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About This Courseware Preface

What is the Microsoft Office Specialist Certification?

Microsoft Office Specialist (MOS) certification is the leading IT certification in the world. More than 1 million MOS exams are taken
every year in over 140 countries.

The Microsoft Office Specialist Program enables students to demonstrate the knowledge, skills, and abilities to productively use
Microsoft Office. The MOS Program enables students to tap into the full functionality of the Microsoft Office programs, resulting in
higher levels of individual performance and confidence, which can help those with MOS certifications distinguish themselves in the
workplace from those who are not certified. To learn more about these and other certifications, please visit www.certiport.com.

Microsoft

Office Specialist

The Microsoft Office Specialist (MOS) certification exams validate skills within the applicable Microsoft Office programs. The Office 365
& Office 2019 exams are powerful tools for assessing student skills and preparing students for real-world application. Skill assessments
include performance-based formats, revised instructions, multiple projects, and questions integrated with objective domains.

The available Microsoft Office Specialist Program 2019 exams include:

e Microsoft Office 365 & Office 2019 Word

e Microsoft Office 365 & Office 2019 Excel

e Microsoft Office 365 & Office 2019 PowerPoint

e Microsoft Office 365 & Office 2019 Outlook

e Microsoft Office 365 & Office 2019 Access Expert
e Microsoft Office 365 & Office 2019 Word Expert
e Microsoft Office 365 & Office 2019 Excel Expert

The Microsoft Office Specialist Program consists of two levels:
Associate and Expert.

ASSOCIATE EXPERT

Students earn a certification for each exam they pass; however, if Microsoft Office Microsoft Office
students earn any three of the four available associate Specialist - Associate Specialist - Expert
certifications, they will become Microsoft Office Specialist - s (Any 2)
Associates and earn an additional credential for this () Access Expert
accomplishment. If students want to advance even further and .

. o . xcel Word Expert
earn Associate certifications and any two of the three available
Expert certifications, they will become Microsoft Office Specialist Word Excel Expert
- Experts and achieve the highest credential within the Microsoft Outlook [+

Office Specialist Program.*
PowerPoint Microsoft Office

ialist - A i
*This certification replaces the Microsoft Office Master credential. Specklisto fesociate

Prepare for your Microsoft Office Specialist exam with Jasperactive!
Learn more about Jasperactive at www.jasperactive.com

. . Founded on CCI Learning’s world-leading courseware, Jasperactive is the
Jaseeractl\e world's first kinesthetic Microsoft Office learning and validation system

icrosoft Office

mapped to the Microsoft Office Specialist Global Standard.

For more information:
Visit www.ccilearning.com/store-ca/product-category/microsoft/ to learn more about the Microsoft Office 365 & 2019 books.

Microsoft, Access, Excel, the Office Logo, Outlook, and PowerPoint are either registered trademarks or trademarks of Microsoft Corporation in the United
States and/or other countries. The Microsoft Office Specialist logo is used under license from Microsoft Corporation.
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About This Courseware Preface

Course Description

This Microsoft® Office 365 & 2019 Word Expert Certification Guide teaches the skills necessary to create and
format business documents including forms and personalized mailings, manage multiple documents, create
and use macros, and customize various Word elements.

Students who complete this course will have reviewed all the exam objectives and be prepared to take the
Microsoft Office Specialist Word Expert Exam #MO-101. Successful completion of the certification exam
validates the knowledge and skill sets for individuals seeking employment or advancement in their careers.

Suggested Course Length: 20-35 Hours

Course Series

This guide is one of seven courses in CCl's Microsoft Office 365 & 2019 series. The courses available in the
series include:

e Word Associate e PowerPoint Associate e Word Expert

e Excel Associate e Outlook Associate e Excel Expert

e Access Expert

Course Prerequisites

This course is designed for students who are familiar with the Microsoft Windows operating system, personal
computers, using a keyboard, and using a mouse. The course assumes that students have completed the

Microsoft Word Associate course or have equivalent knowledge and experience. Students should be able to:
Start and run Windows. O Create documents and navigate within Word.

Use the taskbar. Manipulate text.
Use the Start button. Format text and paragraphs.
Use the Help feature. Format documents.
Use Minimize, Restore Down/Maximize, or Close. Manage documents.
Use the left and right mouse buttons. Use tables.

Understand file management techniques. Work with illustrations.

O0O0O0OO0aoO0agao
O 0OO0O0Oo0ood

Navigate between files, folders, or drives. Use references, comments, and track changes.

System Requirements
This courseware was developed using specific software and hardware configurations. To complete this
courseware, you should have the following for each student:
e Adesktop or laptop system running Microsoft® Windows 10 and Microsoft® Office 365 or 2019
e Mouse or comparable pointing device
e 101-key enhanced keyboard
In the materials contained in this courseware, we assume that you have met these criteria, and that you have

successfully installed both Windows and Office on your computer.

Note: This course was written using Microsoft Office 365 Version 1902; if you subscribe to Office 365,
features may be added or updated without notice.

3271-1v1.00 © CCl Learning Solutions Inc. vii
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Classroom Setup

The features and exercises shown in this courseware were developed using the standard installation of the
Microsoft Office 365 Version 1902 Desktop applications on a system with Windows 10. If your computers
have another version of Windows or Office 365 installed, you will need to adjust accordingly to accommodate
for the differences in dialog boxes or command sequences.

It is likely your teacher set up the classroom computers based on the system requirements to run the software
for this course. Most software configurations on your computer are identical to those on your teacher's
computer. However, your teacher may use additional software to demonstrate network interaction or related
technologies.

Teacher Resources are available and are produced specifically to assist an educator in preparing to deliver
the course using the CCl materials. Contact your coordinator or administrator or call your CCl Account
Manager for information on how to access these resources.

Downloading the Exercise Files

The exercises in this courseware require you to use the exercise files provided for the course. To download
the exercise files for this course, perform the following steps.

1. Launch your browser and navigate to the Student Data Files page on CCl Learning’s website, located at
http://www.ccilearning.com/data.

2. Type: 3271 in the Courseware # field, then click Find Data.

3. Depending on the browser you are using, the ZIP file may be automatically saved in your Downloads
folder, or you may be prompted to open or save the file. Save (or move) the downloaded ZIP file to your
Desktop.

4. Right-click the ZIP file on your Desktop, then click Extract All to display the Extract Compressed (Zipped)
Folders dialog box.

5. Click the Browse button, navigate to the Desktop, click the Select Folder button to confirm the Desktop
as the location for extracting the files, then click the Extract button. A folder named 3277 Exercise Files
should now reside on your Desktop.

6. Within the 3271 Exercise Files folder, you will find a StarterFiles, ResourcefFiles, and MyProjects folder. The
StarterFiles folder contains data file(s) you are directed to open at the beginning of an exercise. The
ResourceFiles folder contains supplemental files that you will be directed to access during an exercise.
The MyProjects folder will be empty. As you perform the exercises for a lesson, you will be directed to
save your work in the MyProjects folder.

viii
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Preface

Course Design

This course book was developed for instructor-led training and will assist you during class. Together with

comprehensive instructional text and objectives checklists, this course book provides easy-to-follow hands-

on exercises and a glossary of course-specific terms. This course book is organized in the following manner:

L Microsoft Word Expert

Table of Contents
Lessons
Lesson Objectives
Narrative Text

v" Graphics

v’ Tips, Tricks and Tech Notes

Exercises
v" Graphics

v’ Tips, Tricks and Tech Notes

Lesson Summary

Key Terms

Quiz Questions
Appendices

Courseware Mapping

Glossary of Terms

Index

When you return to your home or office, you will find this course book to be a valuable resource for reviewing

exercises and applying the skills you have learned. Each lesson concludes with questions that review the

material. Lesson quiz questions are provided as a study resource only and in no way guarantee a passing

score on a certification exam. Appendices in the back of this course book provide additional information.

Course Objectives

This course book teaches the skills you will need to successfully complete the Microsoft Word Expert Exam

MO-101. These skill sets are introduced using multiple types of business and personal documents.

After completing this course, you will be able to:

DRI R

Customize templates and document

design elements.
Work with styles.
Search for specific information.

Control the flow of text.

Import and link to external content.

Compare and combine documents.

Protect documents.

S U O VO VO M

Customize global settings.
Set up forms.
Work with building blocks.

Create, edit, and organize macros.

Work with document references.
Create indexes.

Use mail merge.

3271-1v1.00 © CCl Learning Solutions Inc.
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Conventions and Graphics

The following conventions are used in CCl learning materials.

Folder Names — Names of folders and specific locations are indicated in italic font style.
File Names — Names of files are indicated in bold font style.

Exercise Text Entry — Content to be entered by the student during an exercise appears in Times New Roman,
10pt, bold font.

Key Terms - Vocabulary terms that are presented in the narrative appear in bold, italic font style.
Procedures - Procedures and commands you are instructed to activate are indicated in bold font style.

Objective 1.1.1, 1.1.2 - This indicates the numbered objective from the Microsoft Office exam being covered
in the topic. Refer to the Appendix for a complete listing of exam objectives.

Technical Notes point out exceptions or special circumstances that you may find when working through a
particular process, or may indicate there is another method to complete the task.

I Learn to Exercise

Learn to headings signal the start of step-by-step, hands-on exercises or other activities.

X 3271-1v1.00 © CCl Learning Solutions Inc.



Microsoft® Office 365 & 2019 Series

Microsoft®

Word

Expert Certification Guide

Lesson 1: Using Advanced
Design Elements

Lesson Objectives

In this lesson, you will customize templates, work with styles, use advanced find and replace features, and use

advanced formatting options to control the flow of text in a document. Upon completion of this lesson, you

will be able to:

O

O
O
O

Customize templates. Use wildcards in searches.

Share template tools. Find and replace formatting.

Create and modify styles. Use hyphenation options.

O ooo

Customize design elements. Use line numbering.

Customizing Templates

Objective 1.1.1

A template determines the basic formatting for a document. Templates contain document settings such as
fonts, styles, page layout, special formatting, shortcut keys, macros and menus. All Word documents are
based on a template.

When you launch Word, or click New in the Backstage, Word displays several different templates. The most
common (it is also the default) template used for document creation is the Normal template. In fact, when
you click Blank document or press CTRL+N, Word creates a new document based on the Normal template.

Every macro, style, building block, or general formatting option (such as the default margin settings or font
size) available to you in the new blank document is saved in the Normal template.

3271-1v1.00 © CCl Learning Solutions Inc. 1
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Lesson 1 Using Advanced Design Elements

To create a document using a template, click File, and then click New to view a list of available templates
(Figure 1-1).

Note: You can access templates from the Microsoft Office website if you have a live, non-restricted Internet
connection. If you do not, you may not see any suggested templates in the New page. You can still use
templates if you obtain them from another source. Any templates required for this course will be provided
to you.

New

Search for online templates o

Suggested searches:  Business Cards Flyers Letters Education Resumes and Cover Letters  Holiday

s\ REPORT TITLE Aa
U zoxx
1=
g el
-t Take a tour
Blank document Report Welcome to Word 2016 Single spaced (blank)
w FIRST NAME LAST NAME
et '_-"E'PE Ee H Insert your first
= = Table of
= T contents

"

= ‘

Blue grey resume Snapshot calendar Insert your first table of conte... Modern chranological resume
Figure 1-1: New page in the Backstage

Click a template once to preview its contents in a separate window and click Create if you decide to create a
new document based on the selected template. You can also double-click a template to create the new
document.

You can easily modify a template and save those modifications as a new template. To do so, create a new
document based on the template you want to use as a starting point. Modify the elements you want to
change in the new document, then save the modified document as a Word template.

To save a document as a template, click File, click Save As, select the location in which to save the file, then,
in the Save as type field, select Word Template. Templates are saved with the .dotx (Document Template)
extension (or the .dot extension for Word 2003 and earlier versions). If you want your custom templates to
display in the template gallery, save them in the Documents\Custom Office Templates folder. Once you have
saved a custom template in the default location, a link named PERSONAL displays in the template gallery.
Click the link to view your custom templates.

Note: You can also open a built-in Office template directly; by default they are stored in the following
location on a Windows system: C:\Program Files (x86)\Microsoft Office\root\Templates\1033. You must open
the template using the Open command within the application — if you navigate to and double-click the
template file, you will open a document based on the template. Keep in mind that built-in template
documents are opened in Read-Only mode. If you want to save your changes, you must give the template
a new name and save it in a different location.

2 3271-1v1.00 © CCl Learning Solutions Inc.



Using Advanced Design Elements Lesson 1

Learn to customize templates

In this exercise, you will modify an existing template and save it as a new template.

1. Open the Becky's Coffee Shop (Template).docx document located in the 3277 Exercise
Files\StarterFiles folder.

2. Save the document as My Coffee Shop Business Plan.docx in the 3277 Exercise Files\MyProjects folder.
3. Change the title from Business Plan Title to: Becky’s Coffee Shop.
4. Change the subtitle from Business Plan Subtitle to: Best Cup of Coffee Since 1956.

5. Click in the title, and then on the Home tab, in the Styles group, click the Styles dialog box launcher. In
the Styles pane, click TOC Heading to apply this style to the title text, then close the Styles pane.

6. Scroll through the document and notice the possibilities for customizing this pre-designed template to
include graphs, content layout, and table of contents. Then return to the top of page 1, and double-click
the replace with LOGO icon. On the Picture Tools Format tab, in the Adjust group click Change Picture.

7. In the drop-down menu, click From a file to open the Insert Picture dialog box. Navigate to the 3277
Exercise Files\ResourceFiles folder, click the CoffeeLogo file, then click Insert. On the Picture Tools
Format tab, in the Size group, change the height to: 1.1” (2.8 cm).

8. Scroll to the bottom of the first page and change the following:

Street Address: 12345 Coffee Avenue

New York, New York 10021
Telephone: (800) 555-2565
Fax: (800) 555-2500
Email: beckyscoffee@gmail.com
Web address: www.beckyscoffee.com

9. Save the document as a Word Template named My Coffee Template.dotx in the 3277 Exercise
Files\MyProjects folder, and then close it.

Note: Before you click Save, double-check that the file type is set to Word Template (*.dotx). Depending on
the sequence of steps you take to save the file, Word may change the file type back to Word Document as
you navigate your folder structure.

Sharing Template Tools

Objective 2.3.3

Templates help ensure a consistent look and feel among a collection of documents. This is especially
applicable in work situations; most companies want their documents to have a consistent, uniform look and
feel. You can quickly and easily copy items from one document to another, including styles and macros.

To access template options, you must first activate the Developer tab in the Ribbon. To do so, click File, then
click Options to open the Word Options dialog box. Several tabs display down the left side of the dialog box.
Click the Customize Ribbon tab to view options for working with the Ribbon (Figure 1-2).
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Word Options

General E[%] Customize the Ribbon and keyboard shortcuts.
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Proofi
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Save

Accept Revision -
Add Table 4
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Bullets L4
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Change List Level L4

Copy

Cut

Define New Number Format...

Delete

Draw Table

Draw Vertical Text Box

Email

Find

Fit to Window Width

Font

Fent Color

Fent Settings

Font Size

Footnote

Format Painter

Grow Font

Insert Comment

Insert Page Section Breaks 4

Insert Picture

Insert Text Box

Line and Paragraph Spacing 4

Link -

Keyboard shortcuts:

Language

Ease of Access

Advanced

i
&

Cuuick Access Toolbar

Add-ins

Trust Center

ToHET
Mal
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Main Tabs =
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Blog Post
[ Insert (Blog Post)
[ Qutlining
Background Removal
B Home
[ Insert
B Draw
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[ Layout
References
Mailings
[ Review
B view
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[ Add-ins
Help
[ Acrobat

[4I]

Mew Tab | | Mew Group | | Rename... |

Customizations: i
Import/Export ~ |

| ok

| | Cancel

Figure 1-2: Word Options dialog box — Customize Ribbon tab

In the Main Tabs section on the right side of the dialog box, select the Developer check box, and then click
OK. The Developer tab will appear in the Ribbon as shown in Figure 1-3.

File Home Insert Draw

@ = E Record Macro

Design References

& & &

Layout

Aa Az B BB

Visual Macros Add-  Word COM )
Basic & Macro Security ins  Add-ins Add-ins 'E=|E @ = =
Code Add-ins Controls

Figure 1-3: Developer tab

Mailings
@Design Mode

]

Review View Developer Help Acrobat

B | 2 (& ¢

XML Mapping Restrict | Document
Pane Editing Template
Mapping Protect Templates

To see the template attached to the current document, on the Developer tab, click Document Template to

open the Templates and Add-ins dialog box (Figure 1-4).
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Templates and Add-ins

Templates XML Schema XML Expansion Packs  Linked 55
Document template

Mormal

|:| Automatically update document styles

Attach to all new e-mail messages

Global templates and add-ins

Checked items are currently loaded.

Full path:

Attach...

Add...

Remove

Cancel

Figure 1-4: Templates and Add-ins dialog box

Document template — Displays the name of the template currently attached to the document.

Attach — Use this button to attach a different template to the document.

Automatically update document styles — Select this option if you want Word to automatically update
the styles in the document to those of the attached template.

Attach to all new e-mail messages — Select this option if you want Word to automatically apply the

template attached to the current document to new email messages.

Global templates and add-ins — If there are other templates containing styles, macros, or Quick Parts

that you want to use in the current document, you can add them here.

Note: The Templates and Add-Ins dialog box also includes tabs that contain options for working with XML
schemas and expansion packs, and for linking cascading style sheets (CSS). These options are useful if you

plan to use Word for creating Web documents.

If you want to share styles and other items (such as macros) among documents or among templates, click
the Organizer button to open the Organizer dialog box (Figure 1-5).

Organizer

Macro Project [tems

In Word Document.dooe

-2 Baseling Shift

-3 Baseline Shift
Anchor

Answer

Appendix heading 3
apple-converted-space
A-TOC/Head
A-TOC/Section

& Copy

Delete

Styles available in:

Word Document.doc: [Document)

LV

Close File

Description

Rename...

In Mormal.dotm:

Default Paragraph Font
Mo List

Mormal

Table Mormal

Styles available in:

Mormal.dotm [global template)

o

Close File

Close

Figure 1-5: Organizer dialog box
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Word displays items for the current document on the left side of the Styles tab in the Organizer dialog box.
By default, the Normal template displays on the right side of the dialog box. If you want to share elements
between the document on the left side and another template or document, you can click the Close File button
to close the Normal template. Click the Open File button and navigate to (and select) the file that contains
the elements (styles or macros) that you want to share with the document on the left side of the dialog box.

You can then select styles (or macros) in either the left or right side in preparation for copying them to the
other side, as shown in Figure 1-6.

Organizer ? X

Styles Macro Project [tems

In'Word Document.doce Tao Mormal.dotm:
(Balloon Text Copy -» Default Paragraph Font
MNao List
Body Close Mormal
Body Indent ZEEE Table Mormal
Body Text
Body tight Rename...
Bullet - Main
Bullet 1 e
Styles available in: Styles available in:
‘Word Document.docx [Document) ~ Mormal.dotm [global template] ~
Close File Closg File
Drescription

Close

Figure 1-6: Organizer dialog box — copying styles

With the elements selected, click Copy to copy them into the document (or template) on the other side of
the Organizer dialog box.

Click the Macro Project Items tab in the Organizer dialog box to copy macros between documents and
templates (Figure 1-7).

Organizer ? X

Styles Macro Project ltems

To Word Document.dooe In Mormal.dotm:
<- Copy
Delete
Bename...
Macro Project Items available in: Macro Project Items available in:
‘Word Document.doox (Document) ~ Mormal.dotm (global template) ~
Close File Closg File

Drescription

Close

Figure 1-7: Organizer dialog box — Macro Project Items tab

Notice that the Macro Project Items tab includes the same buttons (and provides the same functionality) as
the Styles tab.
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Note: You can also access the Macro Project Items tab in the Organizer dialog box from the View tab in the
Ribbon. On the View tab, in the Macros group, click the Macros arrow, click View Macros to open the
Macros dialog box, then click Organizer.

To copy building blocks to a document or template you must first open the template into which you want
to copy the building blocks. Any building blocks that are created in Word are saved by default in a template
file named BuildingBlocks.dotx. On the Insert tab, in the Text group, click Quick Parts, and then click Building
Blocks Organizer to open the Building Blocks Organizer dialog box (Figure 1-8).

Building Blocks Organizer ? X
Building blocks: Click a building block to see its preview

Mame Gallery Category Template 2 ~

Bibliograp... Built-In Built-In Buil...

References Bibliograp...  Built-In Built-In Buil...

Bibliography Bibliograp...  Built-In Built-In Buil...

Filigree Cover Pages  Built-in Built-In Buil...

Integral Cover Pages  Built-in Built-In Buil...

ViewMaster  Cover Pages  Built-in Built-In Buil... .

Austin Cover Pages  Built-in Built-In Buil...

lon (Light) Cover Pages  Built-in Built-In Buil...

Grid Cover Pages  Built-in Built-In Buil...

lon (Dark) Cover Pages  Built-in Built-In Buil...

Whisp Cover Pages  Built-in Built-In Buil...

Sideline Cover Pages  Built-in Built-In Buil...

Facet Cover Pages  Built-in Built-In Buil...

Banded Cover Pages  Built-in Built-In Buil...

Semaphore  Cover Pages  Built-in Built-In Buil...

Motion Cover Pages  Built-in Built-In Buil...

Slice (Light)  Cowver Pages  Built-in Built-In Buil...

Slice (Dark) Cover Pages  Built-in Built-In Buil...

Retrospect Cover Pages  Built-in Built-In Buil...

Fourier Seri... Equations Built-In Built-In Buil...

Trig Identity 2 Equations Built-In Built-In Buil... e
R Ty S A oo ¥ | Works Cited

< > Automatic bibliography (labeled “Waorks Cited”) that
Edit Properties... Delete Insert includes all sources associated with the document

Figure 1-8: Building Blocks Organizer dialog box

In the Building Blocks Organizer dialog box, select the entry for the building block you want to copy and then
click Edit Properties to open the Modify Building Block dialog box (Figure 1-9).

Modify Building Block ? *
Hame: ‘Waorks Cited

Gallery: Bibliographies ~
Lategory: Built-In w

Automatic bibliography (labeled "Works
Description: | Cited”) that includes all sources associated
with the document

Save in: Euilding Blocks.dotx w

DOptions: Insert content in its own paragraph -

Figure 1-9: Modify Building Block dialog box

In this dialog box, display the Save in menu and select the template into which you would like to copy the
building block.
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Learn to share items among templates

In this exercise, you will copy styles to a document.

1. Open the Lyrics.docx document located in the Starterfiles folder and save it as My Lyrics.docx in the
MyProjects folder.

2. In the document, click in the Public Domain heading, then on the Home tab, in the Font group, notice
that the font for the heading is Century Gothic.

3. Inthe document, click in the Take Me Out to the Ballgame heading. This heading also uses the Century
Gothic font.

4. In the document, click anywhere in the lyrics (not in either of the headings). Then on the Home tab, in
the Styles group, click the Styles dialog box launcher, then point at the Normal style in the Styles pane.
Notice that the font shows as FONT (Default) Segoe Ul.

5. In the Styles pane, click the Manage Styles button. Then click the Import/Export button to open the
Organizer dialog box.

6. In the list on the right side of the Organizer dialog box for Normal.dotm (global template), click the
Normal style.

7. Click the Copy button to copy the style from the Normal template into the Lyrics document.
8. Click Yes to confirm that you want to overwrite the existing Normal style in the Lyrics document.
9. In the Organizer dialog box, click the Close File button beneath Normal.dotm (global template).

10. Click the Open File button and navigate to the ResourceFiles folder. Click the arrow for the file type field
and click All Files. Then double-click Courseware Mapping. The styles in this document now display in
the list on the right side of the Organizer dialog box.

11. In the list on the right, click Heading 1, press CTRL, and then click Heading 2.

12. Ensure both heading styles are selected in the list on the right, then click the Copy button to copy these
styles from the Courseware Mapping document into the Lyrics document.

13. Click Yes to All to overwrite the existing styles in the Lyrics document, and then click Close to close the
Organizer dialog box.

Notice that the copied heading styles have been automatically applied to the headings in the Lyrics
document.

14. Save, then close the document.

Working with Styles

A style is a combination of character and paragraph formatting that you save with a unique style name.

The two most commonly-used types of styles are:
e Paragraph T - Affects the appearance and position of the entire paragraph.

e Character & — Affects a selected block of text (such as several words within a sentence) and can include
any of the formatting attributes found in the Font dialog box (such as font, size, font style, and so on).
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Creating Styles
Objective 2.3.1

To create a style, determine what formatting you want, then generate a naming structure for the various

styles you design.

Consider the following when naming a style:

You can use up to 253 characters for the style name, including any combination of characters and spaces,

except for the backslash (\), semicolon (;) or brace ({}) characters.

Style names are case-sensitive in Word. For example, Word regards quotations and Quotations as

different styles.

Each style name within a single document must be unique (that is, you cannot save a new style called

Heading 3 because Word provides a built-in style called Heading 3).

To create a style, use one of the following methods:

On the Home tab, in the Styles group, click the More
button, and then click Create a Style to open the
Create New Style from Formatting dialog box (Figure
1-10).

Type a name for the new style, then click the Modify
button to display all the properties you can
configure when creating a new style; or

Create New Style from Formatting ? X

Mame:
Stylel

Paragraph style preview:

Style1

Figure 1-10: Create New Style from Formatting dialog box —
opened from the Styles gallery

Modify... Cancel

on the Home tab, in the Styles group, click the Styles dialog box launcher to display the Styles pane, and

then click the New Style button at the bottom of the Styles pane (Figure 1-11).

Create Mew Style from Formatting

Properties

MName: Stylel

Style type: Paragraph

Style based on: T Mormal

Style for following paragraph: T Styled
Formatting

Calibri (Body} w11 B T U Automatic e
Sl===|= = = |15 i =

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

Style: Show in the Styles gallery
Based on: Normal

Add to the Styles gallery [ ] Automatically update
@ Only in this document O Mew documents based on this template

Farmat =

Cancel

Figure 1-11: Create New Style from Formatting dialog box — opened from the Styles pane
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Use the options in the dialog box to configure the appropriate properties for the new style.

Name - Enter a name for the new style.

Style type — Choose the type of style you want to create: Paragraph, Character, Linked (paragraph and
character), Table, or List.

Style based on — Choose a style to use as a foundation or starting point for the new style.

Style for following paragraph — Specify a style to apply to the paragraph following the one formatted
with this style.

Formatting — Specify formatting options for the new style.

Add to the Styles gallery — Choose whether to include this new style in the Quick Styles list. All styles
are accessible from the Styles pane.

Automatically update — Choose this option if you want Word to automatically update the style
whenever you add manual formatting to a paragraph or selection to which the style has been applied.
Generally, this option is not selected.

Only in this document — Select this option if you want the new style to be available for the current
document only; this is useful if the style has the same name as a style used in other documents.

New documents based on this template — Choose this option if you want to make the style available
to all documents. Unless you specify otherwise, the default template where styles are saved is the Normal
template (set by Word).

Format — Click to access additional formatting attributes such as text effects, borders, language, and so
on.

When you have configured the settings for the new style, click OK to add it to the styles stored in the

document.

Once you have created a style, you can apply it to any text in the document. Use one of the following methods
to apply the new style to selected text:

e Click the new style in the Quick Styles gallery; or

e click the new style in the Styles pane; or

e open the Apply Styles window, click the arrow for the list of styles, and then click the new style.

Modifying Styles

Objective 2.3.2
One of the major advantages of using styles becomes apparent when you need to make formatting changes.
When you redefine the formatting of a selected style, Word automatically updates all paragraphs formatted

with that style throughout the document. New styles are commonly based on the Normal style. If you change
the Normal style, all styles based on it will also reflect that change.

To modify a style, use one of the following methods:

e On the Home tab, in the Styles group, click the Styles dialog box launcher to display the Styles pane.
Point at the style you want to change, click the arrow for the style, and then click Modify to open the
Modify Style dialog box (Figure 1-12); or
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Muodify Style ? *
Properties

Mame: Heading 1

Style type: Linked [paragraph and character) e

Style based on: 1 Mormal ~

Style for following paragraph: 1 Mormal ~
Formatting

Calibri Light (Heacw| (16 |»|| B I U | NG

== e s s | E E = =

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

Font: [Default) +Headings [Calibri Light), 16 pt, Font color: Accent 1, Space -
Before: 12 pt
After: 0 pt, Keep with next, Keep lines together, Level 1, Style: Linked, Show in the Styles
gallery, Priority: 10
Add to the Styles gallery |:| Automatically update
@ Only in this document O Mew documents based on this template

Format ~ Cancel

Figure 1-12: Modify Style dialog box

e on the Home tab, in the Styles group, click More in the Quick Styles gallery, and then click Apply Styles
to open the Apply Styles pane, as shown in Figure 1-13.

Apply Styles ~ X%
Style Mame:
Heading 1 -

Reapply Madify... | |44

AutoComplete style names

Figure 1-13: Apply Styles pane
Note: You can also press CTRL+SHIFT+S to open the Apply Styles pane.

In the Apply Styles pane, display the Style Name drop-down list and select the name of the style you
want to modify, then click Modify to open the Modify Style dialog box.

When the Modify Style dialog box opens, you can make the required changes and then click OK to save

the changes to the style.

. . Styles v %
e Select and format text in the document to which a style has been

I Heading 1 EI o

applied, then in the Styles pane, click the arrow for the style and
Update Heading 1 to Match Selection

click Update [Style Name] to Match Selection to automatically A Mo
v Modify..

update the style; or

Select All: (Mo Data)
e select and format text in the document to which a style has been Bemove All: (No Data)
applied, then in the Quick Styles gallery, right-click the style and

Remove from Style Gallery

click Update [Style Name] to Match Selection.
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aaBbcede | AaBbCi| AaBbce A QB assbeer aa

THo Spac,,, Heading 1 Headinn 2 Title Subtitle Suik
Update Heading 1 to Match Selection I}
A Modify..

