of the Mail Merge Wizard and
go to the next step:

Click on Next: Select Recipients.

SepdolE

® ewl Seied] et

& Prpvoun: Select docamert hpe

Step 2 of 6

Fageiof) | wemd |5 7 W e 7

)

% Mext: Select redpients

4 Previous: Select document type

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Step by Step Wizard
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@ Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels
LR R e W T o
Select Recipients MR - v e e e e v b s 4 7
The Mail Merge Wizard asks you to —_— e ¥ % . : —
select where you would like to find | T e i, Atm—— s =5
your recipients. The options include [is B e e ]
using a list you already have, using
your Outlook contacts, or typing a "
new list.

Here are the steps to connect to the -
Sample Client List we just created. :

Mail Merge v X

7. Try This: Use an Existing List
Click on Use an existing list. :
Click on Browse. :

Select recipients

i@ Use an existing list -

(™) select from Outlook contacts

Keep going... ) Type a new list

Use an existing list

se names and addresses from a
file or a database. Bapaals

® tmwl Begeor pour e

Browse...

-
5
8| & Frrvou: Staring docamet
.

Fagudofl | wessd |5 | T T L L -

7 Editredpient list...

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Step by Step Wizard Select Recipients
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Select the Data Source

What Do You See? The Browse link may
open a default folder. In this lesson, our Word
file with the recipient names was saved in the
Documents folder. You may need to switch
to the Documents folder.

When you find the Sample Client List, please
select it and click on Open.

What if it Doesn't Work? Older versions of
Microsoft Word asked for a specific file type:
perhaps an Access database. Since the File
Type was predetermined, you might browse
to the folder where you know you saved the
file, and not see your work.

If that happens please try this: confirm that
you did, indeed, browse to the correct folder.

If it is the right location, change the File Type.
Look in the bottom right corner of the
browser: Change the File Type to All Data
Sources.

Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels

i‘

g ik

et ke hage

e

» ' a_&_ - u

=

¥ T [
CIC3 "+ o » tovemws » »
T——— -
A S
& have (11}
B o — Cor Wt Vot 1w
Fyr— e L
s X ws ws
(|
rptDirectory Sample Client Value of
List Certification
- ’AII Data Sources v]
Tools - | Open hd Cancel ]

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Step by Step Wizard Select the Data Source
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Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels
E B 0 o T e i v T T R R T e T T R’ ]
Edit the Recipients R e I - 8
: When you select the Mail Merge ;...T.'..u..J. ;:.'5‘_, 2 & ‘
Recipients, Microsoft Word gives you | S e
the oppor‘[unity to edit the list. Each II— IIIII S T IV e I (e B S e R Fﬂh ............................. —
person that has a check mark will be | [ e
included in your Mail Merge. Sac o Sutonk arince
e R L e From s new il
:;: e am ruiskimg Bk
8. Try This: Go to Step 4 of 6 i T ey erpr—— o
When you are ready, please go to i e e S I g 3
the bottom of the Mail Merge Wizard [ e W Pesbih It
and go to the next step. Click on I e — D i e
Next: Arrange your labels. H e | el
II sMiEn] Beoeds
T: Seplols
I Step3of 6 &+ o g
:—uu o LA N | 3 W s Lk 2

& MNext: Arrange your labels

4 Previous: Starting document

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Step by Step Wizard Edit the Recipients
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Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels

Arrange the Labels = 3’ L -t T T P T -
There are four options for adding the ,_ﬂ, = 2 E‘I it Ao oo e e iR Pt F't Breasemen | W
Mail Merge fields to your document: e wm-_"m“w;;nmw S T T T A vesncisbes o :‘::mul!ﬁh e
Address Block (%] R e AN W s TR R R sy s e
Greeting Line ‘| i S —
Electronic Postage ks
More Items. : SR B
Sru i, el S ok o
- e beioes,
This lesson will demonstrate how to i i
add the merge field individually with ; - [ -
More items. : Arrange your labels fﬁ
3 [FEREETSNY
. H sMevt Feronds If you have not already done so, HE‘.T.:’..
Before You Begin: Place your : lay out your label using the first ST
cursor in the first cell on the top left. : label on the sheet, can e ot of
i To add redpient information to T b
Try It: Arrange your labels your label, dick a location in the il el
Click on More items... first label, and then dick one of
E— the items below,
Keep going, please... 5 Address block...
|§ Greeting line. .. —r T
: |E:=i Electronic postage... - [P
Fepeietl | wweeld |5 0 B More items... AW i

Exam 77-881: Microsoft Word 2010 Core
7. Performing Mail Merge Operations
7-1. Setup mail merge: Step by Step Wizard Arrange the Labels



Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels

E [ B m o we T Davuenl - oot Word R o e ey T——— =i L v |
Insert Merge Fields e R o~
:1 What Do You See? A little window will |, = & & o o . LT e
pop up and offer the Merge Fields. e e o T St S S|
[ L6000 | NS TN RS SEENTES (P IR EE NI NS TR R SRR R ] Mg =
7 eramge e bk
Try This, Too: Insert Merge Fields , | e ey
Please add First Name and Last_Name i e — LB . s
fields to this document. L it it o e
- Insert: ' j ﬂ:ﬁ
; Py . & . o
Look Again: There are Address Fields |- SR e vy
as well as Database Fields. The topics Fields: o s 3
on this list come from the top row of the M - T
Table that we created in Word. So, the Last_Mame e evper—rn
Database Fields include the Product d Z:;’dd“d ) al T
that we added to the Table. | Add::: 2 i
City
Memo to Self: Database Fields mean p— State
the type of data, not the record source. : dip
You can create a Table in Word, Excel, eMai
Access or even Outlook. _ aepast
;-P;'IIIII e 13 \:r : I:.‘ ;.- s =k A .'_!..
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Edit the Labels

You can customize this label by
adding a picture for the company
logo as well an invitation to reorder
more of the product they like.

=
4
3

What Do You See? Each of the
labels (except for the first one) has a

Merge Field called <<NextRecord>>.

This is the programming that looks
for the next name in your list.
Keep going...

Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels

[ -

¥roadl Fage Lapina Fatrarans [IFEET Frera Voem [ [FE ]

Comapeen (s c A A [ R
oz -

ol | L o, =
Chpbaaerd '+ Ford

Ge%-A- EXEAE 5 5
Feragrapt "
. REET | SRR RN EERCERAE R RN RN R |

2 A |1 e dpan..  Headeg §

ey Fme

4 v | BCECC ﬂu.:uq.-
-

] oo T T

P e e ____ IR e L R

-9

; ; e
T T | apce| amocee AaBbC aambce AAD A s
Change |

* e | b e

i .| D

Ay Gl

1T vy Fubor vl iy s s,
- iyl ina? K e Wt Bt

i ] e Ta midd e et &
Hella «Firit_N - v b, Bk & locaton in e
l.,_|1 o Frat lnsal, i e chod o of
Lt " o ey bior,
] Dur e uapply of ] e b
B aPToducts will e geadabie re st week, Pease efus - 2 Grectrg e
Erega # osa ol Mo 1o repede

T Lharkeme's

R TR v e, S et
KN
ot tis «Mext Record»
SR C Hello «First_Namex»
wlast Namex»,
Our new supply of
«Product» will be available nextweek. Please letus
know if youwould like to reorder!
DIl ettt . O Thanks-Charlotte’s
«Mext Record» «Mext Record»
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Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels

=
4
3

CIPEERTE . e . R T, i
Update the Labels wl et e Page Lipest Belperols .|-|.|r1'|i| :rrm W r«--J :r--.-- Viyieat A H h = = @
- : § " [omameen cfn [N 7 A B E-E-T R AsbCete | Aslboels AaBBC AaBbCe A & Rupie
There is a very effective r_nethod tp e B reerw @A W EE I S Ee | wme it et ssmgr e G o
copy and paste all of the information s — . — , = e
in the first label to all of the labels on [ls S SCECRCHCEC WCECHECHCICS AOSTSRF CECCE IR BCECHCS' IR SR AT RO (R (] Mt btne A
this sheet. Try it: It works and it aamasn sam ik
. Ay i e Bt e
saves a lot of time. * e
Fengny s e e
vy~ —— s e
- L e | Tl : . o b
Try This: Update All Labels : it : E— 1 ke s
GO to Replicate Iabels : :::‘::‘;:::;:::21:;‘:"‘ Pl e et ius ::::;u:;‘m:;ur*h:le;;;—lﬂl Plaane et us j::':':m-’c#x.#

Click on Update all labels.

M vune ar

the page by dicking the button e

Thasicshariotte’s r«u| Replicate labels s s
Ty vl e, SR et
9. Try This: Go to Step 5 of 6 : cnagree, [ —— cns e
: wos Sy * [ L first label to the other labels on -
When you are ready, please go to i B =

B Our sew dupsly of

the bOttom Of the Mall Merge Wizard [ sProdkects will be srslable ret week Plhsie wioi | s Prody below. Ei_:";;:ﬁwhm
and go to the next step: Next: : K ¥ you weoukd e Y recrdder ot Undate oll label rr=
Preview your labels. Thans- Cheritte’s ks pdatealiabeis | | T

sMex! Facords a Kot Bpoards

N . Chatigiie . ;
Hala «FinE_Name . “‘_‘h Blalio sFiret_Kams
shant_Hamas, SO Lot Mamas,
1 o S 2
B Cur mew sappdy of | Sur new supply ol
aBrochects will bt irvadable r el wk el Pl age s & PAOBUT e wl Be il Al e Pk LS
i yiu wisulel o 10 Pk esarea i L LR L
SR ——
Thanio-Charkaftes Trarkn| Step 4 Dfﬁ & Prevoun: Select recoendy
Pgeial wwmm oG T & Mext: Preview your labels e - ¥ x

4@ Previous: Select redpients
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Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels

Cuf A sy oF Prasut

E G R b
PreVIew Your Labels ? Mt | Beein Pagelaps RBeimanols Maleg r.-.-.-; u-.-ml :r.l:.ﬂ |..-.w:. &s‘ i = i
. . . LR cumepea o K At B S ET H | .
| The Mail Merge Wizard gives you the | ;2 St Z8 S8 100 8 SRS BT E fumcan e pambs sathce AQD A e
option to Find a recipient. You can I s T _Pm_'ew your labels e i
also change your recipient list if you o] P e 1 il =
wish Some of the merged labels are ervirm yuns labeh
) . previewed here. To preview T
another label, dick one of the rardotaatly
Try This: Go to Step 5 of 6 el Destar Sochbah] following: L == [
Firsdl & il
When you are ready, please go to the _ [ Curcamispenctiopn - Recipient: 1 o chanes
bottom of the Mail Merge Wizard and T et H vt
go to the next step: Thasis Ehardaie’s . 7 Find a redpient. .. Elorsarpeas
ke cha ol
H Make c Ilgﬁ Laoris v e s bacvriy b
Click on Next: Complete the merge. e B B thna A
" e fou can also change your

Purnpking wil be avilabie
rolnt et P be s krvour  you would e 10
recrdiar

Dar marve pappdy of willl be
B avadable et wose k. Paue
bt s hrvew i o il Bl 10 eaaded]

Thaski-Eharkatie's
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recpient list:
@ Edit redpient list...

When you have finished
previewing your labels, did: Mext.
Then you can print the merged
labels or edit individual labels to
add personal comments.,

1 it by

Step 5of 6

& MNext: Complete the merge

4 Previous: Arrange your labels
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Print the Labels

The last step of the Mail Merge
Wizard asks if you would like to print
the document or edit the mail merge
after your run it.

O le

Mail Merge Wizard Summary

If you look at the Mailings Ribbon
you will see that the Mail Merge
Wizard walks you through the
Mailing options, from left to right:
from Start, Select Recipients, Insert
Merge Fields, Preview and Finish.

Very good. This is a demonstration
of a project where everything works.

What if it doesn't work? The next
pages show how to troubleshoot
when things don't go as easy as it
looks in a computer book.

Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels

[CH R Chastittcy Wk et Corit - Wit g |0 T e e o e
“ - ¥raail Fage Lapina Fetraran Ll frern Ve [ [ ﬁ
\ i i — " - Ay Pty - 3 H 4 H y
] L g gf | = R
& - L Ty e—r— ] e e
Eresiopm lsbei  Shwiblsd  Seed [ vighight  kddsl Gorsig Traar Hirgs 5 Freea . Firsih &
Uope - Rropimir Recpantinl | Megefuidy Bok L P VRSoisbey et Sl el e B uege -
Crae Mt Mg by gt Wide & wreadl Faldhy Frrvares Bpeag) Pra
i3 1 C i L—-.]unu* -
-
oy Gl e e
il M o rels b prelaie
rima el bt

Page fof ] Weis

Chabloree .

Hella Deater Pochbak,

Wl
W e

Our mar tppdy of Appien

vl B padishide nad wawk.
Pt bt sl F oma wegiui Boe B0 rwande]

Whandcy Chavhame’s

Chakigttey,

Wt i Helo Bonne Bordy,

S .
Cur A iy oF Peasut

. B Purmohicg will be vl
rolnt . P s b s o o weould ke 10
recrdiar

Thiaricy Shankarte’s

Vel |
Dnar marve pappdy of will b

B avelable e vk, Patue
bt s brvew i o wesisled e 10 seaade]

Thaski-Eharkatte's

Hale Many Contrny,

Chablgrra's,

=
Our e iuppdy ol

Bhsnbe iy will b svalsie

ek, PR b tus knovw f poursould B b

rearder]

Tt - Claarfs T s

Chabigttan,

o Ekpaterth ,
Wah -
W
e i gy ol
" [t avebe ire el Be readabie
vl weak P ot usonow § pou would Bhe to
reader!

Tranin- Chariolttes

Thatigiic'y, Halla
Wl

A

Chur e suppdy ol wlll b
arvadable raat weeh Paase
e et ey #f oo wouled Bl o reoade ]

Thaaks-Charfole'i

Vo prworaion o lsben, didk
T Incivaclanl Labasa " T el
oo i rerw doruemend: sth pour

o Fl e e

Mail Merge -

Complete the merge

Mail Merge is ready to produce
your mailing labels.

To personalize your labels, didk
"Edit Individual Labels.”™ This will
open a new document with your
merged labels, To make changes
to all the labels, switch badk to
the original document.

Merge

S Print...
H Edit individual labels...
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@ File->Open

O le

Choose Other Recipients e T T

Earlier, we created a Mail Merge for e P, 0, 8 (= e = T S, R YO O ,_'i T ~—
our Open House. In this lesson we SETIHE My P tmspmnind by o S S i et e

used the Mailings Ribbon and created |- [ERE NN KRN RNX KRN RN CN AR N EXE KN EX RN ICER N REL CRRY

a new list. The recipients' name and
addresses were saved in an Office

Address List, which is a database. Chablgtee's,
% Webh 58

"y _-_.‘ :_!-

1. Try This: Open a Mail Merge
Go to the Documents folder and open
the Open House Mail Merge.

What Do You See? A Mail Merge
document is linked to the record
source. When you open the Mail
Merge, Microsoft Word will ask
whether you wish to use the Office

Address List.

Charlotte’s Web Site

Microsoft Word — - m

Opening this document will run the following SQL command:

E SELECT *FROM "Office Address List"

Please say Yes.
Keep going...

Data from your database will be placed in the document. Do you want to continue?

[ Show Help == ]
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Use a Different List

Say you wanted to run this Mail
Merge with a different Recipient List.
Here are the steps to switch from the
Office Address List that is associated
with this Mail Merge, to a different
record source.

wary

2. Try It: Select Recipients
Go to the Mailings Ribbon.
Go to Select Recipients.
Select Use Existing List.

Keep going...

