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INTRODUCTION

These notes and exercises are aimed at those who already know how to use
Word 2007 but would like to further their knowledge of the application.

Knowledge assumed

you will have a working knowledge of Word 2007
experience of using Windows

Areas covered

creating and use templates
inserting objects into a document
creating and import charts
linking and embed and object
working with headers and footers
working with sections

quick parts and building blocks
borders and shading

Word2007Intermediate (020611) 1 ©De Montfort University, IT Training 2011



fﬂﬁ Document signposts

Instructions for you to type

Bold text

Shortcuts
ﬂ
Reminders
r.»
NS
P
Notes
.
Exercises
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GETTING STARTED

Before you begin, you should take a look at the layout of the Word 2007

window so that you know where to find the tools you will be using.

To see this window you must open Word 2007:

» Double click the Microsoft Word 2007 shortcut icon on the =
deSktOP Microsaft
or Word 2007
» Click the Start button
> All Programs
» Microsoft Office
» Microsoft Office Word 2007
A blank document is opened ready for use.
Microsoft Office Tabs Ribbon
button
@»J Sdlo9-oldad &ed-BER{E8 ) Document2 - Microsoft Word - 8 X
7;‘ Ho;f Insert Page Layout References Mailings Review View Developer @
T8 reaans i [ x| (= 2T ER ] [sosbcer| asboeer AABB Aasbec ~ A P
Pafte f |BV I g:- abe X, Xx* Aa’“aR?vA" | ] fiNormal |17 No Spaci.. Headingl Heading2 - g;alz‘sgf :Seled' ‘
||Clipboard [ Font & Paragraph Tl | Styles i) Editing | |
= ' R R AR T T T A TR T TR R o 0 ) ' 5

G

(0 R AT IR TP o U © G P (VIO Fl N I S -t P ke o U 0 0% A B

16+

Section:1 Page:iofi | Words:0 | &% English(UK) | &I | | ElEN

Status bar View buttons
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THE OFFICE BUTTON

The Office Button lists the commands that allow you to open and save a
document as well as print it. You will also see a list of recently used
documents.

» Click the Office Button {2@

At the bottom of the dialog box is the Word Options button. This gives you
access to several settings within Word that you can change.

Recent Documents
Hew
1 STUDY SUPPORT IM THE LIERARY.docx =
=] 2 The Flanets.doc =
7 QOpen
3 Histary of London.doox =

I
L
o
m

= ..J|

7 =
LA

o

o

RE

7]

-

Print 4

Prepare »

Send 3

/ Publish »

= =}
L
> Close

J Word Options | | 2 Exit Word

» Click the Word Options button
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The Word Options dialog box is displayed initially showing the most popular

items that you might want to change.

Word Options
[“poputar = —
| 7@ Change the most popular options in Word.
Display
Proofing Top options for working with Word
Save Show Mini Toolbar on selection (i
Enable Live Preview (i
Advanced
| Show Developer tab in the Ribbon (&
Customize Always use ClearType
V] ¥ i 8
R Open e-mail attachments in Full Screen Reading view

Color scheme: | Blue v
Trust Center

Resources
Personalize your copy of Microsoft Office

Username: |Pam Payne

Initials: PP

ScreenTip style: | Show feature descriptions in ScreenTips

v

Choose the languages you want to use with Microsoft Office: |_Language Settings...

e

» Select one or two of the other option groups on the left side of the dialog

box to see what preferences you can set.

PLEASE DO NOT CHANGE ANY OF THE SETTINGS.

> Click Cancel to close the Word Options dialog box

Word2007Intermediate (020611)
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THE QUICK ACCESS TOOLBAR

To the right of the Office Button is the Quick Access Toolbar.

- < Customise Quick
=l - g )+ Access Toolbar

By default the Quick Access Toolbar contains three buttons but you can add the
commands that you find most useful.

» Click the Customise Quick Access Toolbar button

A menu is displayed showing a short list of commands. The commands already
on the toolbar have a tick to the left.

d9- 0 H
Customize Quick Access Toolbar
Mew
Open
v | Save
E-mail
Quick Print

Print Preview

Spelling
v | Undo
v | Redo

Slide Show From Beginning
More Commands...

Show Below the Ribbon

Minimize the Ribbon

» Click More Commands ...

A list of popular commands is displayed.

@ Customize the Quick Access Toolbar.

Choose comman ds from: Customize Quick Access Toolbar: i

Popular Comm

v For all documents (default) v

[ <separator> ~ i save

Action “) Undo ¥
Bring Forward U Redo
8
C

4 DrawTable

([ Draw Vertical Text Box

|Z] Duplicate Selected Slides

= E-mait

) Format Background...

\‘:‘, Format Shape A
] Group

1@, Insert Hyperlink

|8 mnsert Picture from File

/&= 1ayout

v

ick Access Toolbar below the Ribbon
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To add the Open command to the toolbar:

> Scroll down the list on the left hand side and select the Open
Command

> Click Add>>

The Open command is added to the list of items in the right had window.

» Click OK

The Open command is displayed on the Quick Access Toolbar.

= 0= )+

» Customise the Quick Access Toolbar, select the Open command in the right
hand window and click the Remove button

The Open command is no longer on the Quick Access Toolbar.

» Customise the Quick Access Toolbar again and click More Commands
To see a comprehensive selection of commands:
» Click the down arrow to the right of the Choose commands from: box

» Choose All Commands

Choose commands from: (i
All Commands b

Popular Commands L
Commands Mot in the Ribbon

All Commands

Macros

Office Menu

All available commands are listed.

» Click Cancel to close the dialog box
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Add a ribbon command to the Quick Access Toolbar

» Point to the command
» Click the right mouse button

» Choose Add to Quick Access Toolbar

If you prefer, you can customise the Quick Access Toolbar so that is displays
below the ribbon.

THE RIBBON

The ribbon is designed to help you quickly find the command you need to
complete a task. The commands are organised in logical groups which are
collected together under tabs. For example, when you first open Word the
Home tab is the one that is selected. This contains the most commonly used
commands.

O\ LD E W& O QA SeEd-E8-8- )+ Document3 - Microsoft Word - 5 X
o
[ Home | Insett Page layout  References Mailings Review  View Developer ()]
= SR | I = Find ~
) Trebuchethis ~12 - Al EE “’%3 2
- [l 2ac Replace
Paste B I U ~abe x, X Aa~||¥~ A~ |= - - i Normal |17 No Spaci.. Headingl Heading2 Change
v J = L = T Styles~ || W Select~

Clipboard Font . Paragraph ] Styles | Editing

Within each selected tab, the commands are placed in groups so that those
used for a similar purpose are together. For example the Editing group includes
Find, Replace, and Select.

&4 Find -

2ac Replace

kg Select -
Editing

When you select a different tab the ribbon shows you different groups of
commands.
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» Click the Insert tab

@)D SHIE9-0|REA ST ER )7

o

7/ Home Insert Page Layout References Mailings Review View Developer
[£) Cover Page ~ j ] ,jij Df}) T m &, Hyperlink 3 j j
|] Blank Page L At ket 4 Bookmark — 2
= Table Picture Clip Shapes SmartArt Chart Header Footer Page
=l Page Break 3 Art E: "4 Cross-reference G S0 Nufiber Y

Pages Tables Nlustrations Links Header & Footer

Word2007Intermediate.docx - Microsoft Word - o X
A 2 Quick Parts ~ | Signature Line ~  JT Equation v
Al wordart ~ (5} Date & Time €2 Symbol ~
Text =
Box~ 2SDropCap~ "4 Object ~
Text Symbols

Now you see commands relating to Pages, Tables, Illustrations, Links, Header &

Footer, Text and Symbols.

» Look at the other tabs to see what they include

There are also tabs that display only when they are needed, for example if you

select a picture or Word Art in your presentation.

These are called contextual

tabs. We will look at these later in the training course.

Word2007Intermediate (020611) 9
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TEMPLATES

Every Word document is based on a template that determines the basic
structure of the document. The default template is called Normal which
includes information such as the default font and size, line spacing, paper size,
and margins.

The Normal template is used automatically when you open a new document.
However, you can choose to use a template that you have created yourself or a
different one that is supplied with Word.

In this part of the course you will create and use a template for a letter and
also produce an envelope.

The template will look similar to this:

Trz Seoactgl Saonists
Laggits Dattgns -
Wiy .'_‘.-LE'j:_:
Szz Sidsz
SEa5 1hE
04 March 1005
Domar
SUBJECT
Start k=tter hare

e |

There are several ways to save a template however we will look at only two:
1. creating a new template
2. creating a template using the save as option
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CREATING A NEW TEMPLATE

» Click the Office Button

> Click New
The New Document dialog box is opened.

New Document @
Templates A

Blank and recent |

Installed Templates

‘ [ . - i 2] ‘ Blank document

My templates...

New from existing...
Microsoft Office Online
Featured

Agendas

Award certificates
Brochures

Budgets

Business cards

Calendars

Contracts
Normal.dotm Garage sale flyer.dot
Diagrams
Envelopes
Expense reports

Faxes

Flyers

Forms

Gift certificates -
TrainingDocument.dotx Equity Resume

Greeting cards

Inventories e v

> From the list on the left click My templates...

The New dialog box is displayed.

MNew

X]

Iy Templates |

g G g |B=2=

Blank, MormalEmai, .. TrainingDac, ..
Daocurnent

Preview not available,

Create Mew
(#)Document () Template

I oK ] [ Cancel
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> Ensure Blank Document is selected
» Click the Template option

Create Mew
() Document (%) Template <—— Template option

> Click OK
A new document is opened.

The new document is named Template1 which indicates that it will be saved as
a template not a normal document.