. S 4
: Select All: (No Data)

Rename...
Remove from Style Gallery

Add Gallery to Quick Access Toolbar

Note: If you change the theme in a document in which heading styles have been applied, the formatting of
the heading styles will adjust per the theme, but the styles will remain applied. Even if you change a style
manually in a document, the style remains applied to the selected text, and only the formatting changes.

Styles, Structure, and Navigation

Aside from helping to maintain consistency throughout a document, the application of styles (particularly
heading styles) helps to show the hierarchy of topics in a document.

Navigation ~ % The hierarchy of heading styles is clearly visible in the Navigation pane
and allows you to navigate a long document with ease by clicking the

. o heading to which you want to move. Additionally, heading styles are

Emifgs Pegs oo extremely useful when you want to generate a table of contents.

4 Lesson 1: Using Advanced Design Elements
Customizing Templates
Sharing Template Tools
4 Working with Styles
Creating Styles
Modifying Styles

Learn to create and modify styles

In this exercise, you will apply, create, and modify styles.

1. Open the Presentation Tips.docx document located in the StarterFiles folder and save it as My
Presentation Tips.docx in the MyProjects folder.

2. Click in the Presentation Tips text at the top of the document if necessary, then click Heading 1 in the
Quick Styles gallery to apply this style to the title.

3. Apply the Heading 2 style to all the subheadings that end with an ellipsis, such as Make sure ...

4. Click anywhere in the first paragraph below the document title. Then on the Home tab, in the Styles
group, click the Styles dialog box launcher.

5. Click the New Style button at the bottom of the Styles pane.

6. Type: Body2 as the new style name.

7. Ensure that the Style type setting is set to Paragraph.

8. Ensure that the Style based on setting is set to Normal.

9. Click the Style for following paragraph arrow, and click Normal.

10. In the Formatting area, click the Increase Indent button.
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11.

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.

23.

24.

25.

Click the Format button, click Paragraph and change the Left indentation to 0.3” (0.8 ¢cm). Click OK
twice to exit the dialog boxes.

Word has now applied this new style to the paragraph of text.

Click in the next paragraph that is not a heading, then click Body2 in the Styles pane.
Apply the Body?2 style to the remaining paragraphs in the document which are not headings.
Point at the Heading 1 style in the Styles pane and click the arrow, then click Modify.
Click the Format button, and then click Font to open the Font dialog box.

Change the font color to Green, Accent 6, Darker 50%. Change the font size to 20 pt.
Click OK to exit the Font dialog box.

Click the Format button, and then click Paragraph to open the Paragraph dialog box.
Change the Spacing Before to 6 pt and the Spacing After to 12 pt.

Click OK twice to exit all dialog boxes.

Select the Make sure heading.

Click the Layout tab and, in the Paragraph group, change the Spacing Before to 6 pt, and the Spacing
After to 12 pt.

Click the Home tab and, in the Font group, click the Increase Font Size button twice to change the font
size to 16 pt.

In the Styles gallery, right-click the Heading 2 style and then click Update Heading 2 to Match
Selection.

Save and close the document.

Customizing Document Design Elements

Design elements include such items as the document theme, color set, font set, and style set. These elements

are designed to work together to help you create documents with a consistent and "tied-together" look, and

they affect the options available in galleries and drop-down menus.

Customizing Themes
Objective 3.2.3

The document theme includes color sets and font sets. Word includes a live preview of each theme and its

options so you can easily decide whether the theme is appropriate for the message in the document. To

apply a theme to a document, on the Design tab, in the Document Formatting group, click Themes to display

the Themes gallery, then click a theme.

You can modify theme elements independently within a document, or you can = :
l:| =# Paragraph Spacing =

save them as a custom theme which you can then apply to other documents.

Effects ~

Colors Fonts

Use the options in the Document Formatting group on the Design tab of the 5 - () SetasDefault

Ribbon to customize theme elements to your preferences.
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Changing the Color Set

You can change a theme's color set by using a color set from another theme.

To choose a different color set, click the Colors menu in the Document Formatting group on the Design tab
(Figure 1-14).

Calors

Office -
Office
Office 2007 - 2010
Grayscale
Blue Warm
Blue
Blue I
Blue Green
Green
Green Yellow
Yellow
Yellow Crange
Orange
Orange Red
Red Orange
Red
Red Vieolet
Violet
Violet Il
Median
Paper

i

Marquee -

Customize Colors...

Figure 1-14: Colors menu
Point at a color set to preview the colors in the document. Click to change the color set.

When you change the document color set, you affect the colors of shapes, headings, SmartArt objects,
backgrounds and other design elements (such as table styles). You also change the theme colors that appear
in drop-down menu color palettes, such as those for font color and paragraph shading.

For example, in Figure 1-15, the font color palette on the left is available when the Office color set is applied;
the font color palette on the right is available when the Violet Il color set is applied.

li‘ Automatic E‘ Automatic
Theme Colors Theme Colors
H EEEENEER H EEEEEEN
Standard Colors Standard Colors
HE EEEERE HE EEEER
More Colers... More Colors...
D Gradient » D Gradient 3
Office Color Set Violet Il Color Set

Figure 1-15: Font color palette with different color sets applied

14
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Changing the Font Set

The font set used in a theme affects the font used for heading styles and body text in the document.

For example, in Figure 1-16, the document shown on the top has the (default) Office font set applied. This
font set uses Calibri Light for headings, and Calibri for body text. The document shown on the bottom has
the Times New Roman-Arial font set applied. This font set uses Times New Roman for headings and Arial for
body text.

Office Font Set

Title: Font Sets

Heading 1. A Heading About Font Sets

Heading 2: Another Heading having something to do with font sets

Body Text: This is the body text for the document. And here is some manual formatting applied - bold,
italic, underline and a combo.

Times New Roman-Arial Font Set
Title: Font Sets

Heading 1: A Heading About Font Sets
Heading 2: Another Heading having something to do with font sets

Body Text: This is the body text for the document. And here is some manual formatting applied
- bold, italic, underline and a combo.

Figure 1-16: Examples of different Font Sets

Consequently, the font set affects the +Body and +Heading fonts. Instead of specifying an individual font
face, the +Body and +Heading fonts are generic references to the current body and heading fonts
determined by the applied theme.

To change the font set used in a theme, click the Fonts menu in the Document Formatting group on the
Design tab (Figure 1-17).

Fants
Custom -
Tolano
A Cooper Black
a Georgia

Tolano1
Cooper Black
Aa | | P
eorgia

Tolano2

Aa Cooper Black

Georgia
Office

Oifice

Calibri Light
Aa calibri

Office 2007 - 2010
A Cambria
a calibri

Calibri
Calibri
Calibri

Aa

Arial

Aa Arial

Arial -

Customize Fonts...

Figure 1-17: Fonts menu

Point at a font set to preview the fonts in the document. Click to change the font set.
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Saving a Customized Theme
Although you cannot create your own theme from scratch, you can make changes to an existing theme by
changing the color set and font set, and then save the modified theme with a new name.

To save a customized theme, click Themes on the Design tab, then click Save Current Theme and type a name
for your custom theme in the Save Current Theme dialog box (Figure 1-18).

[Tl Save Current Theme x
+ <« Microsoft » Templates » Document Themes v O Search Document Themes »
Organize = Mew folder B < o
= This PC € MName Date modified Type Size
'y Libraries Theme Colors File folder
= USB Drive (G:) Theme Effects File folder
¥ MNetwork v Theme Fonts File felder
ARy Custom Theme ~
Save astype: Office Theme ~
~ Hide Folders Tools = Cancel

Figure 1-18: Save Current Theme dialog box

When you save a theme with a new theme name, it appears in the Custom section at the top of the Themes
gallery (Figure 1-19).

Custom -
Aa
mmmmEm
MyCustomT...
Office
Aa Aa Aa Aa
Ll . mEEE. Ll L L) EEEEEE
Office Facet Gallery Integral
Aa Aa Aa Aa
mmsEEm mmmmEm mmmmE =
lon lon Board... Organic Retrospect
Aa Aa ha Aa
EEEEEE EEEEEE L) EE.
Slice Wisp Badge Banded
Aa Aa Aa Aa
mEmem - mmm mEmm
Basis Berlin Circuit Crop -

Beset to Theme from Template
F‘:‘ Browse for Themes...
O] save Current Theme...

Figure 1-19: Themes gallery — Custom section

To delete a custom theme, display the Themes gallery, right-click the custom item, then click Delete.

Customizing Color Sets
Objective 3.2.1

You can create your own custom color set to include colors of your choice, such as those used in your
company logo. To create a custom color set, on the Design tab, in the Document Formatting group, click
Colors, then click Customize Colors to open the Create New Theme Colors dialog box (Figure 1-20).
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Create New Theme Colors ? *

Theme colors Sample

Text/Background - Dark 1 -
: ¢ = Text Text

Text/Background - Light1 || | = & ,,—_I
Y

Text/Background - Dark 2 | [l ~ o

Text/Background - Light2 || = J:[.]IL

Accent 1 El T Hyperlink
Accent 2 E - Hyperlink
Accent 3 |:| -
Accent 4 |:| -
Accent 5 |:| -
Accent & E -
Hyperlink E -
Followed Hyperlink |:| -

Mame: |Custom 1

Reset Cancel

Figure 1-20: Create New Theme Colors dialog box

When choosing specific theme colors, the sample on the right will show how the altered selection will appear
in your document.

To change the color of a specific element, click that element’s color drop-down menu. For example, Figure
1-21 shows the color specification for Accent 1.

Theme colors Sample
Text/Background - Dark 1 E -
Text/Background - Light 1 |:| -

Text/Background - Dark 2 E hd

Accent 1 : -

- Hyperlink
Accent 2 Theme Colors perlink

H H EN EEEE

Accent 3
Accent 4
T
Accent & Standard Colors

) HE EEEEE
Hyperlink More Colors...
Followed Hyperlink E hd

Mame: |Custom 1
Figure 1-21: Theme colors gallery for Accent 1 element
Select a new color in the palette or click More Colors to create a new color.

If you know the exact values for the desired color, select the color model you want to use (RGB or HSL) and
enter the values for the appropriate fields, as shown in Figure 1-22. Once you click OK, the new color will be
applied to the selected item.
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Colors ? X
Standard |
Colors: Cancel

Color model: |RGE -
Red: 68 |5
Green: 114 (£
Blue: 196 =

Current

Figure 1-22: Colors dialog box — Custom tab

When you have finished defining the custom color set, specify a name for the | custom -

color set if you have not already done so and save the custom color set. The B M PurpleVibes
Office

custom color set will appear in the Custom section at the top of the color set e o

gallery. [N Office 2007 - 2010
I T O Grayscale

To delete a custom color set, display the gallery, right-click the custom itemn, B WSS Elue Warm

. I N Blue
and then click Delete. - E— e

Customizing Font Sets
Objective 3.2.2

Word includes several pre-defined font sets; however, you can also create your own custom font sets. To
create a custom font set, on the Design tab, in the Document Formatting group, click Fonts, then click
Customize Fonts to open the Create New Theme Fonts dialog box (Figure 1-23).

Create New Theme Fonts ? *
Heading font: Sample

Calibri Light ~ Heading "
Body font: Body text body text body text. Body
Calibri ~ -

MName: |Custom 1

Save Cancel

Figure 1-23: Create New Theme Fonts dialog box

Make the appropriate selections for the heading and body fonts, enter a name for the customized font set,
then click Save. The new theme font set will appear in the Custom section at the top of the Fonts gallery.

To delete a custom font set, right-click the item in the gallery, and then select Delete.
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Customizing Style Sets
Objective 3.2.4
Document style sets are simply collections (or groups) of styles.

The active style set in a document determines which styles are shown in the Quick Styles gallery on the Home

tab of the Ribbon. If you change the document style set, you change the styles that are readily accessible in
the Quick Styles gallery.

For example, in Figure 1-24, the styles in the Quick Styles gallery shown at the top of the figure are those
available when the default Office style set is applied. The styles in the gallery shown at the bottom of the
figure are those available when the Shaded style set is applied.

Office Style Set

AaBbCcDc AaBbCeDc AaBbC¢ AaBbCcl AaBbCcD
T Normal TNo Spac.. Heading1 Heading2 Heading3

4

Styles [F1
Shaded Style Set

AaBbCcDdE AaBbCcDdi “WA:i:ielel AABBCCDI AABBCCDI
TNormal TNoSpac.. Headingl Heading2 Heading3

Ll

Styles [F}
Figure 1-24: Quick Styles gallery — Office Style Set and Shaded Style Set

The built-in style sets appear in the large gallery in the Document Formatting group on the Design tab of the

Ribbon (Figure 1-25). As you point to each style set in the gallery, you can preview how your document will
look when the style set is applied.

This Document

= —

Built-In

TITLE Tite Title TITLE Ttle Title

Title Title TITLE ITLE Title: Teie Tithe

HEADARG 1

Reset to the Default Style Set

Save as a Mew Style Set...

Figure 1-25: Style Set gallery

Click a style set to apply it. If you want to revert to the original style set, click Reset to the Default Style Set.

You can create a custom style set that includes particular styles. For example, suppose you really like the
styles in the Lines (Stylish) style set, but you want to change the font for two of the styles. You can modify
the styles in the document (and/or you can create new styles in the document) and then save the entire style
set as a custom collection. By doing so, you can simply access the custom style set from any document.

To save a custom style set, click the More button in the gallery, click Save as a New Style Set, then specify a
name for the custom style set in the Save as a New Style Set dialog box.
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Managing Multiple Font Options
Objective 1.3.2

The fonts that correspond with the built-in styles in Word are set by the document’s theme. The theme's
fonts also determine the fonts used in the style sets. As you have seen, themes, styles, and style sets allow
you to apply and change document formatting with a few clicks. This ability is made possible through the
+Body and +Heading fonts.

Even though the +Body and +Heading fonts are generic, you can still define specific formatting for them.
For example, if you are certain that you want all body text to appear in purple, you can format the +Body
style appropriately, and then no matter which theme you apply, the body text will be purple.

To view or modify the +Body or +Heading fonts for a document, click the Home tab and, in the Font group,
click the Font dialog box launcher. The Font dialog box opens (Figure 1-26).

Font ? *

Fant Advanced

Font: Font style: Size:
Regular 11
CETET - | |8 ~
=Headings Italic 9
Abadi Bold 10
Abadi Extra Light Bold Italic
Adobe Devanagari bd 12 hd
Font color: Underline style: Underline colar:
Automatic ~ [none) ~ Automatic ~
Effects
|:| Strikethrough D Small caps
|:| Double strikethrough |:| All caps
[ superscript [1Hidden
|:| Subscript
Preview
Calibri

This is the body theme font. The current document theme defines which font will be used,

SetAsDefault | | Text Effects.. Cancel

Figure 1-26: Font dialog box with +Body and +Headings fonts

You can apply formatting (style, size, color settings, effects, and so on) to one of these generic fonts just as
you can to a named font. Notice that the Font dialog box offers effects such as Small Caps and All Caps,
which are not available on the ribbon.

Notice the Set As Default button at the bottom of the Font dialog box. You can select any font in the Font
dialog box (including the +Body font) and then click Set As Default to view options for specifying a default
font (Figure 1-27).

Microsoft Word 7 ®

Do you want to set the default font to =Body (Calibri), 11 pt for:
(®) This document anly?
O All documents based on the Normal.dotm template?

Cancel

Figure 1-27: Options for specifying a default font
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The options in this dialog box allow you to choose whether the changes should be applied to the current

document or all documents based on the same template.

You can also set default values for the +Body and +Heading styles using the Manage Styles dialog box. On

the Home tab, in the Styles group, click the Styles dialog box launcher, then click the Manage Styles button
(third from the left) at the bottom of the Styles pane to open the Manage Styles dialog box. Click the Set
Defaults tab (Figure 1-28).

Manage Styles

Edit Recommend

Fant:

=Headings
Abadi

Abadi Extra Light
Adobe Devanagari

Restrict ;5

Font color:

Paragraph Position
Left:

Right:
Alignment:

Paragraph Spacing

Eefore:

After:

Import/Export...

Left

0pt

3pt

Automatic

Special:

[nonej

Line spacing:

Multiple

“

By:

1.08

@ Only in this document O MNew documents based on this template

Cancel

3

Figure 1-28: Manage Styles dialog box — Set Defaults tab

Notice that you have the option to save the changes for the current document or for all new documents

based on the current or Normal template.

Learn to customize themes, colors, fonts, and style sets

In this exercise, you will work with themes and styles to customize colors and fonts.

1. Open the Trade Show Brochure Draft.docx document located in the StarterFiles folder and save it as

My Trade Show Brochure.docx in the MyProjects folder.

2. Scroll through the document and notice the green colored headings. The Facet theme has been applied

to this document.

3. Click the Design tab and, in the Document Formatting group, click the More button, and then click

Shaded to apply the style set.

The headings in the document now include green colored bars.

4. Click the Home tab. Select the New Tour Offering title, and then select Heading 1 from the Styles

gallery on the Home tab.
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5.  With the New Tour Offering title still selected, click the Font dialog box launcher (or press CTRL+D) to
open the Font dialog box.

6. In the Effects section, select Small caps, and then click OK.

7. On the Home tab, in the Quick Styles gallery, right-click Heading 1, and then click Update Heading 1
to Match Selection.

All Heading 1's in the document now appear with the Small caps font.

8. Click the Design tab and, in the Document Formatting group, click the More button, and then click Save
as a New Style Set.

9. Click in the File name field, type: TA Brochures as the name for the new style set, and then click Save.
10. On the Design tab, click Colors, scroll through the list of color schemes, then click Green.

11. Assume none of the pre-defined color schemes match what you would like to use; click Colors, then
click Customize Colors.

12. In the Create New Theme Colors dialog box, click the Accent 1 arrow, and then click Green, Accent 1,
Darker 25%.

Suppose this color still isn't quite what you want.
13. Click the Accent 1 arrow and then click More Colors.

14. Click the Custom tab if necessary, ensure that the Color model is set to RGB, then enter the following
values — Red: 76, Green: 142, Blue: 50. Click OK.

15. Click the Hyperlink arrow, and then click Dark Teal, Accent 4, Darker 25%.

16. Click in the Name field, delete the existing text, type: TA Brochures as the name for the new color
scheme, and then click Save.

Notice that the web site address on page 1 is now dark teal.

17. On the Design tab, in the Document Formatting group, click Fonts and point at the various font sets in
the list to see how these affect the document. Then click Customize Fonts.

18. Click the arrow for the Heading font field and click Forte.
19. Click the arrow for the Body font field and click Corbel.
20. Type: TA Brochures as the name of the custom theme font, and then click Save.
The new font set is applied and is most easily observable in the body font.
21. On the Design tab, in the Document Formatting group, click Themes, then click Save Current Theme.
22. Type: TA Brochures as the name for the new theme, then click Save.

23. Open the Using the Public Drive.docx document located in the ResourceFiles folder and save it as My
Using the Public Drive.docx in the MyProjects folder.

24. With the cursor at the beginning of the title, on the Design tab, in the Document Formatting group, click
Colors and click TA Brochures.

The headings should now have the colors you specified for this color set.

25. Click Fonts and click TA Brochures.
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26.

217.

28.
29.

30.

31.

32.

33.
34.

The heading and body fonts are adjusted to those defined in the font set, even though you created the
font set using a different document.

In the Design tab, click Fonts.

Notice that the custom theme font appears at the top of the list as TA Brochures.

@ =7 Paragraph Spacing ~ D
[@] Effects -

Fonts Waterm
- (D Setas Default .

Custom -

TA Brochures
orta
Corbel

Office
Calibri Light
Calibri

Office 2007 - 2010
Cambria
Calibri

Calibri
Calibri
Calibri

Arial
Arial
Arial

Corbel
Caorbel
Corbel

Candara
Candara
Candara

Franklin Gothic
Franklin Gothic Med
Franklin Gathic Book

Century Gothic

Cenfury Gathic
Century Gothic -

FIEJEIRIEIEIE TR
w w o o w » =
s

Q

LCustomize Fonts...

Right-click TA Brochures and click Delete. Click Yes in the dialog box to confirm that you want to delete
the theme font.

Notice that even though you deleted the custom font set, the fonts from that font set are unchanged in

the document.
Click Colors, right-click TA Brochures and click Delete. Click Yes to confirm the deletion.

Click the More button for the Document Style sets, right-click TA Brochures (in the Custom area), and
click Delete. Click Yes to confirm the deletion.

In the Design tab, click Themes, then click Reset to Theme from Template.

The document's original font and color sets are restored.

In the Design tab, click Themes, then click TA Brochures (in the Custom area at the top of the list).
The document acquires the formatting of the custom theme.

In the Design tab, click Themes, right-click TA Brochures (in the Custom area at the top of the list), then
click Delete.

Click Yes to confirm the deletion.

Save and close both documents.
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Searching for Specific Information

Word provides specialized features to assist you in searching for specific information. You can search for any
alphanumeric characters including special characters and you can search for specific formatting features. You
can also utilize wildcards in your searches.

You can search using the Search box in the Navigation pane, or you can use the fields in the Find and Replace
dialog box.

Searching with Wildcards

Objective 2.1.1

Wildcards are special symbols you can use to represent one or more characters in a search term.

If you want to use wildcards to search in Word, you must select the Use wildcards check box using one of the
following methods:

e On the View tab, click Navigation Pane, then in the Navigation pane, click the arrow for the search field,
click Options to open the Find Options dialog box (Figure 1-29), select Use wildcards, and then click OK;

or
Find Options ? >
|:| h. |:| Match prefix
|:| Find whole words only |:| Match suffix
|:| Use wildcards |:| Ignore punctuation characters
|:| Sounds like [English) |:| lgnore white-space characters

|:| Find all word farms (English)
Highlight all
Incremental find

Set As Default Cancel

Figure 1-29: Find Options dialog box

e in the Navigation pane, click the arrow for the search field, click Advanced Find to open the Find and
Replace dialog box (Figure 1-30), click More, and then select Use wildcards.
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Find and Replace

Find Replace GoTo

Find what: ken

Search Options
Search: |All ~
[ Match case
|:| Find whole words only
|:| Use wildcards
[ Sounds like {English)
|:| Find all word forms (English)

<< Less Reading Highlight =

Find In~

Cancel

[ Mateh prefix
] mateh suffix

|:| lgnore punctuation characters
|:| lgnore white-space characters

Find

Format ~ Specdial ~ Mo Formatting

Figure 1-30: Find and Replace dialog box

The following list of wildcards is recognized in Microsoft Word:

? — Locates any single character. You can enter additional question marks to alter the search. For instance,
entering h?d would find three-letter words such as had or hid, whereas entering h??d would find four-letter
words such as head, heed, or hood.

* — Locates a string of any number of characters. For instance, typing h*d would find words such as had, heed,
heard, heaved, or hesitated.

< — Locates characters at the start of a word. For instance, typing <(flo) would find words such as flour, flower,
florescent, flow, or floating.

> — Locates characters at the end of a word. For instance, typing (mon)> would result in found words such
as lemon, common, salmon or backgammon.

[ 1 - Locates one of the characters entered in the square brackets. For instance, typing p[aojts would find
results such as pats, or pots, but not pits or pets.

[n-n] - Locates any single character that exists within the range specified. For instance, typing [r-tJight would
find results such as right, sight, or tight. Note the range must be listed in ascending order.

[In-n] - Locates any single character except the characters in the range you specified. For example, typing
bl[!a-] would find words such as blot, blur, or bloom.

{n} — Locates the specified number of instances of the previous character or expression. For instance, fe{2}d
would result in a word such as feed, but not fed.

{n,} — Locates at least the specified number of instances of the previous character entered in the search

criteria. For example, typing fe{1,})d would result in words such as fed and feed.

@ - Locates one or more occurrences of the preceding character. For example, lo@t will find lot or loot.

Wildcards can also be combined to help you find specific text. For example, ful@> will find “full” and the
appropriate part of “willful” but will not find "willfully”.
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| Learn to use wildcards in searches

In this exercise, you will find specific text using various wildcard options.

1.
2.

10.
11.

Open the Last Will.docx document located in the StarterFiles folder.

Press CTRL+F to activate the Find command and open the Navigation pane.

Click the arrow at the right of the search field in the Navigation pane and click Options.
In the Find Options dialog box, select Use wildcards, then click OK.

Click in the search field in the Navigation pane, type: tr*es and press ENTER.

The search results should be similar to the following:

I, Andrew lain McSweeney, a resident of Seattle in the state of Washington, make and publish this my
Last Will and Testament, and | revoke all Wills and other testamentary instruments previously made by
me.

Article 1 - Identification

1 am not currently married and have no children.

Article 2 - Payment of Debts, Expenses and Taxes

Except as otherwise provided by this Will, | direct that my legally enforceable debts, last illness and
funeral expenses, expenses of the administration of my estate, and all my legally enforceable federal
and state, estate, inheritance, succession and other death taxes, including interest and penalties
thereon, imposed upon my estate or any beneficiary thereof by reason of my death, including the
portion of any such tax as is attributable to the proceeds of policies of insurance on my life or other

property not constituting a part of my probate estate, be paid out of my residuary estate, without
reimbursement from any person.

The above direction with respect to payment of debts shall not be construed to require the payment of
any debt before it is due, and my Executor is specifically given the right to renew and extend, in any
form that he deems best, any debt existing at the time of my death, including any mortgage on my
home. Similarly, my Executor shall have the power to incur indebtedness and to borrow money for the
purpose of paying any or all of such debts and expenses.

Notice that Word found all items starting with tr and ending with es, regardless of the length of the
result. In an instance such as this, you will want to narrow the search criteria, especially if you are looking
for just a specific word or a variation of that word.

In the search field in the Navigation pane, type: tr????es as the new search criterion and press ENTER.

Article 6 - Provisions Relating to Trustees

The Trustees of all Trusts created in this Will shall have all of the powers and rights granted or permitted
to trustees by the laws of Washingten. It is my intent to grant to my Trustees the maximum and
broadest powers available to trustees under the laws of Washington.

No bond shall be required of any Trustee,

Article 7 - Provisions Relating to Executor

| hereby name, constitute and appoint Frazier and Donna McSweeney of Aberdeen, Scotland as
Independent Executor of my Will and Estate.

In the event that this person shall die, resign, refuse or for any reason cease or bacome unable to act as
Executor prior to the termination of the administration of my Estate, | hereby name, constitute and
appeint Ainsley Kirstin Peterson of New York, as successor Independent Executor of my Will and Estate.

Notice how Word has narrowed the search to look for words that include only four characters between
the beginning and ending characters you specified in the search field.

Press CTRL+HOME to move to the beginning of the document.

Click the arrow for the search field and click Advanced Find to open the Find and Replace dialog box.
Ensure that Use Wildcards displays below the search box, then click More and click the Special button.
Click Page / Section Break. Word inserts the ~m code in the Find what field.

Click Find Next.

Word finds and selects the first page/section break it discovers in the document.
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12. Click Find Next once again.

Microsoft Word >

o We're finished searching the document.

13. Click OK to close the message box.

14. Close the Find and Replace dialog box and the Navigation Pane.

15. Close the document without saving.

Finding and Replacing Formatting
Objective 2.1.2

You can use the Find and Replace feature to locate specific formatting in your document, and (optionally)
replace it with other formatting or with specific text.

To replace an item: Find and Replace 7 X
e On the Home tab, in the Editing Find GoTo
group, click Replace; or Find what: v
e press CTRL+H; or
. . . Replace with: ~
e ifthe Find and Replace dialog box
is open, click the Replace tab
. << Less Replace Replace All Find Mext Cancel
(Figure 1-31). ;
Search Options
Search: | All ~
[ match case [ mateh prefix
|:| Find whaole words only |:| Match suffix
Dgse wildcards
|:| Sounds like (English) |:| Ignore punctuation characters
|:| Find all word forms (English) |:| lgnore white-space characters
Replace
Format = Special * Mo Formatting

Figure 1-31: Find and Replace dialog box — Replace tab

Format — Click this button to find text with particular formatting attributes applied to it, as shown in
Figure 1-32. For example, you could search for bold text or text that is colored blue. You can specify font,
paragraph, tab, language, frame, style, and highlight attributes.

|

Eont...
Paragraph...
Tabs...
Language...
Frame...
Style...
Highlight

Figure 1-32: Find and Replace dialog box — Format button
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Special - Click this button to search for special characters such as paragraph marks, page breaks, or tab

characters, as show in Figure 1-33. If you have activated the Use wildcard option, the wildcards will appear

on this menu as a reference.

Paragraph Mark
Tab Character

Any Character

Any Digit

Any Letter

Caret Character

§ Section Character
T Paragraph Character
Column Break

Em Dash

En Dash

Endnote Mark

Field

Footnote Mark
Graphic

Manual Line Break
Manual Page Break
Monbreaking Hyphen
MNonbreaking Space
Optional Hyphen
Section Break
White Space

| Format =

Any Character

Character in Range [ -]

Beginning of Word <
End of Word =
Expression ]
Mgt ]
Num Occurrences .1
Previous 1 or More @

0 or More Characters
Tab Character

Caret Character
Column Break

Em Dash

En Dash

Graphic

Manual Line Break
Page / Section Break
Monbreaking Hyphen
Monbreaking Space

Optional Hyphen

Farmat =

Figure 1-33: Find and Replace dialog box — Special button without and with the Use wildcard option activated

No Formatting — Click this button to clear any formatting options previously specified.

Learn to find and replace formatting

In this exercise, you will find and replace formatted text and styles.

1. Open the Song.docx document located in the StarterFiles folder and save it as My Song.docx in the

MyProjects folder.

2. Press CTRL+H to open the Find and Replace dialog box. The Replace tab displays. You will use the Find

and Replace feature to change the key of the song in this document from the key of C to the key of D.

3. If necessary, delete any text in the Find what field and click the More button, then in the Search Options

section, ensure the Use wildcards option is turned off.