Mailings -> Start Mail Merge -> Select Recipients

[
- P B Page Lapind L Upalareigi Frera Wirm &
SRREE R AR 8 N faa R
et E:’&mﬁu mlmw “:.'“"".{'..':'-"' A Usdstrietn P - Aste el b i h‘f
Cravie B e e Wik B b Pkt s Rriulti S
I j= TR i i ] i [ OO RIS F
Rl e g Cunesk ety |
?‘ Haome Insert Page Layout References Mailings
«| " [ -
B P = E
Envelopes Labels | Start Mail Select Edit Highlight Address
Merge = |Recipients =|Recipient List | Merge Fields EBlock
Create E Type Mew List... !
[] Use Existing List... :
@5 select from Qutlook Contacts...
m W
15
15 Pleased to Inite
wFirst Mames alast Name»
Ta Our Open House
Now. ™, 2011
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@ Mailings -> Start Mail Merge -> Select Recipients

E . [ W| Sebect Data Soarce M
Find the Spreadsheet b s 3
: 3. Try It: Find the Excel sPreadsheet @U'l s & Libraries » Documents - | #,I | cearch Documents L0
Go to the Documents Folder. — R rrm——
Go to All Data Files. TR Ty Mowfokder =- 0 @
Select Excel for the File Type. g p :
: . , . ocuments library =
Double click the Friends and Family 4 Libraries ke T Arrange by:  Folder
spreadsheet to select it. | Documents
. o' Music il
Keep going... =] Pictures Charlotte Gpen Charlcttes Charlottes Thank
B videos I House Marketing Cards You
Memo to Self: The purpose of this " =5 - ey
exercise is to demonstrate an error. The Y Homegroup W [ S Xg (= .
next steps will show how Word lets you =
X ™ Com
know there is a problem. : :E::?JSP:H '._I ] 3
) February 11th Friends and Locally heavy
e DATA (D:) Meeting Motes Farnily rains soak
' My Web Sites on MSN southeast
- Michigan - B
[ Mew Source... ]
File parmes  Friends and Family - [Al Data Sources v]
Togls - i Open |'] | Cancel
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Invalid Merge Fields

When you change the record source
and choose a different Recipient List,
Microsoft Word will check your
document for potential problems.

O le

4. What Do You See? Word
compares your Mail Merge Fields
with your new Recipient List. If there
is a problem, Word will notify you
with a little window. This dialogue
box asks if you want to remove the
Merge field from you document or
replace it.

Which should you choose? Let's
look at the data in the lists.

Mailings -> Start Mail Merge -> Select Recipients

Page 3 o1

dobi M 41 3|

-
Invalid Merge Field

This merge field is used in the main document,
but it does not exist in the data source.

First_Name

You can remove the invalid merge field from
the main document.

Or, you can replace it with a valid merge field Fields in data source:
from the data source. Title

Sample data:
Mrs.

[=]

«First Name» «last Name»

To Our Open House
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Look for a Mismatch

If you open the Excel spreadsheet and
review the labels in the first row, you
may notice that the labels are not
spelled the same as the Mail Merge
Fields in the Word document.

O le

The labels in the spreadsheet have no
space between First and Name. It
says: FirstName.

The Mail Merge fields in our document
have an underscore: <<First_ Name>>.

Match, Match, Match: Its like getting
the right shoes on the right kid. The
fields have to match.

Mailings -> Write and Insert Fields

Wl O T Cok (o T T S
_ ] Fran Fage Lapina Estrarans [RTE=T Frera e [ [ & -ﬂ
"‘_ : Conslead "8 v A a" har | E-E-T FE KT :uw(gn- asabCely ApBhC AaBbCe A[\l’j = 'ﬁ 2::'"
Fuste 7 Bl g s G-%-A- [EEEE i 55 Arrmat | 1 b g Headagl Ml Fw = m 4 teen
Clpbard '+ Ford " Furageaph " it . 1wy
o] e [ | 0 | (0 . [ 10 (10 LI | ] A
: [First ame Lanl Kame Frodect Adcliewd Addrend | by Shatr Tig Wil
Darithit ¢ Pshibah Asphiry 123 Fifthrest Brghios (] 28018
¥ My Conlrary Bhrber 11 L= Apt Py K1 L]
= [Ty
| Eabarth __ - o
: First Name Last Name Product
: Deeter Poohbah Apples
y Mary Contrary Blueberries
. Bonnie Bondy Peanut Pumpkins
Elizabeth strawberries

Is Pleased to Invite

L — «First Name» «lLast Name»

Flaesd

To Our Open House
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Make a Match

When you open the Excel spreadsheet and
review the labels in the first row, you may
notice that the labels are not spelled the
same as the Mail Merge Fields in the Word
document. This is the problem.

5. Try This: Match Fields

Go to the Main Document.

Go to Mailings.

Go to Write and Insert Fields.

Click on Match.

What Do You see? You should see the
Merge fields in the document in the left
column and the labels in your Recipient List
shown in the right column. You can use the
drop-down lists to choose the right match.

First Mame | Firstiame [l
Middle Mame [(not matched) [«]
Last Name | Lasthame El

When you finish matching the fields, Click
OK. It should work, now. Done and done.

Mailings -> Write and Insert Fields -> Match

Popelayosd  Refwences  Madngi  Review  View
— \ A L
e |
g - - — - 1, Maten fesen
Erweloper Label St Mad  Select L2 MGGt MDAl Craenrg brien Waige
Marge = Recpents - Recgeent Ust  Merge Pkt Block  Line e

E{: N4 L N 5
e Reapiom '-:n% —J

Bty b A0 O S 198 Mignge

Crewe e L by gr Wrde & e b

. >
. i 0 & 3 ' ] ' ]
| 3 . v . . v v

Charlotte’s Web Si

555 Main Street
Brighton, MI 4811
Is Pleased to Invit|

Error! MergeField was not found in )|
source. Error! MergeField was not fd
of data source.

To Our Open Hous
Nov. 2 2011

| Poge 3 o3 weees 7 =

In order to use spedial features, Mail Merge needs to know
which fields in your redpient list match to the required
fiekds. Use the drop-down kst to select the appropriate
redipient list fisld for sach address field component

Match Fields

Unique Identifier (notmatched) [+] =
Courtesy Title Title [=]
First Narne Firsthame =yE
Middle Name (not matched) [+] |~
Last Name Lasthame [=]
Suffix (notmatched) [w]
hidname (not matched) [=]
Job Title JobTitle [=]
Company Company E
Address 1 Address1 [=]
Address 2 Address2 [=]
City City [=] i
Sata Staba 1=l

Use the drop-down lists to choose the field from your
database that corresponds to the address information Mail
Merge expects (isted on the left.)

[ pemember this matching for this set of data sources on
this computer
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Mail Merge Rules

If you look at the Mail Merge labels,
you will see a bit of code that says
<<Next Record>>. This Mail Merge
field reads your recipient lists and finds
the next name on the list. This field
was added automatically as part of the
Label template.

O le

Microsoft Word 2010 has simplified the
Mail Merge programming with new
Rules. These options were available
in previous versions of Microsoft Office
but you had to look for them buried
deep in the advanced dialogue boxes.

Try It: Find the Rules

Go to Mailings.
Go to Write and Insert Fields.

Go to Rules.
Click on Next Record.

The Next Record field will be added to
your Mail Merge document.

Mailings -> Write and Insert Fields -> Rules

‘r 1 Laalr'ny Erern rn
L 3| Yy ? _"ﬂ._l _‘l =% - e - =H H 4 FH hy
— ) ! - £ 5 = | —F =5 & &+ Forald Ry et i
Erstiopr lsbek el bsd  Seed e Peghhph  Addern Geoeting Draard blivgs Pirith &
Miarge = Rropénis © Recpant Lnt | Marge Fiidy  Blodh  Line i P L Y
Craume et vl b Wil & el Fih F S Prrvare Bl [
:_-\_ L] berget B ® + v 1 [ ]

Fags Lipins Fatrarass

Chaklgeea’y

wieh Sige.

e i e

Bl Our sarm wpphy of

Hrgt Bapoad B

ot fockmak aNewl Recards

gise Brosed ¥ whelio o Fril_ s
s LES1_Hismids,
Dur naw iupgly of

Hely s Frs_Names
lLinil_Mass,

v [

[T e E
Hira Espoim

sProdects will be swslsbie et we k. Pl se lm
kngew B you would lee 1o receder]

Thanis (Halstie’s

aProducts wil be sealable saut wenk. Please et us
Rersgr  on ok Bop 5o resarder ]

Frusnics. Charfaime’s

e H 41

4

: 1 Find Recipient
: bl Fill-if... 2 Auto Check for Errors
Tharicy Charioesd | .. Then...Else.. Preview Results
[ | Merge Record # r 5+ 1B
Merge Sequence £ |
T Mext Record
: Thanks Chariatiy Mext Record H...
.Ib.rllvl'l Wl 28 % T B

2P Rules ~
Ask...

Set Bookmark...

Skip Record If...
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Mailings -> Write and Insert Fields -> Rules

E - o T Gt Vi G T e
Conditional Rules A B B & e o m TR
: You can program the Rules to print only a0, 0 [ 0 = = DR IS e
certain records. The Mail Merge Rules can R e A e ] s
be conditional: IF this condition is met, . C SN A R TR R I ! i ¥

THEN print this record as part of the Merge.

what Retoid e
Fi ks aFirs]_ Misii o

Hrlka o Firdl_Mama s
= =Lt Marmas,

Try This: Use a Different Rule
Go to Mailings->Write and Insert Fields.
Go to Rules-> Next Record If.

silant_Mamas,

Oher repsy pupply o
sFroduct s will be swvillible necl wer b M @lo
kneew il youweuld Wke 1o recedar!

B Crar e seppiy of
sbroducts wil e vl et ek P
knveew il you would Mie 1o reosder]

Thgri L harkedde’t

Thanic-Charksfie's

What Do You See? A little window will pop

— )
up that you can enter the conditions. i 2 Bl =15 2T T

. ) . Field name:
In this example, the Mail Merge will show 8

the next record IF the city is Ann Arbor. City
Comparison:

Where Have You Seen This Before? Equal to

Many products use Word's Mail Merge to

create customer letters. QuickBooks, for Sl b

example, has a set of Mail Merge Ann Arbor]

Templates for billing, collections and
marketing.

ok || Cancal |l

The Rules in QuickBooks Mail Merges can
be set to only send notices to customers
who have a balance greater than 0.
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Auto Check for Errors

The previous pages demonstrated
some options for troubleshooting the
Recipients list and programming your
Mail Merge. Here is one last button for
finding the errors before you print your
Mail Merge.

O le

When you run a Mail Merge, you can
decide how you would like to handle

the errors. Here are the steps.

Try This: Use AutoCheck
Go to Mailings.

Go to Preview Results.

Go to Auto Check for Errors.

What Do You see? You can select
whether you want the Merge to pause
on each error or complete the merge
and create a report of all the errors.

Mailings -> Preview Results -> Auto Check for Errors

_ It ran Fage Layias Frtnpeis [Ere Frera i o
N 5| % ? —_I},, _'I = =N 4 R i W 41 P H Y
=l || = - - e S o T — Y Rt il
Erstiopn labsl  Sheribled  Seed [ Fighbghi  Addem Gravteng lriedd bange Farine &
Mgrge - Rropaniy - Fyogpenl Lnl ke Fukdt Blost Lers R L A kbl ] -

Frera Frpty )

Craane

et W Kb g Wrile & B Pl

H 41

PHE%

- Find Recipient

Helo «First_Nases
s Linl_Hanes,

- [ Cur naw upsly of
aProdects will be swsdabie rut we k. Pl sse et us
kngew B you would e 10 reonder]

' i v I . ¥ {__;
Wb B

Finish &
kerge =
Finish .

Preview

Results l%v Auto Check for Errors

Preview Results

iongrwa f pou weoagld By b regrder]

Tharat {harkane's Trgenbis-CharfolTe's

-
Checking and Reporting Errors M

(™) Simulate the merge and report errors in a
new document, g

(7) Complete the merge, pausing to report each
error as it ocours.

=] ECumpIete the merge without pausing.
Report errors in a new document.

|
I Ok I’ Cancel |

— — T —— i

el | W2 | oD | 7D
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Summary
Wizards: Mail Merges are essential
for working with your customers.

O le

This lesson demonstrated how to
use the Mail Merge Wizard and how
to create a Recipient List in Word.

And Demons: These pages walked
through the various problems that
can happen when you work with Mail
merges. The key concept is: Match,
Match, Match. There are several
options for making the Mail Merge
fields Match the Recipient List.

You done real good.
You can get two cookies.
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Cha®lotte’s

- Hello Bonnie Bondy,

Our new supply of Peanut
Pumpkins will be available
nextweek Please letus know if youwould like to
reorder!

Thanks-Charlotte’s




Practice Activities
Mail Merge

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

O le

Try This: Create your own business letter

1. Enter the business name and address:
Charlotte’s Website

555 Main Street

Brighton, Ml 48116

2. Insert the date and time.

3. Insert a picture for the logo.

4. Format the text and picture

5. Use the Mail Merge Options

Select Recipients and use and existing list:
Browse to the Friends and Family spreadsheet.
Choose Sheet 1.

6. EXCLUDE the following name from the Mail Merge: Todd Borek

7. Add the following mail merge fields in your greeting line:
Dear <First Name> <Last Name>.

8. Save your work: Charlottes Business Letter Practice
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Practice Activities
Mail Merge

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

O le

Try This: Create envelopes and labels using the same data source, the Friends and Family spreadsheet

Create #10 business envelopes:
1. Include all Address Lines for the Address (Address Block).

2. Include the Company Name and Recipient Name in the Address.
3. Include a Return Address in the Upper Left Corner.
4. Save your practice document and name it: Intermediate Word Practice Envelope

Create labels: use Avery #8163
1. Include the Company Name and Recipient Name.

2. Include all Address Lines for the Address (Address, City, State, Zip).
3.Update all of the labels.

4. Save your practice document and name it: Charlottes Business Label Practice.

Comma Training Page 143




adlY

Test Yourself

1. Which Ribbon has the Insert Table
Command?

a. Home

b. Insert

c. Table

d. Page Layout

Tip: Intermediate Word, page 113

2. How is the Table Tools Design Ribbon
accessed?

a. View-> Table Tools

b. Options-> Toolbars-> Table Tools

c. Select a Table

Tip: Intermediate Word, page 114

3. Which of the following is a Table Tools
Ribbon? (Select all correct answers.)

a. Table Tools Design

b. Table Tools Layout

c. Table Tools Format

Tip: Intermediate Word, page 114

4. What is the command to insert a
column to the left in a Table?

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

b. Table Tools->Format->Insert Column
c. Table->Insert->Column to Left

Tip: Intermediate Word, page 115
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5. The Mail Merge Wizard includes
preset label templates from popular
commercial products.

a. True

b. False

Tip: Intermediate Word, page 121

6. When opening a Mail Merge
document, Word will ask for
permission to insert the merge data
from the data source.

a. True

b. False

Tip: Intermediate Word, page 132

7. Which of the following can be done
with the Select Recipients command?
(Select all correct answers.)

a. Type a new list to use

b. Use existing list & use all the
recipients

c. Select recipients from Outlook

d. Use existing list & pick certain
recipients from the list

Tip: Intermediate Word, page 125, 133

8. Which of the following fields
matches with the field
<<First_Name>>?

a. <<Name>>

b. <<First_ Name>

c. <<FirstName>>

d. <<First Name>>

Tip: Intermediate Word, page 136

9. Which of the following is true about
Mail Merge rules?

(Select all correct answers)

a. Used for filtering results

b. Used for eliminating errors before
completing the merge

c. Fond on the Table Tools Ribbon->
Mail Merge group

d. Found on the Mailing Ribbon->
Write and Insert group

Tip: Intermediate Word, page 138

10. A merge field can be created by
typing <<Last Name>> in a document.
a. True

b. False

Tip: Intermediate Word, page 127




Word 2010: Word and the Internet - .