You will modify the template to include text and formatting that you will use
each time you use it to produce a document.

To change the margins.
» Choose the Page Layout tab

> Click Margins in the Page Setup group

You see a list of preset margins.

Page Layout

2y Orientation = ¥=, Breaks ~

I3 size - £ Line Numbers ~
Margins| __
- £ Columns = b2 Hyphenation -
Mirntored

Top: 254cm  Bottom: 254 cm
Inside: 3.5 cm Outsicle: 2 cm

Normal
Top: 254cm  Bottom: 254 cm
Left: 254 am Right: 2.54cm

Narrow
Top: 1.27 am Bottom: 1.27 cm
Left: 1.27 em Right: 1.27 cm

Moderate
Tap: 254 em Bottom: 2.54 cm
Left: 1.91 em Right: 1.91 cm

Wide
Top: 254 em Bottom: 2.54 cm
Left: 5.08cm  Right: 508 am

Minored

Top: 254cm  Bottom: 254 cm
Inside: 318 am  Outside:2.54 cm

Office 2003 Default
Top: 254cm  Bottom: 254 cm
Left: 313 ecm  Right: 313 eam

Custom Margins...

» Click Custom Margins at the bottom of the list
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The Page Setup dialog box is displayed.

» Change the Left and Right margins to 3 cm
Page Setup @E|

Paper Layout
Margins
Top: 2.54 cm £ Biottorn: 2.54 cm =
Left: 3cm £ Right: Som E
Gukter: 0cm 3 Gukter position: Left w
Crigntation
Partrait Landscape
Pages
Mulkiple pages: Mormal w
Previgw
Apply bo: |Whole document
Default... sl l ’ Cancel

> Click OK

» Change the font to Trebuchet MS and change the font size to 12 in the Font
group on the Home tab

By default a new template sets a spacing of 10 pts after each paragraph and a
line spacing of 1.15 within the paragraph.

To change the line and paragraph spacing:

» Click the Paragraph dialog box launcher on the Home tab

== = = | t= e
= = = E-I*z'l'{ﬁ' R
Paragraph o e Dialog box

launcher
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The Paragraph dialog box is displayed.

Paragraph @E|

Indents and Spacing | Line and Page Breaks
General
Alignment: Left w
Outline level: |Body Text W
Indentation
Left: Ocn 5 Special: Biy:
Right: Ocm & {none) “ %
[ mirrar indents
Spacing
Before: Opk 3 Line spacing: ak:
after: pt = Multiple v (115 %
[] bon't add space between paragraphs of the same style
Preview
Sompic Ton Iampic T lampis Tes Somps Ten Sompie Tes kampis Ties: Samplc Tes lompis Tes
Semmppis Tt Bl Tt Samps Timct Sempis Tt Semphs To Sampis Tioc: Semps Tim Semgis Ted
Smpps Time Tamgis Tt Tamps T Samps Tims S Tea
[ Tabs... ] [ Default, .. ] I QK ] [ Cancel

» Change the Spacing After to 0 pt
» Change the Line spacing to Single
» Click OK

If you would like these changes to replace the default settings for all future
documents, after amending the values, click the Default button. Confirm that
you want to save these settings for use in new documents based on the Normal
template.
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YV VvV V VY V¥V

Press the Enter key three times

Position the insertion point at the top of the document
Type the following text:

The Coastal Society

Seaside Cottage

Windy Cliff

See Side

SE35 1DE

Select the text and change the font to Bradley Hand ITC
Change the size of the font to 18 pt

Embolden the text

Centre the text

Click the line below the heading

Once the heading has been completed, move the insertion point by clicking
onto a new line. New text will be automatically formatted to the default style.

>

>

Ensure the alignment and style of font has reverted to the default
(Trebuchet 12)

Press the Enter key twice

You will now include today’s date.

>

>

Click the Insert tab

Click Date and Time in the Text group

Word2007Intermediate (020611) 15 ©De Montfort University, IT Training 2011




The Date and Time dialog box is displayed.

Date and Time

Available Formats:

060312008
Thursday, 06 March 2005

06 March 2005

080305

2005-03-06
&-Mar-05
06,03.2008

06 Mar, 05

6 March 2008
March 08

Mar-03
06/03/2008 09:53
06/0312008 09:53:14
9:53 aM

95314 AM
0953

09:53:14

Default. ..

Language:
English (UK.} »

Update autornatically

2X

a4 ] ’ Cancel

> Select the date format that you would like to use

> Ensure that English (U.K.) is the selected language

» Click the Update automatically box
» Click OK

When you choose to update the date automatically you insert a date field into
your document. This means that each time the template is used the document

will include the current date.

If you don’t want the date to update automatically you can ‘lock’ the field.

» Click the date field to select it
> Press CTRL + F11

To unlock a field:

> Click the date field

> Press CTRL + SHIFT + F11

To update an unlocked field:

> Press F9

Word2007Intermediate (020611) 16
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>
>

Press the Enter key five times - this leaves a space where the address of the
recipient will be typed when the template is used

Type Dear
Press the Enter key twice

Type SUBJECT - this is where the subject of the correspondence will be
entered

Press the Enter key twice
Type Start letter here

Press the Enter key six times

Type Yours sincerely

The template is complete and will now be saved.

>
>

Click the Office Button

Click Save As

The Save As dialog box is displayed and the Templates folder is opened
automatically ready to save the template.

>

Change the file name to The Coastal Society Letter

r 3
] Save As [i_hj
@\:jvl <« Roaming » Microsoft » Templates » - |$9| ‘ Search Templates ol

Organize * New folder T ®

_ - i o
4 [iw, Microsoft Office W, Rk Date medified Type

File folder
Shortcut

Templates E Deocument Themes 0
(@ EndMote 12/0

4 5.7 Favorites
Bl Desktop
4 Downloads

=l Recent Places

4 Libraries
> 3 Documents
* @ Music

[ Pictures | J m &

File name: The Coastal Society Letter.dobx -

Save as type: |Word Template (*.dotx) -

Authors: Alvin Ham-Ying Tags: Add a tag

Save Thumbnail

“ Hide Folders Tools ~ Save l | Cancel

> Click Save

> Close the open document

You are now ready to use the new template.
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CREATING A TEMPLATE USING THE SAVE AS OPTION

The situation may arise where you are working on a document that you would
like to save as a template. This may be an afterthought and, when the
document was opened, you did not intend to create a template so did not
follow the instructions as detailed on page 10.

» Open the document named Letter from C:\WordIintermediate
To save an open document as a template:

» Click the Office Button

» Point to Save As

» Click Word Template

The Save As dialog box is displayed.

> Select the Templates folder in the Navigation pane

» Change the file name to Formal Letter

4] Save As &J
@U=| <« Roaming » Microsoft » Templates » v|&,|| Search Templates p'
Organize = MNew folder 4= - E:.EZI

% Microsoft Office W i MName Date modified Type
Templates E Document Themes 06,/05/2011 15:57 File folder
2 EndMote Shortcut
[ Favorites @ The Coastal Society Letter.dotx Microsoft Of
Ml Desktop
4 Downloads
=| Recent Places
= Libraries
3 Documents
-, Music
k= Pictures | ! [
File name: Formal letter.dotx -
Save as type: | Word Template (*.doty) -
Authors: Alvin Ham-Ying Tags: Add atag
Save Thumbnail
« ) Hide Folders Tools - Save l | Cancel

» Click Save

» Close the document
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TEMPLATES ON-LINE

As well as using templates that you create you have the opportunity to
download them from the Internet.

» Click the Office Button
» Click New
The New Document dialog box is displayed.

Below the heading Microsoft Office Online in the Templates window there is a
list of template collections.

> Select Agendas

New Document @
Templates ~ @ Agenda
Blank and recent Micrasoft Corparation
A
Installed Templates Agendas EHIEE 21 KB (<1 min @ 56 Kbps)
) PP IE 2T (899 Votes)

My templates...
New from existing...
Microsoft Office Online

Featured AGENDA

Agendas
Award certificat
ward certificates PTA agenda Agenda
Brochures
Budgets
Business cards
Calendars =
Contracts s | ||| ewemosman wm. -
Diagrams I
Envelopes
Informal meeting Agenda
Expense reports agenda

Faxes
Flyers
Forms

Gift certificates

Download Cancel

> Select the Community meeting agenda template
» Click Download
A new document is opened ready for you to edit.

» Close the document without saving
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AMENDING A TEMPLATE

When you create a template it is ‘protected’ so that you can’t accidentally
overwrite it. So, if you need to make a change, there is a specific way to do it.

> Click the Office Button
» Click Open

» Choose Templates from the Navigation pane

> Select The Coastal Society Letter

EE——— T ———
@l\_}'| , % Roaming » Microsoft » Templates » v |4,|| Search Templates Dl
Organize » MNew folder =~ 0 I@l
it MName : Date modified Type
- Favaorites o - )
. Document Themes 06/05/2011 15:57 File folder
Bl Desktop o
7 EndMote 12/05/2010 09:14 Shortcut
4 Downloads o .
. @ Formal letter.dotx 02/06/2011 11:19 Microsoft Of
= Recent Places .
@__!| Mormal.dotm 16/05/2011 16:55 Microsoft O4
I @ NermalEmail. dotm 12/04/2011 12:36 Microsoft Of
ol Libraries o )
= || Ssgold.cnt 30/09/2003 09:13 CNT File
j Documents ~ )
J' . @ ssgold.hip 30/09/2003 09:11 Help file
CP Lafa 1] The Coastal Society Letter.dotx 02/06/20111114  Microsoft Of
= Pictures |
E Videos
% Computer
&, Local Disk (C:)
S SYS (WANTAEUS
S8 AHAMYING (ha ~ ¢ | I ] >
File name: The Coastal Society Letter.dotx ~ [AFiles -
Tools - [ Open |v] ’ Cancel ]
e —

> Click OK
» Change the postcode to JL13 6GH
» Click Save

> Close the file

Open The Coastal Society Letter template again

>
» Change the postcode back to SE35 1DE
> Save the template

>

Close the file
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USING A TEMPLATE

There has been a competition and you are going to write to the winner to tell
her that she has won a prize.