4. Click in the Find what field and type: C.

5. Click the Format button, then click Font.
6.

7.

8. Click in the Replace with field and type: D.
9. Click the Format button, then click Font.

Display the Font color drop-down list, then click Red in the Standard Colors at the bottom of the palette.

Click OK. You have specified to search for instances of the letter C that display in red text.
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10.

11.
12.
13.
14.
15.

16.
17.
18.
19.
20.

21.
22.
23.
24.
25.
26.

27.
28.
29.

30.

31.
32.
33.
34.
35.
36.

37.

Display the Font color drop-down list, then click Purple in the Standard Colors at the bottom of the
palette.

Click OK. You have specified to replace instances of the red letter C with a purple letter D.

Click Replace All. Word makes 7 replacements.

Click OK to close the message box.

Select the text in the Find what field, then type: G. Notice that the formatting specification remains intact.

Press TAB to select the text in the Replace with field, then type: A. You are specifying to replace instances
of a red letter G with a purple letter A.

Click Replace All. Word makes 5 replacements.

Click OK to close the message box.

Replace all instances of a red letter A with a purple letter B. Word should make 3 replacements.
Replace all instances of a red letter D with a purple letter E. Word should make 4 replacements.
Replace all instances of a red letter F with a purple letter G. Word should make 1 replacement.
The chords have all been transposed. Do not worry about the 7's or the minor (m) chords.
Delete the value in the Find what field.

Click the Format button, then click Font.

Display the Font color drop-down list, click Purple, then click OK.

Delete the value in the Replace with field.

Click the Format button, then click Font.

Display the Font color drop-down list, click Red, then click OK. You are specifying to replace all instances
of purple letters with red letters.

Click Replace All. Word makes 20 replacements.
Click OK to close the message box.

Click in the Find what field, then click No Formatting to remove any formatting specifications for the
field. Next, you will do the same for the Replace with field.

Click in the Replace with field, then click No Formatting to remove any formatting specifications for the
field.

Click in the Find what field, click Format, then click Style.

Scroll in the Find Style dialog box, click Heading 2, then click OK.
Click in the Replace with field, click Format, then click Style.

Scroll in the Replace Style dialog box, click Heading 3, then click OK.
Click Replace All. Word makes one replacement.

Click OK to close the message box, then close the Find and Replace dialog box so that you can view your
transposed song.

Save and close the document.
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Controlling the Text Flow

When working with a large amount of text in a document, you need to consider how the text will flow from
one page to the next, keeping in mind business or company standards. For instance, be mindful of widow or
orphan paragraphs — a widow is a paragraph whose first line appears at the bottom of one page while the
rest of the paragraph appears on the next page; an orphan is the reverse wherein the last line of the
paragraph appears on the next page.

Text Flow Options
Objective 2.2.2

Text flow options are also called pagination controls; these determine how the text flows from page to page.
To view the pagination controls for a document, click the Home tab and, in the Paragraph group, click the
Paragraph Settings dialog box launcher to open the Paragraph dialog box. Then click the Line and Page
Breaks tab (Figure 1-34).

Paragraph ? X

Indents and Spacing

Pagination

Widow/Qrphan control

|:| Keep with next

|:| Keep lines together

|:| Page break before
Formatting exceptions

|:| Suppress line numbers

|:| Don't hyphenate
Textbox options

Tight wrap:

MNone w

Preview

Srripela Tioet Sl Tt sl i S Tt Sl Tt Sl Tit Sl Tt sl Tt
S el Tt Sarnpel o Taeen Srripin Toeet Sarnpela Tt Sl Taren Sarn sl Toot
el a Taoet Sarrtgelia Tieet Sampel o Taeet Sarnsla Tant

Tabs... Set As Default Cancel

Figure 1-34: Paragraph dialog box — Line and Page Breaks tab

Pagination — These settings affect how particular lines and paragraphs will flow between pages.

— Widow/Orphan control — Controls widows and orphans by preventing single lines of text at
the start or end of a page.

— Keep with next — Prevents a heading or paragraph from standing alone on a page.
— Keep lines together — Keeps lines of text together on a single page.

— Page break before - Specifies that a page break will be associated with a line of text (usually
the first line of a paragraph) so that Word forces the paragraph to begin on a new page.
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Formatting exceptions — Turns automatic hyphenation on or off. This setting affects how Word will wrap
text from one line to the next. You can also suppress line numbering for selected paragraphs.

Textbox options — Controls how paragraph text flows around a text box.

Using Hyphenation

Objective 2.2.1

If you use full justification with text paragraphs, you may see lines of text that appear to have more spacing
between the words than other lines in the paragraph. With the word wrap feature, you are able to continue
typing without worrying whether there is enough text to fill the line. The alignment choice you apply to the
paragraph determines how much spacing Word will place between the words that fit on a line.

You can choose to have Word apply hyphens to split words by syllable when the word appears at the right
margin. To apply hyphenation, click the Layout tab and, in the Page Setup group, click Hyphenation (Figure
1-35).

b Hyphenation « =+ Right:
v MNone
Automatic
Manual

bt Hyphenation Options...

Figure 1-35: Hyphenation menu

You can choose how the hyphenation will be handled. You can allow Word to perform it automatically or
you can select the Manual option to determine which words should be hyphenated.

When you select the Manual option, Word will open the Manual Hyphenation dialog box (Figure 1-36) and
display possible words to hyphenate — one word at a time. Hyphens appear between each syllable. You can
specify where you want to position the hyphen - that is, you can specify which syllables appear before and
after the hyphen.

Manual Hyphenation: English (United States) ? X

Hyphenate at: | Hy-phen-ate

Yes HNo Cancel

Figure 1-36: Manual Hyphenation dialog box
You can click No to specify that you do not want to hyphenate the word displayed in the dialog box.

To manage how hyphenation works, click Hyphenation Options to open the Hyphenation dialog box (Figure
1-37).

Hyphenation ? X

Déautomatically hyphenate document:
Hyphenate words in CAPS

Hyphenation zone

AlE|| AR

Limit consecutive hyphens to: | Mo limit

Manual... Cancel

Figure 1-37: Hyphenation dialog box
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You can specify whether to hyphenate words that consist of uppercase letters, and you can limit the number
of consecutive lines that contain hyphens.

To turn the hyphenation off, go to the Home tab and, in the Paragraph group, click the Paragraph Settings
dialog box launcher, select the Line and Page Breaks tab, then select Don't hyphenate (Figure 1-38).

Formatting exceptions

|:| Suppress line numbers

Figure 1-38: Paragraph dialog box — Line and Page Breaks tab — Don't hyphenate option

Using Line Numbers
Objective 2.2.1

Line numbers can be useful in legal documents, scripts, and pages of programming code. If you wish to apply
line numbers in a document, you can turn this feature on in Word to have line numbers appear in the margin.
The options shown for restarting the line numbers are similar to the options for resetting the numbering of
lists.
To apply line numbering to selected text, click the Layout tab and, in the Page Setup group, click Line
Numbers (Figure 1-39). You can choose from one of the following:
17 Line Numbers - 3Z Lef O
v MNene

Continuous

Restart Each Page

Restart Each Section

Suppress for Current Paragraph

Line Nurmbering Options...
Figure 1-39: Line Numbers menu

Continuous — Numbers text sequentially throughout the document.

Restart Each Page — After each page break, line numbering begins with number 1.
Restart Each Section — After each section break, line numbering begins with number 1.
Suppress for Current Paragraph — Removes line numbering from selected text.

Line Numbering Options — Sets up advanced line numbering options, including numbering at different
intervals.

To set advanced line numbering options, click Line Numbering Options at | Line Numbers 7 *
the bottom of the Line Numbers menu to display the Layout tab of the

Page Setup dialog box. Click the Line Numbers button to open the Line Start = t

Numbers dialog box (Figure 1-40). From text =
Count by: =
Mumbering

Restart each page
Restart each section

Continuaus

Figure 1-40: Line Numbers dialog box
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When you select the Add line numbering check box, the other options become available.

To turn line numbering off for specific paragraphs of text in a document, select the text, then go to the Home

tab and, in the Paragraph group, click the Paragraph Settings dialog box launcher, click the Line and Page

Breaks tab, then select Suppress line numbers (Figure 1-41).

Formatting exceptions

|:| Don't hyphenate

Figure 1-41: Paragraph dialog box — Line and Page Breaks tab — Suppress line numbers option

Learn to apply pagination options to text

In this exercise, you will adjust the flow of text in a document.

1.
2.

10.
11.

12.

Open the Public Drive.docx document located in the StarterFiles folder.

Scroll to the bottom of page 1.

Select the line for step 5 and the paragraph on the next page.

Click the Home tab and, in the Paragraph group, click the Paragraph Settings dialog box launcher.
Click the Line and Page Breaks tab.

Select Keep with next, and then select Keep lines together.

Click OK. Word moves the line for Step 5 to the next page.

5. Double-click Seattle, and then double-click your folder name.

Every employee at the Seattle office has a folder named with their name. We recommend that

you save the file in your own folder so that you can access the file quickly.
6. Type the name you want to apply to your new file, and then click Save (or press ENTER).

The file is now saved in your folder.

Notice how this action enhances the continuity of the text flow when the two paragraphs are together
at the top of page 2.

Close the document without saving.

Open the Will template.docx document located in the ResourceFiles folder and save it as My Will
template.docx in the MyProjects folder.

Click the Layout tab, and then in the Page Setup group, click Hyphenation.
Click Automatic.
Notice that Word has applied hyphens to the text as required.

Scroll through the document to see how many hyphens were applied and to which text. Stop when you
can see the text for Article 9.
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13.

14,
15,

16.
17.
18.

19.

20.
21.
22.

For the purpose of this Will, no person shall be deemed to have survived me if such person shall die sim-
ultaneously with me or within 60 days after my death.

This Will is not being executed pursuant to or as a part of any contract, and | am free to revoke or
change this Will at any time.

As used in this Will, the words 'child,' "children,' "descendant,' 'descendants' and other words of like im-
port shall include both natural children and descendants and those legally adopted into the line of de-
scent.

All references to "Internal Revenue Code" shall be to the Internal Revenue Code of 1986, as amended
from time to time.

This is an example of when you might not want Word to apply hyphens automatically because there are
too many hyphens within a short span of paragraphs.

On the Layout tab, in the Page Setup group, click Hyphenation, and then click None. All the hyphens
are removed.

On the Layout tab, in the Page Setup group, click Hyphenation, and then click Manual.

When the fu-ner-al option appears in the Manual Hyphenation dialog box, click the second hyphen, and
then click Yes.

Continue with the suggested words to decide where you may want the hyphen to appear.
When hyphenation is complete, click OK, then scroll through the document to see the changes.

Click the Layout tab in the Ribbon, if necessary, then in the Page Setup group, click Line Numbers and
click Continuous.

. Last Will and Testament of Andrew lain
, McSweeney

3 I, Andrew lain McSweeney, a resident of Seattle in the state of Washington, make and publish this my
4 Last Will and Testament, and | revoke all Wills and other testamentary instruments previously made by
5  me,

6  Article 1 - Identification

7 lam not currently married and have no children.

8  Article 2 - Payment of Debts, Expenses and Taxes

9 Except as otherwise provided by this Will, | direct that my legally enforceable debts, last illness and
10 funeral expenses, expenses of the administration of my estate, and all my legally enforceable federal
11 and state, estate, inheritance, succession and other death taxes, including interest and penalties
12 thereon, imposed upon my estate or any beneficiary thereol by reason of my death, including the
12 portion of any such tax as is attributable to the proceeds of policies of insurance on my life or ather
14 property not constituting a part of my probate estate, be paid out of my residuary estate, without
1% reimbursement from any person

Notice how easy this makes it to read the document and to specify any particular line that needs to be
addressed, simply by stating the line number.

Select the two lines for the title (Lines 1 and 2), then on the Layout tab, click Line Numbers and click
Suppress for Current Paragraph.

Word turns off the numbering for the selected paragraph and renumbers the remaining lines in the
document.

Scroll through the document until you locate the blank line near line 70, then delete the blank line.
Save and close the document.

Open the Word Mapping.docx file located in the ResourceFiles folder, and then scroll through the pages
to see how the text in the table flows.
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23.
24.
25.
26.

27.
28.

29.

30.

31.

32.

Suppose your company requires you to keep the rows together at the #.# level. The first action you want
to perform is to repeat header rows throughout the table, so you can see how that may change the
layout.

Return to the top of the document, and then click in the title line of the table, Objective Domain.
In the Table Tools Layout tab, in the Data group, click Repeat Header Rows.
Scroll to the bottom of page 1.

Select the 2.3 Create and configure document sections row through the 2.3.3 Change page setup
options for a section row.

On the Home tab, in the Paragraph group, click the Paragraph Settings dialog box launcher.

On the Line and Page Breaks tab, select Keep with next, and then select Keep lines together. Click OK.
These rows should now start at the top of the table on page 2.

Scroll to the bottom of page 2, then click in the first cell of the 5 Insert and Format Objects row.

On the Home tab, in the Paragraph group, click the Paragraph Settings dialog box launcher.

On the Line and Page Breaks tab, select Page break before. Click OK.

This row now starts at the top of the next page.

Save the document as My Word Mapping.docx in the MyProjects folder, and then close it.

Lesson Summary

Now that you have completed this lesson, you should be able to:

M Customize templates. M Use wildcards in searches.
M Share template tools. M Find and replace formatting.
M Create and modify styles. M Use hyphenation options.
M Customize design elements. M Use line numbering.
Key Terms
Term Definition
Building Blocks Blocks of reusable content that you can insert into a document. Building block content

includes headers and footers, cover pages, text boxes, bibliographies, citations,
placeholders, equations, themes, and content controls (fields). See Quick Part.

Building Blocks A feature you can use to view and manage built-in and user-defined building blocks
Organizer and Quick Parts.
Normal The default template for creating blank documents in Word. Macros, AutoText, and

toolbar and menu customizations are saved in this template unless otherwise
specified.
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Term Definition

Quick Part

A reusable piece of content such as an AutoText entry, document property, or field
that you can insert into a document. See Building Blocks.

Style A named collection of formatting attributes you can apply to text in a document.

Style Set A collection of coordinated styles that are designed to work together. A style set may
include styles for several heading levels, body text, quotes, and so on that are
designed to work together in a single document.

Templates Pre-designed forms created either by Microsoft or a user that can be used to create a
specific type of document. Setting up a template enables documents to have a
consistent look.

Wildcards A set of characters (such as ? or *) that can be used to represent one or more other

characters during a search.

Quiz Questions

For each question, select the best answer.

1. Which statement about modifying a built-in Office template is NOT true?

a.

If you want to save your changes, you must give the revised template a new name and save it in a
different location.

Built-in template documents are opened in Read-Only mode.

You can open a template directly by double-clicking it in File Explorer.

You can open and modify a built-in Office template directly.

2. You can open a built-in Office template directly; however, you must open the template using the Open
command within the application — if you navigate to and double-click the template file, you will open a

document based on the template. Built-in template documents are opened in Read-Only mode. If you want
to save your changes, you must give the template a new name and save it in a different location. Which of

the following is NOT a style type you can create in Word?

o N T o

Table
Graphic
Character
List

3. Which statement describes the main advantage of modifying styles in a document?

o N T o

Style changes are automatically saved to the Normal template.

You can change the default language for the selected style.

The formatting of the style remains the same when you change the document theme.
Style changes are automatically applied to all text formatted with that style.
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4.  When customizing themes which of the following is NOT true?

o 0 T o

Saved themes appear in the Custom section at the top of the Themes gallery.

You can create your own theme from scratch.

You can make changes to an existing theme.

To save a theme, click Themes on the Design tab, and then click Save Current Theme.

5. How do you apply a custom color set for a document?

a.

b.

C.

d.

In the Font dialog box, display the Font Color list, click More Colors, and then click the custom color
set you want to apply.

Select the entire document, then on the Mini toolbar, display the Font Color list, and then click the
custom color set you want to apply.

On the Design tab, in the Document Formatting group, click Colors, and then click the custom color
set you want to apply.

You can use any of these methods to apply a custom color set to a document.

6  Which elements can you specify when you create a custom font set?

a
b.
c

d.

You can specify all of these elements.

The Heading1 font, the Heading?2 font, and the Heading3 font
The Title font and the Heading font

The Heading font and the Body font

7. Sarah is creating a holiday flyer and she applied the HolidayHero custom style set to her document. Why did
she apply the style set?

o N0 T o

To disable manual formatting in the document

To access macros that are stored in the style set

To see a special collection of styles in the Quick Styles gallery
To restrict editing in the document

8. How can you apply effects such as Small caps or All caps to selected text?

o N0 T W

Select one of these options in the Font dialog box.

Right-click the selected text and select one of these options from the shortcut menu.
Select one of these options from the Font group in the Home tab of the Ribbon.

You can use any of these methods to apply these effects.

9.  Which find option allows you to use special characters, such as a question mark, in your search criteria?

o 0 T o

Special

Format

Use wildcards
Incremental find

10. Which option in the Find and Replace dialog box should you click if you want to locate text in a document
formatted with the Emphasis style?

o N0 T W

Format
Special

Use wildcards
Match suffix
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11. When you are using the Manual Hyphenation dialog box, how do you indicate that a word should not be
hyphenated?
a. Position the cursor at the end of the word displayed in the dialog box, and then click the Yes button.
b. Click the No button.
c. Click the Cancel button.
d. Click the Do Not Hyphenate check box.
12. Which option in the Line Numbers drop-down menu should you select if you want to number the lines at
different intervals than the default?
a. Continuous
b. Restart Each Section
c. Interval
d. Line Numbering Options
13. Which tool can you use to share styles among documents?
a. Organizer dialog box
b. The Export page in Backstage
c. The Share page in Backstage
d. You can use any of these tools to share styles among documents.
14. Where can you find options that will keep all the lines of a paragraph on the same page?
a. On the Layout tab in the Paragraph group
b. In the Paragraph dialog box
¢.  On the Home tab in the Paragraph group
d. On the Mini toolbar
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Lesson 2: Managing
Documents

Lesson Objectives

In this lesson, you will learn to use file management tools. Upon completion of this lesson, you will be able to:

O Import and link to external content. O Protect a document with a password.
O Compare and combine documents. O Restrict editing.
O Manage document versions. O Mark a document as final.

Importing and Linking to External Content

Word makes it easy to reference data located in external files. For example, you can import data from an
Excel worksheet, or you can import data from another Word document. If you specify to link back to the
source file, then anytime the source information changes, you can easily update your imported data by
updating the link.

To import external data, you use the Insert Object command, which gives you two 5] object -
options — you can insert external data as an object, or you can import the text from the &] object..
external data file. El TetfromFile..

3271-1v1.00 © CCl Learning Solutions Inc. 39



Lesson 2 Managing Documents

Importing External Data as an Object
Objective 1.1.4

When you import external data as an object, you can double-click the imported object to open it in its native
application (if the application is installed on the system). Additionally, you can specify to link to the object so
that whenever the external file is updated, you can refresh the linked data in your Word document.

To import external data as an object, on the Insert tab, in the Text group, click Object to open the Object
dialog box (Figure 2-1).

Object 7 *

Create NMew  Create from File

Object type:

Adobe Acrobat Document A

Adobe Acrobat Document

Adobe Acrobat PDFXML Document

Adobe Acrobat PDFXML Document

Adobe Acrobat Security Settings Document

Adobe Acrobat Security Settings Document

Eitmap Image

Microsoft Excel 97-2003 Worksheet v |:| Display as icon

Result

Inserts a new Adobe Acrobat Document

L,
Em object into your document.

Figure 2-1: Object dialog box — Create New tab

You can use the Create New tab to create a new object from within Word. However, it is more common to
use the options on the Create from File tab (Figure 2-2).

Object 7 *
LCreate New
File name:
wE Browse...
[ Link to file
|:| Display as icon
Result

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

Figure 2-2: Object dialog box — Create from File tab

Click the Browse button to open the Browse dialog box. Navigate to and select the file you want to import,
then click Insert to display the path and file in the File name field. You can select the Link to File check box if
you want to create a link to the external data, which will enable you to refresh the imported data if the

external file is updated. When you have selected the file and the options you want, click OK to import the
external content.
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Figure 2-3 shows an Excel worksheet imported as an object into a Word document.

Rental Rates:
Rates by Day of the Week

Vehicle Class |[Mon |Tue Wed |[Thu Fri Sat Sun
Economy 50 49 419 50 52 52 52
Compact 52| 51 51| 52 54 54 54
Intermediate 54 53 53 54 56 56 56
Standard 56| 55| 55 56 58 58 58
Full Size 58 57 57 58] 60 60 60
Premium 78 77 77 78 80 80 80

Figure 2-3: Excel worksheet imported as an object into a Word document.

Importing External Data as Text

To import the text from an external file, on the Insert tab, in the Text group, click the Object arrow, then click

Text from File to open the Insert File dialog box. Navigate to and select the file from which you want to
import the text, then click Insert.

If you want to link to the external file (linking will allow you to refresh the content if the external data file is
updated), click the arrow for the Insert button in the Insert File dialog box, then click Insert as Link (Figure 2-

4).
1Tl Insert File X
« « 4 B ThisPC v O Search This PC y
Organize = - ~ [ 0
~ ~
3 This PC ~ Folders (7)
3§ 3D Objects 3D Objects Desktop
[ Desktop ' .
| Documents
‘ Downloads i Documents ‘ Downloads
Ja Music
&=/ Pictures ﬁ Music Pictures
Videos L=
= 05(C) v o Videos v
Range:
Range...
File name: v| All Word Documents (*.doog*c
Tools = Insert |v Cancel

Insert
Insert as Link

The text is inserted as an updateable object. However, you can also edit the imported text just as you would
normal document text.

Figure 2-4: Insert File dialog box — Insert as Link

Learn to import and link to external data

In this exercise, you will import data as an object and import data as text.

1. Open the DesertRides.docx document located in the StarterFiles folder and save it as My
DesertRides.docx in the MyProjects folder.
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10.

11.

12.
13.

14.

15.

Click below the Rental Rates heading, then on the Insert tab, in the Text group, click Object to open the
Object dialog box.

Click the Create from File tab, then click Browse to open the Browse dialog box.

Navigate to the ResourceFiles folder and click CarRentalPricing.xIsx (this is an Excel file), then click
Insert to add the path and filename to the Object dialog box.

In the Object dialog box, select the Link to file check box, then click OK to import and link to the
CarRentalPricing worksheet.

In the document, double-click the imported worksheet.

Notice that it opens in Microsoft Excel.

In the Excel window, change the value in cell H8 from 80 to: 85, then press ENTER.
The value is updated in the worksheet.

Minimize the Excel window, and if necessary, right-click the imported data, then click Update Link to
update the value in the Word document.

Close the Excel window without saving your changes.
In the Word document, right-click the imported data, then click Update Link.
The value in cell H8 in the imported data changes back to 80.

In the document, click below the About Us heading, then on the Insert tab in the Text group, click the
Object arrow and click Text from File.

In the Insert File dialog box, navigate to the ResourceFiles folder and click the AboutUs.docx file.
In the dialog box, click the Insert arrow, then click Insert as Link.
Word imports the text (and links to the external file).

Use File Explorer to open the AboutUs document (in the ResourceFiles folder). At the end of the first
paragraph, change the date from 1953 to: 1963. Save and close the document.

In the DesertRides document, right-click the imported text, then click Update Field to show the revised
date.

Your document should appear as shown following.

42

3271-1v1.00 © CCl Learning Solutions Inc.



Managing Documents

Lesson 2

Desert Rides

Rental Rates:
Rates by Day of the Week
Vehicle Class [Mon |Tue Wed |Thu Fri Sat Sun
Economy 50| 48 49 50| 52 52| 52
Compact 52 51 51 52 54 54 54
Intermediate 54 53| 53 54 56] 56} 56
Standard 56| 55| 55| 55| 58] 58| 58|
Full Size 58 57 57 58 60| 60| 60|
Premium 78| 77| 77| 78 80| 80| 80|
About Us:

Desert Rides Car Rental is an ongoing American Southwest success story. Our key values revolve around personal honesty and
integrity. We believe in strengthening our communities one neighborhood at a time, serving our customers as if they were our family,
and rewarding hard work. These things are as true today as they were when we created our first “fleet” of 5 rental cars back in 1963.

Today, our American Southwest network means Desert Rides is a premier vacation transportation selutions provider. We offer car,
truck and RV rentals, as well as car sharing and car sales. You can find Desert Rides offices in 7 states in the American Southwest at

more than 28 locations.

We take an active role in ecological responsibility because we believe in making the world a better place for future generations. That's
why every vehicle in our fleet is fuel efficient and designed to emit the lowest levels of carbon emissions.

16. Save and close the document.

Comparing and Combining Documents

Objective 1.1.3

You may want to send a document to two or more colleagues to ask for their input, and you could easily end

up with several versions of the document once everyone has returned an edited copy to you. The next step

is to compare the document versions and decide which changes from each editor you want to implement in

the final version of the document.

Rather than trying to manually identify the differences among the versions, you can use Word to compare

the documents and highlight those differences for you. Additionally, you can use Word to combine the

differences among versions into one document.

Use Compare when you simply want to compare document versions and identify the differences. Use

Combine when you want to merge the differences into one document.

To compare or combine documents, on the Review tab, in the Compare group, click the Compare arrow and

select an option (Figure 2-5).

Caompare Restrict
@ Editing
Compare...

Compare two versions of a

|~ g

Hide
Ink

document (legal blackling).

I:(_!] Combine...

] Combine revisions from multiple
authors into a single document.

Figure 2-5: Compare options
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If you select Compare, Word opens the Compare Documents dialog box (Figure 2-6).

Compare Documents ? *
Original document Revised document
H W A
Label changes with Label changes with

Mare == OK Cancel

Figure 2-6: Compare Documents dialog box

Use the dialog box to specify which file you want to use as your original document and which file to use as
your revised document; the revised document will be compared against the original document. To customize
the types of differences you want Word to find and mark for you to review, click More to expand the dialog
box (Figure 2-7).

Compare Documents ? *
Original document Revised document

~ ~
Label changes with Label changes with

oK Cancel
Comparison settings
Insertions and deletions Tables

Moves Headers and footers

Comments Footnotes and endnotes

Formatting Textboxes

Case changes Fields

White space
Show changes

Show changes at: Show changes in:

O LCharacter level O Original document

®) Word level (O Revised document

@ MNew document

Figure 2-7: Compare Documents dialog box — More options displayed

By default, all the comparison setting options are selected; however, you can fine-tune the comparison by
selecting or deselecting options as required. You can also specify whether to display the discovered
differences (changes) in the original document, in the revised document, or in a new document. Click OK to
launch the compare operation.

Using the Compare feature enables you to see the differences between the two documents marked up in
one document and saves you the effort of scrolling through each document separately.

If either (or both) of the documents you are comparing has the track changes feature activated, the following
message displays (Figure 2-8).

Microsoft Word >

o COne or both of the compared documents contain tracked changes. For the purpose of the comparison, Word will consider these changes to have been accepted. Continue with the comparison?

Figure 2-8: Microsoft Word information message — one or both of the compared documents contain tracked changes
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If you click Yes, Word will automatically accept any tracked changes in the compared document and will show
those changes as if they had been accepted in the each of the source documents that display in the
comparison view (shown in the next figure). If you click No, the compare operation is canceled.

Note: If you want to evaluate and accept or reject changes in the source documents, you should do so
before using the Compare feature.

Figure 2-9 shows two documents that have been compared in a new document.

L Compared Document % || Original Document (KW Bio.doox - Lucy Lee) x
Revisions T Wik -
. I N L Please welcome Katherine Wilkins as our newest
7 9 revisions R f ) Travel Director!
Insertions: 4
Kath fte ki ith Expedia UK for fi . She has also t led
S, atherine joins us after working with Expedia UK for five years. She has also travele Katherine joins us after working with Expedia UK for
extensively since graduating from high school, gaining experience working with small travel )
Moves: 0 five years. She has also traveled extensively since
agencies in the different countries she has lived in and traveled through. Her love of . N " -
Formatting: 1 > , Herove of graduating from high school, gaining experience
s traveling led Katherine to complete a Bachelor of Arts with a major in Tourism and a minor . "
S o ‘working with small travel agencies in the different
ychology. . .
[0 Peychoos countries she has lived in and traveled through.
Ll bt Kath st h I web site at:
CCl Student Deleted ) Leem more ¥ o her personal web site 2 You can learn more about Katherine by visiting her
Please welcome Katherine http: o 13264 3 personal web site at:
Wilkins as our newest Travel ~
Director! 1 2
Revised Document (KW Bio (via email).docx - CCl Student) x
CCl student Inserted Katherine joins us after working with Expedia UK for =
Her love of traveling led five years. She has also traveled extensively since
Katherine to complete a Bachelor graduating from high school, gaining experience
of Arts with a major in Tourism working with small travel agencies in the different
and a minor in Psychology. countries she has lived in and traveled through. Her
love of traveling led Katherine to complete a Bachelor
CCl Student Deleted of Arts with a major in Tourism and a minor in
You can learn Psychology.
CCl Student Inserted Learn more on her personal web site at:
Learn http. /pi 13264,

Figure 2-9: Comparing documents

Word shows the differences between the source documents in the central pane. The original and revised
(that is, the source) documents display in smaller panes at the right and the Revisions pane displays along
the left side of the window. In the Revisions pane, you can easily scroll through the list of differences between
the documents and determine which elements you want to use.

You can work directly in the Compared Document pane to accept and reject changes, and you can save the
compared document with a new name.

Combining Documents

The steps for using the Combine feature are similar to those for using the Compare feature. However, when
you combine documents, Word merges the elements of both. You can specify to merge your changes into
one of the existing documents, or into a new document.

If the documents you are combining include styles with the same name, but different formatting attributes,
Word will ask you to specify which document's styles should be used in the combined document (Figure 2-
10).

Microsoft Word ? *

Word can store only one set of formatting changes in the final, merged
document. Choose which set of formatting changes to keep.