Intermediate Word Objectives

In this lesson, you will learn how to:

1. Create and format a Table

. Save a document as a web page

. Create hyperlinks

. Modify borders and shading options on a Table
. Create bookmarks and navigate a document

. Locate and use Advanced Layout options

. View HTML Code Source

. Apply Quick Styles to a Table

0 N O 0ok~ WDN
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E Insert
: 1. Read'“gs Mme Insert _J’age Layc_J References Mailings Review View

¥ Lesson 5: Charlotte's Website

Read Lesson 5 in the Intermediate Word

. : , o | 4
guide, page 145-180. % D *% D Ko @ E “ ot + i:::::ck _J

Project Cover Blank Page Table Picture Cllp Shapes Smartart Chart Screenshot 6
- - - - '# Cross-reference J

Create a web page using a table to Page~ Page Break Art _ oe _
organize layout, Table Tools, merge cells, Pages | Tables | lllustrations | Links |
insert picture, save as web page, insert Table Tools->Layout
hyperlink, insert hyperlink to email.

Home Insert Page Layout Refere Mallings Review View Design Layoud
_Downloads ) v@ Select - —J .]j Merge Cells Hi A - i = -
index.mht, products.mht, delivery.mht, 2 View Gridh T =] | 3|] Height: |2 - || 5

: = View Gridlines plit Cells
Fruit and Nuts.docx, Charlotte.mht . ) Uelete Insert Insert Insert Insert o AutoFit | — width: 3.5 - m
PreventPC Meltdown.doc 7 Properties Above Below Left Right = 3plit Table - =
Table Rows & Columns ) Merge Cell Size

Graphic files used in the lesson:
1Logo, Farm, FarmersMarket2.gif Menu Maps

This lesson shows the Insert and Table Layout Ribbons.
2. Practice 1. Insert->Table, page 150
Complete the Practice Activity, page 179 2. Table Tools-> Layout-> Merge->Merge Cells, page 151
3. Insert->lllustrations->Clip Art, page 153
4. Insert->Links-> Hyperlink, page 162
3. Assessment 5. Table Tools->Layout ->View Gridlines, page 166
Review the Test questions, page 180. 6. Insert-> Links-> Bookmark, page 172
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Welcome to the
World Wide Web!

Search the Internet with Google. Make a million on the
Internet with eBay. Let me email some pictures of my
grandchildren. Well, it is exciting, isn’t it?

The Internet as we know it—the World Wide Web—
was developed at the CERN particle physics laboratory
in Geneva, Switzerland in 1989. In January 1993 there
were only 50 Web servers online. 1993 was also the
year that the first alpha version of the Mosaic browser
was tested.

In 1995 only 8.4 million adults used the Internet in the
United States. Now, that figure is well over 1 Billion. No
other invention—not the car, the radio, or the television
has swept the market as quickly.

It is, indeed, a revolution.
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Charlotte's Website

You can create your own web pages in Microsoft Word. These pages demonstrate how to use Word to create a
' marketing website: “Charlotte’s Website.” Microsoft Word is a simple web page authoring tool for promoting
your company and your products. So, please Start the Program Microsoft Word.

References

Calibri (Body)

Clipboard 15 |

A A Aa | B

B J U ~abe x, x* | 2,

*

=

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

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

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



=
4
3

7.
View-> Document Views-> Web Layout

View Web Layout

Usually we work in the Print Layout =l S0 L= L= - o D E = ik
Document View. This is the standard e~ e e = i .
view foran 8 1/2 x 11" document. A web B e e A

page is not tall, it is wide like a TV. Charlotte’s Web Site

Web pages are built with HTML-
hypertext markup language. This format
provides a standardized set of code for
Internet browsers. Microsoft Word is a
web authoring program: it will write the
HTML code for us.

Hame Insert Page Layout References
Try it: Change the View = |j =| [=] ¥ Ruler
Go to View -> Document Views. Q = — =
Select Web Layout i i Gridiines
e yout. Print Full 3creen| Web | Cutline Draft = o
Layout Reading |Layout Mavigation Pane
Our little company will be Charlotte’s Document Views Show

Web Site. Please type that at the top of
this web page. Select the name and
make it big, bold, and colorful with the
Font Group on the Home Ribbon.

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1.1 Apply different views to a document: View Web Layout
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E y
Insert-> Table ->Insert Table

Use a Table for Web Pages . o - R == - PRST e )
Good web pages are created with a table— : - .-.; ;J N o .“! il Avnes S o o e oy BOWanee S5 20
or grid—to keep everything in its place. | o - e T e e o e AT
B ; o e i b el
Before You Begin: Add a Blank Line Ch i ug‘
arlott 7
Place your cursor after the word “site” and Insert Table
hit the Enter key to add a new blank line. i
Table size
> 107 T
Try it: Insert a Table o —— Mumber of columns: 3 =
Go to Insert ->Table. 3 trm toentunem oumber of rons B =
Click on Insert Table. D cua e ’ - = b
AutoFit behavior
O InsertTable... @ Fixed column width: | Auto =
[ DrawTable (™) AutoFit to contents

. . . () AutoFit to window
What Do You see? A little window will

prompt you to enter the dimensions. 7] Remember dimensions for new tables

Enter the Table Size: [
Number of Columns: 3
Number of Rows: 2

oK ] [ Cancel

[t R |

Click OK and keep going...

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-5. Create tables: use a Table for Web Pages

Comma Training Page 150



=
4
3

o T Ctrane abamas Tre ]

_ﬂ.l ¥ By My Bomn
Lt cpmenns ten
fan

5535 J

==
o radion g L]
AL | a0

[N RN | AR RORY ] RS | RN

7.
o::° Table Tools -> Layout -> Merge-> Merge Cells
Table DeSign 4'1-'-':"'% = ”.:'”"*:“;___ :H“;'h 1'3:::':;"' '"_M -..-M I:Jm -Iqh:m #
Did you notice that Microsoft Word s .;.}:, o o e Mwmem Aw’: o e
automatically switched from the e e et e e (e
Insert Ribbon to the Table Ribbon?  H N e
Charlotte’s Web Site
The left hand column can be merged |
into one super cell to use for the web
site index. Come with me.
Try it: Merge the Cells
Select cells A1 and A2.
Go to the Table Tools-> Layout.
Look for the Merge Group and select
Merge Cells.
Mailings Review View
3 Merge Cells | [r
fEH split Cells
AutoFit | = width: -
— split Table B e, 27
Merge

Design Layout

e - —
3| Height: 0.47 :

H¥ pistribute Rows

-

- r'ﬁ Distribute Columns

Cell Size fa

S - |

WS W %

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-6. Manipulate tables in a document: Merge Cells
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Add and Format the Text

In this sample, Charlotte’s Web Site sells
farm fresh food delivered in gift boxes.
What are we going to say on our web
pages? We need to tell people about our
products, our company, and our delivery.

1. Try it: Add Sample Text

Type the following text the in first cell:
Home

Products

Delivery

About Us

2. Try This, Too: Format the Text
Now, select the text and go to Home ->

Font to format the size, alignment and
color of the type.

Memo to Self: Keep the type face (the
Font) simple and easy to read. The
purpose of any website is to sell your
products, your ideas, or your services. So,
make it easy, not artsy and hard to read.

Home -> Font

[0 e e w I Daprraorl = Lo Wiord T | L e T o
“ - ¥l Page Lapnal Fatrreads [RTET Erera Ven [ [P ﬁ
A e [ v A et B SR h. F fna -

B Rrplasie

d-. . - L
we g (Bl oW = v | Ly tasee

Chpbaid s Fird Fragast C sairi

i o i . e | Y ¥ n 3 i [} Y T T ¥ . ] Y 7 0 o . I

Charlotte’s Web Site

Haifma
Products

Dl
Al Home

References

Insert Page Layout Mailings Review
= Calibri (Body) ~ /14 ~ A" A" | Aa~ | &) = - = - - | EE
— L3
= o\ - = =——— =
Paste o | [B] 2 U - she %, 3 | o W2 === |=
Clipboard T | Font B Automatic
|
(- - -1 - - -1 - -1 - - 2k&[ 1 - - - 3 ThemeColors .
= 0 i 0 i

HE EEEEEEN

Charlotte’s Web Sit I -
THTHTHIT

Home Standard Colors 1’
w0 ENEENp
Products
. % Maore Colars...
Delivery .
|] Gradient ¥
About Us

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

Comma Training Page 152



@ Insert -> lllustrations -> Clip Art -> Find more at Office.com

E M 9 o IR v T T TR ST TINEE. . el
Use Pictures in a Table e T
:1 Pictures are handled differently whenthey .\ = o ¥ i B a2 50
are inserted into a Table. The purpose of ™ = ™= s W syt DB ey | e e AT M A B
the Table is to provide a grid for the . ; e wa 1 e e ; ; TR
ictures and text. , . oty
pictures and te Charlotte’s Web Site o= -
A mede Se thoes A -
All web pages use Tables to keep the Home ; T pp— . o
layout consistent. This is true whether the " = :
o Home Insert Page Layout References Mailings Review

Table is created in MS Word, Macromedia | ssoutus

or just HTML programming. - D = L—‘:j b %% I_T'_P - ﬁ EL!""

Pictures in a table do not need any Text Cover Elank Page Table Picture | Clip |Shapes SmartArt Chart Screenshot

i

Wrapping. In fact, it is much better if you Page~ Page Break = Art - -
don’t use Text Wrapping. Pages Tables IMustrations

Microsoft Office Clip Art offers cartoons, P | ‘

photos, sounds and videos. Here is how '

you can find and organize them.

1. Try it: Insert ClipArt

Place your cursor in Cell B1 in the table.
Go to Insert ->lllustrations->Clip Art.

&b

5o~ =
SO *
2. Find Clips Online — m— e
At the bottom of the ClipArt Taskbar is a 2
link for Office.com. &) Find more at Office.com

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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Insert -> lllustrations -> Clip Art -> Find more at Office.com

E B Barmcwng u thon of chooolite choH et recpETRL o7 top - Windows beteras Lxplosm G S s -...._m Lo o
Using Office.com B e e e st RE . —

: Office.com groups the images in ¢ fovoetes. ] Pamaing 1 thcn o chocots ciw with it Il I Tl i o 0'_ 3
categgngs. Yog can al§o search for a — B trg o ~—
specific image if you wish.

3. Try It: Choose a Picture Remaning a sice of chocolate cake with Faspbermies on top
Go to Office.com. :
Choose a category: Food.
Pick a picture.

What Do You See? When you find a
picture that you want, there are three
options: Copy to Clipboard, See Similar

Images and Add to Basket. ; ‘F &

Copy to Clipboard lets you paste the
image into your document.

Details
e
- - . . . e %‘\ i ' D = - l"-&:' Ty 5:]_ |'|..'|
See Similar Images finds images with X irmensicns: 280 (w]) = E5L (h]
the same theme, artist, or keywords. Resolution: 72 dgi
File size: 202 KB
Download lets you download the 1= =
images to your ClipArt Gallery. Rating: Ty
Keywords
cakes, chocolates, desserts, food, frostings, fruits, icings,

'Eil:té" ex, trests
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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oah 8 e 4 e 8 oo - w )
ne | e ) X
E o Vo ,-—..:.-..-.n-.;.....--..— 3 " '17' L{ - - by~ V’"T“" .-

See Similar Images ot Bwe ' 4

4.Try This: See Similar Images : e —
If you find an image that is close to what Remaving a skce of chocolate cake with rasgberri
you want, you can click on Explore Now

to see similar images.
See similar images

5. Try This, Too: Download the Clips Explore now o

Here are the steps to Save a picture.

Click on a picture and go to Download.
When you are prompted, click on Save.
Browse to your Documents folder. AOfficé @e
Click on Save. . : o

After you Save the pictures, they will be
included in your Documents folder. You ;
can use them in other documents i . . s

presentations if you wish. “
oS

-

A ."KG

% 9I
;l\§
) B

o W AW v

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-3. Insert and format Clip Art: Download Clip Art
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@ Picture Tools -> Format -> Size

CIPLIEE e e ey B
Resize the Picture -9

@ Corvedsori = Sl & meter Baader - 'l

=
4
3

1 rom— - — » T— — - 1 B B Bl 4
What Do You See? The Clip you e e e - e R - [ .~ o
insert may be Very Iarge- Did you B groand t::uqr'n'\- 1 e . — T Pt et - Toed = J:.Ig:-:n.-m ..;.-. b, T
notice how the table automatically | CSCOCETACI RO S | ORI IR B (IR S ECNICCE W | OO R g

. . . 7 )
adjusted to fit the picture? Charlotte’s Web Site

Try This: Resize the ClipArt Herme

Click once on the picture to find the -
handles. Use the handles to make the About Us

picture smaller.

Try This, Too: Edit the Size

Go to Picture Tools ->Format.

Go to Size.

Change the Size by making the Width
2". This method is more precise than
dragging the handles.

Memo to Self: This picture is in a
table. There should be NO Text
Wrapping. The table will hold the
picture in position.

& Bring Forward =~ 4 .
. 2 B af=

o 5end Backward E
Paosition Wrap
- Text~ - SelectionPane k-
Arrange Size

Crop =7 437"

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-3. Insert and format Clip Art: Edit the Size
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Picture Tools -> Format -> Adjust->Compress

r -
: Com press the Pictu re g [ ot Fage Lipsedt Fatpataas [Eressn Brdew  iew P Eriigs Lyl c.-

@ Comedmer < L [ Pty Bpede - 5 5 -

Pictures can be large in another way: il TN g Rt~ - - [HEpR S R pe 8 L

file size. A beautiful, high density e — e .

photograph can be many megabytes, SRR WA 11 | R MRS MR SR W | RN RRE E i Corrections = ,11 E | R

especially with today's digital cameras. -, oo e —mll | &g Color - By ]
* Remove L

You can Compress a picture to make it || e : ' Background | Artistic Effects ~ g~

smaller. Compressing the pictures helps |/ . Adjust

your web page open quickly, even on a About Us

slow connection.

Before You Begin: Click on the picture

to select it. - -

Compress Pictures M

1. Try This: Compress the Picture

Go to Picture Tools ->Format->Adjust. Compression options:

Click on Compress. Apply only to this picture

2. Try This: Choose the Target Output Delete cropped areas of pictures

When the little dialogue box pops up, Target output:

please choose Screen (96 ppi) for the Print (220 ppi): excellent quality on most printers and soreens

Target output.

@ Screen (150 ppi): good for Web pages and projectors
(™) E-mail (96 ppi): minimize document size for sharing

) Use document resolution

| ok || cancl

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-3. Insert and format Clip Art: Compress Pictures
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@ Picture Tools -> Format -> Picture Style

Tt Teuge [T

Picture Styles e ==
One of the best features in Microsoft Office e B ) o] o ) Lo | e
2010 is the Picture Styles. You can use the =~ ™= %7 = i
Picture Styles to format your picture with a | cocmm | IR IR " ECEBICR SR

border, shadow, or a reflection. Charlotte’s Web Site

x

Try This: Use the Picture Styles : )

Go to Picture Tools ->Format. Delivery
Go to Picture Styles. About Lis

What Do You See? Microsoft Word offers a
Live Preview of the Picture Styles. You may
want to try some the Artistic Effects such as
Pencil, Line Art or Watercolor.

Some of the picture options will work with
your picture and some won't. If it doesn't look
good, you can always Reset the picture and

&

Peutun e |, ;
tme Gl boomesfes -

W)

g

L]

3
}F;-!I S

return to the original image that you started
with.

Memo to Self: William Alexander was a
famous oil painter who taught on Public
Television. He taught, "Light on light gives
you nothing. Dark on dark gives you nothing.
You need dark on light!”

£

Picture Styles

i d ol o e [

L’ Picture Border ~
- | i Picture Effects =

& M‘E.} Picture Layout ~

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-3. Insert and format Clip Art: Apply Picture Styles
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Save As Web Page
1. Try This: Save As Web Page
Go to File-> Save As.

We chose Save As because a web
page is NOT a business document-
say an 8 1/2 x 11" paper. It is a
different HTML format. (HTML is the
language of the Internet.)

Remember the Call To Action!
What is missing on this sample web
page? The business phone
number!!! How many excellent
marketing pieces forget the Call to
Action?

Add a sample phone number on the
bottom line of this table.