You are going to prepare the letter using the template that you created earlier.
» Click the Office Button
» Click New

» Click My Templates

» Choose The Coastal Society Letter

New f'5__<|
My Templates |
(o] I 7| I fiw: I 7| I HEE
\ \ ; ; Preview
Agenda.dot Community  Formallette... Garage sale
meeting ... Flyer.dak
iw, i, fiw GE
pio' o' - ]
Elank. MormalErnai, .. Resume.dok: gl S0C Sl sk el
Dracurnent i do
I
TrainingDwoc, .,
Create Mew
(#)Document () Template
I 814 ] [ Cancel

> Ensure Document is selected in the Create New section of the dialog box

» Click OK
A new document based on the template is opened.

> Leave two blank lines below the date and enter the name and address of the
recipient:

Ms J Bright

Senior Lighthouse Operative
Black Rock Lighthouse
Craggy Island

Cw13 8YJ
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> Add the recipient’s name, Ms Bright, to the salutation
» Replace the prompt SUBJECT with COMPETITION RESULT

> Delete the prompt Start letter here and type the following text:

| am delighted to inform you that you have won the competition for the best
kept lighthouse. Please find enclosed a cheque for £50.

I should be grateful if you would contact Jeremy Jones on 01783 950158 to
arrange for our photographer to visit and take photographs of you and your
wonderful lighthouse.

We look forward to hearing from you.
» At the bottom of the letter type your name
> Below your name type Editor as your job title
» Add two blank lines below the job title
» Type Enc to indicate an enclosure
> Your letter should look something like that shown on the following page
Use Print Preview to check the layout:
» Click the Office Button
Print
Print Preview

Close Print Preview

vV V VvV V¥V

Adjust the spacing if necessary

If you turn off the Magnifier whilst in Print Preview you can make minor
changes to the document while seeing a full page on the screen.
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The Constal Speicty
Seaside Cottage
windy cliff
See Side
SE35 1IDE

11 July 2005

M JBrght

senwr Lghthouse Operathe
BIACK ROCK LBMnouse
Cragay Island

CW13 8Y)

Dear Ms Brght
COMFETITION RESULT

| am dzhghted to mtormm yod that you have won the competiton or the bestkept
hghthouse. Please hind enclosed a cheque tor £30.

I should be gratetul 1t you would contact Jeremy Jones on 01783 950158 o
arrarge or our photographer to wisit and take photographs ot you and your
wondertul hghthouss.

We 100K TONVana T NRarmg oM you.

Yours sincerely

Ann utner
Edttor

Enc

» Save the document in the Word2007Intermediate folder on drive C: with
the filename Competition Winner
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PRODUCING AN ENVELOPE

While you have the letter open you are going to use the name and address to
produce an envelope. You will also attach the envelope to the letter so that
both items can be saved in the same file.

> Select the name and address of Ms J Bright
» Click the Mailings tab

» Click Envelopes in the Create group

Envelopes and Labels @@l

Envelopes | Labels

Delivery address:

Ms | Bright 25
Senior Lighthouse Operative
Black Rock Lighthouse
Craggy Island

CW13 8Y]

E

[ add electronic postage

Cd = Omit

/ A Preview Feed
Omit return ]

address check box

hd

Verify that an envelope is loaded before printing.

Prink l [ Add to Document l [ Qptions. ., ] [E—poslgage Properties. .. ]

Cancel

The Envelopes and Labels dialog box is displayed.

» Ensure that the Envelopes tab is selected

» To prevent Word printing a return address on the envelope, ensure that the
Omit check box in the Return address section is ticked

» Click the Options button
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The Envelope Options dialog box is displayed.

In the Envelope size: box

» Ensure that DL is selected

In the Delivery address section:
In the From left: box

» Highlight Auto and type 6cm
In the From top: box

» Highlight Auto and type 6cm

Envelope Options ? g|
Ervelope Opkions | Printing Options
Ervelope size:
DL (110 % 220 mm) w
Delivery address
From left:  |&cm E
From top:  |Gem) T
Return address
From left: | Auto &
From top: | Autka T
Preview
== .
[o]4 l ’ Cancel

> Click OK

» Click the Add to Document button
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The envelope is displayed above of the letter.

» Use Print Preview to view the document

To see the two ‘pages’ side by side:

» Click the Two Pages option in the Zoom group

M JEMght
sennr [ghthouss Operatie
Black Rock Lghthouse
Cragay Island

CI13 &yl

» Close Print Preview

> Save the document

The ConstAl Speicty
Seacide Cottage
windy cLiff
See side
ZE2S IDE

11 July 2005

W ) Erght

Senor Lehthouss Operatie
BIZCH HOCK LERnThouse
Crapay Island

CIAITS 71

Diear s Bright
COMPETITION RESULT

| am dehghted to mtorm you that you hawve won the competiton for the bestkept
hghthouse. Pleaze hind enclozed a cheque tor £50.

I should be gratetul 11 you would contact leremey Jones on 01783 950155 10
arrange wor our photographer to wiat and take photographs of you and your
“wonderul hghthouse,

e 100K TOMWaMD T0 NEarmg Tom you.

“foUrs AIncenak

AN LREr
Edttor
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PRODUCING A LABEL

If you are intending to use a large envelope it might not be possible to put
through the printer. In this case you need to print a label.

Creating a label is very similar to creating an envelope.
> Select the name and address of Ms Bright
» Choose the Mailings tab

» Click Labels in the Create group
The Envelopes and Labels dialog box is displayed.

> Ensure that the Labels tab is selected

Enwvelopes and Labels @g|

Envelopes | Labels

Address: Ll - [ Use return address
Ms J Bright w
Senior Lighthouse Operative

Black Rock Lighthouse

Craggy Island

CWATRY | b
Print: Label

(#) Full page of the same label Avery A488, L7162

) Single label address Label

Werify that labels are loaded before printing.

Prink ] ’ Mew Document ] [ Cptions... ] ’E-pus;age Properties... ]

Cancel

» Click the Options button
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The Label Options dialog box is displayed.

In the Label information section
» Choose Avery A4/A5
In the Product number section

> Choose L7162

Label Options

Printer infarmation
() Continuous-feed printers
@ Page printers Tray:
Label infarmation

Label wendars: | Awery A4/A5 A's

Product number:

L7160
L7161
L7162

L7162%
L7163 b

Details. .. ] ’m.ew Label...

Default bray | Automatically Select)  »

L7160 -

Labe! information

Tvpe: Address Label
Height: 3.39 cm
Width: 9.9cm

Page size: 21 cm X 29.69 cm

Ok l [ Cancel

> Click OK

You use the Print section of the dialog box to instruct Word to print either a full
page of the same label or a single label. If you choose to print a single label

you can then specify the row and column.

For example, if you have used some

of the labels before, the next one might be on Row 3, Column 2.

Prink

(2 Full page of the same label

(%1 Single label

Row: |3 £

» Click Print
> Save the document

» Close the document

Column; |2 =

~
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PRODUCING A PAGE OF LABELS

You may find that you need to produce a page of labels that are all the same.
For example, labels asking that a specific document should be used only as
reference. This is what you will do now.

» Create a new document using the Blank document template
» Click the Mailings tab
» Choose Labels in the Create group
» Ensure the Labels tab is selected
» In the Address window type:
This document for reference only
DO NOT REMOVE

> Select the text and, while pointing to the selection click the right mouse
button

Choose Font from the shortcut menu

Change the font to Trebuchet 14 pt Bold

Click OK

Right click the selection again

Choose Paragraph from the shortcut menu

In the General section of the dialog box change the alignment to Centered
Click OK

Ensure you have selected the correct label size (L7162)

YV Vv ¥V VYV V¥V VY V VY V

Click the New Document button
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A page of identical labels is displayed.

If you are satisfied with the labels, load a sheet of labels into the printer and

print.

This document for reference only

DO KOT REMOVE

This document for reference only

DO HNOT REMOVE

This document for reference only

D0 HOT REMOVE

This decument for reference only

DO KOT REMOVE

This document for reference only

DO HNOT REMOVE

This document for reference only

DO NOT REMOVE

This document for reference only

DO HOT REMOVE

Thizs document for reference only

DO NOT REMOVE

This document for reference only

DO KOT REMOVE

This document for reference only

DO HNOT REMOVE

This document for reference only

D0 HOT REMOVE

This decument for reference only

DO KOT REMOVE

This document for reference only

DO HNOT REMOVE

This document for reference only

DO NOT REMOVE

This document for reference only

DO HOT REMOVE

Thizs document for reference only

DO NOT REMOVE

» Close the document without saving
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NUMBERED AND BULLETED LISTS

You can format text as a numbered or bulleted list as you type, or the required
formatting can be applied afterwards.

» Create a new document using the Blank document template
» Type the heading Hogwarts Library
To start a new bulleted list:

» On a new line type an asterisk and press space

The line is automatically indented and a bullet point is inserted as the first
character on the line.

If you change the bullet to a different style, the button on the ribbon
‘remembers’ the last one you used and will use this when you create another
list.