Keep formatting changes from:
(®Your document [Carporate Profile 2013, dooy):
O The other document (Corporate Profile NK.dood

Continue with Merge Cancel

Figure 2-10: Microsoft Word information message — choose document styles to use in combined document
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Choosing a specific set of styles does not delete the styles from the original document (unless you choose
to save the changes into one of the existing documents). It is recommended that you merge the changes
into a new document so that the original documents remain intact. The original documents can then be
deleted later if they are no longer needed.

When combining documents, Word will show the differences in the central pane along with any tracked
changes. The original and revised documents display in smaller panes at the right and the Revisions pane
displays along the left side of the window, as shown in Figure 2-11. This is beneficial because you can easily
scroll through the combined document, the original document, and the revised document at the same time.

Combined Document

x

Original Document (Corporate Profile.docx - Perez) x

Revisions M
~ 30 revisions

Insertions: 9

Deletions: 9

Moves: 0

Formatting: 5

Comments: 7

Perez Style Definition
Balloon Text: Font: Font
color: Auto

Perez Style Definition
Comment Text

Shauna Adams Inserted

~— _ Edventures

Tolano =®=~&®®

Perez Style Definition
Normal: Font: (Default)

= Adventures

Tolano ===

Tolano Adventures provides eco-friendly travel serviceste-a-growing
market.. All surtours meet stringent requirements to ensure thesethe
adventures have the lowest carbon footprint and are environmentally
friendly. At Tolano, we are pleased to be achieving our goal to “go
green” at Everylﬂppor‘tunityts‘m].

Tolano Adventures is a new division of Tolano Environment Consulting,
based in New York. We-alse have Travel Directors at international
locations to serve you better[nis].

We work with a number of international vendors and are always looking
for new and exciting adventures. Each new adventure is reviewed by our
Site Assessor along with the Travel Director to ensure it meets our
standards for being ecological while offering maximum enjoyment and
opportunities for bartw‘cipatiunb‘w.

Tolano Adventures provides eco-friendly
travel services. All tours meet stringent
requirements to ensure the adventures have
the lowest carbon footprint and are
environmentally friendly. At Tolano, we are
pleased to be achieving our goal to “go

Revised Document (Corporate Profile NK.docx - Shauna Adams)

SR

. Adventures

Tolano ~==®®

(&
[uK1]

Tolano Adventures provides eco-friendly travel
services to a growing market. All our tours meet
stringent requirements to ensure these adventures
have the lowest carbon footprint and are
environmentally friendly. At Tolano, we are pleased to
be achievine our goal to “go reen” at everv

O0F 8 [IFocus  EF B - i + 100%

Figure 2-11: Combining documents

You can save the combined document with a new name and work in the new file, accepting or rejecting
changes, responding to comments, editing text, and so on. You can also work directly in the Combined
Document pane, and then save the combined document with a new name.

‘ Learn to compare and combine documents

In this exercise, you will compare and combine documents.
1. Open a blank document in the Word application window.

2. Onthe Review tab, in the Compare group, click Compare, and then click Compare to open the Compare
Documents dialog box.

3. Click the for the Original document field, navigate to the ResourceFiles folder, click KW Bio.docx and
then click Open.

4. Click the for the Revised document field, navigate to the ResourceFiles folder, click KW Bio (via
email).docx and then click Open.

5. Click OK to start the comparison. If necessary, on the Review tab click Compare, click Show Source
Documents, and then click Show Both so the document view is similar to the following:
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Compared Document % || Original Document (KW Bio.docx - Lucy Lee) x
R I ® P 9 Y
evisions T =
N . X Please welcome Katherine Wilkins as our newest
@ Onst— ~ B X Kath Willd + Travel Directorl "
R Travel Director!
‘D"“E’“U”‘:: Katherine joins us after working with Expedia UK for five years. She has also traveled Katherin joins us after working with Expedia UK for
etions:
ME ‘w:: extensively since graduating from high school, gaining experience working with small travel five yars. She has also traveled extensively since
oves: 3
agencies in the different countries she has lived in and traveled through. Her love of - N . N
Formatting: 1 -Herove ol graduating from high school, gaining experience

Comments: 0

Learn

CCl Student Deleted
Please welcome Katherine
Wilkins as our newest Travel
Director!

CCI Student Inserted
Her love of traveling led
Katherine to complete a Bachelor
of Arts with a major in Tourism
and a minor in Psychology.

Cd Student Deleted
You can learn

CCl Student Inserted

traveling led Katherine to complete a Bachelor of Arts with a major in Tourism and a minor
in Psychology.

- Learn more aboutikath by-wisitingon her personal web site at:

-http.//eentral.com/profile=132648“Katherine W".

‘working with small travel agencies in the different
countries she has lived in and traveled through.

You can learn more about Katherine by visiting her
personal web site at:

«

Revised Document (KW Bie (via email).decx - CCl Student)

Katherine joins us after working with Expedia UK for
five years. She has also traveled extensively since

graduating from high schoal, gaining experience
working with small travel agencies in the different

countries she has lived in and traveled through. Her
love of traveling led Katherine to complete a Bachelor
of Arts with a major in Tourism and a minar in

Psychology.

Learn more on her personal web site at:

P,

o

13264,

6. In the central pane, click the first tracked change, then in the Changes group, click Reject to reject the

deletion.

The deletion is rejected and the next inserted text is highlighted.

Note: If the tracked changes are not visible, on the Review tab, in the Tracking group, click the Display
for Review drop-down list and click All Markup.

7. In the Changes group, click Accept to accept the insertion of text.

8. Click Reject four times, click Accept three times, then click OK to close the message box.

9. Save the final text as My KW Bio (final).docx in the MyProjects folder.

10. Close the Compared Document pane, then close the saved document.

11. On the Review tab, in the Compare group, click Compare and then click Combine to open the Combine

Documents dialog box.

12. Click the

13. Click the

for the Original document field, navigate to the ResourceFiles folder, click Corporate
Profile.docx and click Open.

for the Revised document field, navigate to the ResourceFiles folder, click Corporate Profile
NK.docx and click Open.

14. Click the More button if necessary, and in the Comparison settings section, ensure that the Formatting

option is selected. In the Show changes in section, ensure that New document is selected, and then click

OK.

You can now specify which document's styles you want to use in the combined document.

15. Ensure that Your document (Corporate Profile.docx) is selected, and then click Continue with Merge.

16. If necessary, on the Review tab, click Compare, click Show Source Documents, and then click Show

Both.

Notice that the source documents each use a different font; the font from the Corporate Profile

document is the one that is used in the combined document.

17. Save the final text as My Corporate Profile (final).docx in the MyProjects folder, and then close it.
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Resolving Style Conflicts

Objective 2.1.3

You have seen that when you combine documents with conflicting styles, you must specify which document's
styles you want to use. However, you should be aware that style conflicts can (and do) arise when you are
copying and pasting text between documents.

Any time a style with the same name in the source and destination documents includes different formatting
attributes, a style conflict arises. By default, Word will use the style from the destination document; however,
whenever Word detects a style conflict, it will also display the |[f(cti-| (Paste Options) button. Click the

button to open the Paste Options menu (Figure 2-12), and then select an option to control how the
information will be pasted.

Paste Options:

2 BE &

Set Default Paste...

Figure 2-12: Paste Options button — Paste Options menu

The options include:

e Keep Source Formatting (K) — this option pastes the information with the formatting from the source
document.

e Merge Formatting (M) - this option changes the formatting so that it matches the text that surrounds
it.

e Use Destination Styles (S) — this option applies the formatting defined by the style in the destination
document. This is the default setting.

e Picture (U) - this option pastes the information as a picture.

o Keep Text Only (T) - this option removes all the original formatting from the text.

e Set Default Paste - this option opens the Word Options dialog box and displays the Advanced tab
(Figure 2-13), where you can configure the default paste option.
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Word Options ? X
G | - . . -
snere Advanced options for working with Word.
Display
Proofing Editing options
Save Typing replaces selected text
Language When selecting, automnatically select entire word

Allow text to be dragged and dropped
Use CTRL + Click to follow hyperlink

[J Automatically create drawing canvas when inserting AutoShapes

Ease of Acc

Customize Ribbon Use smart paragraph selection
Quick Access Toolbar Use smart cursoring

R [] Usethe Insert key to control pvertype mode
Add-ins

Trust Center [ Prompt to update style

[ Use Mormal style for bulleted or numbered lists

[ Keep track of formatting

Updating style to match selection: | Keep previous numbering and bullets pattern =
Enable click and type

Default paragraph style: | Nermal =
Show AutoComplete suggestions

[ Do not autematically hyperlink screenshot

Cut, copy. and paste

Pasting within the same document: Keep Source Formatting (Default) -
Pasting between documents: Keep Source Formatting (Default) ~

Pasting between documents when style definitions conflict | Use Destination Styles (Default) ~

| OK | | Cancel

Figure 2-13: Word Options dialog box — Advanced tab

| Learn to resolve style conflicts

In this exercise, you will use Paste options to resolve style conflicts.

1.

Open the Excerpts.docx and Lyrics.docx documents located in the StarterFiles folder.
The two open documents include styles with the same name, but different attribute settings.
Make the Lyrics document the active document.

Under the House of the Rising Sun title, locate the fourth verse (the text that begins with "Oh, mother..."),
select the four lines of the verse and the blank line below the verse, and then copy the selection to the
Clipboard.

In the Excerpts document, click in the blank line below the existing House of the Rising Sun verses, then
press CTRL+V to paste the text using the default settings, which is to paste the text using the destination
formatting — Calibri 12pt, Italic.

In the Quick Access Toolbar, click the Undo button.
On the Home tab, in the Clipboard group, click the Paste arrow, then click Keep Source Formatting (K).
Word pastes the text using the source formatting — Tahoma 11pt, Blue.

Close both documents without saving.
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Managing Document Versions

Objective 1.1.2

Before using the Compare or Combine command, you may want to delete any draft versions of the
documents you want to compare. As you work, Word saves copies of your documents using the AutoSave
feature, creating versions you can use to recover the document in case you lose it as a result of a power
failure or accidental deletion. These draft versions of your documents contain the contents prior to the last
time you saved the document (or when the AutoSave feature created a version).

The frequency of these automatic save operations is determined by the AutoSave settings. To configure the
AutoSave/AutoRecover option settings, click File, then click Options to open the Word Options dialog box,
then click the Save tab in the left panel to access the appropriate settings (Figure 2-14).

Word Options ? x
G ral .
e Customize how documents are saved.
Display
Proofing Save documents

AutoSave OneDrive and SharePeint Online files by default on Word G
Language Save files in this format: Word Document (*.doc) =

. ve A ver i . i BNy 0 - i c
Ease of Access Save AutoRecover information every | 10 T | minutes

. Keep the last AutoRecovered version if | close without saving
Advanced

AutoRecover file location: Ch\Users\ceilearninghAppData\Roaming\Microsoft\ Word, Browse...
Customize Ribbon - T -

on't show the Backstage when opening or saving files with keyboard shortcuts

[ Don't show the Backstage wh p g g fil th keyboard shortcut:
Quick Access Toolbar Show additional places for saving, even if sign-in may be required.
Add-ins [ saveto Computer by default
Trust Center Default local file location: Ch\Users\ccilearning\Documents', Browse...

Default personal templates location:

Figure 2-14: Word Options dialog box — Save tab

You can configure the time interval at which Word will save a copy of the draft document. The longer you
work on a document, the more versions there will be if you do not manually save the document occasionally.

You can also configure Word to keep the last autosaved version if you close the file without saving it. If you
enable this option, you can recover your work if you accidentally close a document without saving your latest
changes. Re-open the document, then click File to access the Backstage view. The modified version is
temporarily available in the Manage Document section (Figure 2-15).

’_ﬂ Manage Document

lD @Toda}r, 1:17 PM (when | closed without saving)
Manage

Document =

Figure 2-15: Backstage view — Manage Document section

Click the autosaved version to open it. A message bar displays below the Ribbon to indicate that you are
working with a recovered file (Figure 2-16).

RECOVERED UNSAVED FILE This is a recovered file that is tempararily stored on your computer. Compare Restare

Figure 2-16: Recovered Unsaved File message bar
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You can compare the open document to the last saved version, or restore it. If you click Compare, each
version appears in the Compared Document window. If you click Restore, you replace the last saved version
with the version that is open on the screen, and Word will prompt you to confirm that you want to overwrite
the last saved version (Figure 2-17).

Microsoft Word X

| You are about to overwrite the last saved version with the selected version.

Cancel

Figure 2-17: Microsoft Word message — file overwrite confirmation

The Manage Document section in the Backstage view allows you to view and manage autosaved versions of
a document. Right-click a version to open a menu of options (Figure 2-18). You can open the saved version,
delete it, or compare it with the current version that is open on the screen.

Manage Document
ol

B@ Today, 3:49 PM (when | clomad sithant coina
Manage [ OpenVersion

Document = N
¢ Delete This Version

13 Compare with Current

Figure 2-18: Backstage view — Manage Document options

You can also click the Manage Document button (Figure 2-19) to view and work with unsaved documents.

l_ﬁ Manage Document

lEl @Today, 3:49 PM (when | closed without saving)
Manage

Document ~

[ Recover Unsaved Documents
Euﬂ Brow . .
"/ Browse recent unsaved files
Figure 2-19: Backstage view — Manage Document button

When you open an autosaved file, a message bar displays below the Ribbon to indicate that you are working
with an autosaved version and that a newer (saved) version is available (Figure 2-20).

AUTOSAVED VERSION A newer version is available. Compare Restore

Figure 2-20: Autosaved Version message bar

You can choose to compare the versions or restore from the autosaved version.

Learn to configure AutoSave/AutoRecover settings

In this exercise, you will configure AutoSave/AutoRecover options.

1. Open the Excerpts Draft2.docx document located in the StarterFiles folder and save it as My Excerpts
Draft2.docx in the MyProjects folder.

To change the interval of time at which Word will save copies of draft documents, you can customize the
Save AutoRecover information setting.

2. Click File, and click Options to open the Word Options dialog box.
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10.

11.

12.
13.
14,

15.

Click the Save tab, then change the value in the Save AutoRecover information every field to: 1 minutes.
Ensure that the Keep the last AutoRecovered version if | close without saving check box is selected.

Word will automatically save different versions of the current document every minute or until you save
the file and it will keep an autosaved version if you close a file without saving it.

Click OK to close the Word Options dialog box.
Insert a page break before the Love Me Do song.

Apply the Heading 1 style to the Excerpts title. Change the Spacing before to 0 pt and the Spacing after
to 12 pt.

Apply the Heading 2 style to the two song titles. Apply the Bold attribute, change the text color to
Purple (last color in the Standard Colors row), and then update the style.

Close the document without saving it, then re-open it (from the MyProjects folder).

Click File, then in the Manage Document section, click the version that was autosaved when you closed
the file without saving it.

RECOVERED UNSAVED FILE This is a recovered file that is temporarily stored on your computer. Compare Restore

The recovered file is opened. Notice the information bar at the top of the document — you can compare
this document to the last saved version, or restore it and replace the last saved version.

Click Restore.

Microsoft Word X

| You are about to overwrite the last saved version with the selected version.

Cancel

Click OK to overwrite the last saved version with the recovered version.
Click File, then click Options to open the Word Options dialog box.

Click the Save tab, change the value in the Save AutoRecover information every field to 10 minutes, and
then click OK.

Save and close the document.

Protecting Documents

You can use the document protection features in Microsoft Word to prevent other people from opening or

modifying your documents. You can also use document protection to restrict the types of changes that

reviewers can make.

You can access the document protection features on the Info page in Backstage view (Figure 2-21).

52

3271-1v1.00 © CCl Learning Solutions Inc.



Managing Documents Lesson 2

(&

Protect
Document ~

/ Always Open Read-Only
S Prevent accidental changes by asking

readers to opt-in to editing,

E" Encrypt with Password
C Password-protect this document

|:|§_ Restrict Editing
tl| Control the types of changes others
can make

Restrict Access
fj} Grant people access while removing 4

their ability to edit, copy, or print.

D Add a Digital Signature
E} Ensure the integrity of the document

by adding an invisible digital signature

[H Mark as Final
«~ Let readers know the document is
final,

Figure 2-21: Info tab of Backstage view — Protect Document options

Encrypting a Document with a Password
Objective 1.2.2

Encrypting a document with a password provides the highest level of protection. When you encrypt a
document with a password, only users who know the correct password can open the document.

A password can contain any combination of letters, numbers, spaces, and symbols. Passwords are case-
sensitive, so, if you use capitalization when you assign the password, you must use the same capitalization
when you enter the password.

You should use a secure password to protect your documents. Below are some guidelines for creating a
secure password:

e Do not use any personal information such as your name, address or birthdate.

e Passwords are case sensitive, so use a mix of upper- and lower-case characters.

e The longer the password, the more difficult it is for someone to guess which characters make up the

password. Most network administrators recommend a minimum of 12 characters for a password.

Note: Any time you assign a password to a document, make sure to store the password in a safe location. If
you forget the password, you will not be able to open your file. Word cannot recover lost/forgotten
passwords, and neither can Microsoft.

To encrypt a document with a password, click File, then on the Info page, click Protect Document, then click
Encrypt with Password. Word opens the Encrypt Document dialog box (Figure 2-22).
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Encrypt Document ? X

Encrypt the contents of this file

Password:
I

Caution: If you lose or forget the password, it
cannot be recovered, It is advisable to keep a list of
passwords and their corresponding document
names in a safe place,

[Remember that passwords are case-sensitive,)

Cancel

Figure 2-22: Encrypt Document dialog box — Enter password

Enter the password in the text box, then click OK. Word then opens the Confirm Password dialog box (Figure
2-23). Enter the password again (to confirm) and click OK.

Confirm Password ? 4

Encrypt the contents of this file
Beenter password:

Caution: If you lose or forget the password, it
cannat be recovered, It is advisable to keep a list of
passwords and their corresponding document
names in a safe place,

[Remember that passwords are case-sensitive.)

Cancel

Figure 2-23: Confirm Password dialog box — Reenter password

The information on the Info page changes to reflect that a password has been applied (Figure 2-24).

E_ Protect Document
a,

& A password is required to open this document.
Protect

Document ~

Figure 2-24: Info tab of Backstage view — Protect Document
Password protection will be applied once you save the document.

The next time you (or anyone else) opens the file, Word displays a prompt for the password (Figure 2-25).

Password ? s

Enter password to open file
Ch.A\Lesson 2\StarterFiles\PRO-TECT .doox

|

Figure 2-25: Password to open file prompt

You must enter the correct password in order to open the file.

To remove the document password, open the document, display the Info page, click Protect Document, click

Encrypt with Password, delete the password that displays in the Encrypt Document dialog box, and then click
OK and save the document.
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Using the General Options Dialog Box
You can also encrypt a file with a password by configuring the appropriate options in the General Options
dialog box, which can be accessed only through the Save As dialog box. Click File, click Save As, and click
Browse to open the Save As dialog box, then click the arrow for the Tools button (Figure 2-26).

Toaols -~ Save

Map Metwork Drive...

Save Options...

General Options... %
Web Options...

Compress Pictures..,

Figure 2-26: Save As dialog box — Tools options

In the Tools menu, click General Options to open the General Options dialog box (Figure 2-27).

General Options ? *

General Options

File encryption options for this document

Password to open:

File sharing options for this document

Password to modify:

|:| Read-only recommended
FProtect Document...
Macro security

Adjust the security level for opening files that might contain macro viruses and specify Macro Security...
the names of trusted macro developers. -

Cancel

Figure 2-27: General Options dialog box

To require a password for opening the file, type a password in the Password to open field, then click OK.
When prompted, enter the password again to confirm, click OK, and then click Save.

The next time you open the file, you must enter the correct password.

The General Options dialog box also includes a Password to modify field. You can use this field to require that

a user must enter a password in order to make changes to a document. You specify a password to modify in
the same way you specify a password to open.

When you open a file that requires a password to modify, Word prompts for the password (Figure 2-28).

Password ? *

'PRO-TECT is reserved by Irina Heer

Enter password to modify, or open read only.

Password: |

Read Only Cancel

Figure 2-28: Password to modify file prompt
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Notice that the dialog box also offers an option to open the document in read-only mode.

To remove password protection using the General Options dialog box, delete the password(s) you want to

remove, click OK, and then save the file.

Learn to add passwords to documents

In this exercise, you will use passwords to protect documents.

1. Open the AM Will.docx document located in the StarterFiles folder.

Because the document is a will, it should be considered confidential. You will add a password to open the
document.

2. Click File, then on the Info tab, click Protect Document, and then click Encrypt with Password to open

10.

11.
12.
13.
14.

15.
16.

the Encrypt Document dialog box.

Type: AM:will20 in the Password field, then click OK.

Type: AM:will20 in the Reenter password field, then click OK.

Notice that we use a password with a mixture of characters to make it more difficult for others to guess.

In the Backstage view, click the Save As tab, click Browse to open the Save As dialog box, navigate to
the MyProjects folder, and save the file as My Will with password.docx. Press CTRL+W to close the file.

Open the My Will with password document located in the MyProjects folder.
Word prompts you for the password.
Type: am:will20 as the password and press ENTER.

Word indicates the password is incorrect.

Microsoft Word X

The password is incorrect. Word cannot open the document.
! (ChUsersy..\My Will with password.doc)

Click OK to close the message box.
Open the My Will with password document again, type: AM:will20 as the password and press ENTER.
Word opens the document.

Click File, click Save As, then click More options (or click Browse if More options is not available) to
open the Save As dialog box.

Click Tools, then click General Options.
With the text in the Password to open field selected, press DELETE to remove the password protection.
Click OK, and then click Save.

Click File, click Save As, then click More options (or click Browse if More options is not available) to
open the Save As dialog box.

Click Tools, then click General Options.

Click in the Password to modify field, type: EditM3, and then click OK.
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17.
18.
19.

20.

21.
22.

23.
24.
25.
26.
27.

28.

Type: EditM3 in the Reenter password to modify field, then press ENTER.
Click Save.
Close and then reopen the file.

Word prompts you to enter a password to modify the file or to open the file in read-only mode.

Password 7 x

My Will with password.docx' Is reserved by Student

Enter password to modify, or open read only.

Password:

Read Only Cancel

Click Read Only.

The document appears on the screen.
Select any paragraph and delete it.
Press CTRL+S to save the document, and then click Save.

Notice that you are not able to save changes made to the document because it is read-only. However,
you do have the option to save the file with a different name. You cannot change the original document
but you can make a copy for yourself.

Click OK.

Click Cancel to exit the Save As dialog box.

Close the document without saving.

Open the file once more, type: EditM3 in the Password dialog box, and click OK.

When the document appears, delete “of Andrew lain McSweeney” in the title, and then press CTRL+S.

Notice that Word saves the file. Because you entered the correct password, you were able to modify the
document.

Close the document.

Restricting Editing

Objective 1.2.1

To prevent others from editing a document, you can configure options in the Restrict Editing pane. To open
the Restrict Editing pane (Figure 2-29), do one of the following:

On the Info page in Backstage view, click Protect Document, and then click Restrict Editing; or

on the Review tab, in the Protect group, click Restrict Editing.
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Restrict Editing ~ %

1. Formatting restrictions

|:| Limit formatting to a selection of
styles

Settings...
2. Editing restrictions

|:| Allow only this type of editing in
the document:

Mo changes (Read only)

3. Start enforcement

Are you ready to apply these settings?
[You can turn them off later)

See also

Restrict permission...

Figure 2-29: Restrict Editing pane

The Restrict Editing pane offers the following options:

Formatting Restrictions ? X

Styles
D?Limitformatting to a selection of styles

By restricting formatting to the styles you select, you prevent the
ability to modify styles and the ability to apply direct formatting to the
document, Select the styles you want to allow to be used in this
document.

Checked styles are currently allowed:
(/g

1ra/i

Article / Section

Balloon Text [recommended)

Bibliography [recommended)

Elock Text [recommended)

EBody Text (recommended)

Body Text 2 (recommended)

Eody Text 3 (recommended)

All Recommended Minimum MNone

Formatting
Allow AutoFormat to override formatting restrictions
|:| Elock Theme or Scheme switching
[] Block Quick Style Set switching

Figure 2-30: Formatting Restrictions dialog box

Formatting restrictions — select this option if you want to reduce the formatting options that other
users can apply. For example, you can specify a selection of styles that can be applied, or you can prohibit
the application of a different theme. You might set this editing restriction in order to maintain the
document's general look and feel. Click Settings to open the Formatting Restrictions dialog box (Figure
2-30).
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Select the Limit formatting to a selection of styles check box, and then select or deselect styles as
appropriate. When you click OK, you will be prompted to remove formatting or styles in the document
that are no longer allowed (Figure 2-31).

Microsoft Word *

o This document may contain formatting or styles that aren't allowed. Do you want to remove them?

Yes Mo

Figure 2-31: Microsoft Word confirmation message — Remove formatting or styles

If you want to retain the formatting and styles already in the document, click No.

¢ Editing restrictions — allows you to control how the document can be edited. Select the Allow only this
type of editing in the document check box and display the drop-down list to specify the types of changes
that can be made (Figure 2-32). Choices include: Tracked Changes, Comments, Filling in Forms, or the
default option, No changes (Read only). Turning on this setting with the default option disables editing
entirely.

2. Editing restrictions

Allow only this type of editing in
the document:

|No changes (Read only) |Y|

Tracked changes
Comments

Filling in forms
1o cranges (Resd onivl 9
Figure 2-32: Restrict Editing pane - Editing restrictions

e Exceptions (optional) — appears when you set Comments or No changes (Read only) as the editing
restriction (Figure 2-33). Select parts of the document that can be edited and select the Everyone check
box or click More users to indicate the specific users who can make changes to those selected parts of
the document.

Exceptions (optional)

Select parts of the document and
choose users who are allowed to
freely edit them.

Groups:
C[Everyone

&% More users..,

Figure 2-33: Restrict Editing pane — Editing restrictions, exceptions

e Start enforcement - the options here become accessible only after you select one of the restriction
types. Click Yes, Start Enforcing Protection to open the Start Enforcing Protection dialog box (Figure 2-
34). Use the dialog box to specify whether you want to use password protection or user authentication.
If you do not want to require a password for removing document protection, leave the Password option
selected and simply click OK without entering a password.
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Protection method
@ Password

enabled.)

Start Enforcing Protection ? X

[The document is not encrypted. Malicious users can edit
the file and remove the password.)

Enter new password [optionall: |
Reenter password to confirm:

() User authentication

[Authenticated owners can remove document protection.
The document is encrypted and Restricted Access is

Figure 2-34: Start Enforcing Protection dialog box

e Restrict permission — select this option if your system is configured to use Information Rights

Management (IRM). IRM is a feature that allows individuals and administrators to prevent sensitive

information from being forwarded, copied, modified, printed, faxed, or pasted by unauthorized people.

Click the link at the bottom of the Restrict Editing pane to open the Permission dialog box (Figure 2-35)

and enter the email address(es) for people to whom you wish to grant permission. Note that you can

specify users who can read the document and users who can make changes.

Permiszicn

7 X

iRestrict permission to this document;

[;a Read...

[;a Change...

More Options...

Enter the e-mail addresses of users in the Read and Change boxes [example:
‘someone@example.com’). Separate names with a semicolon(;). To select
names from the Address book, click the Read or Change button.

o]
B RD‘
Users with Read permission can read this
document, but cannot change, print or copy
content.
=]

2 a8
Users with Change permission can read,
edit, copy content from, and save changes
to this document, but cannot print content.

Figure 2-35: Permission dialog box

Configuring a Document to Open Read-Only

You can also "restrict" editing by configuring a document so that it suggests a user open it in read-only
mode. Click File, then on the Info page, click Protect Document, then click Always Open Read-Only (Figure

2-36).

The information on the Info page changes to reflect that the document status has changed.

IEL Protect Document
o}

_{5 To prevent accidental changes, this document has been set to
Protect open as read-only.

Document ~

Figure 2-36: Info tab of Backstage view — Protect Document
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You can also select the Read-only recommended check box in the General Options dialog box (Figure 2-37)
to apply this status. The new status will be enforced once you save the file.

General Options

File encryption options for this document

Password to open:

File sharing options for this document

Password to modify:

|:| Read-only recommended

Protect Document...

Figure 2-37: General Options dialog box

When you open the file, Word prompts you to open it in read-only mode (Figure 2-38).

Microsoft Word x

o The author would like you to open this as read-only, unless you need to make changes, Open as read-only?

Yes Mo Cancel

Figure 2-38: Microsoft Word information message — Open as read-only prompt

Click Yes to open the file in read-only mode; you can still make changes to the document, but you must save
it with a different file name (or save it in a different location). Click No to open the file normally.

Marking a Document as Final
Another option for protecting a document from undesired changes is to mark it as final; the file is set to
read-only and all typing, editing, and proofing commands are turned off in the Ribbon when a user opens
the file.

To mark a document as final, on the Info page in Backstage view, click Protect Document, and then click
Mark as Final.

Word displays an alert that it will mark the document as final and then save it (Figure 2-39).

Microsoft Word X
| This document will be marked as final and then saved.
Cancel

Figure 2-39: Microsoft Word information message — Mark document as final and save it

Click OK to proceed. Word then displays a message indicating that editing is complete and that this is the
final version of the document (Figure 2-40).

Microsoft Word X

This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

o When a document is marked as final, the status property is set to "Final” and typing, editing commands, and proofing marks are turned off.
You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar,

|:| Don't show this message again

Figure 2-40: Microsoft Word information message — Editing is complete
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Click OK to close the message box. When the document has been marked as final, the Protect Document
area will display its status in the Backstage (Figure 2-41). This option can be reversed by selecting Mark as
Final again.