File ->Save As

J5 00

R -~

il S
: [ e as
o Cpan
o e

[res e
Froael Fage Lapins Fatrarans [RrEET Frera Ve 0
Information about Docurnentl
7 Parmeige=ane ‘
J"' Rl L0 e, Ay, 050 it a6 1t bbinamoard
Frotet
Dooumant -
-
(W] save ks =)
[EE: 1
- * » Librames » Documents » w | g || Seorch Documents
oo | &TIE L4 2
[rem—e
Ovganae = Hew lalder FIEE N
&) (W8] Microscft Ward Documents lib... , o roger
Mg L. Templates E Includes: 2 locations
s
W Favorites 1 F
wl Libraries J :! l \
¥ Docurments RE - b
o Music . Expression Irituit =
File parme:  index -
Save as type: Single File Web Page | ']
Authors: eBeth Title: Chaelotte's Website
Tags: Adda tag Sulbject: Specify the whj:ql;
7] Save Thumbnail Page fitle
| Change Title...
* Hide Folders Tock = e ][ Cancel ]

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

The three parts of Save are:
Where are you saving it?

What are you calling it?

What are you going to do? Save!

2. Find a place to Save this file. You
can choose your Document folders, if
you would like.

3. File Name: The Home Page of a web
site is named index. Notice, “index” is
all in lower case, no capital letters. It
makes a difference on the Internet.

4. Save As Type: Please change the
file type from Word Document to Single
File Web Page.

Click on Save.

Memo to Self: You can edit the Title,
too. The Title is what your users see on
the top of their browsers when they
open your page.

File ->Save As

‘L\jsﬁu; "

\_/\/ + » Libraries » Documents »

- [‘, || Search Documents

Organize v New folder = v

Documents lib...

Includes: 2 locations

[_E Microsoft Word
L Templates

m

£ Favorites

wa Libranies
+ Documents
o Music

Charlottes Charlottes Thank |
- Marketing Cards You ol

__ Word Document |
© Word Macro-Enabled Document |
T29% Word 97-2003 Document
Word Template
Word Macro-Enabled Template
Word 97-2003 Template
POF
“ HideFolders  xpS Document

Single File Web Page
Web Page, Filtered
Rich Text Format

File name: index

Save as type: [Single File Web Page

Authors: eBeth Title: |Charlotte's Website]

Tags: Add atag Subject: Specify the subject

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-5. Save a Document: Save As Web Page
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Creating a Web Site

You created a Home Page and named it
index. This web site will have two more
pages for the products and delivery.

1. Try it: Make a Copy of the Web Page
Go to File -> Save As.

Edit the File Name: products.

Click on Save.

Please edit the new Products web page.
Select the text for "Charlotte’s Web Site"
and change it to “Charlotte’s Favorite
Products.” Add a different picture.

2. Try it: Make Another Web Page
Go to File ->Save As.

Edit the File Name: delivery.

Click on Save.

Please edit the new Delivery web page.
Select the text for "Charlotte’s Web Site"
and change it to “Charlotte’s Delivery.” You
can add a logo for UPS or FedX if you
wish...Save your changes.

File ->Save As ->Single File Web Page

W id9-0 productss Microsoft Word WRRRRRERR 1 | < T
h Home Intert Page Layout References Maitng1 Review View Design Layout
= i
) P cmnmem -|m - AN A % E-ECTE RE AT e a A
Paste , BlZ U-dhex, % A-%-A-Emam = ST | 1noem "y ‘
Ehpﬁbo‘uui 1 R i Foett & £ . fiEX Paragraph i3
3 A MO0 | ,"_\;.,..J o8 B0

Charlotte’s Products

Home 'd -0
Products rome Insert

EEE::;L ) L cmamenn cfu AN M E-ECT RN T | encen
W-A-EEANR = 5 T Normas

Faragrapn

Page Layout References Mailings Review \View Design Layout

Paste 7 B|Z | ~da x, X
CApooMT T« roni

| EXERENS CKENEERP | EEEEXD CEENERAX IR |REKS CIEEKEXX

Charlotte’s Delivery

Home

Products

Delivery
About USI

FedEx

Express

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-5. Save a Document: Save As Web Page
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Insert -> Links -> Hyperlink

=
4
3

. 'i..-« TP r— R T R ..
Insert A Hyperlink e mEHEPE ML " BE 0 EEdEE— o .
A web site is a collection of pages that . . = o = . ﬂ B e E & — 3 = Bowam | LSS
connect to each other. A hyperlinkis ™ % ** . e T e — s 111 AR
how you go from one page to the next. =i o 9, Hyperlink e N
_ Charlotte’s Web Site A& Bookmark
What Is the Plan? Our goal is to b TN Cross-reference
create four links on the index page for Hama s _
Home, Products, Delivery, and About |1 Links
Us. We will copy and paste these links || assurus
into the other web pages.
Before You Begin: Please open the
index webpage.
1. Try it: Create a Hyperlink
Select the word: Products.
Go to Insert ->Links
Click on Hyperlink.
Keep going...
| wersee | % ) D e m pew s

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks
6-1. Apply a hyperlink: Insert Hyperlink
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[: Hyperlink Options

: What Do You See? There are four different
links you can build:

Use Existing File or Web Page if you want

to link to one of your own web pages or one

already on the web, like www.Microsoft.com.

Use Place in this Document if you want to
jump to another part of the same web page.

This type of hyperlink needs a Bookmark.

Use Create New Document if you want the
hyperlink to create a new file.

Use Email Address if you want to create a
link that automatically opens the user’s email

program and fills in your address.

2. Try it: Link to an Existing Web Page
Click on Link to: Existing File or Web Page.
Navigate to the folder with the products
page. Select the products web page.

Say OK to save your selection.

Insert -> Links -> Hyperlink

Charlotte’s Web Site

Home
Products
Delivery

About Us

wede 8 S O

-

| 3 4

-
) A
Heacer Focter Tet  Queck Wordhet Caaanar Gy
' . . Bax- Patsc - W Ctyen ~ . .
sdes B Foater teut tomb oty
' ' - v ) . 0 V w 0 :,

Lraaet Hyperiok
e -
) Loak My Sy
Eynirg Ple o
N P "
Fokder I
+)
Pgce r

oot Begtey Aodan

rier
) Localy heavy “sra soun st east MchGan
S MOSTMEAST 5

ATELLITE

SoweTg...

=3 Q%

a

Cocre

|
Conae
Documel

=)
£ gt A

Link to:

Existing File or
Web Page

&

Flace in This
Document

Create New
Document

E-mail Address

Text to display: Products

Look in: | My Documents IEI
| | index
%ﬁ[ﬂi’:t ] Locally heavy rains soak southeast Michigan
|55 NORTHEAST SATELLITE
] Open House Labels 2010
Browsed || | products
Pages | psnc
] Rain Washes Out Hamburg 2010
Recent | (=] Rainbow
Files [=| Rainbow-Crayon
[=| Rainbow-over-barn
Address: products.mht

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks
6-1. Apply a hyperlink: Hyperlink Options
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More Hyperlinks

3. Try it: Make Another Hyperlink
Select the word: Delivery.
Go to Insert ->Links ->Hyperlink.

Click on Link to: Existing File or Web Page.

Navigate to the folder with the delivery page.
Select the delivery web page.
Say OK to save your selection.

Try This, Too: Create a Link Home
Select the word: Home.
Go to Insert ->Links ->Hyperlink.

Click on Link to: Existing File or Web Page.

Navigate to the folder with the index page.
Select the index web page.
Click OK to save your hyperlink.

4. Share the Wealth: Copy these links to the
delivery and products pages.

Keep going, please...

Insert -> Links -> Hyperlink ->Existing File or Web Page

Page

o e

- e
'

»
=

Covw Bt Page
Page  Bram

Pager

. [

Charlotte’s Web Site

&

Home

Products

Delivery

About Us

"O.

Fage Ligeut Reterrniet

¥ ).g “ "N W, hrenra

r A
— B I

Ptue O  Supes fauntin Oat  Sosenhat
A N .

A

Fovre

A tootman -
Wescar #eoran
ajCremaetoence . -

Buhetem [ Header & Footer

1] ' 4 IR 8 ) ) [}

Tast  Quack Wosdhn
Sou~ Pami~

B Yeretere Lne -

1) Dote & Tme
B Obpect +

»

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks

6-1. Apply a hyperlink
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Email Hyperlinks

You can create a hyperlink that will create a new
email when your web visitors want to contact you.

5. Try it: Make an Email hyperlink
Select the words: About Us.

Go to Insert ->Links -> Hyperlink
Select Link to: E-Mail Address.

What Do You See? The Hyperlink options change
to help you program the link.

Type an email address. Microsoft Word will
automatically add the HTML for mailto:

Type in a subject for this email.

Say OK to save your selection.

Insert -> Links -> Hyperlink ->E-Mail Address

—

o oo oY e - Mol Weed
) [ &2 HE D ) W e Al =
- J — — G ¥ P “ o A Bosaman J J ] - A
Covwr Bk Page Tashe Pt Op  Supes feantdnt Orat  Sosershot Meacwr Footer Test  Quack Wosahs
Page® Page  Bresk - i . “jCesiatoence - . Sme Palse  ~
Pagry Tabies Bords ob cory Lmby Header b Pooter
V‘Q‘: : i ! 3 1] ' ) R 8 ' ) L] 0 ]
s .
Charlotte’s Web Site
K [ Insert Hyperios -
Home
Produsts e Text o daglary: Aot Ln ey
Delivery N | Secactes
About Us 'm’:’ e Tt e A s G A | v
Y
Q| s e
Pge n ey Ragwty et e-mad add e
Oxmramarst
a)
sty e
Cocumert
iy
94 L 77@7 Carvn
E-mail address:
mailto: thecomputermama @hotmail. com
Subject:
Regarding your website|
Recently used e-mail addresses:

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks
6-1. Apply a hyperlink: Email Hyperlink
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Take Off The

Training Wheels

In this exercise, we used a
table to set up the grid for our
web page designs. Now, it's
time to hide the lines in the
table. The table also has a
light blue, non-printing
gridline.

=
4
3

Before You Begin: Click on
the Table to select it.

1. Try it: Edit the Borders
Go to Table Tools ->Design.
Look in the Table Styles
Group for the Borders.
Select No Border.

2. Try it: View the Gridlines
Go to Table Tools ->Layout.
Go to the Table group.

Click on View Gridlines.

Comma Training Page 166

Table Tools -> Design ->Table Styles-> Borders

Mot B Page Lapet
& Mester Row v Pt Covumn

ToAn o (001 < pammnn

4 Banded bows Brie d C phmery

Tobie Sty Cpiens
I
| i : 11 ) 2000 i . + N (K | . [} . L]

Charlotte’s Web Site

Home
Products
Delivery
About Us

0 St wnd Shasng

1 . - .4 . ‘ Asls A oo
QShading' — m H .:;“""' "_"'?__’ ‘ > & o=
i Borders v Ya pt v Charlotte’s Web Site
Draw Eraser .
aZ Pen Color ™ Taple
Draw Borders F Catencd
L Select = 5 i % H %
| weess % 2 S A | E PR | m=u T
[,ﬁ View Gndllnes] |
) Delete | Insert Insert Insert Insert
(%9 Properties - Above Below Left Right | = _
Table Rows & Columns P

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-6. Manipulate tables in a document: View Gridlines
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Another Way to Navigate
A Bookmark is a method for selecting
and naming a place in your document
You can go to that Bookmark with a
hyperlink. Many Internet Browsers
use Bookmarks to mark your place in
a website. Word uses Bookmarks to
mark your place in a document.

Before You Begin: There is a sample
file available online for this lesson. It is
called Fruit and Nuts.doc.

You can download it and save it to
your Documents folder. It is a one-
page document with four headlines
and four or five paragraphs. The four
headlines will be used to create
Bookmarks for the hyperlinks.

Insert -> Links -> Hyperlink ->Bookmarks

Fin 8 ¥ew Favorten Tooh  Hep

x WCowen v [ eea
o e Chadone's Gasiem

From The Master Gardener

R0t Tos Late for Gralong? Is It Too Late for Grafting?
Grafing Resges Question: Seme of my grafts ook, and some died, Many
Wialnuts of my late grafts seem to have done neithes, These warae
Fruit Trees whip and tongue grafts done & bbE too late. Do you
supposs they might grow next year - like dormant buds?
I}Iu you suppose the buds are dead but the wood's skl
allva?
Angwer: Tt is not too late to do grafts yet, 1 did soms
yesterday: Badk, and whip, also splice of dormant wood to
grewing trees, 1 alse will be continuing to graft the same
plus gréerwood lor Bt |t 2 mone months yel. If you
make & nbck with & knife or fingemail inte the solon and it
I= mok green underneath it s gone.
Grafting Results
Grafting results this year have been great, but I think it
may be due bo timely rains, which weve not had, than to
any great improvement in grafting bechniques.
Walnuts i .
I attempted a number of early chip-H Lmk to:
espoused by my friend Gordon Nofs.
dozen of more pecan & hickory varial
different black walnuts and heartrists
o Dwd nights of sub-freazing bemps
mid-april, folbowing & coupbe of weel E}qs‘hng File or
wpper 80% - 1 had several pecan, hick -
mulbosry grafts that were just startin WEb PBQE
the freese killed them cutright.  Per
freeza, 1| might have had some sucos
Walnuts are difficult, Tve tied chip |
oralts, Gray arafts. Wosd San-stonnd
et T Place in This
Document

Memo to self: This is a preview of the Bookmarks.
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One File -> New -> Blank Page

[CRRE

W At Peelaed e aleg

5 Create A New Web Page ST AT A .. .

e g B penr V-5 BEEE - B L

- bt Fenpass

Please begin this exercise by creating a
simple web page. There will be a headline, a
table for the topics, and a story with "
Bookmarks.

The first step is to create a web page with the Charlotte’s Garden

Save As command.
(W] Save As

1. Try it: Edit the Sample Text
Enter a headline: Charlotte’s Garden.
Format the text: Verdana, 18 pt. Bold, Green.

Organize v New folder

L! Microsoft Word

2. Do This, Too: Save As a Webpage - I Tomplates
Go to File ->Save As. ;
{ Favontes
Hame Insert Page Layout 74 Libearies
+ Documents
Renien sl My Documents
o e [nformation PR i
| Save As | Save 3 type | Single File Web Page
Authors: eBeth

Tags: Addatag

At the Save As window:

File name: garden

Title: Charlotte's Garden

Save as type: Single File Web Page.

Save Thumbnail

* Hide Folders

@I\/’ o bwi-bv;nei;br&cumtnts >

Documents lib... , ;
Arrange der *
Includes: 2 locatwon
\_‘4 R @L
it et
delvery index -
.' - $
Tale Charlotie's Garden
Subject: Specefy the subject 2
Page ttle

o = ==

Change Tatle... 1

.

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-5. Save a Document
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Insert and Modify a Table - o ——— — e -9
1. Try This: Add a Table )-SR Bda (U0 B4 UI48T0 T2
Go to Insert -> Table. | e A T e R R A
Draw a table that is 2x2. [z i ] .r : : : : : : ; : ' : g

2. Try it: Resize the Columns Chariot
The easy way: Select the border between |
the two columns and drag it to the left. —

—e—1

More precisely: Select the first column.
Go to Table Tools ->Layout ->Cell Size
and type in the width: 2".

Ul g

4| Height: 0.25 :

— . -
To+ Width: |2

Cell Size

|1 2
(weessz 2

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

Comma Training Page 169



=
4
3

7'.) k.
e

Add the Labels

1. Try This: Enter the following:

In Cell B1 type:
From the Master Gardener

In Cell A2 type:

Is It Too Late for Grafting?
Grafting Results

Walnuts

Fruit Trees

Apply Quick Styles

2. Try This, Too: Apply Quick
Styles:

Click your cursor in the table.
Go to Table Tools -> Design.

Go to the Table Styles and choose a

Style with Light Shading.