» Type the following list:

Philosopher’s Stone
Chamber of Secrets
Prisoner of Azkaban
Goblet of Fire

Order of the Phoenix
Half Blood Prince
Deadly Hallows

When you press the Enter key at the end of the list, Word will automatically
include another bullet on the new line.

To stop the bulleted list:

> Press the Enter key
The insertion point moves to a new line and the bulleted list is stopped.

To change the style of the bullets:

> Position the insertion point anywhere in the list
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» Click the down arrow next to the Bullets button in the Paragraph group of

the Home tab

-

Bullet Library

Maone ® (]

>|[v

Document Bullets

o r r

Define Mew Bullet..,

> As you move the mouse pointer over the different styles of bullet you see a
preview of what the list would look like with the selected bullet

> Choose the tick

v
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CHANGING THE BULLETS TO NUMBERS

Position the insertion point in the list:

» Click the Numbering button in the Paragraph group of the Home —
tab ribbon

The list is numbered.

Philosopher's Stone
Chamber of Secrets
Prisoner of Azkaban
Goblet of Fire

Order of the Phoenix
Half Blood Prince
Deadly Hallows

el il Al

> Save the document in the Word2007Intermediate folder with the name
Hogwarts Library

Do not close the document as you will need it again shortly.

CHANGING THE INDENT POSITION

» Open the document called Harry Potter

An indent is the space left between the margin and the text on the left or right
of a paragraph.

Left Left
margin indent

Pezercdns 'I'%'I'2'I'3'I'4'I'5'I'E'I'?'I'8'I'9'I'1IZI'I'11'I'12'I'13'I'14'I'15'I'|/_\|'I'1?'I'18'

Harry is once again back home with the Dursleys, and the summer is not
gaing well. The Dursleys have taken away his broom, his wand and all his
school books. Harry Potter has not received any letters from his friends
Raon, Hermione and Hagrid.

» Look at the indent marker on the ruler to see where the text is aligned

Indent marker

' "'E'."E

Word2007Intermediate (020611) 33 ©De Montfort University, IT Training 2011



You can adjust the amount of indent on the paragraph by dragging the indent
marker along the ruler.

» Ensure the insertion point is placed in the paragraph
» Point to the bottom of the marker and drag it to the right - % L
Here

You can also have a ‘hanging indent’ which is when the paragraph has an indent
but the first line has not.

» Point to the top of the marker and drag it to the left

|-2-|-1-|-Q-|-e-|-2-|-3-|-4-|-5-|-5-|-:-'-|-s-|-9-|-1u-|-11-|-12-|-13-|-14-|-15-|-¢-|-1?-|-13-

Harryis once again back home with the Dursleys, and the summer is not going
well, The Dursleys have taken away his broom, his wand and all his schoal
books. Harry Potter has not received any letters from his friends Ron,
Hermione and Hagrid.

You would normally see this format when the paragraphs have bullets or
numbers.

This is the format that Word applies automatically when you include a bulleted
or numbered list in a document.

Notice that the indent marker has now split and the top part is to L NE
the left.

You can set the indent accurately using the Paragraph dialog box.

> Click the dialog box launcher in the Paragraph group on the Home tab

4= (S

Paragraph s ————
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The Paragraph dialog box is displayed.

Paragraph

General
Alignment:

Cutline level:

Indentation
— P Left:
Right:

Indent from left margin
for number or bullet

Spacing
Before:

After:

Preview

Indents and Spacing

Line and Page Breaks
v
EBody Text v
Ocm & Special: By:
Ocm & Hanaging v [lem 3

[ tirror indents

opt E Line spacing: At
-

opt 3 Single w

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

4%

[ ]

’ Default... ]

» Click OK to close the dialog box

» Switch to the open document containing the bulleted list

Indent from the bullet
for paragraph text

Your indented list has a hanging indent of 0.63cm with an indent of 0.63cm.

"QIG"Z".'3' RESNEEE
Fhilosopher's Stone
Chamber of Secrets
Frisoner of Azkaban
Goblet of Fire
Crder of the Phoenix
Half Blood Prince
Deadly Hallows

el e

To remove the indent from the list:
> Select all the lines in the list

» Display the Paragraph dialog box
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» Change the Left indentation to Ocm

> Click OK

Indentation
Left: 0cm
Right: 0cm

[ mirrar indents

LEARE ]

Spercial:

Hanging

W

B

0.63cm o

Alternatively you can use the Decrease Indent and Increase Indent
buttons in the Paragraph group on the Home tab to adjust indents.

Or

* Select the lines in the list

* Point to the selected list and click the right mouse button

* Choose Adjust List Indents

* Amend the dialog box as required

* Click OK

(]

|
NN
L

Mumber position:
0.63 cm E
Text indent:

1.27 cm £
Follow number with:

Tab character -

[] Add tab stop at:

ok | ’ Cancel

» Close the document without saving

INDENTING TEXT WITHIN A LIST

As you type your bulleted or numbered list you might want to include additional

text in the list, but not want it to be numbered.

> Ensure the document named Hogwarts Library is still open

> Position the insertion point at the end of line 5, Order of the Phoenix

> Press Enter once

A new line 6 is inserted into the list.

5. Orderof the Phoenix

&

7. Half Blood Prince

> Press Backspace once

Word2007Intermediate (020611)
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The line number is removed leaving the insertion point at the indent position
ready for you to type in additional text. The remaining lines are renumbered.

5. Orderof the Phoenix

&. Half Blood Prince

> Type: After being tried for the inappropriate use of magic and found not guilty,
Harry returns to his fifth year at Hogwarts and finds everything is changing.

5. Order of the Phoenix

After being tried for the inappropriate use of magic and found not guilty, Harry
returns to his fifth year at Hogwarts and finds everything is changing |

&. Half Blood Prince

On your own:
» Add the following text below line 4, Goblet of Fire

Harry Potter is in his fourth year at Hogwarts School of Witchcraft and
Wizardry. However, this new book opens with a difference with a very sinister
encounter and a death in a darkened and empty house.

Prisoner of Azkaban

4. Goblet of Fire
Harry Potter is in his fourth year at Hogwarts School of Witchcraft and
Wizardry. Howewver, this new book opens with a difference with a very
sinister encounter and a death in a darkened and empty house.

5. Orderof the Phoenix
After being tried for the inappropriate use of magic and found not guilty,
Harry returns to his fifth year at Hogwarts and finds everything is changing.

6. Half Blood Prince

Ll

An alternative way of continuing the indent without adding another line number is
to use a soft return at the end of the numbered line.

For example, to add text to the end of line 3, with the insertion point at the end of
line 3 press Shift + Enter. This adds a new line keeping the format of the line
above.

To continue with the numbered list, press Enter at the end of the additional text
and the next number is added.
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TURNING THE AUTOMATIC BULLETING AND NUMBERING OFF

For information only

If you don’t want Word to apply bullets and numbering automatically as you
type you can turn it off.

>

YV VvV V VYV V

Y

Click the Office Button

Select Word Options

Choose Proofing

Click the AutoCorrect Options button
Select the AutoFormat As You Type tab

Uncheck the Automatic bulleted lists and Automatic humbered lists
options in the Apply as you type section

Click OK
Click OK

To start a numbered list automatically, type:

1, followed by a full stop, followed by a space

To start an alphabetical list automatically, type:

a, followed by a full stop, followed by a space

If the bullets or numbering do not start automatically:
e Click the Office Button

e Click Word Options

e Choose Proofing

e C(Click AutoCorrect Options

e Check Automatic bulleted lists or Automatic numbered lists
e Click OK

e Click OK
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FORMATTING TEXT

PARAGRAPH SPACING

Many factors determine how text is positioned. Margins specify the distance
from the edge for all the text on a page, while paragraph indentation and
alignment controls how paragraphs fit between the margins. You can also
determine how much space occurs between lines, and before and after
paragraphs.

> You should still have the document Hogwarts Library open

> Click the Show/Hide button in the Paragraph group of the Home tab | |

Each paragraph is currently separated by a paragraph mark '. You are now
going to specify the amount of space you want between the paragraphs.

> Select all the text in the list
» Click the Line spacing button in the Paragraph group on the Home tab

» Choose Line Spacing Options

[4=~|

V| 10
115
1.5
2.0
2.5
3.0
Line Spacing Options...

Add Space Before Paragraph

< <

Add Space After Paragraph

The Paragraph dialog box is displayed.

> In the Spacing section change the space Before the paragraph to 6pt (half a
line space)

> Ensure Don’t add space between paragraphs of the same style is not

selected
Spacing
Before: & pt £ Line spacing: 4k
After: 0pk £ Single v £
[ pon't add space betwesn paragraphs of the same style
» Click OK

» Click the Show/Hide button on the ribbon to hide the paragraph marks
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MULTILEVEL LISTS

Lists with multilevels are easy to create.
» Select all the lines of text in the list

» Click the Multilevel List button in the Paragraph section of the Home tab

Al
Current List

1

a)

il
List Library
11 1.
Maone &) 1.1,
i 111,

k-3 Article |, Headi 1 Heading 1

* Section 1.01 | 1.1 Heading 2

(&) Heading 3 111 Heading

|. Heading 1 Chapter 1 Hez

A Heading @ Heading &
1. Headin Heading 3

Lists in Current Documents

1 1.
a) 1.1
b 141

<= | Change List Level 3
Define Mew Multilevel List...

Define Mew List Style..,

» Select a format for the list

The list is reformatted.

1) Philosopher's Stone
2] Chamber of Secrets
3) Prisoner of Azkaban
4) Goblet of Fire

a) Harry Potteris in his fourth year at Hogwarts School of Witcheraft and
Wizardry. However, this new book opens with a difference with a very
sinister encounter and a death in a darkened and empty house.