IEL Protect Document
o

D This document has been marked as final to discourage editing.
Protect
Document ~

Figure 2-41: Backstage view — Protect Document status

When you return to the document view, Word displays a notification bar indicating this status (Figure 2-42).
(i:l MARKED AS FINAL An author has marked this document as final to discourage editing. Edit Anyway X

Figure 2-42: Marked as Final notification bar

This notification bar also appears when a user opens the document and is a visual cue that the author does
not want anyone to make changes. However, marking a document as final should not be considered a
security measure. Anyone who opens a document that has been marked as final can change the status and
edit the document by clicking the Edit Anyway button in the notification bar.

Learn to restrict editing in documents

In this exercise, you will restrict editing in documents.
1. Open the Rhodes-Review.docx document located in the StarterFiles folder.
2. On the Review tab, in the Protect group, click Restrict Editing.

3. Inthe Restrict Editing pane, in the Formatting restrictions section, select Limit formatting to a selection
of styles, then click the Settings link.

4. In the Formatting Restrictions dialog box, click the None button to disallow all styles.
After disallowing all styles, you can specify which styles to allow.

5. Inthe styles list box, select the following styles by clicking the appropriate check boxes:
Description
Heading 1 (recommended)
Heading 2 (recommended)
Normal Indent (recommended)

6. Click OK.

Microsoft Word X

o This document may contain formatting or styles that aren't allowed. Do you want to remove them?

Yes Mo

7. Click No to retain all styles that are currently in the document.
8. Click the Home tab and view the available styles in the Quick Styles gallery.

9. In the Restrict Editing pane, in the Start enforcement section, click Yes, Start Enforcing Protection.

62

3271-1v1.00 © CCl Learning Solutions Inc.



Managing Documents Lesson 2

10.

11.

12.

13.
14.

15.
16.

17.
18.

19.

20.
21.

22.
23.

Start Enforcing Protection 7 X

Protection method

@ Password

[The document is not encrypted. Malicious users can edit
the file and remove the password.)

Enter new password [optional):
Reenter password to confirm:
O User authentication

[Authenticated owners can remove document protection.
The document is encrypted and Restricted Access is

enabled))

Click OK to restrict editing without requiring a password.
Notice that the Quick Styles gallery now displays only four styles.
aasbcene masbeede AaBl AaBRbC
TDescripti,,  TMormal | Heading 1| Heading2 |+
Styles Pl

Click the More button in the Quick Styles gallery and notice that the Create a Style option is unavailable.
Because you restricted formatting to a specific collection of styles, you cannot create any new styles.

In the Restrict Editing pane, click the Available styles link.

The Styles pane opens and displays only the four allowed styles plus the Clear All option.

Close the Styles pane.

In the Restrict Editing pane, click Stop Protection.

Notice that all the styles are now available in the Quick Styles gallery.

Close the document without saving.

Open the Stylish-Bio.docx document located in the Resourcefiles folder and save it as My Stylish-
Bio.docx in the MyProjects folder.

On the Review tab, in the Protect group, click Restrict Editing.

In the Restrict Editing pane, in the Editing restrictions section, select Allow only this type of editing in
the document, and ensure that No changes (Read only) is the displayed restriction.

The Exceptions (optional) section becomes available.

In the document, scroll to the Cookware — My First Invention section, and select the purple text (from 2-
Hand Pan through Price: 9 shells). Then in the Restrict Editing pane, in the Exceptions (optional) section,
select the Everyone check box.

You are "unlocking" this text in the document for editing.
In the Start enforcement section, click Yes, Start Enforcing Protection.
Click OK to restrict editing without requiring a password.

Note: In actual practice, you would likely set a password. However, to keep the exercise simple, you will
restrict editing without requiring a password.

Save the document.

Click File, and click the Info tab if necessary.
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24.
25.

26.

27.
28.

29.

30.
31.

32.

33.
34.

35.

36.
37.

38.

The Protect Document section indicates that certain types of changes are restricted.
Click the Back button to return to the document.

In the document, scroll to the top and select the title text, then look at the Comments group in the
Ribbon.

You cannot add a comment.

With the title text still selected, press DELETE.

You cannot delete or edit the text.

Click the Home tab and notice that all the formatting commands are unavailable.
In the Restrict Editing pane, click Find Next Region | Can Edit.

The purple text is highlighted because you marked it as an exception.

In the Restrict Editing pane, click Find Next Region | Can Edit.

Word displays a message that it has finished searching for editable regions.

Microsoft Word *

o Word has finished searching the document

Click OK to close the message box.

Click at the end of the 4-Hand Pan text (to the right of 6 rocks), press the SPACEBAR, then type: OUT
OF STOCK.

Select the text you added, apply the Bold attribute, and change the text color to Automatic.

Word allows you to edit and format text. You have full editing capability in this section of the document.
At the bottom of the Restrict Editing pane, click Stop Protection.

Scroll to the top of the document, select the title text, then type: The Stone Age Entrepreneur.

Word allows you to edit all the document text because you turned off document protection.

Click File, then on the Info page, click Protect Document, then click Always Open Read-Only.

The document status displays in the Info tab.

IEL Protect Document

_{.-3 To prevent accidental changes, this document has been set to
Protect open as read-only.
Document -

Click Save, then press CTRL+W close the document.
Reopen the My Stylish-Bio document.

Word prompts you to open the file as a read-only file.
Click No to open the file normally.

Notice how easy it is to bypass the open as read-only setting.
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39. Click File, then on the Info page, click Protect Document, then click Always Open Read-Only to toggle

this setting off.

40. Click Save.

41. Click File, then on the Info tab, click Protect Document, and then click Mark as Final.

Word displays a message stating that the document will be marked as final.

42. Click OK twice.

The document status displays in the Info tab.

|£L Protect Document
&,

D This document has been marked as final to discourage editing.

Protect
Document ~

43. Click the Back button to return to the document.

You should see the marked as final notification.

.:i:. MARKED AS FINAL An author has marked this documnent as final to discourage editing. Edit Anyway x

44. Close the document without saving.

Lesson Summary

Now that you have completed this lesson, you should be able to:

M Import and link to external content. M Protect a document with a password.
M Compare and combine documents. M Restrict editing.
M Manage document versions. M Mark a document as final.

Key Terms

Term

Comments

Mark as Final

Definition
A feature that you can use to annotate text in a document, similar to using sticky
notes.

A feature that turns off editing commands and proofing marks and indicates that a
document should not be edited.

Password

Paste Options

Restrict Editing

Versions

A secret word or phrase that must be used to gain access to a document or to specific
editing features. You can use passwords to protect your document from unwanted
changes and unauthorized access.

A feature that appears when you paste an item in a document, often containing
options that affect the formatting of the pasted item in its new location.

A feature that you can use to control the type of editing that can occur in a document.

A set of files that Word creates automatically as you work on a document. These files
can be used to recover unsaved changes or to revert to an earlier form of a document.
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Quiz Questions

For each question, select the best answer.

1.

If you import an Excel worksheet as an object into a Word document, what happens when you double-click
the imported worksheet?

a. The worksheet is automatically updated with new data.
b. The Format Picture task pane opens.
¢. The Table Tools contextual ribbon appears.
d. The worksheet opens in Excel.
2. When you compare two documents, which panes does Word display?
a. The Combined Document pane, the Original Document pane, and the Revised Document pane
The Original Document pane and the Revised Document pane
The Revisions pane, the Compared Document pane, the Original Document pane, and the Revised
Document pane
d. The Revisions pane, the Original Document pane, and the Revised Document pane
3. Which paste option is the default choice for resolving style conflicts?
a. Keep Source Formatting (K)
b. Use Destination Styles (S)
c¢. Merge Formatting (M)
d. Keep Text Only (T)
4.  Where do you configure settings for the AutoSave feature?
a. On the Save tab of the Word Options dialog box
b. On the Save tab in Backstage view
¢.  On the Review tab in the Compare group
d. On the Developer tab in the Protect group
5. How do you encrypt a document with a password?
a. Click Developer, click Protect, and then click Encrypt with Password.
b. Click Review, click Protection, and then click Enable Password Protection.
c. Click File, click Protect Document, and then click Encrypt with Password.
d. Click Insert, click Password, and then click Add Password to Document.
6. When you restrict editing in a document, which of the following is NOT one of the choices in the drop-down
list of the types of changes to allow?
a. Tracked changes
b. All changes (edit normally)
c.  Filling in forms
d. Comments
7.  When you mark a document as final, what commands are turned off in the Ribbon?
a. All typing, editing, and proofing commands; the document is set to read-only
b. Only editing commands
¢.  Only proofing and typing commands
d. No commands are turned off.
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Lesson 3: Using Productivity
Tools

Lesson Objectives

In this lesson, you will learn how to customize global settings, create online forms, work with building blocks,

and use macros. Upon completion of this lesson, you will be able to:

O Customize the Quick Access toolbar. O Configure content controls.

O Display hidden ribbon tabs. O Create Quick Parts.

O Set the default font. O Manage building blocks.

O Set up online forms. O Create, edit, and organize macros.

Customizing Global Settings

Global settings are settings that affect the look and/or behavior of an application. Changes you make to the
Quick Access Toolbar, Ribbon interface, or default font used by an application are examples of global settings
because they are in effect regardless of which document is open and active.

Customizing the Quick Access Toolbar

Objective 1.1.6

The Quick Access Toolbar (QAT) (Figure 3-1) contains buttons for frequently used commands. By default,
this toolbar contains the AutoSave indicator, and the Save, Undo, and Redo command buttons.
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Note: Depending on the configuration of the computing device or if other people use this device, you may
have different buttons on the Quick Access Toolbar, such as a button for touch screen or the Print button.

AutoSave Save Redo/Repeat

RN

AutoSave (@ off) Lf) -

1

Undo Customize Quick
Access Toolbar

Figure 3-1: Quick Access Toolbar

Recall that the Ribbon includes multiple tabs on which the many Word commands and features are organized
into logical groups. Typically, you move from one tab to another to access the different Word commands
you need while using and updating your document. However, the QAT does not have any tabs, giving you
very fast access to all the buttons in it. It is also easy to access because of its location above the Ribbon.

If you use certain Word commands and features very frequently, you can make them more accessible by
adding them to the QAT, saving you the effort of having to switch to a different tab to find it in the Ribbon.
The combination of being in a convenient location and the ease of customization makes the QAT an ideal
location to place your most frequently used commands.

To customize the QAT, use one of the following methods:

e  Click Customize Quick Access Toolbar and click a command from the displayed list (Figure 3-2), or click
More Commands to open the Quick Access Toolbar page of the Word Options dialog box, or

Customize Quick Access Toolbar
v Automatically Save
MNew
Open
v Save
Email
Cick Print
Print Preview and Print
Spelling & Grammar
Read Aloud
Undo
Redo
Draw Table
v  Touch/Mouse Made
Maore Commands...

Show Below the Ribbon

Figure 3-2: Customize Quick Access Toolbar drop-down list

e click File and then click Options to open the Word Options dialog box, and then click the Quick Access
Toolbar tab to access the options (Figure 3-3); or
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Word Options

General
Display
Proofing

Save
Language
Ease of Access

Advanced

Customize Ribbon

Add-

Trust Center

E‘% Customize the Quick Access Toolbar,

Choose commands from: G

Popular Commands =

<Separator> -
Accept Revision

Add a Hyperlink

Add Table 3
Align Left

AutoSave

Bullets 3
Center

Change List Level 3
Choose a Text Box 3
Copy

Cut

Decrease Font Size

» < ELNNTED E @ @2

Define New Number Format...

Delete Comment

Draw Table

Draw Vertical Text Box

Email

Find

Fit to Window Width

Font B
Font Color |>
Font Settings

Font Size
ab Footnote -

ToBHET

b= b3

[ Show Quick Access Toolbar below the Ribbon

Customize Quick Access

For all documents (defa

AutoSave
Save
Undo
Redo

SC S

Toolbar(G

ult) -

4

Touch/Mouse Mode 3

Customizations: i
Import/Export ¥ |

| QK | | Cancel

Figure 3-3: Word Options dialog box — Quick Access Toolbar page

e right-click anywhere on the Quick Access Toolbar to access the shortcut menu shown in Figure 3-4, then
click Customize Quick Access Toolbar to open the Quick Access Toolbar page of the Word Options dialog

box.

Remove from Quick Access Toolbar

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

Collapse the Ribbon

Figure 3-4: Quick Access Toolbar shortcut menu

You can even add commands and features to the QAT that are not currently accessible from the Ribbon. If
the feature is available in the Quick Access Toolbar page of the Word Options dialog box, you can add it to

the QAT.

You can also move the Quick Access Toolbar to a different position directly below the Ribbon using one of

the following methods:

e  (Click Customize Quick Access Toolbar, and then select Show Below the Ribbon; or

e right-click the Quick Access Toolbar, and then click Show Quick Access Toolbar Below the Ribbon.
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Displaying Hidden Ribbon Tabs
Objective 1.1.7

Only one tab of the Ribbon can display at a time, and you display a tab by clicking the tab name. You can
control which tabs display in the Ribbon at any given time, and you can create custom Ribbon tabs as well.
You control which Ribbon tabs display by selecting or deselecting the appropriate tab names in the
Customize Ribbon tab of the Word Options dialog box.

Click File and click Options to open the Word Options dialog box, then click Customize Ribbon. On the
Customize Ribbon page, commands appear in the list box on the left, and ribbon tabs appear in the list box
on the right (Figure 3-5). You can expand the tabs in the list box on the right to display individual command
groups, and you can expand those command groups to display the individual commands contained within

each group.
Word Options ? x
General . .
d:-"[gl Customize the Ribbon and keyboard shortcuts.
Display
Choose commands from: G Customize the Ribbon: G
Proofi
reenng Popular Commands = Main Tabs =
Save
Language »> Accept Revision - Main Tabs -
e Add Table 4 Blog Post
Ease of Access Align Left Insert (Blog Post)
Bullets ' QOutlining
Center X Background Removal
Change List Level 4
Copy B [ Home
Cut Clipboard
Define Mew Number Format... Font
Add-ins Delete Paragraph
Draw Table Styles
Trust Center [=] Draw Vertical Text Box Editing
Email Adobe Acrobat
Find Voice IZI
Fit to Window Width Insert EI
Font
A Font Color L4
K Font Settings
Font Size
ab Footnote
< Format Painter
A" Grow Font
'ltj Insert Comment ;
— -
= Insert Pfage Section Breaks 4 Developer
F3 Insert Picture [ Add-ins -
Insert Text Box &
(= Line and Paragraph Spacing L4 | New Tab | New Group | | Rename... |
e i -
© Link Customizations: i
Keyboard shortcuts: Import/Export ¥ | G
| oK | | Cancel

Figure 3-5: Word Options dialog box — Customize Ribbon page

Choose commands from - from this list box, you can access any command available in Microsoft Word. The
commands are grouped for easier access. Click the arrow to select the group most likely to contain the
commands and features you want to use. You can choose from: Popular Commands, Commands Not in the
Ribbon, All Commands, Macros, File Tab, All Tabs, Main Tabs, Tool Tabs, and Custom Tabs and Groups.

70 3271-1v1.00 © CCI Learning Solutions Inc.



Using Productivity Tools Lesson 3

Customize the Ribbon - this list displays the available tabs. Click the arrow to select which tabs you want to
work with:

— All Tabs — displays every tab available in the Ribbon.
— Main Tabs — displays the most commonly used tabs.
— Tool Tabs - displays the contextual tabs that appear only when appropriate.

Add/Remove — Select a command in the left list box to add to the Ribbon, then click Add. Select a command
in the right list box to remove from the Ribbon, then click Remove.

Move Up/Move Down — Rearrange the buttons in the right list box into the order in which you want them
to appear on the tab.

Keyboard shortcuts — Click Customize to open the Customize Keyboard dialog box, which you can use to
assign or change existing keyboard shortcuts for selected commands.

New Tab - Create a new custom tab for the Ribbon.
New Group — Create a new group for the custom tab.
Rename - Rename the selected item.

Customizations — Click Reset to restore the Ribbon to its default configuration; click Import/Export to work
with a customized Ribbon used on another system.

Setting the Default Font
Objective 1.1.8

When you install Word, the default font is Calibri, 11pt, which may be suitable for your needs. There are
times, however, when you may find yourself constantly changing the font you use in your documents. Perhaps
your company requires a different font for all their written materials, or perhaps you do not like Calibri, 11pt.

There are several ways you can save yourself the effort of having to change the font manually all the time.
For example, you can create a new theme or a new template and apply it to your documents as needed. You
can also use the Set As Default command in the Font dialog box.

In the Font dialog box, select the font and font size (and any other formatting attributes) that you want, then
click the Set As Default button at the bottom of the dialog box.

You are prompted to specify whether you want to make | Microsoft Word 7 X

the new font the default font for the current document Do you want to set the default font to Segoe UI, 10.5 pt, Font color: Blue for:
@ This document only?

Only or for a” dOCUmentS based on the Normal OAIIdocumentsbasedontheNormal.dotmtemplate?

template.

Cancel

If you select This document only, you are setting the default font for the current document. The Normal style
and styles based on it will reflect the new default font.

If you select All documents based on the Normaldotm template, you are setting the default font for the
application. All new documents will use this new font.

To make a global change, select All documents based on the Normal.dotm template, and then click OK.
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Learn to work with global settings

In this exercise, you will customize the Quick Access toolbar, show and hide ribbon tabs, and set the default
font.

1. Launch Word and open a new, blank document. On the Quick Access Toolbar, click the Customize Quick
Access Toolbar button, and then click New.

AutoSave (@ Off)

2. Click the Customize Quick Access Toolbar button and click Quick Print.

AutoSave (@ Off)

3. Click the Customize Quick Access Toolbar button and click More Commands.

4. In the list box at the right, click New File, and then click the Move Up button four times to position this
command above Save.

5. Click OK to exit the Word Options dialog box.

The Quick Access Toolbar should show the New Blank Document button at the left side between the
AutoSave indicator and the Save button.

6. Click the Customize Quick Access Toolbar button and click Quick Print to remove this button from the
toolbar.

7. Click the Customize Quick Access Toolbar button and click New to remove this button from the
toolbar.

8. In the blank document, click File, click Options, and then click the Customize Ribbon tab.

9. Ensure that Main Tabs is displayed in the Customize the Ribbon field, then in the list box, click the 1¥| at
the left of the Insert tab to expand the tab. Click the Add-ins group name to select it (it should appear
highlighted once you click it).

10. Click the Remove button to remove this command group from the Insert tab.
You have not deleted the group permanently, but turned off its display in the ribbon.

11. Scroll down the list and deselect the Design check box. Deselecting the check box prevents this ribbon
tab from displaying.

12. Click OK to exit the Word Options dialog box.
Notice that the Design tab no longer displays in the Ribbon.
13. Click the Insert tab to see if the Add-ins group displays.
The Add-ins group is not visible on the Insert tab.
14. Click File, click Options, and click Customize Ribbon.
15. Click the Choose commands from arrow and click Main Tabs from the list.

16. In the list box on the left, click the Il at the left of the Insert tab, then click the Add-ins group name (it
should appear highlighted once you click it).

17. Ensure that the Insert tab is selected in the list box on the right, and then click the Add button.
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18.

19.

The Add-ins group is now back on the Insert tab. Notice it was placed at the bottom of the list.

In the list box on the right, click Add-ins to select it if necessary, and then click the Move Up button to
move it up in the list until it is positioned just below the /llustrations group.

Scroll down in the list box on the right and select the Design check box. Selecting the check box will
redisplay the ribbon tab.

Note: You could also have clicked Reset to have Word reset all Ribbon tabs to their default configurations.

20.
21.

22.
23.
24.

25.
26.
27.

28.

29.

30.
31.

32.

Click OK.

Open the Using Drive P.docx document located in the ResourceFiles folder. Click anywhere in the first
paragraph of body text.

Press CTRL+D to open the Font dialog box.
In the list of fonts, click Arial. Then click Set As Default.
Click All documents based on the Normal template, and then click OK.

The body text in the document now displays in the Arial font. Word maintained the 11pt font size because
that was the default font size and you did not change it.

Press CTRL+D once more to open the Font dialog box.

Change the size to 10, and then click Set As Default.

Click All documents based on the Normal template, and then click OK.
Create a new document, type: Using the X Drive, then press ENTER.
Notice as you type, the font is Arial, 10 pt.

Click in the line of text you just entered, then on the Home tab, in the Font group, click the Font dialog
box launcher.

Change the font to Calibri, change the size to 11, and then click Set As Default.
Click All documents based on the Normal template, and then click OK.
Notice the font of the text in your new document has changed to the new default font.

Close all documents without saving.

Setting Up Forms

Creating Online Forms

An online form contains special elements (called form fields) that you can use to enter or select information.

The form can contain a variety of form fields, such as text boxes, check boxes or drop-down lists. Help

messages appear in the fields to assist users in completing the form.

As you design your form, you can insert form fields from the Developer tab (Figure 3-6).
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File Home Insert Draw Design Layout References Mailings Review View Developer Help Acrobat 2 Search
AT — 0 - =2 -
Er:E_:] E [5@ Record Macro (g E{\Q}J E) Aa Aa B B8 | [of] Design Mode @ [E ﬁ
32 o EF =2
Visual Macros Add-  Word COM XML Mapping Restrict | Document
Basic M Macro Security ins  Add-ins Add-ins | [ Eg - Pane Editing Template
Code Add-ins Controls Mapping Protect Templates

Figure 3-6: Developer Ribbon

Online forms are often stored on a network so everyone can access them. They can be printed so that users
can enter information on paper, or the forms may be connected to a database so that information can be
saved electronically.

An online form should be saved and distributed as a template on the network. This prevents accidental
changes from being made to the original form; it also gives users a blank form that they can complete and
save as a new document. Word provides a command in the Developer tab to remind you to save the form as
a template as well as the option to restrict access for editing or formatting options.

Before creating an online form:

e Sketch out the form on paper. This helps to determine the type of information you want to include on
the form and the best method for laying out that information.

e If you are creating a form that will contain a variety of form elements (for example, order forms or credit
applications), create the form as a table. Tables provide a lot of flexibility with form layout.

e Use borders and shading to help separate areas of your form, or to draw attention to specific parts of
the form.

e Before sharing your form with others, use the Restrict Editing feature to specify which sections you want
the user to access.

Inserting Content Controls
Objective 4.1.3

You can insert and configure a set of content controls, such as a text box, check box, drop-down list, or list
box which can make a form well-suited to receiving user input. Content controls display customized text that
provides the user with specific information about the control and how to use it.

You can access content controls on the Developer tab in the Controls group (Figure 3-7).

File Home Insert Draw Design Layout References Mailings Review View Developer Help Acrobat £ Search
E|jflj_ F‘D‘ ERecord Macro (Q E{E)}‘ |i—:‘ Aa Aa B B3 @De:ign Mode @ |:|51 ‘H
|| 375k _ _ o
s W
Visual Macros Add-  Word COM XML Mapping Restrict | Document
Basic A\ Macro Security ins  Add-ins Add-ins ,E=|a E§- Pane Editing Template
Code Add-ins Contrals Mapping Protect Templates

Figure 3-7: Developer Ribbon — Controls group

Note: Pointing to a content control in the Controls group displays a ScreenTip that identifies the name of
the control.

The following content controls are available:

Aa  Rich Text Content Control — Use this control for text you need to format * Clickor tap here o enter text
with attributes such as bold or italic; displays as:

4z Plain Text Content Control — Enter text in plain text format; this control ~ © flickortap here o enter et
can include only a single paragraph by default and displays as:

74

3271-1v1.00 © CCl Learning Solutions Inc.



Using Productivity Tools Lesson 3

[2] Picture Content Control — Insert a picture; displays as:

< Picture 53

il

5  Building Block Gallery Content Control — Insert a building block when 2P [£] -

e . Ch building block.
you want users to access a specific block of text saved as a Quick Part or OO A BHIEE Bes
AutoText entry from one of the building block galleries; displays as:

Check Box Content Control — Click to turn this item on or off; displays : |I:I
as:
=] Combo Box Content Control — Choose from the items in a drop-down {/Choose anitem. |,

list or type your own text into the field; displays as:

Drop-Down List Content Control — Choose from the items in a drop- “ Choose an item. |,

down list; displays as:

7| Date Picker Content Control — Choose a date from a calendar f Click or tap to enter a date. .
display; displays as:
55 Repeating Section Content Control - Insert a content control that contains content and/or

other controls that you want Word to repeat anywhere in the document. You can click the |+ to
repeat the control. Displays as:

:| Enter any content that you want to repeat, including other content controls. You can also insert this

control around table rows in order to repeat parts of a table.
+

E#i = Legacy Tools — Displays a list of controls available in earlier versions of Word,  Legacy Forms

and displays a list of Active X controls. Each of these is available in the preceding EIEIE ¢
ActiveX Controls

. . . . - MEA eE3E
control. Only these control icons are available in other Microsoft Office EpoEsgE =11

content controls, but requires you to take further actions to set up the content

programs.

Configuring Content Control Properties
Objective 4.1.4

Each type of control has its own properties or options that can be set using the Properties command. Word
displays a control's Title to identify the specific control and a Tag to make it easy to locate the control.
Properties affect how the contents should be formatted and whether the contents can be edited or deleted.

To access a content control's properties, select the content control, then on the Developer tab, in the Controls
group, click Properties to open the Content Control Properties dialog box (Figure 3-8).
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Content Control Properties 7 >

General

Title:

Tag:

Show as: |Bounding Box| «

Colar: 2 -

|:| Use a style to format text typed into the empty control

Style: |Default Paragraph Font |«
A, New Style...

|:| Bemove content control when contents are edited
Lacking

|:| Content control cannot be deleted

|:| Contents cannot be edited

Figure 3-8: Content Control Properties dialog box

This is an example of the Rich Text Content Control Properties:
General - Enter information, such as a title or description tag, that can help identify this content control.

Show as — You can set the display of the content control as Bounding Box, Start/End Tag (Figure 3-9), or
None:

L:(Cl.":k or tap here to enter text. Click or tap here to enter text.

Bounding Box Start/End Tag
Figure 3-9: Content control display — Bounding Box and Start/End Tag
Color — Choose a color for this content control in the form.

Use a style to format text typed into the empty control — Select a style that will be applied to the text you
enter into this content control.

Remove content control when contents are edited — Delete or remove the content control once text has
been entered, which is similar to entering text directly into the form.

Locking — Set options to prevent users from deleting the content control or changing the data after it has
been entered into the content control.

Depending on the type of control you are working with, | ContentControl Properties X
various other properties may be available. For example, for a | General
. . Title:
Plain Text Content Control, you can set an option to allow | =
Tag:

multiple paragraphs, as shown in Figure 3-10.

Show as: | Bounding Box| «
LColor 2 -
D Use a style to format text typed into the empty control
Style: |Default Paragraph Font| «
A, New style...
|:| Remove content control when contents are edited
Locking

|:| Content control cannot be deleted
|:| Contents cannot be edited

Plain Text Properties
|:| Allow carriage returns (multiple paragraphs)

| OK | Cancel

Figure 3-10: Content Control Properties dialog box —

Plain Text Properties
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Adding Help Tips

As you may have noticed, whenever you insert a content control, a help message appears in the control to
tell you what to do or what type of information to enter for the control. If you are using a control from the
Legacy Tools group, these controls do not include a help tip and you must create one in the control’s
properties if you want to provide assistance.

Most controls from the Legacy Tools group appear as , or if the Show/Hide T feature is active.
When you are working with the Legacy Tools, you can open the Properties dialog box to set specifics for the
control and you can click Add Help Text to add text designed to assist a user (Figure 3-11).

Text Form Field Options 7 X

Text form field
Type: Default text:

Form Field Help Text 4 X
Regular text ~ |
Maximum length: Text format: i | Help Key (F1)
Unlimited = b
(® None
Ri
un macro on (O AutoText entry: | Blank ki
Entry: Exit:
O Type your own:
- v
Field settings
EBookmark:

Text1

Fill-in enabled
|:| LCalculate on exit

Add Help Text... Cancel Cancel

Figure 3-11: Text Form Field Options dialog box and Form Field Help Text dialog box

The Help text you create for a legacy tool appears only in the status bar.

Note: You will need to save the form as a template with the Filling in forms restriction enabled (covered in
the next section).

Locking the Form
Objective 1.2.1

If a form is to be used online by other users, you should restrict any editing or formatting changes to the
form. To prevent others from editing your form, click either the Review or the Developer tab and, in the
Protect group, click Restrict Editing to open the Restrict Editing task pane. In the task pane, in the Editing
restrictions area, select the Allow only this type of editing in the document check box, and then change the
option to Filling in forms (Figure 3-12).

2. Editing restrictions

Allow only this type of editing in the
document:

|I‘-J-3 changes (Read only) |'|

Tracked changes
Comments
.

Mo changes [Read only] hnd

Figure 3-12: Restrict Editing pane — Editing restrictions section

It is recommended that you set a password to prevent others from removing the editing restrictions.
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Note: Guidelines for creating a secure password are listed in Lesson 2.

When you need to make changes to the form, unlock the form by entering the password. This removes the

editing restrictions on the form and allows you to make changes.

Learn to create and use forms

In this exercise, you will add controls to a simple form in preparation for turning the form into an online form.

1.

10.
11.

12.
13.

Open the Absence Request Form.docx document located in the StarterFiles folder and click in the blank
cell to the right of Employee Name.

If you cannot see the table gridlines, on the Table Tools Layout tab, in the Table group, click View
Gridlines. Otherwise, skip to step 3.

If you cannot see the Developer tab, click File, click Options, click Customize Ribbon, and then in the
Main Tabs list box, select the Developer check box, and then click OK. (If the Developer tab is already
displayed, skip to step 4.)

In the Ribbon, click the Developer tab, and in the Controls group, click Drop-Down List Content

Control (second row, third control icon).
Employee Mame: |:|/Choose an item. |~

On the Developer tab, in the Controls group, click Properties to open the Content Control Properties
dialog box.

In the Title field, type: Travel Directors.

In the Drop-Down List Properties section, select Choose an item, and then click Add to open the Add
Choice dialog box. Use this dialog box to enter items into the drop-down list.