You can format the text if you wish.
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Table Tools -> Design -> Table Styles

@ MesderRow 7 Past Comn e [r—

Tty B o - EBRSSd Rasaw Aasan [semew panam (mmmmm .
I e e Baaad [FRRRY ARAR[IITII|EEER inifl E
| tae Stve Comans =X — 1
g : : R : i

Charlotte’s Garden 1

From The Master Gardner

- Is It T.oo Late for Grafting?
L Grafting Results
Walnuts

Fruit Trees

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-5. Create tables: Apply Quick Styles



Insert -> Text-> Object ->Text From File...

wary

LR s
Insert An Existing File Al TN e
Ll [ o= B = Y — Y ¥ T
When you are collaborating witha = 0 1 = 0 T M e S D0 24
team to design web pages, you may el i DT AP Lo syl e ;:%;
receive some of the text in a Word 1 PRCERC R i E— S = &y wepem e ]

document. Here are the steps you can .
take to insert that file into your web Charlotte’s Garden

page. From The Master Gardner

. . 15 1t Too Late for Grafting ?

Try it: Insert Text From File... Grafting Results

Before you begin, place your cursor in Walnuts

Cell B2 in the Table. e

Go to Insert -> Text-> Object. -

Click on Text From File... B .-:.u :...'m. s e e AR B B
l_—-j-:-a-.;-',_'\r‘ L LT BT e s L L _-.:-'
e

Sianature Line - e T e e

% - l | Q Charlotte’s Garden

Date & Time
f Fram The Master Gardenar
T L From The Master Gardener

.;E Object "l - - iy Ml qhvfn:: mfsmmmnmmuw.

i Tooed Thame werd whi oot rafh e & B 06 s
kg Object... symbols [0 s SUpp thy PR row next year « Wis
AOEant Budi? Do you Supposs The buds ans dead

. - [Fast thae wesd'w will alve?

ED Text from File... Arerwer: It i not oo late o do grafts yet. 1 did some
yeerridy: Bar, and whip, also splce of deemant
wasd by grewing treed. [ aise will b contifsing to

e——— e e T et
— 1 "

Browse to your Documents folder. —— Engernad nt the S04 & 1 R green undemesth

The sample file for this demonstration oraing Reste

is called Fruit and Nuts.docx. e e Tany el Do e e ik

Than 0o MYy QReat i I QrATTIneg LR,
P Y
| s B FEET TN i i

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-5. Create tables
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Insert -> Links-> Bookmark

[ - u_m_m_l-u-ﬂ-“

Create Bookmarks B e o beome Mevw lw S ter e e
805 0 B2l e 2 6 AE4L
Bt Quict

You begin a Bookmark by selecting the | ... no om Moun i e et oo et S o o gHyper“nk

text you wish to mark and name. The ] L R | e e =
text that you inserted into this web page Charlotte’s Garden 4 Cross-reference

in the right hand column.

Try it: Create a Bookmark .. From The Master Gardener

oo Late for Grafting® :-nT I.ltﬂl'nr
Select the text: Is it too late for grafting? A 00 Grafting?

wults Question: Some of my grafts took, and some died.
Go to Insert ->Links->Bookmark. Many of m'p late grafts seem to have done neither.
Type the name: Late.

Click on Add.
When you are done, click on Close.

Links

Memo to Self: Bookmarks work best if
the names do not include any spaces.

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks
6-1. Apply a hyperlink: Create Bookmarks
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Insert -> Links -> Bookmark

Frai Fage Lapins Fatrarans (A== T Frera Ten [ [

More Bookmarks ik e T =@ 4 05 S T O

This document has several headlines. | . EI ERUS ﬂ B e | = A A= Bowam L 88

Each headline can be a bookmark that ™ = ** [ B T e R o e T |

you can use to link and navigate. T : i T : I ; 3 : i mommw L =i

Try it: Insert More Bookmarks 15 It Too Late for Grafting? r gEteRCaIEency :IE -
Select the type: Grafting Results. Grafting Results tion: Semd Bookmark -y ey ILM
Go to Inser)tIF3>Bookm3rk. i %Eiﬁlrﬂgﬁl i, e Des

Type the Name: Results.
Click on Add.

Add a bookmark for: walnuts.
Add another bookmark for: trees.
Keep going...

Memo to Self: Bookmark names
cannot include any spaces.
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Do you suppesd | Bookmark name:

dormant buds?

but the wood's | | |WiEINULE | Add |
answer: It is Late -

wood to growin Walnuts

Fronths ye. 1 S
ot et 1 | [[ww ]

fingernail intoe
It is gone,

Grafting Resu
Grafting results I
It may be due b

thamn to any g I

Walnuts: | i
I attempted a =
espoused by my|| Sortby: (@ Mame
a_dnyen nr oo -
(") Location
["] Hidden bookmarks

*
EW—-—-——

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks
6-1. Apply a hyperlink: Create Bookmarks
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Link to Your Bookmarks
You can hyperlink to a place in this
webpage. It is similar to creating a
hyperlink to an existing webpage. Here
are the steps.

=
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Before Your Begin: Select the text in cell

A2: Is It Too Late for Grafting?

Try This: Link to a Bookmark

Go to Insert ->Links->Hyperlink.

When the Insert Hyperlink window opens,
please select Place in this Document.

What Do You See? There should be four
Bookmarks in this document.

Match, Match, Match the Text to the
Bookmark that it refers to.

Choose: Late.

Keep going: add the other hyperlinks by

selecting the text in cell A2 and matching
a hyperlink to each of the three remaining
Bookmarks: Results, Walnuts and Trees.

|

Insert -> Links -> Hyperlink

e Franl Page Lapnm Frtraraas (AT AT Erern Vrw B [ =

3 PE | uE e - = AT Btgeater

18 0 =BP™Dd o o & & 20§ 4 s T
o Bk gt | T | W Op S lett Ot Svet| ool | Wk foke hior | et Gk Ve Do ol Eonusion Gymési
. R . N . R e . N i | . N ) . DN o Sl
[l_-, L I B v - ISR SR v | B ,u ST e Ve ¥

Charlotte’'s Garden

From The Master Gardener

Link to: Text to display: Return to Top
;
Grafting results this year have bee Fyisting Fileor | | ...
it may be due to timely rains, whi _Web Paae i
than to any great improvement in 2g Headings
e Walnuts i =R Bguukmarks
Place in This - Results
Document L Trees
----- Walnuts

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks
6-1. Apply a hyperlink: Link to the Bookmarks
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Insert -> Links -> Hyperlink

[
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Bookmark to Top of Page e T T S B A G~ T 0
Say, when you created your hyperlinks |8 03 O] S B M0 & w0 SOT. B A o B2 40l T
did you notice that there is a built-in b el | v o R T o T e Py
bookmark called Top of the Document? |+ ] ; TR | : ] : : : ; : CE 3 o
Oaks have bean variable, but largely dependent an
condition of the sclons. Had 100% takes of

Some web pages are long, long, long “MeDaniel” BurkEnglish and gvercup sciens that [

documents that, if printed out on fﬂl"mfdmﬂpT"¥abuTt$ with hﬁ[ m’:‘t! U*‘*t

continuous paper would roll across the iﬁ:'}’jin.t méﬁ%:iﬁummi.fm 1 ;ﬁ:ﬁ '

floor. A link to return to the top could be them. [ e 15 poiend

very useful! Here are the steps. Froft 4| = Dot s e o

Tarien @ piagr ¢ B gt

Before You Begin: Go to the bottom of

your web page and add the following text; Tt rama..

Return to Top.

Try it: Link to the Top of the Page

Select the text: Return to Top

Go to Insert->Links ->Hyperlink. Link to: Text to display: Return to Top

Select: Place in this Document.

Choose: Top of the Document. Retum to Top Select a place in this document:
L § Web Page - Headings
= =~ Bookmarks

Late
FlaceinThis | | i Results
Document | | . Trees

..... Walnuts

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks
6-1. Apply a hyperlink: Link to the Bookmarks
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Test Your Bookmarks
Bookmarks and Hyperlinks should be
tested in a Browser since that is the
application this web page is designed
to use. Save your work and close
Microsoft Word.

wary

Try This: Open Your Web Page
Open your web browser.

Go to File ->Open.

Navigate to the folder where you
saved your web pages. Select:
garden.htm

What Do You See? The garden web
page should open in your Internet
browser. Test the four hyperlinks on
the left hand side. Will the hyperlink for
Fruit Trees take you to the Bookmark
for that topic at the bottom of the
page?
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File -> Open

Onartotirs
e o

w4y x BED by

Fie Edt Vew Ffovortes Toch Hep
x @Comen v [ et
W Foeites @8 Oradone's Gasden

5w B v mm o Pages Seleye Teeke @

From The Master Gardener

Is.1t Too Late for Geaftng? Is It Too Late for Gra ?

Grafting Resuits Question: Some of my gr took, and some died, Many
Wakuts of my late grafts seem to have done neither, These were
Lot Trees whip and tongue grafts done a bit too late. Do you

suppose they mlqhtmnext year - like dormant buds?
Do you suppose the are dead but the wood's still
allve? r

Answer: It is not too late to do grafts yet, 1 did some
yesterday: Bark, and whip, also splice of dormant wood to
growing trees, 1 also will be continuing to graft the same
plus greenwood for at least 2 more months yet. If you
make & nick with a knife or fingemail into the sclon and it
Is not green underneath It Is gone.

Grafting Results

Grafting results this year have been great, I
s bn s bo Manalu snlne  wideb walan nak had
may be due to Umely rains, which we've not had, @

any great improvement in grafting techniques.

i Favorites | @ Charlotte's Garden
—

Is It Too Late for Gra
Question: Some of my

of my late grafts seem
whip and tongue grafts
suppose they might gro
Do you suppose the buc
alive?
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Edit Your Work

Say you saw something you wanted to
change or improve in this little web
page. How would you edit your work?.

Try This: Open Your Web Page
Start Microsoft Word 2010.

Go to File ->Recent Documents.
Select: garden

What Do You See? The garden web
page will open in Microsoft Word. You
should be able to make any changes
that you wish.

Memo to Self: Microsoft Word is our
web page authoring program. It is a
good program to learn the basics.
Keep in mind that you cannot make
changes in the Web Browser.

File -> Recent Documents

I:h.lﬂoml

YO — 11 I prmem SO0 TRAC AT b

L LT [P

r'\.lll MM
et b 1 pevarnalradhalti e s pB0 TRAC LT Sampbis. a1 L corarafrodici O <e XOF OH<e D00 Aua

T aand Fbact

LT cmpratariiama’] C orrerafvoduct Comen, D0 TR AT Lamplan 15 crrerafroprct: Dt Edhr phor' Shadlend. Sup

) :
- Charlotte’s Garden
j,_al i From The Master Gardener
= 7 b Too Labe for Grafting? Is It Too Late for Grafting?
@ = Gifting Resulls Guestion: Some of my grafts took, and some died.
*h| | Mokt i kate grafts s6em to have done neither,
Exult Tress Many of my 49
E_j [_"‘: Theese were whip and tongue grafts done  bit fod late.
oy Do you suppose they might grow next year - like
ﬁj L dermant buds? Do you suppose the buds are dead
e but the wood's still slive?
'!j —
g Angaer: U S not 100 late (o 80 grafs yet. 1 did soma
E_pl e yesterday: Bark, and whip, also splice of dormant
g wood (0 growing trees. 1 also will be continuing Lo
o & graft the eame plut gresreosd for 81 least 2 more
j L, manths yet. If you make a nick with & knife or ¥ =
- - firegrnail invta tha sckan and It i5 ROt grasn urdamaath L "
7t ig gone. A |
1 Chamidy i \\ A
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Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks
6-1. Apply a hyperlink
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View the Code

Try it: View the HTML Code

By default, a web page should open in a
web browser when you double click it. If
you have any pages open in Word, please
close Word and save your work.

4
»

Go to your Documents folder. Double click
the index file. It will open your web page
in the Internet browser, NOT Microsoft
Word.

Go to Page ->View Source.

This is the source code we created with
the buttons and menus in Microsoft Word.
Amazing, isn't it?

Summary

This lesson demonstrated several
methods for creating hyperlinks. The first
example linked web pages together. The
second lesson used Bookmarks to create
a hyperlink to a specific place in your
document.

You done good. You get the cookie.

Comma Training Page 178

Page -> View Source
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Practice Activities

Using Bookmarks in Web Pages

Before You Begin: Start Microsoft Word 2010. You should see a
new, blank document. This lesson uses a sample document:
PreventPC Meltdown.doc

Try This: Hyperlink with Bookmarks
1. Create a Table for the Index and merge the cells
a. Open the sample Word document, Prevent PC Meltdown.
b. Insert a table at the beginning of this document.
Create a Table with 3 columns and 4 rows
Merge the three cells on the top row

2. Select the top row and type: Computers Are Us

3. Enter the Sample following sample text in cell A2:
Home

Products

Contact Us

4. Enter the Sample following sample text in cell A3:
1. Defragment

2. Empty the Recycle Bin

3. Add/Remove Programs

5. Merge the three cells in the right column of this table
Insert a Picture on a computer
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6. Setup the Bookmarks

Hyperlinks can jump to another page within your website, or they
can go to another website. Hyperlinks can also link to a title of
place further down on a web page.

Look for these titles at the beginning of each paragraph:
Select: 1. Defragment
Insert a Bookmark. Type: Defrag for the name of the Bookmark

Select: 2. Empty the Recycle Bin
Insert a Bookmark. Type: Recycle

Select: 3. Add/Remove Programs

Insert a Bookmark. Type: Programs

7. Insert the Hyperlinks

Select "1. Defragment" in the Table and Insert a Hyperlink.

Choose Bookmark and select "Defrag" from the list of Bookmarks.

Select "2. Empty the Recycle Bin" in the Table and Insert a
Hyperlink. Choose Bookmark and select "Recycle" from the list of

Bookmarks.

Select "3. Add/Remove Programs" in the Table and Insert a
Hyperlink. Choose Bookmark and select "Programs" from the list of
Bookmarks.

Save your document and name it: Intermediate Word Hyperlink
Practice.




Test Yourself

1. Which of the following are true?
(Select all correct answers.)

a. Microsoft Word can create web pages
b. Web pages use HTML code

c. Web pages are not 8 2" by 11”

Tip: Intermediate Word, page 149

O le

2. Which of the following are true?
(Select all correct answers.)

a. Using the size command is a more
precise way to resize a picture than
dragging the handles

b. A table is used instead of text
wrapping for picture alignment in a web
page

Tip: Intermediate Word, page 156

3. What is the name of the home page
for a website?

a. index

b. home

c. main

d. first

Tip: Intermediate Word, page 160
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4. Which of the following are true
about hyperlinks?

(Select all correct answers.)

a. The command is Insert-> Links->
Hyperlinks

b. They are how you go from one
place to another

c. They can be copied and pasted
d. They can link to the a place in the
same document

Tip: Intermediate Word, page 162, 163

5. Borders on a table are the same as
Gridlines.

a. True

b. False

Tip: Intermediate Word, page 166

6. Tables have Quick Styles.

a. True

b. False

Tip: Intermediate Word, page 170

7. Which of the following can be
inserted into a document?
(Select all correct answers.)
a. Text from another file

b. Hyperlink

c. Table

Tip: Intermediate Word, page 171

8. What is the command for inserting a
bookmark in a Word document?

a. Insert-> Links-> Bookmark

b. Review-> Bookmark

c. View-> Bookmark

d. Insert-> Bookmark

Tip: Intermediate Word, page 172
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Intermediate Word Objectives

In this lesson, you will learn how to:

1. Save a picture from the Internet

2. Use the Office 2010 Tools to edit photos
3. Create a washout and use color options

4. Use advanced layout options for layering
and positioning text and picture

5. Use the Lock Anchor command on a
picture

6. Add a hyperlink to a picture
7. Use advanced hyperlink options
8. Identify and use Save and Send options

9. Create an email blast with the Merge to
Email command
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Word 2010: Word and the Internet

T.
5 r:'“’ Microsoft Word: Online, All the Time
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Paper Tiger Drive
«GreetingLine»
«Company»
Save a Tree

Save a Tiger




Lesson 6: Online, All the Time!