5) Crder of the Phoenix

@) After being tried for the inappropriate use of magic and found not guilty,
Harry returns to his fifth year at Hogwarts and finds everything is changing.

6) Half Blood Prince
7) Deadly Hallows
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If you want to create a multilevel list as you type:

>

vV VYV V VYV V

Open a new document

Use the Multilevel List button to choose the format for the new list
Type the first line in the list: Hogwarts School of Witchcraft and Wizardry
Press Enter once

Press Tab once

Type the second line: Is a school of magic for witches and wizards between the
ages of eleven and eighteen living in the United Kingdom.

Press Enter twice

Repeat the process with the following text:

Enrolment
2.1.A magical quill at Hogwarts detects the birth of wizard children and writes
their names into a large parchment book

. Diagon Alley

3.1.ls a fictional High street in London. It is accessible to the wizarding world, to
which it is something of an economic hub, but hidden from Muggles(non magic
people - people who cannot perform magic).

Close all open files without saving
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http://en.wikipedia.org/wiki/School
http://en.wikipedia.org/wiki/Magic_%28Harry_Potter%29
http://en.wikipedia.org/wiki/United_Kingdom
http://en.wikipedia.org/wiki/High_street
http://en.wikipedia.org/wiki/London
http://en.wikipedia.org/wiki/Wizarding_world
http://en.wikipedia.org/wiki/Muggle

CONTROLLING TEXT

WIDOWS AND ORPHANS

As soon as you have enough text or graphics to fill a page Word inserts an
automatic page break. Sometimes this results in the first or last line of a
paragraph being separated from its accompanying text.

If the last line of a paragraph is printed on its own at the top of the next page
it is called a ‘widow’, and if the first line of a paragraph is printed on its own
at the bottom of the page it is called an ‘orphan’.

The Widow and Orphan option which is switched on by default and usually
applied to individual paragraphs, prevents odd paragraph lines from being cast
adrift.

To see how this works in practice, a two-page document has been specially set
up without the Widow and Orphan control switched on.

» Open the file named Cows

To view both pages in the document simultaneously:

» Click the Two Pages button in the Zoom section of the View tab

You should see that there is a single line (a widow) at the top of the second
page.

THE: (40 SR 240 W8 b g EmEnG
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theme indded susrsous wdmpms muiel, be thillio oo Soglewn s, The Tio 4o md
faiu3tnnmm o Bl oo of which aull immn e o than bees e teamo:
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o 1000, b e US4 s @ 2o s Buzen = b onm, e UF goyanmn
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» Click anywhere in the final paragraph of the first page

» Ensure the Home tab is selected

» Click the Paragraph group dialog box launcher

Paragraph

The Paragraph dialog box is displayed.

=4S - || EE = L 1T

[E= = 5||l=|H- =

|

F]

Paragraph

[N Show the Paragraph dialog box.

> Ensure that the Line and Page Breaks tab is selected

Paragraph

O3

[ keep with next

[ keep lines together

[]Page break before
Farmakting exceplions

[] suppress line numbers

[ pon't hyphenate
Textbox options

Tight wrap:

Presvigwm

Indents and Spacing | Line and Page Breaks

Pagination

Tabs... ]

[ Default... l

I [o] 4 ] [ Cancel
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» Click Widow/Orphan control
» Click OK

Another line of the paragraph is moved to the top of the second page to
eliminate the widow.

» Close the document without saving
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VIEWING A DOCUMENT

When a document has several pages it is useful to see them together to check
text layout and find blank pages.

» Open the file named Pigs

> Click the Zoom button in the Zoom section of the View tab

» Select Many pages

» Click the down arrow and select 4 pages (2 x 2 Pages)

BE
Zoom ko
() 200% () Page width (3) Many pages:

O 100% O Text width
() 75% =7

() Whols page

Percent: |10% | 5

Preview

2% 2 Pages

> Click OK

The document is displayed four pages at a time.

> Click the 100% button in the Zoom section of the View tab
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NAVIGATING A DOCUMENT

BROWSING

There are quick ways to navigate and locate objects within a document.
» The file Pigs should still be open

At the bottom right-hand corner of your screen you will see the navigation
tools:

t < previous Page
Select Browse Object — >0
F € Next Page

The default Browse Object is Page.

» Use the Next Page and Previous Page buttons to move through the
document

» Click the Select Browse Object button to see a sub-menu of options

Cancel
— &4 .7 E
fat| gl ad | @[5S O

| r = O

Go to Find Edits Heading Graphic Table
{a} il i o 13 O
Field Endnote Footnote Comment Section Page

> Select Browse by Table

You are immediately moved to the first (and only) table in the document.
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» Point to the Previous button

Notice that instead of ‘Previous Page’, the button is now labelled ‘Previous
Table’.

GOTO

If you know where you want to go in a document, you can use the Go To
command to find a specific page, table, or other item.

Go To is available as an object on the Browse feature, and can also be found in
the Editing group on the Home tab.

» Click down arrow next to Find in the Editing group on the Home tab

e <) FindT|
#a4  Eind... ‘

=  GoTo.
Editing
> Select Go To
The Find and Replace dialog box is displayed, with the Go To tab on top.

Find and Replace E| E|

Find Feplace Go To

G ko what: Enter kable number:

Baakmark A

Camment

Fooknote Enter + and — to move relative to the current location, Example: +4 will
Endnate move Forward Four ikems,

Field

v

[ Previous ] [ Mk l [ Close ]

Notice that the list in the Go to what window largely replicates the options
available via the Browse Object button.

» Ensure that Page is selected
» Type 2 in the Enter page number window

As you type, the Next button at the bottom of the dialog box becomes a Go To
button.

» Click Go To
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The insertion point has moved to the top of page 2.

> Click Close
> Position the insertion point at the beginning of the document

» Leave the document open ready for the next exercise

1. You can display the Go To dialog box quickly by clicking on the page
number on the status bar at the bottom of the document.

Section:1 | Page: 2of 4 | Words: 2,455 | & Enaglish (U.5.] ,fl

2. Alternatively press Ctrl+G to display the Go To dialog box.
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SECTIONS

A section contains a common layout, for example two columns of text, or a
wide left margin.

When you open a new blank document, it consists of a single section. Changes
made to the margins or orientation, will affect the whole document, not just
the page you make the changes to.

If you need to vary the layout of a document within a page, or between pages,
you must insert section breaks to divide the document into separate sections.
Each section can then be formatted as required.

Bear in mind that a section break controls the section formatting of the text
that precedes it. So, if you delete a section break, the preceding text becomes
part of the following section and assumes its section formatting.

The last paragraph mark (1) in the document holds the section formatting of
the last section in the document.

A paragraph mark is inserted into the document each time you press the Enter
key.

To see the paragraph marks in the document click the Show/Hide button | qf |
in the Paragraph group on the Home tab.

Types of section break:

Inserts a section break and starts the new section on

Next page the next page.

Inserts a section break and starts the new section on

Continuous
the same page.

Inserts a section break and starts the new section on

Odd E
page or tven page the next odd-numbered or even-numbered page
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Break

Break

Break

EXAMPLES OF SECTION BREAKS

Continuous

The following example shows the result of inserting Continuous breaks in a

document

Having a pig as a pet
Bonding with Your Young Pet Pig

Fowens, piglets c2n e que dloafor feartiet
ot wel S0RITRd By Pl Rmacer

oroee

Yas s Cop oo tar o s bars
\gbie 1o restin e b 50 recessary

‘=n0ugh 10 b abie I 0ok Bem

Kmum amy sort of bl

20ig positse mintoaementis e tey 1 sacoess

ek He. Somach. Howeier, s
AT £ T S oo A not o

i siicethe QuCkes: wey to & o heast s
5 8 comman oot 50 chen T ot &
Semcling yrour pig By Soedngitall mess mnd seppiemerting Wit v fod fo

eing.
Sonding Wilih = New Figlet

1When o tring your new Hig ROmE, Be {or 3he) will Aubebly be very Rervos and somd,
Since b s £ evenning amiler DEARG and hes 10 80U T &1 Rew peope od

peflestes fmt Yau wil werk to keephimor her 7 ssmelicorfined e
= combrizbe et expiore o it o getcomtonabicw
‘semundngs. nd onct bacotsit sem angeRansie.

o accaning.

Treis e e boe miersoed e R A A soet e s
Bl o Pl

S Wt S A

se33lons sho e regeler, with tresks 1o e the g Bme torest and deveion the il i
saswin nimsata ot tos

Fhiing up a Figist

easiar iy move your piget avend which s eseckl
soess

petect acd e £ & padim
220 o g wil berapperes £ e <

<

Althoegh 30me papie woskd Rever oorsider shoring feir Bome Wil & AR, e 2 mes

DEGEiE WD e CRAFTASY B FASIGARCE AN DAmORAIy Of IiF DADIGS. Them & i
-

St #pmpe epasenns = el e v g et e o
meke en Infer=sthg endme
DI e e mARaIng Dets

SRILITENE
=ames)

Eeton cscussg 2
cesimnie cus s Toeyme it
Sentmiy ke, o b G ety T

52 2 ey immigee Ton s maalys patie et 2n et on neden s o e
i, Mach e 3aE 25 2 dog 2. G20 behosse e, e o anduil mam s
P e e P

Next Page

Break

Break

The following example shows a Next page break. This type of break starts the

following text on a new page.