Add Choice ? *

Display Mame: |

Value:

Type: Madison Cowell, and then click OK.

Cancel

Click the Add button again, type: Jamie Gibson, then click OK.
Click the Add button again, type: Toby Belanger, then click OK.

Continue entering travel director names to the drop-down list:

Andrew McSweeney
Lawrence Jang

Kanda Yamoto
Katherine  'Wilkins
Curtis Gorski

Click Toby Belanger in the list, and then click Move Up until his name is the first in the list.

Select each travel director's name and move it up or down until the list is in alphabetical order by the

last name.
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14.

15.

16.
17.

18.

19.

20.
21.

22.

23.

24.

Click OK to exit the Content Control Properties dialog box.

Notice that the title you entered for the control (Travel Directors) now displays as the name of the content
control in the form.

Click the drop-down arrow for the Travel Directors content control, and then click Katherine Wilkins.

=Travel Directors
Choose an item. |=
Choose an item.

Toby Belanger
Madison Cowell

Jamie Gibson

Curtis Gorski
Lawrence Jang
Andrew McSweeney

Katherine Wilkins:

Kanda Yamoto

Click in the blank cell to the right of Department, and then type: Travel Directors.

In the Type of Absence Requested section of the form, click in the blank cell to the left of Sick. On the
Developer tab, in the Controls group, click Check Box Content Control (second row, first control icon).

Copy the check box you inserted for the Sick item and paste it into the cells for the seven remaining
types of absence items.

Hint: If you are having difficulty selecting the control, click in the grey tab at the left of the check box
control, and press CTRL+C to copy the check box control to the clipboard.

Scroll down in the form if necessary, then in the Manager Approval section, click in the blank cell to the
left of Approved and press CTRL+V to paste a check box control in this cell.

Click in the blank cell to the left of Rejected and paste a check box control here as well.

In the Dates of Absence row in the form, click in the blank cell to the right of From, then on the Developer
tab, in the Controls group, click Date Picker Content Control (second row, last control icon).

On the Developer tab, in the Controls group, click Properties, and in the Title field, type: Start Date of
Absence.

In the Date Picker Properties section, click the sample date that displays in MMMM d, yyyy format (for
example, September 18, 2019), and then click OK.

In the Dates of Absence row in the form, click in the blank cell to the right of To, then insert a date picker
content control. Specify End Date of Absence as the title, and apply the same date format as the one
you used for the From field.

Your form should appear similar to the one on the following page.
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25.

26.
27.

28.
29.
30.

31.
32.
33.
34.

35.

& Absence Request

= Adventures ——

Tolano ==& &

Absence Information

Employee Name:  Katherine Wilkins

Department: Travel Directors

Manager: Nick Klassen

Type of Absence Requested:

O Sick O Wacation O Bereavement O Time Off Without Pay
O Military O Jury Duty O Matemity/Paternity 00 Other
E[}gles of Absence: From: ECIink or tap to enter a date. To iClick or tap to enter a date.

Reason for Absence:

Click in the blank cell below Reason for Absence and on the Developer tab, in the Controls group, click
Rich Text Content Control (first row, first control icon).

On the Developer tab, in the Protect group, click Restrict Editing to open the Restrict Editing pane.

In the Restrict Editing pane, in the Editing restrictions section, select the Allow only this type of editing
in the document check box.

Click the arrow for the drop-down list of allowed actions, and then click Filling in forms.
Click Yes, Start Enforcing Protection.

Type: HR-absForm19 in the Enter new password (optional) field, and type it again in the Reenter password
to confirm field, then click OK.

Close the Restrict Editing pane.

Save the document as a Word Template (*.dotx) in the Documents\Custom Office Templates folder.
Create a new blank document, and then close the Absence Request Form template.

Click File, click New, and then click Personal.

Because the new template was saved in the Custom Office Templates folder, you should see it in your
list of personal templates:

Office

Absence Request Form

Click Absence Request Form to create a new document using this template.
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36. Try clicking anywhere in the first row of the form, where the form title appears.

Notice that you cannot click anywhere in that row. In fact, the only items you can click are the content
controls in the form.

37. Click the Travel Directors content control, then click the arrow to display the list. In the list, click Andrew
McSweeney.

38. Click the check box for Vacation and notice that an "X" displays in the check box when you click it.

39. Click in the From field and specify a start date that will be the Monday of the second week, three months
from today’s date.

40. Click in the To field and specify a Friday end date to make the requested absence two weeks long.
41. Click in the field below Reason for Absence and type: Going to London for a family gathering.

42. Save the completed form as My Absence Request Form.docx in the MyProjects folder, and then close
the form.

Working with Building Blocks

Building blocks are sections of reusable document content that you can insert into documents. You can use
them to save time and ensure consistency in your documents. Building block content includes headers and
footers, cover pages, text boxes, bibliographies, citations, placeholders, equations, themes and content
controls (fields). Building blocks are organized into galleries by type and category. A number of pre-defined
building blocks are available in the Quick Parts gallery. You can also create your own building blocks and add
them to the Quick Parts gallery.

Building blocks are saved as part of a document template. The default template for all new Word documents
is the Normal template. You can save your own building blocks to the Normal template, or as part of a custom
template.

Using Quick Parts

Objective 3.1.1, 4.1.1, 4.1.2
Quick Parts are building blocks that you might use often - headers, footers, tables, cover pages or signatures.
When you create a Quick Part, the element will be available from the Quick Parts gallery on the Insert tab, in
the Text group (Figure 3-13).
- [& - | TlEquation ~ | wm

=] AutoText »
[ Document Property 4

= Field..

B Building Blecks Organizer...

Figure 3-13: Quick Parts gallery drop-down menu
AutoText — Insert building blocks that have been categorized as AutoText entries into your document. These
entries display in a gallery when you point to AutoText.

Document Property — Choose from a list of document properties you can insert into your document. These
properties are also visible on the Info page in Backstage view.
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Field — Fields are used to display dynamic content or to set up mailing lists.

Building Blocks Organizer — Open the Building Blocks Organizer to manage, edit, and maintain building
blocks.

Save Selection to Quick Part Gallery — Click to save selected document text as a Quick Part.

You can provide a name and description for your Quick Part, as well as assign it to a particular gallery and
category. Once you save text as a Quick Part, it will be available for use in all other documents created from
the same template.

To insert a Quick Part, on the Insert tab, in the Text group, click Quick Parts. Locate the Quick Part in the
gallery, and then click to insert the Quick Part into your document.

A Quick Part can be replaced when you save a selected entry with the same name. Word will prompt you to
confirm that you want to replace the existing Quick Part; make sure to take a moment to verify you want to
proceed with this action.

Creating AutoText Quick Parts

AutoText is a feature that has been available in Word for several versions; it is very useful for inserting strings
of text that you use frequently. For example, if there are several standard paragraphs you use for various
sales quotes, you can set up each paragraph as an AutoText entry for easy insertion as needed.

To create an AutoText entry, create the text for the entry, and format it as you want it to appear in the final
document. Then select this piece of text, click Insert, and in the Text group, click Quick Parts, point to
AutoText, and then click Save Selection to AutoText Gallery (Figure 3-14).

Create New Building Block ? X
Hame: 28 Piermont

Gallery: AutoText ~
LCategory: General ~
Description:

Sawve in: Mormal.dotm ~
Options: Insert content only ~

Figure 3-14: Create New Building Block dialog box — Save selection to AutoText gallery

Name - Specify a name for the AutoText entry. (Word automatically suggests the first line of text in the
selection.)

Gallery — Specify in which of the built-in galleries you want your building block to appear.

Category — Select the General category or create a category for your requirements.

Description — Enter a description of what the AutoText is or what it may contain.

Save in — Choose whether to save the AutoText in the Normal template (which automatically makes the
building block available to all documents) or in the Building Blocks template. You can insert a Quick Part from
the Building Blocks template into any document at any time.

Options — Choose whether the AutoText is inserted as content only (that is, simply as a text string), in its own
paragraph, or in its own page.
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Once you have saved the entry, you can insert a copy of the AutoText quickly in the |aadr (Press ENTER to Insert)
current location of a document. You need only type the name of the AutoText and addr
then press ENTER (or F3) when the AutoComplete prompt appears, as seen here:

If you want to see a partial preview of the AutoText entry, click Insert, click Quick Parts, click AutoText (Figure
3-15), and then click the option in the list.

General

Addr
Tolano Adventures
4 Division of Tolano Inc

88 Piermont Drive:
Seartthe, Wil 107
usa

TA Logo

o

——— T —
Tolar::)n.':::n“q_ r3]

B A

£ Save Selection to AutoText Gallery
Figure 3-15: AutoText Gallery — preview of AutoText entries
Inserting Document Properties as Quick Parts

Information for the document property fields comes from the properties you enter for a file, which can be
viewed in Backstage, on the Info page (Figure 3-16).

Properties -

Size 52.2KB

Pages 1

Waords 15

Total Editing Time 0 Minutes

Title Add a title
Tags Add atag
Comments Add comments

Related Dates

Last Modified Today, 4:41 PM
Created Taday, 441 PM
Last Printed

Figure 3-16: Info tab of Backstage view — Document Properties

You can insert document properties into your document as Quick Parts. To insert a document property,
position the cursor where the field is to be inserted, then on the Insert tab, in the Text group, click Quick
Parts, point to Document Property, and then select a field (Figure 3-17).
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= @ = TT Equation ~ [ =

.

2] AutoTed 4

E:I Document Property 4 Abstract

=l Field... Auther

B Building Blocks Organizer... Category
Comments
Company

Company Address
Company E-mail
Company Fax
Company Phone
Keywords
Manager

Publish Date
Status

Subject

Title

Figure 3-17: Quick Parts drop-down menu — Add Document Property

Inserting Fields as Quick Parts

You can insert fields as Quick Parts and Word will automatically generate the field information in the
document. For example, you can use a field to insert the name of the document author on the title page or
you can insert a field that will show the name and path of the current document.

To insert a field as a Quick Part, position the cursor where the field is to be inserted, then on the Insert tab,
in the Text group, click Quick Parts, and then click Field to open the Field dialog box (Figure 3-18). You can
scroll the alphabetical list of fields or type the first letter of the field name to jump to fields that begin with
that letter. Click a field in the list box to select it, then click OK to insert it.

Field ?

Please choose a field Field praperties Field options

Categories: Format: |:|Add path to filename
A v lnone ]
Uppercase

Lowercase

BidiQutline A First capital

Citation Title case

Comments
Compare
CreateDate
Database
Date
DocProperty
Docvariable
EditTime

E

Field names:

File5ize

Fill-in

GoToButton

Greetingline

Hyperlink

If v

Preserve formatting during updates
Description:
The document’s name and location

Field Codes Cancel

Figure 3-18: Field dialog box

Note that some fields include field properties and options you can apply to customize the appearance of the

inserted information. For example, the preceding figure shows that there are several options for formatting
the information in the FileName field.
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On occasion, when you insert a field code, Word may not update the contents of the field immediately. To
update the code, use one of the following methods:

e PressF9; or
e right-click the field, and then click Update Field.
Note: You can configure an option in the Word Options dialog box to ensure that all fields are updated

before you print a document. On the Display tab, in the Printing options area, select the Update fields
before printing check box, and then click OK.

Using the Building Blocks Organizer

Objective 3.1.2

You use the Building Blocks Organizer to view and manage Quick Parts and other building blocks. Building
blocks are arranged into specific galleries, and then into categories within each gallery. Many items that
appear in the Building Blocks Organizer are pre-designed by Microsoft and are included with the software
when it is installed.

To view the available Quick Parts, on the Insert tab, in the Text group, click Quick Parts, and then click Building
Blocks Organizer. Click any item in the list box to preview it in the right pane (Figure 3-19).

Building Blocks Organizer ? *
Building blocks: Click a building block to see its preview

Mame Gallery Category Template "~ 2
Biblicgraphy Biblicgrap...  Built-In Built-In Buil...

References Bibliograp...  Built-In Built-In Buil...

Works Cited  Biblicgrap...  Built-In Built-In Buil...

len (Light) Cover Pages  Built-in Built-In Buil...

Motion Cover Pages  Built-in Built-In Buil...

ViewMaster  Cover Pages  Built-in Built-In Buil...

lon (Dark) Cover Pages  Built-in Built-In Buil...

Integral Cover Pages  Built-in Built-In Buil...

Grid Cover Pages  Built-in Built-In Buil... )

Filigree Cover Pages  Built-in Built-In Buil... [Document

Slice (Light)  CoverPages Built-in Built-In Buil.., title]

Austin Cover Pages  Built-in Built-In Buil... o

Slice (Dark) Cover Pages  Built-in Built-In Buil...

Whisp Cover Pages  Built-in Built-In Buil...

Banded Cover Pages  Built-in Built-In Buil... e —

Retrospect Cover Pages  Built-in Built-In Buil...

Facet Cover Pages  Built-in Built-In Buil...

Semaphore  CoverPages  Built-in Built-In Buil...

Sideline Cover Pages  Built-in Built-In Buil...

Tayler Expa.. Equations Built-In Built-In Buil...

Quadratic F... Equations Built-In Built-In Buil... v
Moo T e N i note im0 | Austin

< > Title with a abstract in a block set against a styled

Edit Properties... Insert CEEIEITE

Close

Figure 3-19: Building Blocks Organizer — Quick Parts

Items in the list box can be sorted by Name, Gallery, Category, Template, Behavior, or Description. Click the
appropriate column heading to sort the list. As you create your own Quick Parts, they will also appear in the
list.
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Use the buttons below the list box (Edit Properties, Delete, and Insert) to work with the currently selected
building block. Editable building block properties are the same properties shown in the Create New Building
Block dialog box: name, gallery, category, description, save in, and options. Any building block can be
modified and saved, or saved as a new entry with a new name. To modify the text of a building block, insert
the building block into a document, make changes to the text in the document, select the modified document
text, and then save the text as a building block again (thereby re-creating it).

When you change a building block by editing its properties or by re-creating it, Word prompts you to replace
the previous entry (Figure 3-20).

Microsoft Word 4

o Do you want to redefine the building block entry?

Yes Mo

Figure 3-20: Microsoft Word message — Redefine the building block entry

Make sure you are replacing the correct building block because you cannot undo a change. If you
inadvertently replace a building block, you will need to re-create it.

If you save a building block in the Building Blocks template, when you exit Word you will be prompted to
save all the new entries in the Building Blocks.dotx template (Figure 3-21).

Microsoft Word *

You have modified styles, building blocks (such as
cover pages or headers), or other content that is
stored in "Building Blocks.dotx". Do you want to
save changes to "Building Blocks. dotx™?

Don't Save Cancel

Figure 3-21: Microsoft Word message — Save changes to Building Blocks.dotx

Saving your custom building blocks in the Building Blocks template ensures they will be available to all
documents every time you start Word. You can also save your custom items in the Normal template; however,
if the Normal template becomes corrupt and you are forced to have Word re-create it, you would have to
re-create your custom building blocks.

Deleting Building Blocks

Just as you can add items to the Building Blocks Organizer, you can delete items you no longer need. This
includes the built-in items designed by Microsoft.

To delete an item from the Building Blocks Organizer, select the item from the list, and then click Delete
(Figure 3-22).

Microsoft Word s

o Are you sure you want to delete the selected building block?

Yes

Figure 3-22: Microsoft Word message — Delete selected building block

Click Yes to proceed with the deletion; otherwise, click No to cancel the action.
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Learn to work with building blocks

In this exercise, you will create and insert Quick Parts and examine the Building Blocks Organizer.

1.

2
3
4.
5

10.
11.

12.

13.

14.

Open the AutoText sample.docx document located in the StarterFiles folder.
In the document, select both the company logo and the web address line.
Click the Insert tab, and in the Text group, click Quick Parts.

Click AutoText, and then click Save Selection to AutoText Gallery.

Type or select options as noted for the following fields:
Name: TA Logo
Description: letterhead item

Save in: Normal
Options: Insert content in its own paragraph
Click OK.

In the document, select the five lines for the Seattle office address. On the Insert tab, in the Text group,
click Quick Parts, click AutoText, and then click Save Selection to AutoText Gallery.

Type or select options as noted for the following fields:

Name: Addr

Save in: Normal

Option: Insert content in its own paragraph
Click OK.

Press CTRL+A to select all the text in the document, then press DELETE.

Click the Insert tab, and in the Tables group, create a table of one row and two columns. Click in the first
cell of the table, then type: TA Logo and press F3 when the ScreenTip appears with the TA Logo AutoText
name.

The logo and web address are inserted into the first cell.

Click in the second cell in the table, then on the Insert tab, in the Text group, click Quick Parts, click
AutoText, and then click the Addr entry in the General list.

Tolano Adventures
A Division of Tolano Inc.
88 Piermont Drive

“Adventures — Seattle, WA 98107

Tolano m@mmﬁ UsA

ww.tolanoadventures.com

Click the table selector for the table and remove all borders from the table to make the inserted Quick
Parts look like letterhead items.

Click File, ensure the Info tab is selected, click Properties, and then click Advanced Properties.
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15. Enter the following information in the Summary tab and click OK when finished:
Title: Meeting Notice
Subject: Staff Retreat
Manager:  Nick Klassen
Company: Tolano Adventures

16. Return to the document, click the blank line below the table, press ENTER, and then type: Staff Retreat.
17. Click the References tab, and in the Footnotes group, click Insert Footnote.
18. In the footnote area, type: Event scheduled by, then press SPACEBAR.

19. Click the Insert tab, and in the Text group, click Quick Parts, click Document Property, and then click
Manager.

zManager
t Event scheduled by Nick Klassen

Word fills in the information for you, based on what you entered in the document properties.
20. Click at the end of the Staff Retreat line and press ENTER.
21. Click the Insert tab, and in the Text group, click Quick Parts, and then click Field.
22. Type: f to display the first field that begins with this letter — the FileName field.

23. In the Field properties section, click Uppercase, then in the Field options section, select the Add path to
filename check box, and then click OK.

Word inserts the full path and file name of the current document in uppercase letters.

24. Select the newly inserted field and change the font size to 8. On the Insert tab, in the Text group, click
Quick Parts, click AutoText, and then click Save Selection to AutoText Gallery.

25. Type or select options as noted for the following fields:

Name: fonp

Description: file name and path

Save in: Normal

Options: Insert content only
26. Click OK.

27. Save the file as My Staff Retreat Memo.docx in the MyProjects folder.
28. With the fnp field still selected, press F9 to update the field.
The field should now reflect the new path and file name.
29. Delete the path and file name in the document.
30. On the Insert tab, in the Header & Footer group, click Footer and select Blank.
31. Select the [Type here] code, type: fnp, and then press F3.
Word inserts the fnp Quick Part into the footer and includes the full path and file name.
32. If Word does not show the full path, press F9 to update the code.
33. Press BACKSPACE to remove the extra line from the footer, then click Close Header and Footer.

34. On the Insert tab, in the Text group, click Quick Parts, and then click Building Blocks Organizer.
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35. At the top of the list, click the Template column heading.

Notice that all Quick Parts are sorted first by the template in which they are stored (Built-In Building
Blocks, and then Normal), and then in alphabetical order by name.

36. Scroll to the bottom of the list box to see the AutoText entries you created. These are stored in the
Normal template.

37. Drag the horizontal scroll bar to the right to see some of the other columns available for sorting in the
Building Blocks Organizer, then drag it back to the left.

38. Click the Name column heading to sort items by the name.
39. Scroll in the list and select the TA Logo item, and then click Delete to delete the Quick Part.
40. Click Yes to confirm the deletion, then click Close.

41. Save and close the document.

Creating Macros

A macro is a recorded series of commands and actions that have been grouped together and saved as a
named Visual Basic module (a type of program file). When creating a macro, you are recording a series of
commands and keystrokes that completes a desired task. When you run the macro, Word performs the
recorded tasks for you. Macros can range from short and simple entries to very elaborate chains of keystrokes
and commands. Some typical uses for macros include:

e automating repetitive editing and formatting tasks.

e  setting up a document in a specific format, such as shipping labels or a 3-fold brochure with mirrored
margins.

e combining a variety of commands such as moving to the beginning of a document, inserting a page
break, and then generating a table of contents in a specific style.

e merging a list of names to a main document to create name badges for a quarterly meeting.

Both macros and Quick Parts can save you time. You can use Quick Parts to insert formatted text and graphics;
you can use macros to insert formatted text and graphics, insert Quick Parts, make configuration changes,
and run commands. Macros usually are created to handle repetitive actions; they may contain some text
entry but generally they include steps to apply formatting or to manipulate text or images.

You can make macros available to all documents by saving them to the Normal template, or only to the
documents in which they were recorded. Macros are also known as “scripts” because the actions recorded in
the macro are followed in sequence from first to last, like a script for a play or a movie. You can also assign
a macro to a button that you can save on the Quick Access Toolbar or attach a macro to a keyboard shortcut.

Configuring Security for Macros
Objective 1.1.5

The default security settings in Word disable macros in documents when you open them because historic
system attacks have been launched through malicious code hiding in macros. When you want to save a
macro in a document, you must save the document specifically as a macro-enabled document. You can
recognize a document that has been saved as a macro-enabled document by the icon associated with the
file, as shown in Figure 3-23.

3271-1v1.00 © CCl Learning Solutions Inc. 89



Lesson 3 Using Productivity Tools

ik

Figure 3-23: Macro-enable Word document icon

When you open a macro-enabled document (and the default security settings are in effect), the macros are
automatically disabled and you must enable the content (assuming you have sufficient rights on the system)
before you can run the macros (Figure 3-24).

$ SECURITY WARNING Macros have been disabled. Enable Content x
Figure 3-24: Security Warning — Macros have been disabled

When macros are disabled you can click the Enable Content button to enable them. You can also click the
Macros have been disabled link in the security bar to go to the Info page of the Backstage. You can click the
Enable Content button and specify to enable all content or specify which active content to enable for the
current session only (Figure 3-25).

@ Security Warming

Active content might contain viruses and other security hazards. The following
Enable content has been disabled:

Content - = Macros

_ t the contents of the file.

@ Enable All Content
Always enable this document's active content

(make this a Trusted Decument)

Advanced Options

Select which active content should be enabled.
This content will be enabled for this session only.

Figure 3-25: Info tab of Backstage view — Enable Content

If you are unsure of the content, always scan the file with the antivirus program installed on your system
before opening the document and enabling the content.

To examine or change the macro security level, click the Developer tab, and in the Code group, click Macro
Security to open the Macro Settings page of the Trust Center dialog box (Figure 3-26).

Trust Center ? X

Trusted Publishers
rustee FUBlsnEr Macro Settings

Trusted Locations

Disable all macros without notification
Trusted Documents . . o
® Disable all macros with notification

Trusted Add-in Catalogs Disable all macros except digitally signed macros

Add-ins Enable all macros (not recornmended; potentially dangerous code can run)

ActiveX Settings Developer Macro Settings

Macro Settings

[ Trust access to the VBA project object model
Protected View

Message Bar
File Block Settings

Privacy Options

oK | | Cancel

Figure 3-26: Trust Center dialog box — Macro Settings page

Disable all macros without notification — All macros are disabled and you are not notified via a security
alert.
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Disable all macros with notification — All macros are disabled, but security alerts appear if there are macros
present in the document, allowing you to enable macros on an individual document basis. (This is the default
setting.)

Disable all macros except digitally signed macros — Allows only macros that include a digital signature to
run, and then, only if the publisher is listed in your list of Trusted Publishers. If the publisher of a signed
macro is not in your list of Trusted Publishers, you are prompted to enable the signed macro and to trust the
publisher.

Enable all macros (not recommended; potentially dangerous code can run) — All macros can run. This
setting is not recommended because it makes your computer vulnerable to any malicious code hidden inside
a macro.

Trust access to the VBA project object model — Choose whether to allow programmatic access to the
Visual Basic for Applications (VBA) object model. That is, if you enable this option, you are allowing code to
read and possibly insert new code into an existing VBA module. By default, access is denied preventing
unauthorized programs from building harmful self-replicating code.

You should always maintain a sufficient level of security for macro-enabled documents, and exercise caution
when enabling content. Be certain that the documents come from a trusted source.

Running Macros
You must enable macros in a document (click Enable Content in the notification bar) before you run them. If
you attempt to run a macro that is currently disabled, an error message appears (Figure 3-27).

Microsoft Visual Basic for Applications X

The macros in this project are disabled. Please refer to the
! onling help or documentation of the host application to
determine how to enable macros.

Help

Figure 3-27: Microsoft Visual Basic for Applications error message — Macros are disabled

If a macro has been assigned to a toolbar button or to a keyboard shortcut, you can run the macro using
these options.

Any macro that is available in a document can also be accessed via the Macros dialog box. From this dialog
box, you can run, step through, edit, create or delete macros. You can also open the Organizer to share
macros between documents and templates.

To open the Macros dialog box (Figure 3-28), use one of the following methods:

e On the Developer tab, in the Code group, click Macros; or

e press ALT+F8.
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Macros 7 s

Macro name:
PurpleTable Bun
PurpleTable
Step Into
Edit
LCreate

Delete

Organizer...

Macros in: | Table-Demo [document] ~
Description:

This macro changes the color scheme, inserts a table, and applies a table design.

Cancel

Figure 3-28: Macros dialog box

Macro name - Displays the name of the currently selected macro. If no macros have been defined, this
field is blank. The list box shows all the macros available for the current document. The contents of the
list box are affected by the value in the Macros in field.

Macros in - Lists the available templates and documents that contain macros. When you create a new
macro, you must specify where you want to store it. When you want to run a macro, specify where you
want to find the macros. The available values are: All active templates and documents, Normal.dotm
(global template), Word commands, and the current document.

Description — Displays the description for the currently selected macro.
Run — Runs the selected macro.

Step Into — Opens the Visual Basic Editor and steps through each line of code. This allows you to view
the effect of each step in the macro.

Edit — Opens the selected macro in the Code window of the Visual Basic Editor, so you can modify your
macro.

Create — Opens a new module in the Code window so you can create a new macro by typing visual basic
code.

Delete — Removes the selected macro. To keep macros easy to manage, consider deleting macros you
no longer need.

Organizer — Opens the Organizer dialog box where you can copy macros from one document or
template to another. You can also use the Organizer to delete or rename macros. In some cases, you
may not be able to use the Organizer to rename individual macros, but you can use it to rename entire
modules. To rename an individual macro, you can edit the name in the Visual Basic Editor.

Note: If you assigned a macro to a button or keyboard shortcut, you can also click the button or press the
keyboard shortcut to run the macro.
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Learn to work with macro settings and run macros

In this exercise, you will examine macro security settings and enable a macro.

1.

10.

11.

12.

13.

Launch Word if necessary, and open a new blank document. Click the Developer tab, then in the Code
group, click Macro Security.

The Macro Settings page of the Trust Center dialog box appears.
In the Macro Settings section, ensure that Disable all macros with notification is selected.

In the Developer Macro Settings section, select the Trust access to the VBA project object model check
box, if necessary.

Click OK.

Open the Table-Demo.docm macro-enabled document located in the ResourceFiles folder.

The document opens and a notification that macros have been disabled appears below the Ribbon.
In the document, press CTRL+END to move below the text.

Click the Developer tab, then in the Code group, click Macros.

The Macros dialog box opens.

In the Macros dialog box, ensure that the PurpleTable macro is selected, then click Run.

You are not able to run the macro because it has been disabled.

Microsoft Visual Basic for Applications X

The macros in this project are disabled. Please refer to the
! online help or documentation of the host application to
determine how to enable macros.

Help

In the message box, click OK.

In the notification bar, click Enable Content.

The macro in the document is enabled.

On the Developer tab, in the Code group, click Macros.

The Macros dialog box opens.

In the Macros dialog box, ensure that the PurpleTable macro is selected, then click Run.

The macro code is executed and a 4x6 table is inserted into the document, and a table style is applied.

Close all files without saving.

Recording Macros
Objective 4.2.1, 4.2.2

The macro recorder records each step you perform. When you create a macro, you record all the steps
necessary to accomplish a task. When you run (play) the macro, the recorded steps are executed in the same

order as they were recorded.
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Once you start the recorder, select the commands and options in the same manner you normally would to
perform a task in a document. Word also lets you pause while recording a macro and then resume where
you left off.

Before recording a macro:

e Plan and anticipate the steps. If the macro is complex, write down the steps beforehand. Although you
can edit a macro, it is much simpler to ensure it is recorded correctly.

e Simplify the macro by thinking ahead to avoid unnecessary steps. In some cases, it may be easier to
create several macros, with each one performing part of a complex task, than to capture all the required
steps in a single macro.

e If you want the macro to be available to all documents, save it in the Normal template. Keep in mind that
if you create a macro that interacts with particular elements in a specific document and then save it to
the Normal template, the macro may not run correctly in other documents.

Note: Macros can also be created by writing them using Microsoft Visual Basic. Visual Basic is a
programming language for creating diverse and complex macros. Learning how to use Visual Basic is
beyond the scope of this courseware.

You can view and record macros by clicking the Macros button in the Macros group on the View tab.
However, to work with macros in depth, you can use the tools on the Developer tab. You can use the
commands in the Code group to create or edit macros (Figure 3-29).

@ = @Recordl\ﬂacro

Visual Macros
Basic M Macro Security

Code
Figure 3-29: Developer tab — Code group
To record a macro, use one of the following methods:

e On the Developer tab, in the Code group, click Record Macro to open the Record Macro dialog box
(Figure 3-30); or

e on the View tab, in the Macros group, click the Macros arrow, and then click Record Macro; or

e double-click the % button in the status bar.

Recerd Macro ? x

Macro name:
Macro1

Assign macro to

* | Button @ Keyboard

Store macro in:

Y

All Documents (Normal.dotm) ~

Description:

Figure 3-30: Record Macro dialog box
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Macro name - Macro names can contain numbers or letters. The name you select cannot contain spaces
(although words can be separated by the underscore character). You can also accept the default macro
name (Macro1) but it is better to choose a more descriptive name for easy identification.