E Picture Tools-> Format
1. Readings Home Insert Page Layout References Mailings Review View r Format
5 Read Lesson 6 in the Intermediate Word . _ -
guide, page 181-220. " 2 ig Corrections = ﬁ e — — — - —— — n—
Project Rem.::u'u- % coler= ‘% ‘ d‘ ‘ “ ‘—‘ :ﬁ d 'd -
el . . . 8| Artistic Effects = g~
Edit pictures using tools in Word and in the ~ Backarot 1 LA a 3
Microsoft Office Tools 2010 program, add Adjust Picture Styles
hyperlinks to text and pictures create web Mailings
page, explore options for sending files 9 iJ 5 6 ri
{R/Clug'ng email and internet fax from within “ Home Insert Page Layout References Mailings ReTiew View Design Layou
ord.
il = ) = =, - | =1 = 22 Rules ~
Downloads 1% Match Fields
Paper Tiger 2010.docx Enwvelopes Labels = Start Mail  Select Edit Highlight Address Greeting Insert Merge
Merge = Recipients = Recipient List | Merge Fields Block Line Field=  [£] Update Labels
Create Start Mail Merge Write & Insert Fields

Graphic files used in the lesson:
1Logo, Farm, tiger.jpg, wnf-logo.jpg,

Menu Maps

This lesson shows the Picture Tools and Table Layout Ribbons.

. Picture Tools->Format->Adjust->Artistic Effects, page 190

. Picture Tools->Format->Adjust->Color, page 191

. Picture Tools->Format->Adjust->Compress Picture, page 204

. Mailings->Stat Mail Merge-> E-mail Messages, page 211

. Mailings->Select Recipients-> Outlook Contacts, page 212

. Mailings->Write and Insert Merge Fields-> Greeting Line, page 214

. Mailings->Write and Insert Merge Fields-> Insert Merge Field, page 215

2. Practice
Do the Practice Activity, page 221

3. Assessment
Review the Test questions, page 222.

NOOAABRWN =
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Online, Anytime

In 1983, Microsoft Word was considered a word processor. The text on the page was typed in just like a typewriter. The focus was on
typesetting and formatting the fonts. Most of thecomputermama's students have never seen a typewriter! In the old days, if you wanted
more than one copy you placed a sheet of carbon paper between the paper and typed harder. This lesson introduces several ways to
publish and share your work online, anytime. So, if you are ready, please Start the Program Microsoft Word.
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Paper Tiger

At the dawn of the computers age, we
were promised that we would be living in
a paperless society. Hah! The more we
work with computers, the more paper
we generate. What can we do with all of
this paper? Reduce, reuse and recycle.

Our goal is to make a Paper Tiger flier
to get other businesses involved in a
paper drive to raise coins for Charity. It's
good will for your company, Charlotte's
Website. It's good for the environment.

Try This: Catch a Tiger
Please open an Internet browser and
type www.Google.com for the address.

Choose Google Images and type in
Tiger. Keep going...
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Catch A Tiger

Google Images will bring a wonderful
collection of pictures. Please note: many of
these images may be protected by
copyright. If you are looking for royalty-free
images, please consider going to Wikipedia,
the free online encyclopedia.

Here are some references sites:
http://www.worldwildlife.org/tigers/
http://en.wikipedia.org/wiki/Tiger

How do you download the picture from the
Internet and into your document?

Try it: Save A Picture from the Internet
Place your cursor in the middle of the
picture. Right click to get a list of options.
Click on Save Picture As.

Save the picture to your documents folder.
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@ Example: Office XP Photo Editor

Microsoft Photo Editor Microsofl Photo Editor

The Computer Mama started EF0 B YRy neueyETTRos: 0ok Wi HED :
working with Microsoft Office a long NEE &S| idil- ~ QL2 Y6 5Fhox ~]
time ago in a galaxy far, far away.
One the things that improved with
each new version was the picture
editing tools.

O le

T untitledS

Early versions of Microsoft Office
97 came with the Microsoft Photo
Editor. It was a simple tool for
creating special effects.

In MS Office XP, the Photo Editor
was found on the Start menu in a
folder called Microsoft Office Tools.

You could use the Effects menu in
Photo Editor to change the texture
and color of your photos.

Keep going...
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:1 Microsoft Office 2003

Picture Manager
Microsoft Office 2003 did not
include the Photo Editor. Instead,
the software suite comes with the
Microsoft Office Picture Manager.

This little software program helps
you to remove "red eye," crop,
and adjust the color. However,
there were no special effects.

Keep going....
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Example: Office 2003 Picture Manager
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When Bill Gates, founder and former CEO of Microsoft, speaks in
public, he prefaces each phrase with the words, "very, very,
very..." So, imitating Mr. Gates, Picture Manager is a very, very,
very simple program.
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The Photo Gallery

Microsoft Office 2010 offers a [osp—
Picture Manager which can be ’,wa
found in the Office 2010 Tools. P

1. Emcerdly B o
el U By

Try it: Use the Picture Manager

Go to Start ->All Programs.

Go to Microsoft Office and find the
Microsoft Office 2010 Tools folder.

Click on Picture Manager.

What Do You See? The Picture
Manager offers options for:
Brightness and Contrast

Color Balance

Cropping

Rotation

Red Eye

Where Have You Seen This
Before? Yes, these tools have been
added to Microsoft Office 2010!

L S melecied {X29.6)
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Start-> All Programs -> Microsoft Office -> Microsoft Office 2010 Tools
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 Edit Pictures -
@ @ | &

1 files selected

Correct pictures automatically

To automatically correct color and
brightness for the selected
pictures, did: Auto Correct.

Auto Correct

Edit using these tools

u Brightness and Contrast

& color

-|'a" Crop

@: Rotate and Flip
£ Red Eye Removal

Change picture size

\_"é Resize

ﬁ Compress Pictures
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Insert a Picture
Microsoft Word has a gallery of
Artist Effects. Let's get started:

O le

1. Try it: Insert a Picture

Start Microsoft Word and open a
new, blank document.

Go to Insert->Picture.

Please choose the tiger image
you downloaded.

Keep going...

Memo to Self: You can copy the
Sample Pictures from our online
course to your Documents folder
or use your own pictures if you
wish.
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Insert-> Picture
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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

When you insert a picture, Word 2010
displays the Picture Tools. As we have
seen in the Beginning Guide to Word,
this is rich palette of options.

2. Try This: Center the Picture
Click once on the picture to select it.
Go to Home->Paragraph->Center.

3. Try This: Use the Artistic Effects
Click once on your picture to select it.
You should see the Picture Tools.
Go to Format ->Adjust.

Try the Artistic Effects.

What Do You see? Each Effect is
displayed as a little thumb nail image.
You can click on one the Effects if you
wish. Keep going...

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

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

4-1. Insert and format Pictures in a document: Artistic Effects
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@ Picture Tools-> Format -> Adjust ->Color

O le

Create a Washout i T S o ppm——
This picture will be placed behind the = ™ e & wll < ok ol o e ol e ,',' o o
text. So, the image needs to be light =~ T i:‘".."""" it T
enough for people to read the words. |« ..nn.m“[ R KRR RS MR RN T 8
=

4. Try This: Create a Washout ;

Click once on your picture to select it. : - - - n- h h
You should see the Picture Tools.

Go to Format ->Adjust. . g ﬂa n ‘
Go to Color.

Look in the Recolor options. Each 7 . . . . . . .
option has a name. Find the Washout.

i

Keep going...

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

r,,,o" Picture Tools-> Format -> Adjust ->Color ->Picture Color Options...

Advanced Color Options e ———— e ) - 5
. S e | ] R SR R B By i

The Color galleries have many preset o B el ol ol ol o T e ==

formats that you can apply. There are = A 7" = — i I - el el iaee

more advanced color options available . G SO SO IOr SR CORTOCCE COCNOONS COCTDRC) IRy g

at the bottom of the Color menu. [

5. Try This: Picture Color Options :
Click once on your picture to select it. ‘ “
You should see the Picture Tools. '

‘ Format Pctse
Go to Format ->Adjust. = ——
Go to Color. " S~ _———
Go to Picture Color Options. . - Picture Color
% Maore Variations ‘ o Color Saturation

@5’ Set Transparent Color

X o presets:
:"'w--’ Saturation: 40

% Picture Color Options...

© Pcne (ol

What Do You See? You can adjust the o Color Tane
Color Saturation, Color Tone as well as . Presets: |27 w
Recolor the picture. — —3 :

Temperature: —| I— -?,EUCI Iil
So far so good.

Recolor
Presets:
Reset

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 Color Options
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Working With Layers

Microsoft Word can have several
layers of text and graphics. This
goes back to how fliers and
brochures were produced before
computers. Each element was
pasted on its own sheet, or layer, of
paper. There was one sheet for the
black text, and a different sheet for
the photographs. These two sheets
were made into two separate
negatives at the printer.

wary

Let’s put the tiger on a layer.
Try it: Format the Picture

Click once on the picture to select it.

Go to the Picture Tools

Click on the Format Ribbon.
Click on Wrap Text, you will see a
set of options.

Choose More Layout Options.

Keep going, OK?

Picture Tools -> Format -> Wrap Text ->More Layout Options
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Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document: More Layout Options
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Advanced Layout

Text Wrapping adjusts how the
text acts around the picture. If you
choose In line with Text, the
picture will behave like text and
move with the words.

If you choose Square, the text will
surround the picture like a frame.

If you choose Top and Bottom,
the text will not be placed on the
left or right side of the picture.

If you choose In front of text, the
picture will be stuck on top of the
text like a sticky note.

Try it: Text Wrapping
Select Behind Text. Now, the
picture will be behind the words.

Picture Tools -> Format -> Text Wrapping ->More Layout Options
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Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document: More Layout Options
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@ Picture Tools -> Format -> Text Wrapping ->More Layout Options
E CEERCES Pt Ty JE10 + Mot Wi o s [ s oo e e i s e b =Ric B i |
Picture Position _ -:-w“::. -:...,,, Brimion  Maieg  Reew  Vew | Pt e — @
: By definition, the position of the text e e o - - [ e
in a word processor like Microsoft ) —— ot e M
Word is measured by how many [& (oo R TR RS W T I RS TR

lines is it from the top and how many q
units from the margin. '

Graphics can be freely placed. Word : |
uses an anchor to measure the e
picture’s position on a page. | -

e
Graphics also freely move when text : I 6] s [
is added or deleted. Sometimes the G tpae o
entire layout scrambles when - | B
another picture is inserted. i I o -
There is an option that locks the e " —
picture into a position on the page. ket FlLepont e el
Try it: Lock the Position
Go to More Layout Options =
Go to the Position tab.
Find the Options on the bottom. - :
Select Lock Anchor. Options

[|iMove object with texti

Keep going... Lock anchor

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

Comma Training Page 195



@ Home -> Paragraph -> Show/Hide

Show/Hide ;

uary

b Copafoay (B v\ A' a0 A | WD 7 : BhCelx  AsBbCry Tk fi e -
Try This: Show the Anchor (B = mten_Iu A o 1!1!~ 1 P AaB Aab .cﬁp -
Click once on the picture to select it. oo i ey = ]
Go to Home -> Paragraph and look for |- 0 CHSSOTEONIN IR RO SRS IO I ISR SRCCHII T
the Show/Hide button. It is a 7
backwards-facing “P” on the far right :
side of the paragraph group.
L]
a . 1"'? -
=- =5 e 4[] | '
====|1=| &~ E-
Faragraph i
What Do You See? When Show/Hide ?

is turned on Microsoft Word displays all
of the non-printing characters. A non-
printing character is a symbol you can
see on the screen--such as the
backwards “P” that marks each time you
hit the Enter key and create a new line.

These characters help you with your
layout, but they do not print.

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes: Show/Hide
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@ Home ->Font

ndY H3I

Adding Text to the Layout me O e Oy e 2
1. Trv This: Add Text :3‘ st M AN A ECETE RN | oo asbcooe AaBBC Aasbee AAD | M s
- 1Ty This: . ex . . Tte ,' @7 U -denx G- %-A- EMWE 5 N | e [tneten mosngt messngr e | Ouwnge F T
Type the following text into the flier: Al A ; e g = e i
‘EF’ | SR >’ SHNNCURRE SRR SENIOURNE KRN CERR KRR SRR KERY. CE S K ]
Paper Tiger Drive :] . .
Save a Tree - Paper'TlgeI"Dl'l '1[
Save a Tiger ‘|
All Proceeds from this Paper Drive : T
Will Be Donated to the i 1
Save the Tiger Fund : 1
2. Try This, Too: Format the Text § 1
Select the text. : Save-a-Trea®w
Go to Home ->Font and format the Text 5
with the options in the Font group. . °Save-a-Tigery
: 1
- °All-Proceeds-from-this-Paper-Drivef
Home Insert Page Layout References Will-Be-Donated-todhe-ﬂ
. Save-the-Tiger-Fundq
r! & Arial +l48 v A" A7 | Aa~
B AT | | %
E3
Pate 4 [B]Z U -abe x, x| AW A~

Clipboard = Font ra

Exam 77-881: Microsoft Word 2010 Core
2. Formatting Content
2-1. Apply font and paragraph attributes
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@ Picture Tools-> Format -> Adjust ->Color

E [ ol ey e T B Taper 22U Wbt o] PO e
Can You Read it? e et e
: In this example, the Show/Hide option = ™ w5 cdl i o ol ol o ] - o = Shsstaaes - =
is turned on. You should be able to o | e i e S
see the paragraph marks for each time |+ E RN RN R RRCR REREK oy s
you clicked on the Enter key and A s

forced a new line. : :
Did the tiger picture stay locked in [ hs .

position? Is the text easy to read? : "E En ﬁ EE lger'Drlve'ﬂ
Try this: Adjust the Picture G |

select the tiger photo and go to the i - I' m- n' o

Picture Tools and select the Format : |

Ribbon. Click on Picture Effects and &E E E |
test the options. Which effect will make |~ 4 Ej Ef, 1

it easy to read the Text? : ® u
o e
=4
Save-a-Treef
“Save-a-Tiger]]
1

“All-Proceeds-from-this-Paper-Driveq]

CORAFIIE M Mo asha o fa &la o &7
EEE S N

Here's looking at YOU, kid!

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document: Adjust Color
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Add a Hyperlink AT L
We want to teach people more about i 'y Ly g . <
Saving a Tiger. Making a reference
to information on the Internet is

simple.

O le

1. Try it: Add a Hyperlink

Go to the web page, select the
address (or URL, Universal
Resource Locator) and go to Edit -
>Copy.

Return to the Paper Tiger flier.
Go to Edit -> Paste.

Here are some references sites:

http://www.worldwildlife.org/tigers/ Save-a-Treef
http://en.wikipedia.org/wiki/Tiger ‘ *Save-a-Tiger
2. Try This. Too: Test the I
Hyperlink “All-Proceeds-from-this-Paper-Drivey
Test the link. The hyperlink is active. 2 “Will-Be-Donated to-the
Save-the-Tiger-Fund9
This is one example of how Word, '
and many software products, have < e ; . ; ;
become ‘¥Web Awarz_» http://www.worldwildlife.org/species/finder/tigers/year-of-tiger.html
e B

Mgiwl w53 192 m wes

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks
6-1. Apply a hyperlink
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@ Insert -> Picture

[ 90 T T P T B0 - Werosont W SR [P P TR . . e e

Hyperlink With a Picture e YT Vs .
ep . t B KA e |- : AsboCenx | AsBbCetx AaBbC: AaBbCe ab | e
A web address can be long and difficult e T T U LI e presey frevsgpemetemeiib g’ =il oo

to type. You can add a hyperlink to an cmbeurs = s o : s same
image if you wish. . | SSNCH PN UM EORNC) G IR WAL R KRG SR R AN

v

Try This: Insert a Picture
Go to Insert->Picture.
Browse to your Documents folder and

select the Panda logo. ]
« _ Save a Tree
eep going...
P going : Save a Tiger
Memo to Self: The example on this , 9 .
page uses the official logo for the World { aa.
Wildlife Foundation. Our goalistoadd a | -
hyperlink to the WWF website. This logo
is available in our online course. You

WWF

All Proceeds from this Paper Drive
Will Be Donated to the
Save the Tiger Fund

can use a different picture if you wish.

l'-n.-un w2 I O

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

Try This: Insert a Hyperlink

Click once on the picture to select it.
Go to Insert->Links ->Hyperlink.
Choose Existing File or Web Page.