Having & pig &3 & pet

Banding with Your Young Pet Pig

raungs =
TG e e . 3¢ ot e e, ‘o T s o Tt s o £
oy 13 e thar ragar Tt for o o the e - T S =
Tl ot i aet o Yoy ot tha fe o tha iz i e
e ek e ey g targ tha fome from you Dot
ettt v ot kTt e g 2 P W e ey TRy
Fanva 3 25 . e gt e e 28t Ty

o 3 Tt e e e g T et
e = P

Thare 2 m fary T e e wmgh
0 i o e e P

i i o g 2 s

e s a2 s e e
Y S e b el e U B2 i v b et e Sy el

ta g o

23 the e e wsh & i e e s ge b st e
o s Fases i
e

T £ 8 et (rooea, W 124 WO YaF O 8 4P 3 8 e

D Ly g e ke LD pe Gusdy, Seng ESe
e
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INSERTING A SECTION BREAK

You should still have the file named Pigs open.

> Position the insertion point where you want the section break to be, for this
exercise immediately to the left of the first letter in the second paragraph
on the first page (Even well socialised pigs etc.)

» Select the Page Layout tab
» Click Breaks in the Page Setup group

» Choose Next Page from the list

P,:j: Breaks =

Page Breaks

Page
|

Mark the point at which one page ends
ﬁ and the next page begins.,
EL

Column

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

Wi

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

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

[l

Continuous

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

i

Even Page

Insert a section break and start the new
*:-l:ﬁ section on the next even-numbered page.

y:

ull]

Odd Page
Insert a section break and start the new
*:E:ﬁ section on the next odd-numbered page.

il

Notice that the Status bar at the bottom of the screen displays the number of
the section where the insertion point is currently positioned.

75%

Section: 2 Page:20of 5 | Words: 2,455 | <&  English [U.K) ;ﬂ | B E =

f

Section number
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> Select page 1 and then page 2 of the document to see the section number
change

DELETING A SECTION BREAK

To delete a section break:

» Click the Show/Hide button in the Paragraph group on the Home tab to see
the breaks

» Position the insertion point on the section break

» Press the Delete key

» Click the Show/Hide button to hide the paragraph marks
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PAGE NUMBERS

There are two methods of including page numbers in a document:
= using Page Number in the Header & Footer group on the Insert tab
= using either Header or Footer in the Header & Footer group on the Insert
tab

This section will cover the former option, while the latter option is dealt with
on page 57.

INSERTING PAGE NUMBERS USING THE PAGE NUMBER BUTTON

» Ensure that the file Pigs is still open
The insertion point can be positioned anywhere within the document.
> Select the Insert tab

» Click Page Number

B

Page

Mumber =

® | Top of Page »
& | EBottom of Page k
=5 | Page Margins 3
#] | Current Pasition b
ﬁ“ Format Page Mumbers...
::1 Eemove Page Numbers

> Point to Bottom of Page

A list of built-in layouts is displayed.
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» Click Plain Number 2

Number =
‘ [¥] ' Top of Page »
Simple = | 5] Eottom of Page 3
Plain Number 1 H ks = Page Margins 4
#] | Current Pasition 3
2 Format Page Numbers...
ﬂ.\ Remove Page Mumbers

Plain Number 2

| Plain Mumber 2

Plain Number 3 Number with no formatting or

accents

Page X
Accent Bar 1

Fooker

Notice that the contextual tab for Header & Footer Tools is displayed on the
ribbon.

> Click the Close Header and Footer button in the Close group

Double click in the document (outside of the footer) to close the Footer.
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PAGE NUMBER FORMATS

Various page number formats are available for you to choose from.
» Select the Insert tab
» Click Page Number in the Header & Footer group

» Choose Format Page Numbers from the list

ﬁ

Farmat Page Mumbers...

Page
Mumber =

#] | Top of Page ¥
& Bottom of Page 9
k2] | Page Margins 3
#] Current Position 3
Ep
=

Bemove Page Numbers

The Page Number Format dialog box is displayed.

Page Number Format [‘5__(|

Murmnber Farmat: | 2.3, ..

vl

[] include chapter number

Page numbering

@' Continue From previous seckion

{:} Start at: I:I

[ K ] [ Cancel

» Click the down arrow in the Number Format window

TR Z
i, i, i, ..

» Select a different format, say -1-,-2-,-3-, ...
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START PAGE NUMBER

In the Page numbering section of the dialog box, the Start at radio button
gives you the option to specify the starting page number.

» Click the Start at: radio button and type 5 in the box

Page numbering
{:' Continue From previous seckion
(%) Start ak: |5 %

» Click OK
» Preview the document to see the numbering format

» Close Print Preview

When you add page numbers, they are applied to the entire document.

If you want page numbers on only part of the document, or to change the
format of the numbering, say you want contents page to be numbered with a
Roman numeral, you must use Section breaks to split the document.
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HEADERS AND FOOTERS

Headers and footers are areas in the top and bottom margins of each page in a
document.

You can insert text or graphics in headers and footers — for example, page
numbers, the date, a company logo, the document’s title or file name, or the
author’s name — that are printed at the top or bottom of each page in a
document.

INSERTING A FOOTER

» The document Pigs should still be open

» Choose the Insert tab

» Click the Footer button in the Header & Footer group

B

Footer

-

Built-In
Blank

111 | b

[Type Lext]

Blank (Three Columns)

[Type texi] [Type text] [Thypee bexi)

Alphabet

[Type bext] Fage 1

Annual

=|  Edit Footer

_‘L Bemove Footer

A list of built-in layouts is displayed.

» Choose Blank (Three Columns)
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Footer

I_'I'ype ‘text] —+ [Type-text] - [Type-text] "

You can see that a footer has been included in the document but the page
number that you inserted in the previous exercise has been deleted.

» Select the ‘Type text’ prompt in the left position and type Intermediate
Word 2007

» Select the ‘Type text’ prompt in the centre position

> Ensure the Design tab in the Header & Footer Tools contextual tab is
selected

» Click Page Number in the Header & Footer group
» Select Current Position

» Select Plain Number

H
Page
Mumber ~
# Top of Page 3
# EBottom of Page 3
e  Page Margins 3
#]  Current Pasition 4 Simple j |
& Format Page Numbers... Plain Number
# | Remove Page Numbers I =
Page X

Accent Bar 1

Accent Bar 2

A page number is added to the footer in the same format as the one that was
deleted when you inserted the built-in footer.
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> Select the ‘Type text’ prompt at the right of the footer and type your nhame

» Close the footer

IMPORTANT TO REMEMBER

When you use one of the built-in formats for page numbers, headers or footers,
you run the risk of it replacing text that you have already placed in the
header/footer.

Deleting a page number

> Double click the footer area of the document to activate it
> Select the page number

> Press the Delete key

» Delete your name from the footer

If you have inserted the page number using the Page Number option on the
Insert tab:

» Choose the Insert tab Q
Page
» Click Page Number in the Header & Footer Number -
group # | Top of Page b
il Bottom of Pag >
» Click Remove Page Numbers sl | Bottom of Page
| | Page Margins 3
This method does not work if you have included #] | Current Position '
the page number as part of the insert footer #* Format Page Numbers..,
Optlon- ﬁ:’n Bemove Page Numbers
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Inserting the date

» Position the insertion point at the right of the footer

» Click the Design tab on the Header & Footer Tools contextual tab

» Click the Date & Time button in the Insert group —0

The Date and Time dialog box is displayed.

Date and Time

7=

-

Date
& Time

Available Formats:

Language:

15/10/2008
wednesday, 15 October 2008
15 Ockober 2008
15/10/08
2002-10-15
15-0ck-08
15.10,2008

15 Qck, 03

October 05

Ock-08

15/10/2008 10:19
15/10/2008 10:19:50
10019 aM

1001950 AM

10:19
10:19:50

Default. ..

English (U.K.) v |

Update automatically

[ oK l [ Cancel

> Select the format of the date as you want it to appear

> If you would like the date to be updated each time you open the document,
ensure the Update automatically option is selected

> Click OK

> Close the Header & Footer
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Odd and even pages

If it is intended that the document will be bound, you may have to consider
having a wider margin on alternating pages to accommodate the binding. In
this case you might also choose to have the page numbers on alternating sides
of the page (left on the even numbered pages and right on odd numbered

pages).
The document called Pigs should still be open.
To clear the current footer in the document:
Click into the first page
Double click in the footer area to activate the footer

>
>
» Click Footer in the Header & Footer group of the Design tab
» Click Remove Footer

>

Save the document

To set an alternating margin:

» Ensure the insertion point is in the footer

> Click Margins in the Page Setup group of the Page Layout tab
» Choose Mirrored

> Select the Different Odd & Even Pages option in the Options group of the
Design tab

Different First Page
Different Odd & Even Pages
¥ Show Document Text

Options
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With the insertion point positioned in the Odd Page Footer.

as d

odd Page e youas arood dispenser andmay SIarto expect or demand rood constantly. Reep the

Even PEIQE Header .__:1'_.._ .._n_ '_ '_ __-::.:_:__'_'-'_:- '.\-_ __ ._:!'-.:_ff... :‘_l Morears 1o gQIveIne pigumeio rest
et S0P TN E ADIITY 10 ENTEMAIN QML 8 DITT00

Picking up a Piglet

» Click Page Number in the Header & Footer group of the Design tab
» Choose Bottom of Page

» Choose Plain Number 3

This inserts a page number on the right side of the footer but it still retains the
format to start at number 5.

» Click Page Number in the Header & Footer group

» Click Format Page Numbers
» Change the number to start at 1
> Click OK
> Click Next Section in the Navigation group of the Design tab
j‘ j Previous Section
5} Next Section
Goto Goto
Header Footer & Linkto Previous

Mavigation

The insertion point is moved to Even Page Footer and page number 2 is
displayed in the centre.