Assign macro to — Choose whether to assign the macro to a toolbar button or to a keystroke sequence.
This assignment is optional and it allows you to run a macro without selecting its name in the Macros
dialog box. Make the assignment in the Record Macro dialog box before clicking OK.

—  When you click the Button option to assign a macro to a toolbar button, the Quick Access Toolbar

tab of the Word Options dialog box appears (Figure 3-31). Click the macro in the list box at the
left, then click the Add button to add the button for the macro to the Quick Access toolbar.

Word Options ? >
General .
'E[EJ Customize the Quick Access Toolbar,
Display
Lhoose commands from: Customize Quick Access ToolbarG
Proofi
roenng - For all documents (default) A
Save
Language <Separator> 5] AutoSave
53&. MNormal.NewMacros.Macrol & Save
Ease of Access z) Undo L4
Advanced O Redo
% Touch/Meouse Mode 3
Customize Ribbon
Quick Access Toolbar
Add-ins
Trust Center

Figure 3-31: Word Options dialog box — Quick Access Toolbar page

—  When you click the Keyboard option to assign a macro to a keyboard shortcut, the Customize
Keyboard dialog box appears (Figure 3-32). Type the desired shortcut key combination in the Press
new shortcut key field.

Customize Keybeard ? x

Specify a command

Categories: Commands:
Macros Mormal. Newhacros.Macroi

Specify keyboard sequence

Current keys: Press new shortcut key:
I
Save changes in: | Mormal ~
Description
Assign Remove Reset All..,

Figure 3-32: Customize Keyboard dialog box
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Save changes in - You have the option of saving a macro in the current document only or in the Normal
template, which makes the macro available for all documents.

Description — Type a description for the macro. If you assign the macro to a toolbar button, this

description appears in the status bar when you point to the toolbar button.

Once the record mode is active, the mouse pointer changes to . Every keystroke you type, every keyboard
key you press, and every option you click will now be recorded in the macro. This is similar to turning on the
Record button on a video camera, which records every movement you make until you turn off the record
mode.

When you have finished recording the steps for the macro, stop the record mode by using one of the
following methods:

e On the Developer tab, in the Code group, click Stop Recording; or

e clickthe m boxin the status bar.

Saving a Document with Macros

If you store a macro in a document (instead of in the Normal template), you cannot save the document as a
standard Word document. Word generates an error like the one shown in Figure 3-33.

Microsoft Word X

The following cannot be saved in a macro-free document:

o = VBA project
To save a file with these features, click No to return to the Save As dialog, and then choose a macro-enabled file type in the File Type drop-down,
Continue saving as a macro-free document?

Yes Mo

Figure 3-33: Microsoft Word message — VBA project cannot be saved in a macro-free document

You must save the document as a Word macro-enabled document. To save as a macro-enabled document,
click No in the message box or use the Save As command when you save the file.

Display the Save as type drop-down list, select Word Macro-Enabled Document (*.docm) or Word Macro-
Enabled Template (*.dotm), then click Save.

Learn to record a macro

In this exercise, you will record and test a simple macro.

1. Open the First Macro.docx document located in the Starterfiles folder and save it as My First
Macro.docx in the MyProjects folder.

2. Click the Developer tab, then in the Code group, click Record Macro.
The Record Macro dialog box appears.
3. In the Macro name field, type: Greetl.
4. Display the Store macro in the drop-down list and select My First Macro.docx (document).
5. Click OK to begin recording.
6. Press CTRL+END to position the cursor, and then press ENTER.

7. On the Home tab, in the Font group, click the Font dialog box launcher.
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10.
11.
12.
13.
14.

15.
16.

17.

18.

19.

20.

In the Font dialog box, set the Font to Century Schoolbook, set the Font style to Bold, and set the Size
to 22 pt.

Set the Font color to Purple, select the Small caps check box, and then click OK.
On the Home tab, in the Paragraph group, click the Center button.

Type: Hello World!

Press ENTER.

Click the Developer tab, and in the Code group, click Stop Recording.

In the Quick Access toolbar, click Undo four times to remove the formatted text and reposition the
cursor.

On the Developer tab, in the Code group, click Macros to open the Macros dialog box.
In the list box, click Greet1, then click Run.

The macro runs and enters and formats the greeting text.

In the Quick Access toolbar, click Save.

Word displays a message that the VBA project cannot be saved in a macro-free document.

Microsoft Word *

The following cannot be saved in a macro-free document:

o = VBA project
To save a file with these features, click No to return to the Save As dialog, and then choose a macro-enabled file type in the File Type drop-down,

Continue saving as a macro-free document?

In the message box, click No.
The Save As dialog box appears.

Display the Save as type drop-down list, select Word Macro-Enabled Document (*.docm), and then
click Save.

The macro is saved with the document.

Close the document.

Editing and Organizing Macros

Arguably, the easiest way to edit a macro is to re-record it. However, even without programming experience,

you can make simple edits to the code for a macro in the Visual Basic Editor.

Editing in the Visual Basic Editor
Objective 4.2.3

Word records a macro as a sequence of Visual Basic commands, which you can edit in the Visual Basic Editor
(Figure 3-34). To edit a macro, on the Developer tab, in the Code group, click Macros, click the macro you
want to edit, and then click Edit. The Visual Basic Editor opens a code window that displays the Visual Basic

code, which is simple text that you can edit.
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£ Microsoft Visual Basic for Applications - Normal - [m] X
File Edit View lnsert Format Debug Run JTools Add-lns Window Help
M E- " 49 oo oo WS @ 3ol

< Normal - Modulel (Code)

[(General

[E=8EoR )

| [teshading |

Sub thshading()

|
'l
' Appl

g to specific rows in a table

Selection.Tables(l).Style = "Grid Table 4 - Accent 4"
With Selection.Tables(l)
.TopPadding = InchesToPoints(0.02)
.BottomPadding = InchesToBoints (0.02)
.LeftPadding = InchesToPoints(0.08)
.RightPadding = InchesToPoints (0.0
.Spacing = 0
.AllowPageBreaks = True
.AllowAutoFit = False
End With
For Each DocProp In ActiveDocument.CustomDocumentBroperties
1f DocProp.Name = "cbshadingExecuted" Then
DocProp.Delete
End If
Next
ActiveDocument .CustomDocumentProperties.Add "tbshadingExecuted”, False, Office.MsoDocProperties.msoPropertyTypeString, "Yes"
End Sub

Figure 3-34: Visual Basic Editor
All the code for the macro appears between the Sub and End Sub statements.

The text immediately following the Sub statement is the macro name. If you simply want to rename a macro,
change the name in this line, save your change and exit the editor. (Be careful not to change the word Sub
or the space that follows it.)

You can improve the speed, efficiency, and accuracy of your macro by removing unnecessary properties or
changing code elements. For example, when you record a step that selects an option from a dialog box, the
macro records all the settings in the dialog box. To speed up your macro, you can remove the unnecessary
properties by deleting those lines of code.

A basic understanding of the Visual Basic programming language is helpful but, for the purposes of this
courseware, you will learn simple editing procedures. This topic is included as an introduction to editing
macros. If you are unfamiliar with Visual Basic or do not plan to learn it, you may want to re-create your
macros whenever a change is required.

Within the code window, move the cursor to the location at which you want to make changes and use one
of the following methods:

e To replace existing text in the code, select the text and type the replacement text.

e To enter code, begin typing. If a drop-down list appears, move through the list of options to select the
appropriate code.

e To delete text, select the text and press DELETE.

e Toinsert a line of code, move the cursor to the beginning of the line where you want to insert the new
line of text and press ENTER. Inserting a blank line will help you to identify where the new code will be
placed. Move to the blank line and enter the line of code.

e Toindent the line of code, press TAB.

e Toturn a line of code into a comment, type a single apostrophe at the beginning of the line.
To save the changes, use one of the following methods:

e Click File, and then click Save Normal; or

e click the @ (Save Normal) button in the Visual Basic toolbar; or

e press CTRL+S.
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To switch between the Word document and Visual Basic windows, use one of the following methods:

Click View, and then click Microsoft Word; or

click the (View Microsoft Word) button in the Visual Basic toolbar; or
press ALT+F11.

To close and exit the Microsoft Visual Basic window, use one of the following methods:

Click File, and then click Close and Return to Microsoft Word; or

click the Close button for the Microsoft Visual Basic window.

Learn to edit a macro

In this exercise, you will edit a simple macro in the Visual Basic Editor.

1.

10.

11.
12.

13.

14.

Open the Letter-1.docm macro-enabled document located in the StarterFiles folder and save it as My
Letterhead.docm in the MyProjects folder.

Enable the content, and then on the Developer tab, in the Code group, click Macros to open the Macros
dialog box.

In the list box, click Let1, then click Run.

The macro enters an inside address and the current date into the document.

Notice that the ZIP code typed by the macro is 98106.

Press ALT+F8 to open the Macros dialog box, select the Let1 macro, then click Edit.
The macro is opened in the My Letterhead code window.

In the My Letterhead code window, locate the text Sub Let1(), and edit the text so that it reads: Sub
Letterhead().

This step changes the name of the macro.

In the My Letterhead code window, scroll to the bottom of the code, and select the text 98106.
Type: 98107. Be careful not to delete the closing quotation mark.

This step changes the ZIP code text that will be typed by the macro.

Press CTRL+S to save the changes to the macro.

In the Menu bar at the top of the Microsoft Visual Basic for Applications application window, click File,
then click Close and Return to Microsoft Word.

In the document, press CTRL+A to select all the text, then press DELETE.
Press ALT+F8 to open the Macros dialog box.

Notice that the name of the macro is now Letterhead.

In the list box, click Letterhead, then click Run.

The macro runs and types the inside address and date. This time, the ZIP code typed by the macro is
98107.

Save and close the document.
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Organizing Macros

Objective 4.2.4
You can use the Organizer dialog box to copy/share macros (as well as building blocks and styles) among
documents and templates. Click Organizer in the Macros dialog box to open the Organizer dialog box, then
click the Macro Project Items tab, if necessary (Figure 3-35).

Organizer ? X
Styles  Macro Project Items
To Meeds Some Macros: In Handy Tools:
<-Copy | | —
Delete
Rename...
Macro Project [tems available in: Macro Project [tems available in:
Meeds Some Macros [Document) ~ Handy Tools [Document] ~
Close File Claose File
Description

Figure 3-35: Organizer dialog box — Macro Project Items tab

Individual macro items are stored within VBA macro project files. When you use the Organizer to share
macros, you copy the entire macro project file from one document or template to another. However, once
the macro project file has been added to a document, you can work with the individual macros within the
project file in the new document using the Macros dialog box (Figure 3-36).

Macros 7 =

Macro name:

Letterhead Bun

Letterhead

MNewBooksTable Step Into
Edit
Lreate
Delete

Organizer...

Macros in: | Meeds Some Macros [document) ~

Drescription:
Cancel

Figure 3-36: Macros dialog box

The project file will also contain any building blocks that you saved with the document; you can use the
Building Blocks Organizer to manage these once they have been added to the document.
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Learn to share macros

In this exercise, you will use the Organizer to copy macros among documents.

1.

10.

11.
12.

13.

Open the Needs Some Macros.docx document located in the StarterFiles folder, and then press ALT+F8
to open the Macros dialog box.

The document does not contain any macros.
In the Macros dialog box, click Organizer, and click the Macro Project Items tab, if necessary.

The macros in the Needs Some Macros document display in the list box on the left. (The list is currently
empty.) The macros in the Normal template display in the list box on the right.

Click the Close File button for the Normal template (in the box on the right).
Click the Open File button for the box on the right, then navigate to the ResourceFiles folder.

Display the Files of type drop-down list (it currently shows All Word Templates) and select Word Macro-
Enabled Documents.

Click Handy Tools, then click Open to view the macros in the macro-enabled document.

Organizer ? *

Styles Macro Project Items

To Meeds Some Macros: In Handy Tools:

<-Copy | | —

Delete

Rename...

Macro Project ltems available in: Macro Project ltems available in:

Meeds Some Macros (Document] ~ Handy Tools [Document) ~
Clase File Closg File

Description

Close

Ensure that NewMacros is selected in the box on the right, then click Copy to copy the macro project

file into the Needs Some Macros document on the left.
Click Close to close the Organizer dialog box.

Press CTRL+HOME in the Needs Some Macros document, and then press ALT+F8 to open the Macros
dialog box.

The document now contains two macros.

In the list box, click Letterhead, then click Run.

The macro runs and inserts the inside address and the current date into the document.

In the document, select the comma-delimited text, from “The Witch of the Hollows" through 358.
Press ALT+F8, then in the Macros dialog box, double-click NewBooksTable to run the macro.

The selected text is converted to a table and a table style is applied.

Save the document as Got My Macros.docm in the MyProjects folder.
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Lesson Summary

Now that you have completed this lesson, you should be able to:

M Customize the Quick Access toolbar.
M Display hidden ribbon tabs.

M Set the default font.
4]

Set up online forms.

Key Terms

Term

Configure content controls.
Create Quick Parts.

Manage building blocks.

SN N N |

Create, edit, and organize macros.

Definition

AutoText

A reusable image or block of text that is stored in a gallery and which can be retrieved
and inserted into a document.

Content Controls

Elements that you can add and customize for use in templates, forms, and documents
to receive and store user input.

Field A code that Word uses to display dynamic content that represents a specific type of
information, such as file name, date, page number, and so on.

Form Fields See Content Controls.

Macro A recorded series of commands and actions that completes a desired task.

Organizer A feature you can use to copy items such as styles or macros from one document or
template to another.

Properties Characteristics that affect the behavior or appearance of an element in a document.

You can set a content control's properties to make it appear and behave in a particular
manner.

Quick Access

Toolbar (QAT)

A small customizable toolbar that displays by default above the ribbon, and contains
popular commands such as Save, Undo, and Redo.

Quiz Questions

For each question, select the best answer.

1. Where can you find and display hidden Ribbon tabs?

o N T W

On the New page in Backstage view

On the View tab, in the Show group

On the Layout tab, in the Display group

On the Customize Ribbon page of the Word Options dialog box
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2. How can you change the default font in Word?

o 0N T o

Click the Set Default Font button on the Language tab of the Word Options dialog box.
Select a font in the Font dialog box, and then click Set As Default.

Click Set Defaults on the General tab of the Word Options dialog box.

Right-click a font in the Font dialog box, then click Make Default in the shortcut menu.

3. Where are content controls located on the Ribbon?

a
b.
c
d

On the Insert tab

On the Draw tab

On the Developer tab
On the Layout tab

4. You can edit a content control's properties in:

o N T W

the Content Control Properties dialog box.
the Insert tab on the Ribbon.

the XML mapping Pane.

the Format Shape pane.

5. Which command can you use to save selected text as an AutoText Quick Part?

o N oW

Add to Quick Parts

Save Quick Part

Save Selection to AutoText Gallery
Create Building Block

6. Which statement is NOT true about the Building Blocks Organizer?

a.

You can use the Insert button to insert a selected building block into the document.

You can click a building block item in the list box to preview it in the right pane of the Building Blocks
Organizer.

You can sort the items in the Building blocks list box by clicking a column heading.

You cannot delete individual items in the Building Block Organizer unless you delete the Building
Blocks template.

7.  What happens when you open a document that contains macros while the default security settings are in

effect?

o n oo

The macros are automatically disabled and you must enable the content.

All macros are allowed to run.

Digitally signed macros will be able to run, but unsigned macros will be disabled.
The document will open in read-only mode.

8. When you save a macro in the Normal template, the macro will be:

o n oo

available to all documents.

digitally signed.

disabled.

You cannot save a macro in the Normal template.
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9.  Which of the following is a valid name for a macro?

a. set_4_print_margins

b. setdprintmarg!ns

c. set4 print margins

d. All of the choices are valid names for a macro.
10. Where do you edit the code for a macro?

In the COM Add-ins dialog box
In the Visual Basic Editor
In the XML Mapping Pane

o 0 T o

In the Page Setup group on the Layout tab
11. Which tool can you use to share macros among documents and templates?

The Building Blocks Organizer

The Visual Basic Editor

The Organizer dialog box

The Advanced tab of the Word Options dialog box

o N T W

12. Dean inserted the FileName field as a Quick Part into the footer of his document last week. Today, he changed
the name of the document. What will the FileName field show today?

The File Not Found error
The #REF! error
The current name of the file

o 0 T o

The original name of the file
13. Where can you modify the properties for fields you insert into a document as Quick Parts?

In the Field dialog box
In the Properties list on the Info page in Backstage
In the General tab of the Document Properties dialog box

o N0 T o

You can use any of these locations to modify the properties for a field inserted as a Quick Part.
14. How can you display the Quick Access toolbar below the Ribbon?

a. Drag the Quick Access toolbar to its desired position.
Click the Customize Quick Access Toolbar button, then click Show Below the Ribbon.

c. Inthe Customize Quick Access Toolbar tab of the Word Options dialog box, select the Always Show
Below Ribbon check box.

d. You can use any of these methods to display the Quick Access toolbar below the Ribbon.
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Expert Certification Guide

Lesson 4: Working with
Advanced References

Lesson Objectives

In this lesson, you will learn how to customize your documents so they may be shared internationally, insert
document references, and create main documents and recipient lists to perform mail merges. Upon completion
of this lesson, you will be able to:

O Utilize global content standards. O Create main documents and recipient lists.
O Insert and modify captions. O Insert and modify merge fields.

O Create and modify tables of figures. O Perform mail merges.

O Create indexes.

Accommodating a Global Audience

As technology continues to advance, our ability to share information is stretching to the far regions of the
globe. For this reason, it is important to adopt the mindset that our documents should be accessible to
diverse audiences.
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Configuring Language Options
Objective 1.3.1
Word makes it easy to translate your content into other languages. On the Review tab, in the Language
group, click Translate, then click an option in the drop-down menu, shown in Figure 4-1.
5%

Translate

-

—Iy  Translate Selection
E;‘i’ Translate the selection with
Microsoft Translator
ﬂ Translate Document
A Create a translated copy of your
document with Microsoft Translator

Set Document Translation Language...
Figure 4-1: Translate options drop-down menu

You can translate an entire document or selected text.

Whichever option you choose, the Translator task pane will open and display the available translation option
(Figure 4-2).

Use the drop-down lists in the task pane to specify the From and To
Translator " languages. The To section of the task pane shows how your
Seesfen  Drmoma translated text will appear with the currently-selected options
applied. Click the Insert button in the task pane to insert the

From English (detected) -~ .
? ~ translated text into the document.
| am so excited to share my love of travel x
with all of you — in seven languages — so Considering how easy it is to translate text, keep this option in mind
come say hi. . . .
when considering your global audience.
Note: The first time you use the Translate command, the Make
o Greck 1 Office work smarter for you or the Use Intelligent Services dialog box
0 QreeK -

may display, in which you have the option to enable the intelligent
Eipon Té00 evBovoaopsvn o Ba q o q
u;pwm v ayémn t‘;l?wa o TaEibia e services feature. These are cloud-based services that provide useful

BAoLG £0GC ~ GE ENTA YAWIOGES — OTIOTE extra functionality. You must turn these services on to translate text

ENGITE VO TIEITE Eval YELoL
Insert

#\ Translations of seven v

in your document.

Tranzlated by = Micrasoft Privacy statemant

Figure 4-2: Translator task pane

Setting the Proofing Language
Objective 1.3.1

Now that you have seen how easily Word can translate your content into another language, consider the
probability that you may receive a document that was translated from another language into your own.

The (default) language in which a document was created affects the settings for various tools including
proofing tools. If you run a spelling check and find that Word is suggesting spellings in another language
(such as French) for certain words, or flagging words as possible misspellings when you know they are correct,
you may need to check (and possibly correct) the proofing language.
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To c

heck the proofing language (or to set a different proofing language) click the Review tab and, in the

Language group, click Language, then click Set Proofing Language to open the Language dialog box (Figure

4-3).

Lang

Mark

Alba

Amh

English (United States] ~

Afrikaans

Alsatian (France)

Arabic [Algeria)
Arabic (Bahrain)
Arabic (Egypt) W

uage ? X

selected text as:

nian

aric

The 5

Set

dictionaries of the selected language, if available.

|:| Do not check spelling or grammar
Detect language automatically

peller and other proofing tools automatically use

As Default Cancel

Figure 4-3: Language dialog box

If the Detect language automatically check box is selected, you will need to deselect it before you can select

a different language.

Select the language you want to use and then click OK. If you change the language, you should recheck the

spell

Lear

ing and grammar in the current document in the new language.

n to work with language options

In this exercise, you will translate text into another language and change the proofing language.

1.

Open the Introducing Tolano Adventures.docx document located in the StarterFiles folder and save it
as My Tolano Adventures.docx in the MyProjects folder.

2. In the table near the bottom of the page, select the quote beneath Carolyn Stevens' photo (select only
the text, not the entire cell).

3. On the Review tab, in the Language group, click Translate, then click Translate Selection. If prompted,
turn on Intelligent Services.
The Translator task pane opens and displays translation options.

4. Click the arrow for the To list box to display the available languages, then click Spanish in the list.
Word translates the selected text into Spanish and displays the translation in the task pane.

5. Display the To drop-down list again, then click Greek.
Word translates the selected text into Greek.

6. Inthe task pane, click Insert.
Word inserts the translated text into the cell in the table, replacing the original text.

7. Close the Translator task pane.

8. Select the first three paragraphs in the document then, on the Review tab, in the Language group, click
Language, then click Set Proofing Language.

3271-1v1.00 © CCl Learning Solutions Inc. 107



Lesson 4 Working with Advanced References

The Language dialog box opens.

9. Scroll in the list of languages and click English (United Kingdom). If necessary, deselect the Do not
check spelling or grammar check box, then click OK.

Notice that Word has marked the words "favorite" and "color" in the first paragraph as errors because
they do not comply with the British spelling.

10. Save and close the document.

Adding Document References

When you work with large documents, it is beneficial to include references that will enable others to find
what they are looking for in the document. Examples of document references include indexes, tables of
contents, and captions.

Most common types of references can be inserted using the References tab (Figure 4-4).

File Home Insert Draw Design Layout References Mailings Review View Developer Help Acrobat £ Search 1% Share =
) Add Text - abW [TF} Insert Endnote /(D l@ [5 [@ Manage Sources [ Insert Table of Figures ﬁ [ Insert Index +7|J [ Insert Table of Authorities
| Update Table ai Next Footnote ~ i > Poyle A -
Table of Ditve Insert 27 oR reemete S P | e Insert Mark Mark
Contents - Footnote Lookup Citation - L3 Bibliography - Caption [[J] Cross-reference Entry Citation

Table of Contents Footnotes & Research Citations & Bibliography Captions Index Table of Authorities

Figure 4-4: References ribbon tab

Using Captions
Objective 3.4.1, 3.4.2

Captions are used to describe document elements such as tables or figures, and generally describe what the
table or figure is intended to illustrate. Consider the following caption examples: Figure 1 - Lithograph #3 by
John Smith; Table 3 - Product Sales 4" Quarter, or Equation 6 - Chemical Formula for Salt Molecules.

A caption also serves as an identifier. You "label" a figure or table by adding a caption, and you can then
refer to that specific figure or table "by name." You can also generate and insert a list of figures or tables
(similar to a table of contents) into your document.

Inserting Captions

Captions are numbered sequentially in a document, and they Caption ? X
can be added above or below a picture, table, or figure. To insert Caption:

a caption, select the item for which you want to create a caption |Figure 1

. X . Options
and, on the References tab, in the Captions group, click Insert bet  [Figure >
Caption to open the Caption dialog box (Figure 4-5). e selocied o »

D Exclude label from caption

Hew Label... Delete Label Mumbering...

AutoCaption... Cancel

Figure 4-5: Caption dialog box

Note: You can also right-click the item, then click Insert Caption in the shortcut menu to open the Caption
dialog box.
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Caption — Displays the currently selected caption label. The cursor is positioned at the end of the label for
additional data entry, usually a description of the item being captioned.

Label — Select one of the existing labels to begin your caption wording. Choices include: Equation, Figure,
and Table.

Position — Specify whether the caption should be inserted above or below the item.

Exclude label from caption — Select this check box if you don't want the label to be shown with the caption
description; for example, Lithograph by John Smith versus Figure 1 - Lithograph by John Smith.

New Label — Click to open the New Label dialog box (Figure 4-6), which you use to create a new label for
your captions. Your custom labels will appear in the Label drop-down list in the Caption dialog box.

Mew Label ? b4

Label:

Figure 4-6: New Label dialog box

Delete Label — Delete one of the custom labels you defined.

Numbering — Click to open the Caption Numbering dialog box (Figure 4-7), which you use to select the
numbering style to use with your captions.

Caption Numbering ? X
Eormat: v
|:| Include chapter number
Chapter starts with style |Heading 1 ~
Use separator: - [hyphen} ~

Examples: Figure [I-1, Table 1-A

Figure 4-7: Caption Numbering dialog box

AutoCaption — Click to configure the AutoCaption feature, which you use to add captions to all items of a
particular type automatically. For example, in the AutoCaption dialog box (Figure 4-8), you can configure the

feature to automatically caption Excel worksheets, Word tables, or media clips as you insert them into your
document.

AutoCaption ? X

Add caption when inserting:

Adobe Acrobat Security Settings Document S
Amyuni Document Converter ActiveX

Eitmap Image

Microsoft Excel 97-2003 Worksheet

Microsoft Excel Binary Worksheet

Microsoft Excel Chart

Microsoft Excel Macro-Enabled Waorksheet

Microsoft Excel Worksheet b
Options
Use label: |Figure ~
Position: | Below item ~
Mew Label... MNumbering...

Figure 4-8: AutoCaption dialog box
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When you add a caption to an item in the document, the caption will take on the properties associated with
the item, as shown in Figure 4-9. For instance, if you add a caption to an image with an inline text wrap style,
the caption is inserted as inline text. However, if you add a caption to a floating graphic, the caption is inserted
in a text box and can be manipulated and formatted as a shape.

Pros SR

~ _ Adventures — T v
'0lano = m <@
Tolano === @®®
Figure-B—TA-Logo® F
Figure A- TA |'0gaf —
Inline image with caption Floating image with caption

Figure 4-9: Caption with inline text wrap style (left), and caption with floating graphic wrap style (right).

As you add captions to items in a document, the numbering increments sequentially. Word will adjust the
numbering if you add a caption to an item between existing captions with the same caption label. To modify
a caption, you can edit the caption text directly in the document or select the caption text and edit it using
the Caption dialog box.

Inserting a Table of Figures
Objective 3.4.3

Once captions have been added to appropriate items in the document, you should provide a list of captioned
items as a quick reference for anyone reading your document. The list is similar to a table of contents.

Where you place a table of figures within the document is your choice. At times, the placement of document
references is determined by the type of document; for instance, most thesis papers display a table of figures
or a table of tables immediately following the table of contents. However, you can just as easily include a
table of figures in an appendix.

To insert a table of figures, click the References tab and, in the Captions group, click Insert Table of Figures
to open the Table of Figures dialog box (Figure 4-10).

Table of Figures ? had

Index = Table of Contents 5| Table of Authorities

Print Preview Web Preview

Figure 1: Text.....cooiieeeciniens 1A Figure 1: Text ~
Figure 2: TeXEu e cecesesenene 3 Figure 2: Text

Figure 3: TeXtu e rererecsermenes 5 Figure 3: Text

Figure 4: Text... e 7 Figure 4: Text

w e T A

Show page numbers . Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: | .. ~
General

Formats: From template ~

Caption label: | Figure ~

Include label and number

Options... Modify...

Figure 4-10: Table of Figures dialog box
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Print Preview — This area of the dialog box provides a preview of how the list will appear with various dialog
box options selected.

Web Preview — This area provides a preview of how the list will appear if this document is viewed online on
a web page.
General — Select options that affect the format of the table, the caption label to generate, and whether to

include both the label and the number.

Options — Click to open the Table of Figures Options dialog box (Figure 4-11), which you can use to specify
options that control how Word generates the table of figures, such as selecting a specific style (other than
the Caption style) to generate the content for the table.

Table of Figures Options ? *

Build table of figures from:
[ style: |Balloon Text ~
[ Table entry fields

Table identifier: F e

Cancel

Figure 4-11: Table of Figures Options dialog box

Modify — Click to open the Style dialog box (Figure 4-12), which you can use to select a style to apply to the
table of figures. Additionally, you can click the Modify button within the Style dialog box to open the Modify
Style dialog box, from which you can make formatting changes to the selected style.

Style ? x
Please select the appropriate style for your index or table
entry

Styles:

Table of Figures MNew...

Table of Figures

Delete

Preview

+Body

1ipt

Space
After: O pt, Style: Hide until used, Priority: 100
Based on: Mormal
Following style: Marmal

QK Cancel

Figure 4-12: Style dialog box — Table of Figures

Learn to use captions

In this exercise, you will insert captions and insert a table of figures.

1. Open the Tolano Employee Handbook.docx document located in the StarterFiles folder and save it as
My Tolano Employee Handbook with captions.docx in the MyProjects folder.

2. Move to page 2 of the document (Tolano Environmental Consulting Corporate Profile).

3. Click the Tolano Environmental Consulting image to select it, then on the References tab, in the Captions
group, click Insert Caption to open the Caption dialog box.
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Notice that a value (Figure X) already displays inside the Caption field.

4. The cursor should already be positioned inside the Caption field at the end of the existing text. Press
SPACEBAR and type: - TEC Logo.

5. Ensure that Below selected item is selected in the Position field, and then click OK.

Word inserts a caption within a text box below the image.

6. With the cursor positioned in the caption box, press CTRL+E to center the caption in the text box.

7. Move to page 3 (Tolano Adventures Corporate Profile). Click the Tolano Adventures image, and on the
References tab, in the Captions group, click Insert Caption.