O le

What Do You See? At the bottom of the
window you can type in an Internet
address if you wish.

Keep going...

Insert ->Links ->Hyperlink

CIT 3 e Ty TS
w e | P Pepeilared Rebpean Miglegr  Bvps  Wipw Fprman = igh
AN S EEPRM L Y R B4R T O
'f‘:'r_ l:g: m 1?! Phae L': an_:ﬂilluﬂ Chast SuN_I'\HM P ——— Hll_lrFl?ll‘ll-'l?rr_ ;:_ E:Id_lll_lﬁﬂ -:: - Hepastssn 2
_ Fagii Tty Bl i L Fepder & Fael o e A il
. L e TETtis ks © 1 e ton i Dt [ oty | |

i 3, | o IE aE
L% # Hy Mo | Tages .. |
Pigen n Thy = vy e
~ Comars o T
Fegmn | 4 Ocaetichs Hotebaoi
| a1 Ptioss Fies
Al [ vl B
) metnes WOE Yeeed 2010 Fra Begherent |
[ | e e cheki 20 i | =l i
Loak in: | | My Documents
Existing File or
Web Page | Expression
Current My Data Sources
Folder .
; My Meetings
Place in This My Shapes
Document Browsed My Web Sites
Pages . OneNote Motebooks
| . Dutlook Files
Create New Recent |2 Selection Basket
Document Files 5= 2007-Word-PictureResize2
2H] better MOS Word 2010 Final BegExpert
Address; |htn:|:ﬂwww.wurldwildlife.nrgfﬁgersﬂ
E-mail Address

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks
4-1. Insert and format Pictures in a document: Add a Hyperlink to a Picture
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@ Insert ->Links ->Hyperlink

. . ( - ?| B
More Hyperlink Options et Pyl
There are two hyperlink options that you Link ta: Text to display: | = <Selection in Document > ScreenTig...

can program. The ScreenTip tells your .
users what will happen when they click Set Hyperlink ScreenTip m
the link. The Target Frame programs the
ScreenTip text:
| |Click here to go the the WWF website|

link to go to the new page, or open a new
window. If you open a new window, then

Mote: Custom ScreenTips are supported in Microsoft® Internet
Explorer® version 4 or later.

O le

your web page will still be open if your
user closes the WWF window.

(=

1. Try This: Edit the ScreenTi (]
Go trgScreenTip. P oy ] [ Cancel ]
Type the ScreenTip Text: Click here to go =
to the WWF website. | http: [ e warldvedife. arg tgers
E-mpal Address - -
2. Try This, Too: Edit the Target Frame Target Frame: New window [ x| Clage
Go to Target Frame. \ B
Choose N%w Window from the list. Set Target Frame L2 o)

Current frames page: Select the frame where you want the
document to appear:

Mew window |Z|

{none) [ set as default for all hyperlinks

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks
4-1. Insert and format Pictures in a document: Add a Hyperlink to a Picture
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Link to a Presentation
Videos add a lot of good content to a
slide show. Here are the steps to link
to a presentation.

O le

Before You Begin
Browse the Internet for a video. The
example in this lesson can be found

on the www.worldwildlife.org website.

Copy the web address.

3. Try This: Link to a Video

Select the Text: Save a Tree.

Go to Insert ->Links ->Hyperlink
Link to: Existing Page or Web Page.
Address: Paste or type the address.
ScreenTip: Click here to watch the
video.

Click OK.

Do This: Save Your Work
Go to File ->Save.

Enter a Name: Paper Tiger.
Choose a File Type: docx.

Insert ->Links ->Hyperlink

= |
Lovtt Blnk  Page Takiy
Fagr = Page  Berad "
Py Tpkiry
- i
Address:
Faprleoll Woednd

Pepe iyl Relpeans T [T
B P e Y BDe D mE 4
P\.-r.fl ) '.u.m SmEtdn Cran 1||.'|.'.-ﬂ Hasdir Towmi  Page L f.n.ﬂl .'..Jw D-':.g
Art o e e - =  Hembwi- Boar Pwh-
Byt [ Haibrt & POty To
i v ¥ v | v ] ' i .
rapel 11yvl wIIve

Tt i Shaphary st n Tige

e [Tare—
Lpun-u b e
R _BRE_Sed s

Segrne_Einn_fueiitots
u;wm.m

wnorr-"-
r:—m =1 My Ci 3 SaeiTer
My MbEtrer
1 Gd My Shigpe
. By Week e
[ Nrahiare Hardhasin

http: {fwww . worldwildlife . ora/spedes/finder ftigers fyotvideo. himil

& gt Linr -

T Dte & T
el Gt -

T Q

(qastrne Tymiad

Tt

Save a T rﬁaick Here to watch the Video

Ctrl+Click to follow link

Save a Tiger

Exam 77-881: Microsoft Word 2010 Core
6. Applying References and Hyperlinks

4-1. Insert and format Pictures in a document: Add a Hyperlink to a Presentation
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Compress the Pictures

Wait, wait, wait! Don't be in such a hurry to
print out a thousand copies of your flier. There
are other options.

O le

First, you can send this flier by email.
Second, you can submit your information to
Public Access TV. Third, you can publish this
flier on the local Web. Most cities have a web
site for the local newspaper.

Before you send out an email, please consider
the size of your document. The graphics and
images that you included in this flier may be
wonderful, high resolution images that print
well. You can Compress the Picture to make
the images smaller.

Try It: Compress the Picture
Select either picture.

Go to Picture Tools -> Format.
Select: Compress Pictures.

What Do You See? The Target Output for E-

mail compression reduces the image size to
less than half of the size of the Print output.

Picture Tools -> Format -> Adjust ->Compress Picture

, = YL i
- " 3 % -
Bamir 2 » e ep L4
Background 4B Aet Enem - S - ot -y P

158

Paper Tiger Drive

-

Compesiz Pcturm

Compresson aotore.
sty orfy 19 T xchee

¢ Qeete cogoed wem of e

Twge! s

Compress Pictures @Iﬁ

Compression options:
[] Apply only to this picture
Delete cropped areas of pictures

Target output:
Print (220 ppi): excellent quality on most printers and screens

Screen (150 ppi): good for Web pages and projectors

@ E-mail (96 ppi): minimize document size for sharing

) Use document resolution

oK ] [ Cancel

Exam 77-881: Microsoft Word 2010 Core
4. Including lllustrations and Graphics in a Document
4-1. Insert and format Pictures in a document: Compress Picture
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@ File -> Save and

Send -> E-mail

W T R Y e, T gt 18 (L s by vrer) - M et Wocd WU GG O wdi
Send Using E'mail n—__ o Pegelaet  Relwences  Malings  Rrvew  View Q
Email is an excellent choice for sharing :: Save & Sand Samd Unkng § el
and collaborating. Emails are quick, o s 0} Sand g Emat whacoy
colorful and paperless. 2 ome & = b g
Try This: Save and Send Racest [ s apom
Click on File. The new Backstage i =R
window will open. —
Go to Save and Send. e
o o
What Do You See? g R o ) Ber?
Send as Attachment adds this flier to I -
the email as a document. .
Create Link is useful if the file is shared
online in a place everyone can access,
say a SharePoint portal. -
Send as PDF converts your document
into an Adobe Acrobat format. Save & Send

Send as XPS converts your document
into the new Microsoft version of PDF.

Send to Internet Fax creates a Fax

using an Internet Fax service.

‘ lﬂE 1 Send Using E-mail

a Save to Web

Send as
Attachment |

Comma Training Page 205

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Send Using E-mail



wary

File -> Save and Send -> E-mail ->Send As Attachment

AR B Lk ey ] = Wiy = &
Send as Attachment e e e =@
E i i e & | Aar | W EE e |2 R | £
When you choose to send a document - ©° F 00T aan Lt [‘*“‘_‘f*“ﬁu“ AaBuC, Assbce AQD || AL | & s
as an attachment, a new message will s ol i - T
open with the document included. L AR I AR RN LR KR NN RS KR R KRR OO0 KRN RN ERNY. (LS I -
Memo to Self: The screen capture on Pa per Tlger rlve -
this page shows a new message in
Microsoft Outlook 2010. The option to g
Send as Attachment may not work if you |. Pyl
use webmail (such as Gmail, Yahoo : R RES
mail or AOL) as your default email . W e T L .
L ' i ol T =0 = |
program. 3 L Mt B J Qdxw < EEum i A In |
el e S N Sl - -EE NI Al
e [ Fird P
~ ':' z | From - | ebeth@commaproject.com
e
LS ="
T — ~ | To... | |ﬁ1emmputermama@hnhnail.mm
Send
e g
Fiy et | Ce. | |
Aached 1 i amad Subject: | Paper Tiger 2010
Attached: | paper Tiger 2010.docx (101 KB)
—
Hey eBeth,
b Attached to this email is the new flier. Please PROOF this flier
Thanks!

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Send as Attachment
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Send as Internet Fax

Before the Internet and Email became
the norm, businesses used Fax
machines to send information instantly.
Fax machines relied on telephone
technology: a dial-up phone. Many
businesses and households simply use
cell phones, not dial-up.

O le

However, there are enough legacy Fax
machines that you may consider
sending an Internet Fax.

Try This: Send an Internet Fax
Click on File.

Go to Save and Send.

Go to Send an Internet Fax.
Keep going...

File -> Save and Send -> Internet Fax

M 0 S gy o Ben e et Ve e ¢

k) The 1ema 0 maut Commgen

Jon

Send as
Internet Fax

Send as Internet Fax
Send a fax without using a fax machine

Requires a fax service provider

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Send as Internet Fax
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File -> Save and Send -> Internet Fax

Internet Fax Options e
The first time you try to send an Internet | = e - i
Fax Word will prompt you to set up an e fovmtms | & Mot 1 b b, L

Internet Fax Service Provider. R rentral

L™ Hi

Microsoft Office Marketplace offers links
to the Internet Fax Service Providers
who specialize in faxing from Microsoft
Office. All of these services have a
Free-Trial so you can test this option
and see if it worth the monthly service
fee.

7 RapidFAX

SEND AND RECEIVE FAXES ANYWHERE VIA

NO WORRY OFFER  spedal Features

Try RapidFAX Free * Instant start after signup
for A0 Dave o Toll.fros nusmbuee a3t nn astra

charge

* Free Tral = No busy signals & no wadting to

* $0.95 / Month send of recerve faxes

o 300 frae NDOUNG OF Suthound fax * Send and receive multple faxes at
pages atma

o Got multple users & numbers
G 1 under the same account
sion vo - YR
w— mantan
Lots of included pages

means you don't
have to worry about cost!

PSSTEREERT N

Fax Mcrosoft Ofice Documents night from your PCH

MCroaoR sad the OMce logs sre rademarcs of reguitred rademerics of Murosoh
Carporsnes o he Unted States sad'ss cthar Countrons

PO Damitban AN bt cmrme ot

Done

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Send as Internet Fax
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@ File -> Save and Send -> Save to Web

[ T Tager 2009 © Nhcomoh o

O le

Save to Web Iﬂ__“ S — ¢
Computers come and computers go. It a : Sove & Snd EERT Sign in with: Windows Live ID
is the data that matters. Microsoft Office | ... }  Sand thing mmnmmmm———"
has an option to save your important 3 one © ewne
documents to the Web in private, secure @ S in it Windows Live D Hctmait Messenger/ b LNV -
folders that you can choose to share. It Racest Borots Soiviey - @.' 1
is called SkyDrive. Here are the steps. fi R “
J wbish ; Bog Pov Sign tn i
1 Trv This: S to Web o . Signin JE—
. Try This: Save to We i
Click on File. T p——
Go to Save and Send. . b . . .
Go to Save to Web. 2 cptiems _ Sign up for Windows Live
£

2. What Do You See? SkyDrive needs
a WindowsLive ID to authentic users. ) ) ) :
You can use your Hotmail, Messenger Elizabeth Mofs's SkyDrive (Mot Elizabeth Mofs?)
or xBox password. You can also create 2

a new account if you wish. _ _ _
Keep going... Windows Live SkyDrive

Personal Folders

— My Documents
I_.ﬁ Shared with: Just me

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Save to Web
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Using SkyDrive
SkyDrive, like webmail, can be
accessed from any computer,
anywhere. Your data is stored
on a robust, commercial server
so if your own laptop goes
down, your work is still
available.

O le

3. Try This, Too: Create a
New SkyDrive Folder Online
There is a Documents folder in
your SkyDrive. You can create
a new one. By default, all of the
folders are private until you
choose to Share them.

Comma Training Page 210

File -> Save and Send -> Save to Web

o e T = Leirsch Ve T — . it

F Memr Imet  Pigrimed Belmerem Melegn Bwview Ve (7]
ft-r |

I Sava & Send Fave w0 Windows Live SiyDrive
Laer
| il oot A . Tt i Vi 0 SO0 thet dECLManE e ey SO P 0o 0 Shat i with Dk paple.
5 open L] Saned Uhning -l
AL Elaberth Hofy s SeyDvere [hiot Encptons boh ) [ ]
g e
Ll Wi Liv St CiMew | O
Raceed m Sren to SharaPoant Personal Felders
| | My Deurrobr ;
| b Gl Pk B P i i it il e v K
| e 10 | ]
Pt — - AR———
R a - ed
Help . Le An
Cieate B{FWFS Disfumest
1] i =
(3

5a Create a folder - Windows Live

£ 7 windows Live™  Hotmail (3

’ o Create a folder
Elizabeth » Office » Create afolder

Mame: | Office 2010|

Share with: Just me Change

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Save to Web
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Email Blasts

Each of these Save and Send options
demonstrated how to share your
documents online: E-mail, Internet Fax
and SkyDrive.

Say you wanted to send this flier to
everyone in your email Contacts. You
can create a Mail Merge that will
automate your task: an email blast.

1. Try This: Create a Mail Merge

Go to Mailings->Start Mail Merge.
Click on E-mail Messages.

Keep going...

Mailings->Start Mail Merge ->E-mail Messages

Hoemsd Werdl Decummt

B 5 by U A L R e

.H.FIHII. T | T =

b
i : i ) i [} K a¥eaii] n
- -
Paper Tiger Drive
H.nme Insert Page Layout References
[

e |
Envelopes Labels | |5tart Mail Edit HigHh
Merge = |Recipients ~ Recipient List | Mergg

Create

Letters

]

Labels...
Directory

FEIDLDw

Envelopes...

E-mail Messages

Mormal Ward Document

Step by Step Mail Merge Wizard...

Exam 77-887: Microsoft Word Expert 2010
4. Performing Mail Merge Operations
4.1. Execute Mail Merge: E-mail Messages
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@ Mailings->Select Recipients ->Outlook Contacts

E = iE R T 291 e
Select Outlook Contacts i Rl e T T = 2
: The second step in any Mail Mergeis . . .. & . e LT
to choose a Record Source for the [ e T T o i =2 —
Recipients List. - S = R = : ; '

Al Seect frpm Cutiesk Contacty

.. . . L] |
rages maneted o e Paper Tiger Drive
and use a table in Word, Excel,

Access. Microsoft Outlook has a table |
as well: the Contacts folder.

2. Try This: Select Recipients
Go to Mailings-> Select Recipients.
Click on Select from Outlook

n .
Contacts Mme Insert Page Layout References Mailings
Keep going... Ty =
= & = F

nvelopes Labels | Start Mail Edit Highlight Addre
Merge = |Recipients =|Recipient List | Merge Fields Block

Create | E Type Mew List...
Use Existing List...

]

4= Select from Outlook Contacts...

Exam 77-887: Microsoft Word Expert 2010
4. Performing Mail Merge Operations
4.1. Execute Mail Merge: Select Outlook Contacts
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Outlook Contacts

O le

included in the Mail Merge.