» Click Page Number in the Header & Footer group
» Click Bottom of Page
» Click Plain Number 1

» Close the Header and Footer
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Look at the document in Print Preview to see the result.
» Close Print Preview

» Close the document without saving

Different first page footer

You may want a different Header or Footer on the first page.

There is an option within the design of the header and footer to do this and,
once you have selected it a First Page Header or Footer is inserted into the
document. This gives you the opportunity of either typing something different
or leaving it blank.

» Create a new document

> Press Ctrl and Enter three times
This gives you a document with four pages in it.

With the insertion point in the first page:

> Insert a Blank (Three Columns) footer

» Type your name in the space provided on the left
> Insert a page number in the centre position

» Delete the position on the right

Fookter

Ann Other 1

While the footer is still activated:

> Select the Different First Page option in the Options group on the Design
tab

| Different First Page
Different Odd & Even Pages
¥| Show Document Text

Options
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The Footer on the first page is cleared. Notice that the Footer is still displayed
on this page, but is labelled First Page Footer.

First Page Fooker

» Type the name of the document (Blank Document) in the left hand
position.

Close the footer
Preview the document to see the different footers

Double click the footer area to activate it

YV V VYV V

Deselect the Different First Page option

The first page footer is removed.

> Close the Header and Footer

Different Header/Footer

While the Different First Page option is extremely useful, it obviously only
affects the first page of a document.

If you want a different header or footer on more than one page, or part way
through a document, you need to divide the document into sections (see page
49). As you already know, each section can then be formatted as required.

In this exercise you will modify the footer so that the first page is numbered
with a Roman numeral, and the second page will be numbered with a number 1
in Arabic format

Your current document has four pages with your name in the footer at the left
position.

> Insert a Next Page Section Break at the top of page 1
This inserts a new page into the document.

» Double click the footer area on page 1 to activate it
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You can see that the footer is labelled Section 1.

Fooker -Seckion 1-

fnn Other 1

» Scroll down to see the page 2 footer

Footer -Section 2- Same as Previous

Ann Other 2

Notice that footer on this page is sown as Section 2 indicating that a section
break separates pages 1 and 2.

There is also a Same as Previous label on the right of the Section 2 footer.

The Same as Previous label shows that, although you have inserted a next page
section break, the footer will be the same as the previous section.

If you want the footer on page 1 to be different to the footer on page 2 you
must remove the Same as Previous label so ‘splitting’ section 2 from section 1.

With the insertion point in the Section 2 footer:

> Click the Link to Previous button in the Navigation group of the Design tab

j 5T, Previous Section
T, Next Section

Goto —
'%%Linkta Previous

Header

Mavigation

The sections are separated and you can now format each one in a different
way.

In the footer for section 1:
» Delete your name

» Format the page number as Roman format
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In the footer for section 2:

» Format the page number so that it starts numbering at 1

Footer -Section 1-

Fooker -Seckion 2-

Ann Other 1

» Close the Header & Footer

» Close the document without saving

Inserting the document name and path into the footer

You can use Quick Parts to insert fields from the Document Properties for
example the document name. You can also insert a cover page, pre defined
headers and footers with page numbers, watermarks, and more.

» Open the document called Pigs

» Activate the footer area
» Click Quick Parts in the Insert group

» Choose Field

1 Document Property

=1  Field...

g Building Blocks Organizer...
E

Get Maore on Office Onling...
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The Field dialog box is displayed.

Field

Flease choose a field Field properties

Categaries:
(Al v

Field names:

Faormula. ..

A
AddressBlock 3
Advance

Ask.

Author

Autabum

Autohumlal

AutabumOut

AutoText

AutoTextList

BarCode

Bibliography

BidiQutline

Citation

Comments

Compare

CreateDate

Database b

Descripkion:
Calculate the result of an expression

Field Codes

Click the button below ko set advanced field options

Preserve formatting during updates

oK ] [ Cancel

> Scroll down the list of field names and select FileName

Notice that, by selecting Filename, the Field properties are now displayed.

» Leave the Format as None

> Select the option to Add path to filename

Flease choose a field Field properties
Categaries:
(Al v

Field names:

Formak:

DocYariable -
EditTime T
E

First capital
Title case

FileSize:
Fill-in
GoToButkan
Greetingline
Hyperlink

If

IncludePicture

IncludeText

Index

Info

Keywords

LastSavedBy

Link.

Listhum b

Descripkion:
The document's name and location

Field Codes

Field options

Preserve formatting during updates

oK ] [ Cancel

» Click OK

> Close the footer
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The filename and path is displayed in the footer.

» Close the document without saving
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BUILDING BLOCKS

Building blocks are reusable pieces of content or other document parts that are
stored in galleries. You can access and reuse the building blocks at any time.

The idea for this exercise was taken from the blogs.techrepublic.com web site
and includes assembling a document using built-in components.

There are several parts to the exercise which means repeating some of the
instructions. By the end of the exercise you will have produced pages for a
confidential document including a cover page similar to that shown below.

[Tyvp= thedocument
tithe]

> Open a new document

» Click the Quick Parts button in the Text group of the Insert tab

» Click Building Blocks Organizer
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The Building Blocks Organizer is displayed.

Building Blocks Orgal
Building blocks:

Name Gallery Category Template ~
itr AutoText General Building Block. ..
Warks Cited Bibliographies  Built-In Building Elocl
Bibliography  Bibliographies  Built-In Building Bloc]
Contrast Cover Pages  Buil-In Building Blocl
Mation Cover Pages  Buit-In Building Blac
Conservative Cover Pages  Bult-Tn Building Blac)
Tiles Cover Pages  Buit-In Building Blac
Exposure Cover Pages  Buit-In Building Blac
Transcend Cover Pages  Buit-In Building Blac
Annual Cover Pages  Buit-In Building Blac
Puzzle Cover Pages  Built-In Building Elocl
Maod Cover Pages  Buit-In Building Bloc
Sideline Cover Pages  Built-In Building Blocl
Austere Cover Pages  Buit-In Building Blac
Cubicles CoverPages  Built-In Building Blac)
Alphabet Cover Pages  Buit-In Building Blac
Stacks Cover Pages  Buit-In Building Blac
Pinstripes Cover Pages  Buit-In Building Black...
Trig Identity 2 Equations Built-In Building Block. ..
Quadratic F... Equations Euilt-In Euilding Eloc)
Fourier Series  Equations Built-In Building Bloc
Binomial The... Equations Built-In Building Blocl
Trig Identity 1 Equations Built-In Building Bloc
Pythagorea,,, Equations Built-In Building Blocl
Expansiono... Equations Built-In Building Blac
Taylor Expa... Equations Built-In Building Blac
Areanf Crcle  Equations Built-In Building Blac
Blank (Thre... Fookers Built-In Building Blac
Blank Fookers Built-In Building Bloc]
P S i T e - il
<

Edit properties... | [ Delete | [ Insert

Click & building block to see its preview

Mote

Close:

You see the name of the building block and the gallery name.

» Scroll down the Building Blocks list until you see the blocks that are part of
the Footers gallery

> Select Mod (Odd Page)

A preview of the building block is shown in the preview window.

Building Blocks Organizer |

Building blocks:

Name
Transcend (Od
Transcend (Ev...
Pinstripes
Puzzle (Odd P...
Exposure

Gallery
Footers
Fookers
Footers
Fookers
Footers

Category
Built-In
Built-1rn
Built-In
Built-1rn

Templake 4
Building Block,
Building Black.
Building Block,
Building Black.

I

Mod {Odd Page)  Footers Building Black.
Conservative Footers Built-In Building Black.
Alphabet Footers EBuilt-In Building Black.
Austers (Even... Footers Built-In Building Black.
Austere (Odd ... Footers EBuilt-In Building Black.
Cubicles (Even... Footers Built-In Buiding Block,
Annual Footers Built-In Building Black.
Cubicles (Odd ... Footers Built-In Building Block.
Stacks Footers Built-In Building Black.
Alphabet Headers Built-In Building Block.
Austere (Even... Headers Built-In Building Black.
Sideline Headers Built-In Building Block.
Conseryative Headers Built-In Building Black,
Austere (Odd ... Headers Built-In Building Block,
Skacks Headers Built-In Building Black,
Annual Headers Built-In Building Block,
Cubicles (Even... Headers Built-In Building Black,
Cubicles (Odd ... Headers Built-In Building Block,
Blark (Three ... Headers Built-In Building Black.
Blank Headers Built-In Building Block,
Conkrast (Odd... Headsrs Built-In Building Black.
Puzzle (Odd P...  Headers Built-In Building Block,
Motion (Even ... Headsrs Built-In Bulding Block.
<

Edit Properties... l [ Delete ] [ Insert ]

click a building block to see its preview

Mod (Even Page)

Page number with accent circles; ideal for use in even pages

of & document with book layaut

Close

» Click Insert

The footer is shown in the document.

> Close the Header and Footer
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» Click the Quick Parts button in the Text group of the Insert tab

» Click Building Blocks Organizer

The Building Blocks Organizer is displayed.

» Scroll down the Building Blocks list until you see the blocks that are part of
the Headers gallery

> Select Mod (Odd Page)
» Click Insert

» Close the Header and Footer

» Click the Quick Parts button in the Text group of the Insert tab
» Click Building Blocks Organizer
The Building Blocks Organizer is displayed.

» Scroll down the Building Blocks list until you see the blocks that are part of
the Watermarks gallery

» Select Confidential 1

» Click Insert

» Click the Quick Parts button in the Text group of the Insert tab

» Click Building Blocks Organizer

The Building Blocks Organizer is displayed.