. EE =
Keep g0|ng"' Tow i b of rocoeeety ot el b wsed 0 pr e e e oot bl b o o charge vour el Use S
dhedibnt b e i St rOpee i o Pt et Wit viur bl ready. dick O
T Torca [ = [P [Tl o [Compary | A
Comicti [ Covethen Ly
Contach ek Wary Wby pec M S & s
Lty 7 Gy L
J Contactt [ Cuoremeege  Pasd
Cotach 7 Doksmn etk
Commucit " csbdion Brad ELAM M Lk Bew b
Comtih [ Dumsthan amdrey Winrhdengs Lomamdy Sy 3y,
. e £ cormiart  Gboea [* (1Y
™ o [ Pt ogeent bt -
T Comtum = Bl s
r ] ra
By Frsd chplcates. ..
] e recement.
Jr iy siirewe
=1
=)
_® a
KL 5 ]
- | e i 035,00 HEAE 3 m s -
A .
L .
: \\\ : .‘
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Record Source like Access, Excel or L o e T o e B sl P
Outlook, you will be presented with a & ; - ! ; ! r ;
Table of names that you can Sort, Filter

or Select (by check mark) who will be Pa pe r T i g er D rive

Mailings->Select Recipients ->Outlook Contacts

i.'E.I:l"'-'.' TR T — — - mmrﬁm,mmmh_—h-mw e — 7 —

“ - el Fagt Layoas Erttirsini (LTSN Feors rrm

What Do You See? When you select a 189 B 3

Ererizpr isbel  Sier blel  Sried
Mgips - Rycipsnts -

Fevperds

frl;:]

Exam 77-887: Microsoft Word Expert 2010
4. Performing Mail Merge Operations
4.1. Execute Mail Merge: Select Outlook Contacts



Mailings ->Write and Insert Merge Fields

Insert Merge Fields s e o m— @ wie =
: You can customize the Mail Merge with . ot ‘”?1--», :;,; e e e e

a Greeting Line. Here are the steps. - e | e S " oo e rev

Fes . H . H - . - : - H B H B 4 . v v H ﬂ
3. Try This: Add a Greeting Line ¥ 2 5 1
Go to the Mailings Ribbon. e |7 [t
Go to Write and Insert Merge Fields.
Select Address Line. Greeting line format:

Dear |E| Josh Randall Ir. IEI ' |Z|
- . . d|
£es et S i —— Greeting line for invalid redpient names:;
;_El '_=__j _=__j Dear Sir or Madam, |E|
— Preview
MZL?;ZI::?SIES Aglir::s Grfier;c:}ng Ins;‘;‘émfrge Here is a preview from your redpient list: |
Write & Insert Fields ki< |e0 [ [

What Do You See? You will be asked Dear Alex Weddon,
to choose a Greeting line format as
well as a Greeting Line for any Recipient Correct Problems I
who may have invalid (or incomplete) If items in your greeting line are missing or out of order, use Match Fields to °
data. o identify the correct address elements from your mailing list. -

m—— Match Fields. .. :
Keep going...

[ Ok ] [ Cancel ]
. —— —— 4

Exam 77-887: Microsoft Word Expert 2010
4. Performing Mail Merge Operations
4.1. Execute Mail Merge: Insert Greeting Line
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@ Mailings ->Write and Insert Merge Fields

E G EREE Tt 2008 = Mhecorich g Ry |
Insert More Merge Fields M8~ o mooe e v e e | - 4
5 4. Try This: Insert More Fields Ry it i:.,::-._,#;f;__g T;:" vgpagst e G s b ey

You can add additional Mail Merge
fields to this email if you wish. fé

We Were Disappointed to Learn: Pa per T i ge‘ r D rive
When you selected create a Mail Merge
for E-mail messages, the document

changed into a different page setup. «GreetingLine»

«Company»
Did you notice that the picture that was
placed behind the text moved to the Save a Tree
bottom of the page? It is surprisingly ’
difficult to move and format the picture Save a Tiger

when it is behind the text, now.

Keep going...

«GreetingLine»

«Company»

Exam 77-887: Microsoft Word Expert 2010
4. Performing Mail Merge Operations
4.1. Execute Mail Merge: Insert Merge Fields
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@ Mailings ->Preview Results

Preview Results

O le

. ) ; . BB B [ T il = ERICEE W™
It is a wise precaution to Preview your = & &0 e L e S
Mail Merge before you email them. Say e e A T s ST
you wanted to review one specific | s s - ; i - o b

name. You can use Find Recipient to B : :- o - _
look them up and proof the information. Pa per TIger Drlve

5. Try This: Preview Results
Go to Mailings ->Preview Results. Dear Alex Weddon,
The example on this pages has 60

ipients. Th left and right let
you page ihrough the messages. Dear Alex Weddon,

M 4 &0 M

i Find Recipient L N N

Ji, Auto Check for Errors
L2 [
"_‘

%

Preview Results

Find Ent
- —— ‘-l-..‘.-

Try This, Too: Find Recipient. Find: | Alex
When you click on Find Recipients, a -
little widow prompts you to enter a name Lookin: @) Al fields
or address to search. e | T () This field: E|

Keep going... [ Find Mext ] [ Cancel ]
_—

Exam 77-887: Microsoft Word Expert 2010
4. Performing Mail Merge Operations
4.1. Execute Mail Merge: Preview Results
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Finish and Merge

O le

When you select Send E-mail
Messages, Microsoft Outlook will
create a unique, customized email
message for each of the Contracts.

We Were Also Disappointed to
Learn: Depending on your Internet
Service Provider and which service
you use for E-mails, you may be
limited to sending less than 100 (or
even 10!) E-mails each day. The
Computer Mama had to break up a
large County E-mail blast into small
groups of less than 100 per day.

6. Try This: Send E-Mail Messages

i : !

Mailings -> Finish and Merge -> Send E-mail Messages

a0
P Pept Pupe lapel Belpeeols | by | Bplew View = g
. —_i- —.I an o SO L g}l: H = M o
1 o E L3 — —E kel Purih &7 Porell Mgt v
Erspiage Labal Sl hisd e [ L PRghlighi  Addem Guwtng Irain brge Pryoes Firan &
bvge - Rrcpanis + Recpant et Moge Fickdt Bk Lirs il = d i L Bty o Bl SR e i rgr - ‘
Wil & P Parkdi Provere Rty

it Has Mgd blirige , £ Dt Sl Dhed usat el
¥ i i [ . B Conaminn

vl

Paper Tiger Drive
Dear Alex Weddon,
LNN]|

Save a Tree

Save a Tiger

Merge | |

Preview Results

473 Edit Individual Documents...
% Print Documents... I

L I

LYy Send E-mail Messages...

Exam 77-887: Microsoft Word Expert 2010
4. Performing Mail Merge Operations
4.1. Execute Mail Merge.: Finish and Merge
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E 7.
Mailings -> Finish and Merge -> Send E-mail Messages

Merge to E-mail S T AR ST T AT -
. . . =’} ! - - - H 3
The last step in creating the E-mail blast ,,,_,;,,u_' L E ™~ M;l, M;-l coming Bt s M R CYpeaneoens ||
is to add a Subject line. e s e gy _
|; i 1 b v ] v ] T By i Bcumpnn : :ﬂ

LT T IPPRTY SR

By default, Microsoft Word chooses the B "- LEREE AN SEs i .
Email_Address field and the Mail format. P per Tlger Dnve

7. Try This: Merge to E-mail -

Go to Mailings->Finish and Merge. Merge to E-mail M
Click on Send E-mail Messages. o
Fill in the Message options. Message options
To: | Email_Address |Z|
Subject line: |Sa'u'e a tree! Save a tiger| |
Mail format: |I—|TI'-'IL |Z| i
Send records
@ Al
i) Current record
(™) From: | | To: | | E
a
.—r ......... - h ..
I oK I [ Cancel l2@ia m axmw (=) i [+

Exam 77-887: Microsoft Word Expert 2010
4. Performing Mail Merge Operations
4.1. Execute Mail Merge: Merge to E-mail
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Start-> All Programs -> Microsoft Office -> Microsoft Office 2010 Tools

e . ; e
[ ] H -y il Brirad Pue Wirn =)
You've Got Mail! e B P ——— an
. . " 9 aly CGa | | TR ke o & - i R 5 1 ey e S %
So, what does it look like when you = | moune- ?S' L " S owr ol i W o Wesesen =]
receive one of these E-mails? The new =2 *" R e e [ e e M B L LT
messages will be sent to each recipient- | « s ‘ 2| Save a treel Save a tiger .
-not as a distribution list (W|th hundreds ;m"-l L R liestit s tse " % gheromputermama < ebethi@oommaproject.oom E 3
of names in the Cc; box) but one DL e e .1 o ediriepdl E
message for each name in your 3 Lontm Crter Tty | b s e 11
Contacts folder. —pedo e s I i
S e o Paper Tiger Drive
romaphns gragtegresnt o et 439 L 4
= Ll Btaii - . " and i " E
Your Mail Merge messages look like a 5 stiais Y e i st L M § Elizabeth :
- H L Pty largpsiis Lanta o R PR o
web page..nch text, colorful graphics o - ""‘.. ‘ Comma Project LLC i
and hyperlinks. Way cool technology. e vt e -
o Lot Tur B2l Save a Tree
o BliTRG Clt haiind ded bi "
Loy ! 3 Peat Fust BT1
= e rabseg Save a Tiger
3 Dadbem 4 B mal wlde
i Prora .
- Pacomry 4 marsy Bk [T ]
1 Fion Paed o ¢fl
£ RS Fersn & LEan Dy TR
B Searon Faanen . - M .
2 Sevmey 8 l-ai-u:..w_--;?-s-mmn-e il 0]
l:::rnl:l e & braly . L Bl L
] Tachnalegy Meniiy rerdl Lnew o ) o |mu
Y s g
. 4 Personal Folders ¢ P|
L =] Inbox {1)
b i] Arrange By: Date | Mewest on top -
L7 Drafts [2]
[ Sent Items -] thecomputermama 7:34 AM

: :
l & Deleted Items Save a tree! Save a tiger

Exam 77-887: Microsoft Word Expert 2010
4. Performing Mail Merge Operations
4.1. Execute Mail Merge
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a0, T 2087 Whcnsseh ey n ey
n some Sust T Peorimet  Relvesss | Momngs | Sutew T View ]
g » " — ¥ oy N \ s + t{ Niew » M
- - e

[

] Pt Recpeent >
oo Fran s

e L e

Frictionless Marketing S S o e
In his book, The Road Ahead, Mr. Bill | oo oo vomson s D ISRt Byt Deosas .
Gates, founder of Microsoft, predicted 5 - = e
that computers would enable
"frictionless marketing." The beautiful Pa per T'ger Drlve
flier that we just created would cost
thousands of dollars to print in color and Dear Alex Weddon,
mail by US Post.

LNN|

Save a Tree

P v Be 3y e e

We just designed an excellent campaign
that did not cost anything for printing or
postage. No friction: nothing to hold you
back! So go get a cookie, maybe two,

You done good.

< ‘}_t',
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Practice

Lesson 6: Online, All the Time
Before You Begin: Download a sample picture: Farm 7. Enter the following Text:
Start Microsoft Word 2010.

O le

Charlotte's Website
Try This: Do the following steps Format the Text: Tahoma, 18 pt, Centered
1. Open an new, blank document. 8. Add a hyperlink:
2. Insert a picture: Farm www.freshfood.com

3. Format the picture as follows:
Position in Top Center with Square Text Wrapping
Crop to Shape: Rounded Rectangle
Picture Style: Reflected Rounded Rectangle
4. Adjust the Picture Color Options:
Change the Color Tone. Make the Temperature: 8,800

Set Target Frame: New window
Edit the Screen Tip: From the farm to your table

9. Format the hyperlink: Tahoma, 14 pt, Centered
10. Save as YOUR NAME Online Practice.docx

5. Format the Text Wrapping:
Send the Farm picture Behind Text
Use the layout options to Lock the Anchor

6. Go to the Paragraph Group and click on Show/Hide to
show the Anchor.

ssascesssg 8=
i eoe geeess®
aseeses &S

-
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Test Yourself

1. Which of the following can the
Microsoft Office 2010 Tools Photo
Manager program do?

(Select all correct answers)

a. Crop

b. Red Eye Removal

c. Artistic Effects

d. Brightness and Contrast

Tip: Intermediate Word, page 188

2. Word can have several layers of
graphics.

a. True

b. False

Tip: Intermediate Word, page 193

3. The Lock Anchor option keeps an
image from moving around the page.
a. True

b. False

Tip: Intermediate Word, page 195

Comma Training Page 222

4. Which of the following is true?

a. A hyperlink can be pasted into a
document and still works when
clicked taking a user to the address
b. A hyperlink cannot be pasted into
a document

c. A hyperlink can be pasted into a
document, but, when clicked, will not
take the user to that address.

Tip: Intermediate Word, page 199

5. A Word document can be emailed
directly from Word using the Save
and Send option.

a. True

b. False

Tip: Intermediate Word, page 205

6. Which of the following is true?
(Select all correct answers.)

a. The Send as Attachment attaches
the document to an email message.
b. The PDF option converts the
document to a PDF and then emails
it

c. The Create Link option allows
users access to the file stored on
your personal computer.

Tip: Intermediate Word, page 206

7. Which of the following is true about
SkyDrive? (Select all correct answers)

a. Uses WindowsLivelD for logging in

b. The Files stored on the SkyDrive are
accessible with the Internet

c. Saving to SkyDrive is available with the
Save and Send command in Word

Tip: Intermediate Word, page 209

8. Which of the following is true?
(Select all correct answers)

a. A Mail Merge can be an email
b. A Mail Merge email sends one copy to
all recipients using the CC function

c. A Mail Merge can send a separate
email to each recipient

Tip: Intermediate Word, page 211
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Intermediate Word Skill Test

Before You Begin: Start Microsoft Word 2010.
Please do the following steps:

1. Open the sample Word document:
"Locally Heavy Rains Soak Southeast Michigan."

2. Add the following text to the beginning of the document:
Rain Washes Out Hamburg Michigan
Apply Heading Style 1 to the text

3. Select all of the text EXCEPT the headline you just formatted.
Format the highlighted text into two COLUMNS. Change the FONT
size to 12 points.

4. Insert a picture from ClipArt. Use clips online to find a rainbow
picture. Format the picture as a WASHOUT behind the text.

5. SAVE your work as Your Name Word Intermediate Skill Test.
6. Open a NEW blank Word document

7. Create a new TABLE with four columns and six rows.
Add the following labels to the first row:
First Name, Last Name, Department, Location

Word 2010 Intermediate Skill Test

Page 1 of 2

8. Add the following data:

Deeter Poohbah Training Detroit
Mary Contrary Marketing Lansing
Alex West Web Designer Ann Arbor
Leo Michaels Engineer Ann Arbor
Charlie Barliman Sales Lansing

SORT the data in the TABLE by City then by Department.
Save the document as Friends and Family.docx.

9. Return to the Newsletter (Your Name Word Intermediate.docx)
Change the paper size to 8" x 14”

10. Add two BLANK LINES Between the Headline and the first
paragraph of text.

11. Create a MAIL MERGE using the Friends and Family list as the
Data. Insert the merge fields:
First Name, Last Name, and Department

Keep going...




E Intermediate Word Skill Test Page 2 of 2

Page 2 of 2
12. Format the Department Merge Field with the Style: Subtle Emphasis. ,

O le

13. Insert a table with 2 columns and five rows

14. Merge the cells in the top row

In the top row, add the text Rainfall

15. Add the following months and rainfall amounts

March 6 inches
April 11 inches
May 4 inches
June 2 inches

16. Format the Table borders to be color white

17. Add a hyperlink to the text Rainfall.
Set the hyperlink to go to www.weather.com

18 Save the work: Your Name Word Intermediate.docx

Please submit your Skill Test online.

Word 2010 Intermediate Skill Test
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