> Scroll down the Building Blocks list until you see the blocks that are part of
the Cover Pages gallery

> Select Mod

» Click Insert

To change the page numbering:
> Double click the footer area of the first page

» Change the page number format to start the pages numbering at 0 (this
makes the second page number 1)

> Close the Header and Footer
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» Preview the document

» Close the document without saving
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COLUMNS

You can lay out text in newsletter-style columns, and the text will flow from
the bottom of one column to the top of the next.

You have previously learnt that any formatting changes will affect the entire
document. Therefore, unless you want your whole document to be formatted
in columns, the newsletter-style text will need to be contained in its own
section.

If the text is already typed Word will take care of this for you. When you select
the text and choose the Columns option, section breaks are inserted at the
beginning and end of the highlighted text.

» Open the document called Pigs

» Highlight the text in the second paragraph starting ‘Even well socialized
pigs..... ’

Don’t include the blank lines above and below the paragraph as this will
produce uneven columns.

> Click the Columns button in the Page Setup group on the Page Layout tab

> Choose Two

'y Crientation ~ PI_—: Breaks

_ [ Size ~ £ Line Numbers -
r-.1a|'g|ns|

-

EE Columns = b Hyphenation =

Cne

Two
Three
Left

Right

Mare Calumns...

The selected text is formatted in two columns.

As you selected the text before adding the two-column format, Word has
automatically inserted two continuous section breaks into the document.

» To see them click Show/Hide in the Paragraph group on the Home tab
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FORMATTING COLUMNS

There are several options for formatting the columns.

» Position the insertion point in one of the columns
» Click Columns in the Page Setup group on the Page Layout tab

> Select More Columns

The Columns dialog box is displayed.

Columns E E|
Presets
one Twa Left Right
rumber of columns: |2 & [ Line between
‘idth and spacing Preswig
Col #:  Width: Spacing:
i | [73om (2| 1.25em 3

Equal column width

apply to; | This section w

O [ Cancel ]

» Change the width and spacing of the columns - the Width is the width of the
column, while Spacing is the amount of space between columns

> Include a line between the columns

The Preview window in the dialog box shows an example of the format you have
chosen.

» When you have a suitable format click OK to close the dialog box

> Save and close the file
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BORDERS AND SHADING

You can add a border to a page or to text. This is useful if you want to draw a
line underneath a paragraph or enclose a paragraph or title within a border.

You can also use shading to highlight text or fill in the background of a table.

TEXT BORDER

» Open the document called Halloween
> Position the insertion point in the document heading

» Click the arrow at the side of the Borders button in the Paragraph group of
the Home tab

Paragraph Bottom Border

Top Border

Left Border

Right Barder

#+ | Mo Border

All Borders

Qutside Borders

= | Inside Borders

Inside Horizontal Border

#f- | Inside Vertical Border

Horizontal Line
Drraw Table

View Gridlines

Borders and Shading...

> Select Borders and Shading
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The Borders and Shading dialog box is displayed

Borders and Shading

Borders | Page Border | Shading

Setting: Shyle:

Presview

EE—— Click on diagram below or use
Hone buttons ko apply borders

D Box | | -

£
H

D Color:
3D
= | Aukomatic
;- 0 ﬂ

o
‘ Apply ta:

| Paragraph

]

Horizontal Line. ..

oK ] ’ Cancel ]

> Ensure the Borders tab is selected

» In the Setting column click Box

» Ensure Paragraph is selected in the Apply to: box

Preview

Apply to:

Click on diagram below or use
buttons to apply borders

Paragraph

v

» Click the Shading tab
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» Click the down arrow in the Fill box

| Shading

Mo Color F|

Theme Colors
H EEEEEN

Fill

Standard Colors
HE EEEER

Mo Color

More Colors...

» Choose a vibrant colour for the background of the border

> Click OK

From Wikipedia, the free encycigpaedia

Halloween, or Hallowe'en, is a holiday celebrated on the night of October 31.

> Add a shaded border to the first two sub-headings, History and History of
Name

> Save the document
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PAGE BORDER

You are going to apply a border around the page.

» The file called Halloween should still be open

» Click the down arrow on the Borders button in the Paragraph group of the
Home tab

» Choose Borders and Shading
The Borders and Shading dialog box is displayed.

> Click the Page Border tab

Setting: Shyle: Presvigw
El B Click on diagram below or use
Hane buttons ko apply borders
D Box | | e . """""
|:| Shadaw .
v
D colo: =i
o Automatic b
wickh:
E Cuskam 1 pt
ke Apply to:
Ark: whole document v
{none)
v
Horizontal Line, .. OF, ] ’ Cancel ]

In the Setting column, click Box

In the Style section, choose a line style

Click the down arrow next to Color and select a colour from the palette
Click OK

Look at the document in Print Preview

Close Print Preview

vV Vv Vv V VY V V

Click Undo to remove the page border ready for the next exercise
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Graphical page border

As well as various line styles, you can choose a graphical page border.

» Click the down arrow on the Borders button in the Paragraph group of the
Home tab

» Choose Borders and Shading

The Borders and Shading dialog box is displayed.
» Click the Page Border tab

» In the Setting column, click Box

» Click the down arrow in the Art box to see a selection of graphical styles

> Scroll down the list and choose the cat shape ﬁﬁﬁﬁﬁ

» Click the down arrow next to Color and select a medium grey from the
palette

> Click OK
» Look at the document in Print Preview

» Close Print Preview

Always check a document with a page border in Print Preview before printing.
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FORMAT PAINTER

To complete the document you need to format the final sub-heading, Symbols
to match the others. In this exercise you are going to copy the format of one of
the other headings that you formatted earlier.

» Position the insertion point in the first sub-heading, History
» Click the Format Painter button in the Clipboard group of the Home tab

T,

=]
Paste

- [

Clipboard

The format of the sub heading text has been copied ready to apply it to other
text.

» Move the mouse pointer (which now has a paintbrush icon attached) down to
the final sub-heading

» Select the text in the sub heading

The format of the History subheading has been applied to the Symbols
subheading.

The Format Painter button is switched off.

> Save and close the document

IMPORTANT TO REMEMBER

Position the insertion point in the text which has the format that you want to
copy before clicking the Format Painter button.

Click the Format Painter button once to copy the format to one other piece of
text.

If you double-click the Format Painter button you can copy the format as many
times as you like but then you need to click the button once more to cancel the
command.
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SYMBOLS

Apart from the characters on the keyboard, you can choose to insert symbols
from a selection of several hundred held within the symbol tables. You have

already had a brief look at the Symbols dialog box when you chose a symbol to
use as a bullet.

» Open a new blank document

» Click the Symbol button in the Symbols group of the Insert tab

TT Equation -
|£]S}.rm|:n:u|*
v ® @ £ f
¥ ® ™ + =
- S

b o B om0

L1  More Ssymbaols...

» Click More Symbols

The Symbol dialog box is displayed.

Symbol ?X
Symbals | special Characters
Font: [Wingdings W

DA ad) s 8o R s dlks

CI— B 2= e e @ H® e

=¥ |80 | s |==d| P YOO CEE R

YN Y AR R
Recently used symbols:

VIFIOIEIE ¥ ®|™Mt|=s|z|+|x|=]|H
wingdings: 32 Character code: |32 from: | Swmbol {decimal)
[&utoCorrect... l [Shortcut Eey... l Shartout key:

Insett ][ Cancel
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The symbols and characters you can insert depend upon the font that you
choose.

There are a variety of fonts and you might need to search through them to find
what you are looking for.

> Click the down arrow next to Font

> Select Webdings

The Webdings symbols include more unusual characters.
» Choose a symbol

» Click the Insert button

The symbol is inserted into the document.

» Click Close

You treat a symbol in the same way as any other character - if you need to
make it bigger, select the symbol and a larger font size.
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INTERNATIONAL CHARACTERS

Although international characters such as a are included in the Symbols tables,
it is tedious to have to search for these characters when you need them.

To produce é
» Hold down the CTRL key and press ¢ (apostrophe)

> Release the CTRL key and press e

Try reproducing the following characters:

o Ctrl+Shift+:(colon)+o
A Ctrl+Shift+~(tilde)+n

o Ctrl+,(comma)+c

B Ctrl+Shift+&+s

u Ctrl+ (accent grave)+u

=y | To see a list of characters, type International Characters into Word Help.

» Close the document without saving
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PRINTING A BOOKLET

In this exercise you will print four pages of text so that, if it were printed back
to back, the result would be an A5 booklet with four pages.

» Open the document called PrintPigs

> Click the Office Button

» Choose Print

» Print

In the Zoom section of the dialog box:

> Click the down arrow in Pages per sheet and select 2 pages
» Click the down arrow in Scale to paper size and select A4
In the Print range section:

» Choose to print Pages 4, 1, 2, 3

Print @ @
Printer
Mame: 8 WP Laserlet 4200 PCL 6 v
Status:  Idle Find Printer. ..
Type: HP Laserlet 4200 PCL &
Where:  IP_146,227,16.62 [ prink to file
Comment: [ Manual duplex
Fage range Copies
Oal Mumber of copies: |1 Es

O Current page O Selection
(%) Pages: |4,1,2,3 11
Tvpe page numbers andfor page '

ranges separated by commas counting
fram the start of the document or the
section. For example, bvpe 1, 3, 5-12
or plsl, pls2, pls3—p8s3

Print what: |Document 4 | Zoom
Print: All pages in range - Pages pet sheet!
Scale to paper size: | No Scaling A
Options, .. QK l [ Cancel

This tells Word in what order to print the pages so that, when the brochure is
folded, the pages are in the correct order.

» Click OK
> Fold the pages together as a back to back document

» Close the document without saving
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