8. In the Caption field, press SPACEBAR and type: - TA Logo.

9. Ensure that the position is set to Below selected item, and click OK.

10. Center the caption in the text box by pressing CTRL+E.

11. Move to page 6 where you will see the organization chart. Click to select the SmartArt diagram.

O O
phomer
O O

12. On the References tab, in the Captions group, click Insert Caption.

13. In the Caption field, press SPACEBAR and type: - Tolano Organization Chart.

14. Although captions for images are generally placed below the image, in this case you want the reader to
see the descriptive caption before examining the chart. Click the Position arrow, then select Above
selected item in the drop-down list, and click OK.
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15.

16.
17.

18.
19.
20.
21.
22.
23.
24.
25.
26.
27.

28.
29.
30.
31.

32.
33.

34.
35.
36.

37.
38.

Move to page 7 (Company Policies) and click the table selector for the table below the Vacation Days
heading (near the end of the page).

On the References tab, in the Captions group, click Insert Caption.

In the Caption dialog box, display the Label drop-down list, and click Table.

Notice that the caption changes from Figure X to Table 1.

Click in the Caption field, press SPACEBAR, and then type: - Vacation Allotment.

Ensure that the position is set to Above selected item, and click OK.

Move to page 9 (Health Benefits) and click the table selector for the table below the Dental heading.
On the References tab, in the Captions group, click Insert Caption.

Click in the Caption field, press SPACEBAR and type: - Dental Coverage.

Ensure that the label is set to Table and the position is set to Above selected item, and click OK.
Enter a new caption for the Long Term Disability table, with the text - Disability Coverage.
Ensure that the label is set to Table and the position is set to Above selected item, and click OK.
Move to the top of page 2.

With the cursor at the beginning of the heading Tolano Environmental ... Profile, press CTRL+ENTER to
insert a page break.

Press UP ARROW to move to the top of page 2. Type: List of Figures and Tables, and press ENTER.
Apply the Heading 2 style to the text, then click in the blank line below the heading.
On the References tab, in the Captions group, click Insert Table of Figures.

In the General section of the Table of Figures dialog box, click the Formats drop-down list, then click
Distinctive.

Display the Caption label drop-down list, then click Figure.

Click OK.

Word inserts a table of figures.

On the line below the list of figures, press ENTER to insert a blank line.

On the References tab, in the Captions group, click Insert Table of Figures.

Display the Caption label drop-down list and, if necessary, click Table. Leave the other options as
currently set.

Click OK.

Save and close the document.
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Creating Indexes

Objective 3.3.2

An index is an alphabetical listing of topics and keywords that appears at the end of a document. A reader
uses the index to locate specific topics (by their corresponding page numbers) within the document. You can
create an index by manually marking the text you want to include in the index or you can have Word
automatically mark all instances of selected text for inclusion in the index. The latter option may seem easier,
but you must be sure you want to list all occurrences of the selected text, regardless of whether each
occurrence is particularly relevant.

Creating an index involves three basic steps:

1.  Mark the text (or document locations) you want to index.

2. Define the format.

3. Generate the index.

When determining which text you want to include in an index, consider the following as likely items for
inclusion:

e special terms, abbreviations, acronyms and synonyms, citations

e the main ideas found in the document and in individual chapters

e heading and subheading variations

You can see the marked index entries only when the Show/Hide T feature is turned on; if this feature is not
active at the time you insert the first index entry, Word will turn it on to display the new index entry.

Index Entry Types

You can create one of four types of index entries in Word: main entries, subentries, page range entries, and
cross-references (Figure 4-13).

C .

Creating an Index, 3, 6
Marking Entries, 11 «———— Subentry

D

Dialog Boxes, 15 «———— Main entry

F

Formatting Index Entries, 14—16 <—— Pagerange

Index Generation. See Creating an Index «—— Cross-reference

Figure 4-13: Index entry types

Main entries appear flush with the left margin.
Subentries are related to a main entry and often
appear indented beneath the main entry.

Page utilize bookmarks to
determine the page number range.

range entries

Cross-references direct a reader to an alternate
index entry.
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Marking Index Entries

Objective 3.3.1

The first step in creating an index is to mark the text (and/or document locations) that you want to include
in the index. To mark index entries, you use the Mark Index Entry dialog box (Figure 4-14).

To open the Mark Index Entry dialog box, use one of the following methods:

e On the References tab, in the Index group, click Insert Index, and then click Mark Entry; or

e on the References tab, in the Index group, click Mark Entry; or

e press ALT+SHIFT+X.

Mark Index Entry ? X

Index

Main entry: |Creating an index |

Subentry: | |

Options

() Cross-reference: |See |

@ Current page
O Page range
Bookmark £

Page number format

[ eold
[ italic

This dialog box stays open so that you can mark
multiple index entries.

Mark All Cancel

Figure 4-14: Mark Index Entry dialog box

Index — Use the Main entry field to create a main entry; use the Subentry field to create a subentry that will
be associated with (and listed under) the text in the Main entry field.

Options — The settings in this section determine how Word identifies the appropriate page number(s) for
the index entry. The default setting is to use the current page. If the same entry is marked on several pages,
all the page numbers for the entry will be listed in the index. If you select Cross-reference, the index entry will
direct a reader to a different entry. If you select Page range, then you must indicate the name of the
bookmark that spans the pages you want to index.

Page number format — Apply bold or italic to the page number.
Mark — Mark this occurrence (selection of text) as an index entry.

Mark All - Mark all occurrences of this selection in the document as index entries.

Marking Entries Manually

To mark an index entry, select the text you want to index, and then open the Mark Index Entry dialog box.
Word displays the selected text in the Main entry field in the dialog box. Configure the fields in the dialog
box as desired, and then click Mark to mark the index entry.

Note that uppercase and lowercase letters are treated as distinct; therefore, variations of the selection of text
must be taken into consideration. That is, if you mark several entries for the word interface, and in some of
these entries the main entry text is all lowercase (interface), and in others the main entry text uses an initial
capital letter (Interface), you will have two entries for the word interface when you generate the index.
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Decoding Index Entry Field Codes
Each time you mark an index entry, Word inserts an index entry field code (XE) and the main entry (and
optional subentry) text into the document. These elements are enclosed within a pair of curly braces. Word
uses these index entry field codes to generate the index. When you mark the first index entry, Word turns on
the Show/Hide feature (turns on the display of non-printing characters and field codes in the document).

The three field codes shown in Figure 4-15 are for a main entry, a main entry and subentry, and a cross-
reference, respectively. Notice that the main entry, subentry, and cross-reference text are enclosed in
guotation marks.

{-XE-"Creating-an-Index"-}

?{?-XE-"Creating-an-Index:Marking-Entries"-}?

{-XE:"Index-Generation"-\t-"See-Creating-a n-Index"—f}E

Figure 4-15: Index entry field codes — Main entry, main entry and subentry, and cross-reference
Notice also that a subentry is separated from the main entry by a colon.

Even though index entry field codes may look a bit daunting, they are comprised primarily of text. You can
select, edit, and format the text as you would any "normal" document text. Additionally, you can select, cut,
copy, and paste index entry field codes. This functionality enables you to mark index entries in your document
without using the Mark Index Entry dialog box.

Formatting Index Entries

In most cases, when you insert an index entry, the selected text will retain its formatting. In some cases, you
may want to add formatting, such as bold, to emphasize the index entry; in other cases, you will want the
index entries to be plain text.

If you want to remove the formatting in an index entry, use one of the following methods:
e If the selected text appears in the Mark Index Entry dialog box with basic formatting features such as
bold or italics, select the text in the entry field and remove the formatting; or

e go to the location in the document where the index entry has been marked, and then remove the
formatting from the selected index entry only; or

e if the index has been generated, select the formatted text entry and remove the formatting.

Marking Entries using the AutoMark Feature
You can speed up the process of indexing a large file by creating a concordance file (Figure 4-16) and using
the AutoMark feature. A concordance file is simply a list of the terms you want to index. The concordance
file typically consists of a two-column Word table. The left column contains the text that you want to mark
as index entries. The column on the right contains the index entry text.

Canada North America:Canada

dog Dog:Canis lupus familiaris
Mexico North America:Mexico

us North America: United States
wolf Canis lupus

Russia Europe:Russia

fox Russian domesticated red fox
Maned wolf Golden dog

Figure 4-16: Concordance file
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Once you have prepared a concordance file, you can use the AutoMark feature. Open the document you
want to index, then on the References tab, in the Index group, click Insert Index, then click AutoMark. The
Open Index AutoMark File dialog box appears. In the dialog box, navigate to and select the concordance file,
then click Open. Word will read the concordance file and mark the index entries as appropriate (Figure 4-17).
1

Dogs-make-good-pets.q
Itis-not-known-for-sure-how-long-the-dogf:-XE:"Dog: Canis-lupus familiaris -} has-been-domesticated.-It-is-

thought-that-d og5|-a re-relatives-of-woIves,-but-woIﬁE-_XE:_'_'_Qqn_fg;{ypy_s_'_’:;_%-pups-and-d og-pups-are-not-very-
much-alike.-No-matter-how-much-socialization-we-expose-them-to, -wolf-pups-remain-aloof-and-wild.-
They-are-dedicated-to-pack-behavior-and-do-not-bond-with-humans.q

1

An-interesting-study-in-Russiai{E-XE-”Euro pe:Russia"-a-s howed-that-you-can-tame-cer‘tain-fox?ﬁ-__)_(E-_'_'_F__ig_ssja_n-

domesticated-red-fox"-i-species-in-a-few-generations.-And-the-tamer-th ey-get,-the-more-they-start-to-
look-like-dogs. 1l
q

Figure 4-17: Index entries marked

Note that when you use the AutoMark feature, you should check your document to ensure that entries have
been marked correctly. You may want to edit or delete some of them.

Learn to mark index entries

In this exercise, you will mark index entries.

1. Open the Tolano Employee Handbook Draft1.docx document located in the StarterFiles folder and
save it as My Tolano Handbook Marked Entries.docx in the MyProjects folder.

2. Scroll to page 3 (Tolano Environmental Consulting Corporate Profile) and, in the third line of the second
paragraph below the heading, select the words carbon footprint.

3. Click the References tab and, in the Index group, click Mark Entry.

4. Inthe Mark Index Entry dialog box, in the Main entry field, capitalize the first letter of each word; the text
in the Main entry field should now read: Carbon Footprint.

Notice that you can easily edit text in the fields of the dialog box. You can also copy and paste text within
the dialog box.

5. Click Mark, then click Close.

Word inserts the index entry code { XE “Carbon Footprint” } into the document to the right of the selected
text, and turns on the display of non-printing characters and field codes.

6. Scroll to page 4 (Tolano Adventures Corporate Profile). Select the word eco-friendly in the first line of
the first paragraph and press ALT+SHIFT+X to open the Mark Index Entry dialog box. Capitalize the first
character of the word in the Main entry field, and then click Mark.

7. Scroll to page 5 (Tolano Environmental Consulting) and click at the end of the heading to position the
cursor.

You are not required to select text in order to mark a document location for an index entry.

8. Click the Mark Index Entry dialog box to make it active, click in the Main entry field, then type:
Employees. Click in the Subentry field, type: TEC, and then click Mark.
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9. Scroll to page 6 (Tolano Adventures), and click at the end of the heading to position the cursor. Click the

Mark Index Entry dialog box, type: Employees in the Main entry field, type: TA in the Subentry field, and
then click Mark.

10. Mark the index entries as indicated below:

O W 00 00 00 00 00 00 N ©
Q
Q
(]

Xe)

10
10
10
10

Move to this Location

Click at the end of the caption

Select the Company Policies heading

Select the Network Access heading

Select the Business Expenses heading

Select the IT Requirements heading

Select the Vacation Days heading

Select the first paragraph below the allotment table
Select the Time-Off Days heading

Click at the end of the Sick Days heading
Select the word Bereavement in the heading
Click at the end of the Medical heading
Click at the end of the Dental heading
Select the word Disability in the heading
Select the word Insurance in the heading

Main entry Subentry
Employees Org chart
Company Policies

Network Access

Business Expenses

IT Requirements

Vacation

Vacation Request form
Time-Off

Sick Time

Bereavement

Health Benefits Medical
Health Benefits Dental
Disability

Insurance

Note: In actual practice, the index would include many more words than shown here. Our

demonstration provides only a few examples of how to mark index entries.

11. Close the Mark Index Entry dialog box.

12. Save and close the document.

Generating an Index
Objective 3.3.2, 3.3.3

Once you have marked the index entries in Index
your document, the next steps are to choose {
a format for the index, and then to generate

Aristotle, 2
the index. Asteroid belt. See Jupiter
To insert an index, on the References tab, in Atmosphere
Earth

the Index group, click Insert Index to open
the Index dialog box (Figure 4-18).

Print Preview

Table of Contents

Tab leader: | ...

D Right align page numbers

Formats: From template

? X
Table of Figures = Table of Authorities

- Type: @ Indented O Run-in

Columns: 2 =

Language: | English (United States) ~
v
~
~

Mark Entry... AutoMark... Modify...

Figure 4-18: Index dialog box — Index tab
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Print Preview — Displays a preview of how the generated index will look based on settings you select in this
dialog box.

Type — Specify whether index subentries (Figure 4-19) should be indented (and shown on separate lines
beneath the main entry) or run-in (where all subentries follow the main index entry and subentries are
separated from one another by semicolons).

Aristotle, 2 Aristotle, 2
Asteroid belt. See Jupiter Asteroid belt. See Jupiter
Atmosphere Atmaosphere: Earth; exosphere, 4;
Earth ionosphere, 3: mesosphers, 3-4:
exosphere, 4 stratosphere, 3; thermosphere, 4;
ionosphere, 3 troposphere, 3; Jupiter, 7; Mars, &
mesosphere, 3—4 Big bang theory, 1
stratosphere, 3 Brahe, Tycho, 2
w L Callisto., See alsa Moons, 5

Indented Run-in
Figure 4-19: Index subentry types — Indented (left) and run-in (right)
Columns — Set the number of columns that will appear in the index.
Language - Set the language for the index.

Right align page numbers — Select this option if you want the page numbers to align at the right margin. If
the index will have more than one column, page numbers will align at the right margin within each column.

Tab leader — If you select to right-align the page numbers, you can also specify a character to use for tab
leaders (if you want to use them).

Formats — Select one of several pre-defined formats to use for the layout of the index when it is generated.
You can also opt to use the styles defined in the current document template.

Mark Entry — Click to open the Mark Index Entry dialog box.
AutoMark — Automatically mark index entries in the document using a concordance file.

Modify — Modify options for the styles that are applied to the index entries, as well as the formatting
attributes associated with each style (Figure 4-20).

Style ? X

Please select the appropriate style for your index or table
entry

Styles:
Index 1 Mew...

T Index 2 Delete
T Index 3
T Index 4
T Index 5
T Index 6
T Index 7
T Index 8
T Index 9

Preview

+Body

Indent: -
Left: O
Hanging: 0.15
Line spacing: single, Space A

0K Cancel

Figure 4-20: Style dialog box

Remember to turn off the Show/Hide feature before generating the index. To toggle the feature on and off,
click the Show/Hide 1 button on the Home tab in the Paragraph group, or press CTRL+*.

When the codes are visible in the document, they take up space as if they were actual text entries. If you
generate an index while the codes are visible, the page numbers will be incorrect and you will need to re-
generate or update the index.
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Updating an Index
If you edit a document after you have generated the index, you should update the index. To update an index,
use one of the following methods:

e On the References tab, in the Index group, click Update Index; or

e right-click the index, then click Update Field in the shortcut menu.

Learn to generate and update indexes

In this exercise, you will generate an index, mark new entries, and then update the index.

1. Open the Tolano Employee Handbook Marked Entries.docx document located in the StarterFiles
folder and save it as My Tolano Employee Handbook Marked Entries.docx in the MyProjects folder.

2. Press CTRL+END to move to the end of the document, then press CTRL+ENTER to create a new page.
Type: Index as the heading and apply a Heading 1 style to the text. Press ENTER once to add space
between the title and where you will insert the index.

3. Turn the Show/Hide feature off, if necessary, to ensure the page numbers will be correct when you
generate the index.

4. Click the References tab and, in the Index group, click Insert Index.

5. Click the Formats arrow, and then click Classic. Change the number of columns to 3 and click OK.

Index
B Employees
Org chart, 7 N
Bereavement, 9 TA, 6
Business Expenses, 8 TEC, 5 Network Access, 8
C H S
Carbon Footprint, 3 Health Benefits Sick Time, 9
Company Policies, 8 Dental, 10
Medical, 10 T
D | Time-Off, 9
Disability, 10
Insurance, 10 VvV
E IT Requirements, 8
Vacation, 8
Eco-friendlv. 4 Request form, 8

6. Go to page 8 and click at the end of the Network Access heading. Press ALT+SHIFT+X, then in the Mark
Index Entry dialog box, click in the Main entry field and type: Company Policies. Click in the Subentry
field and type: Network access. Click Mark, and then click Close.

Because you marked an index entry, the Show/Hide T feature is turned on.

7. Select the index code you just created, that is { XE "Company Policies:Network access” } (be sure to
include the curly braces) and press CTRL+C to copy it.

8. Move the cursor to the end of the Business Expenses heading and paste the code at this location.

{-XE-"Company-Policies:Network-

(Ctrl) =
Employees-wr .u-‘pcr.].urm-tasks-on-behaIf-of-the-company-wiII-be-reimbursed-by-the-com pany-for-reasonable-
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9. Within the newly pasted code, select the text Network access, and type: Expenses to replace the existing

text.

You can copy, paste, and edit index codes directly. Notice how this can be a time-saver when you want

to insert index entries that share common text.

10. Go to the following pages and create new index entries as indicated in the following:

Page Move to this Location

3 Tolano Environmental Consulting Corporate Profile
4 Tolano Adventures Corporate Profile

9 IT Requirements heading

9 Vacation Days heading

Main entry

Corporate Profile
Corporate Profile
Company Policies
Company Policies

Subentry

TEC

TA

IT requirements
Vacation allocation

Hint: For the remaining entries, it will be more efficient to paste and then edit the index codes directly.

10 Time Off Days heading

10 Sick Days heading

10 Bereavement Leave heading
11 Health Benefits heading

Company Policies
Company Policies
Company Policies
Company Policies

Time off allocation

Sick days allocation
Bereavement leave allocation
Health benefits

11. Press CTRL+END to go to the end of the document, and then turn off the Show/Hide T feature.

12. Click anywhere in the index, then on the References tab, in the Index group, click Update Index.

Index

B IT Requirements, 8
D
Bereavement, 9 N
Business Expenses, 8 Disability, 10
Network Access, 8
C E
S
Carbon Footprint, 3 Eco-friendly, 4
Company Policies, 8 Employees Sick Time, 9
Bereavement leave allocation, 9 Org chart, 7
Expenses, 8 TA, 6 T
Health benefits, 10 TEG, 5
IT requirements, 8 Time-Off, 9
Network access, 8 H
Sick days allocation, 9 \
Time off allocation, 9 Health Benefits )
Vacation allocation, 8 Dental, 10 Vacation, 8
Medical, 10 Request form, 8

Corporate Profile
TA, 4
TEC, 3 |

Insurance, 10

The index should now contain the new index entries you added.

13. Save and close the document.

Understanding Mail Merge

The Mailings tab on the Ribbon provides commands that you can use to generate mass mailings by
combining a list of variable information (a recipient list) with a document. The result is that each person in

the recipient list receives a personalized letter without your having to type the same letter several times. This
method of generating a mass mailing is referred to as a mail merge.
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A mail merge uses the following files:

Main Document — The standard letter, label, envelope or other document that you can merge with a data
source (recipient list) to create personalized merged documents. The main document contains text that is
identical for each personalized document, along with special merge fields to indicate where each string of
variable text from the data source is to be inserted.

Recipient List — The list of variable information that is inserted into the main document (such as names and
addresses). The recipient list is the data source for the merge. Within the data source, the variable information
is stored in distinct data fields.

The Mailings tab (Figure 4-21) includes the commands you use to perform a mail merge.

File Home Insert Draw Design Layout References Mailings Review View Developer Help Acrobat P Search
¥ Bl B B w
i3 &

Envelopes Labels Start Mail ~ Select Merge to
Merge ~ Recipients ~ Adobe PDF

Create Start Mail Merge Write & Insert Fields Preview Results Finish Acrobat

Figure 4-21: Mailings ribbon tab

The layout of the groups and commands (from left to right) on the Mailings tab of the Ribbon provides a
virtual "path" from start to finish through the mail merge process. You begin with the commands in the Start
Mail Merge group; it does not matter if you create the main document or the data source first, but you must
have both documents for Word to recognize that you want to perform a mail merge.

Understanding Recipient Lists
Objective 4.3.1

A recipient list contains all the variable information you want to insert into the main document. The variables
change from record to record, and each has a field name assigned to it. Word allows you to use these type
of lists as data sources.

Data sources can take several forms: Word documents, plain text files, XML files, Excel worksheets, database
tables, and so on. Regardless of the form, all data sources must comply with certain specifications. The
following points describe the basic requirements for Word to recognize a file as a potential data source:

e The entire collection of information relating to a single person (or entity) is called a data record. For
example, all the information about a single customer would constitute one data record.

e The separate pieces of information within a data record (the variable information) are stored in data
fields.

e All data records in the data source must include the same number of data fields, arranged in the same
order. If a data record does not include a particular item of information (such as the individual’'s home
phone number), leave that field blank.

e Each data field in the data source must have a unique name and these names must be listed in the first
row of the data source table. This row is called the header row. Field names are also referred to as column
headings.

Figure 4-22 shows a sample data source.
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Data Field
Mail Merge Recipients ? x
This is the list of recipients that will be used in your merge. Use the optiond below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.
Data Source [« | Last Name ~ | First Name w | City « | State « | ZIP Code ¢ Header Row
Travel Directors.m... Klassen
Travel Directors.m... [¥  Cowell Madison Mew York
Travel Directors.m... [¥ Gibson Jamie Cape Town P Data Record
Travel Directors.m... [¥ Belanger Toby Toronto -~
Travel Directors.m... [¥  McSweeney Andrew Seattle
Travel Directors.m... [¥  Jang Lawrence Seattle
Travel Directors.m... F Yamoto Kanda Tokyo
Travel Directors.m... [¥  Wilkins Katherine London o
< - C T >
Data Source Refine recipient list
[Travel Directors.mdb 21 sort...
T: Filter...
> Find duplicates...
7O Find recipient...
f:j Validate addresses...
Edit... Refresh

Figure 4-22: Mail Merge Recipients dialog box — Sample data source

When you create a data source from scratch during the mail merge process, Word will automatically save the
data source file in a folder called Data Sources within the Documents library. You can, however, save the file
to any location.

To create a new data source or to choose an existing file to use as a data source, on the Mailings tab, in the
Start Mail Merge group, click Select Recipients (Figure 4-23).

Select
Recipients =

ﬁ Type a Mew List...
Use an Existing List...
R=  Choose from Qutlook Contacts...

Figure 4-23: Select Recipients drop-down menu

Creating a New Data Source

Click Type a New List to create a new data New Address List v X
source. Word presents a tab|e in the NeW Type recipient information in the table. To add more entries, click New Entry.
. . X Title w | First Name w | Last Name w | Company Name w | Address Line 1
Address List dialog box (Figure 4-24). The S
table includes several standard fields for
data entry.
< >
MNew Entry Find...
Delete Entry Customize Columns.., oK Cancel

Figure 4-24: New Address List dialog box
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To enter data into the table, click in the blank cell for a field column. To move from one field to another,
press TAB to move forward one field at a time, or SHIFT+TAB to move back one field at a time. To create a
new record, click New Entry or press ALT+N.

By default, Word presumes the data source will be a list of people; you can choose to keep the fields that
Word presents in the dialog box, or you can customize the fields to meet your requirements. If you want to
change the order of the fields, add new fields, delete fields, or rename fields in the data source, click
Customize Columns to open the Customize Address List dialog box (Figure 4-25).

Customize Address List ? s

Field Mames

add...
First Name —
Last Name
Company Name
Address Line 1
Address Line 2 Bename...
City

State

ZIP Code

Country or Region
Home Phone

Delete

Work Phone
E-mail Address Maove Up
Move Down

Figure 4-25: Customize Address List dialog box

To add a custom field to the recipient list, click Add to open the Add Field dialog box (Figure 4-26). Type a
name for the custom field, and then click OK to add it to the list of available fields.

Add Field ? X

Type a name for your field
Birthday

Figure 4-26: Add Field dialog box

When you save the new recipient list, Word automatically assigns a .mdb file name extension; this is the
default file type for Microsoft Access (version 2003 and earlier) database files. You do not need to have Access
installed to use this file in the mail merge process. Each time you want to open this file in Word, you will need
to use the Edit Recipient List command in the Mailings tab of the Ribbon.

Using an Existing Data Source

Click Use an Existing List in the Select Recipients drop-down menu to use a data source file created in Word
or in another software application. The recipient list can be in the form of a table, or a plain text list of
information in which the individual fields of information are separated by commas or tabs. Excel worksheets
and Access tables can also be used as data sources for a mail merge.

Regardless of which program you use to create your data source, you should consider very carefully how you
expect to use the information contained in the data source. For instance, if you plan to personalize a letter
using a client’s first name, you will need to create a data field for the client's first name and a data field for
the client's last name. Sometimes you will inherit a list that you want to use as a data source. If the information
is not broken out sufficiently for your needs, you will need to separate the information into appropriate fields.
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Arguably, the most useful data source for an address list will use separate fields to store first names and last
names, and will include separate address fields for street address, city, state, postal code and so on.
Separating the data into individual fields allows the user to sort, find, or reuse a field anywhere for any type
of main document, such as a letter, form, label, or catalog.

Figure 4-27 shows a sample data source presented as a table.

First Last

Address Cit State Zip Code | Count E-mail
Name Name ¥ P Y
James Wwong #101 — 55 Mainland Drive | Vancouver WA 98661 UsA jwongad@gmail.com
Patricia Johnson | 342 125% Avenue Surrey BC V2H 4Y1 CA patricia_j@hotmail.com
Adam Johnson | 342 125% Avenue Surrey BC V2H 4Y1 CA afj2s@gmail.com
) VEM ) ;
Balbinder : Sandhu 3200 Valley Street Vancouver BC oH3 CA balbi@hotmail.com
Marianne | Lewis 12 Applegate Court Seattle WA 98105 USA mlewis8765@western.com
John Wately 12 Applegate Court Seattle WA 98105 USA jwately@msd.edu
Madison | James 800 Buena Vista Drive Orlando FL 32807 USA madison j@release.org
. . M3H
Andrew Tomison | 56 Maine Road winnipeg MN Hsl CA andy-tom@yahoo.com
Downtown ) . -

Masoud Jasmali 1 Emaar Boulevard Dubai Dubai UAE m.jasmali@gmail.com

Figure 4-27: Sample data source presented as a table

Figure 4-28 shows the same sample data source, presented as a comma-separated list.

First Name, Last Name, Address, City, State, Zip Code, Country, E-mail

James, Wong, #101 — 55 Mainland Drive, Vancouver, WA, 98661, USA, jwongd4@gmail.com
Patricia, Johnson, 342 125%™ Avenue, Surrey, BC, V2H 4Y1, CA, patricia_j@hotmail.com
Adam, Johnson, 342 125% Avenue, Surrey, BC, V2H 4Y1, CA, afj25@gmail.com

Balbinder, Sandhu, 3200 Vvalley Street, Vancouver, BC, VBM 2H3, CA, balbi@hotmail.com
Marianne, Lewis, 12 Applegate Court, Seattle, WA, 58105, USA, mlewis8765@western.com
John, Wately, 12 Applegate Court, Seattle, WA, 98105, USA, jwately@msd.edu

Madison, James, 800 Buena Vista Drive, Orlando, FL, 32807, USA, madison_j@release.org
Andrew, Tomison, 56 Maine Road, Winnipeg, MN, M3H H5J, CA, andy-tom@yahoo.com
Masoud, Jasmali, 1 Emaar Boulevard, Downtown Dubai, Dubai, , UAE, m.jasmali@gmail.com

Figure 4-28: Sample data source presented as a comma-separated list

Connecting to an Outlook Address Book
Click Choose from Outlook Contacts in the Select Recipients drop-down menu to utilize your Microsoft
Outlook contact list as a data source. The process to set up the contacts from the address book as a recipient
list is similar to setting up an external data source. Connecting to an Outlook Address Book is beyond the
scope of this courseware; please refer to Microsoft Help for more details about this option.

Managing Recipient Lists
Objective 4.3.1

When you perform a mail merge, records are "fed" into your main document in the order that they display
in your recipient list (data source).

But what if you want to generate your merged documents in a different order? For example, what if on
Tuesday you were creating name badges and wanted to generate the badges in order by office location, and
then by last name? And what if on Friday you were creating envelopes and wanted to generate those in order
by ZIP code?

What if you don't want to merge all the records in recipient list? For example, suppose you want to create a
mailing only for clients who live in San Francisco?
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What if your recipient list is very large and there are duplicate entries "hiding" in it?

Fortunately, Word provides a set of management tools for working with recipient lists. These tools make it
easy to sort and filter recipient list records, and even to check for duplicates. To access these management
tools, on the Mailings tab, in the Start Mail Merge group, click Edit Recipient List to open the Mail Merge
Recipients dialog box (Figure 4-29).

Mail Merge Recipients ? *

This is the list of recipients that will be used in your merge, Use the options below to add to or change your list,

Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

Data Source [v Last Name First Name = State ZIP Code "

Klassen

Travel Directors.m... [¥  Cowell Madison Mew York

Travel Directors.m... [V Gibson Jamie Cape Town

Travel Directors.m... [ Belanger Toby Teronto

Travel Directors.m... [¥  McSweeney Andrew Seattle

Travel Directors.m... ¥ Jang Lawrence Seattle

Travel Directorsm... [V Yamoto Kanda Tokyo

Travel Directors.m... [V Wilkins Katherine Lendon v

< mmil - _ .. — - -

Data Source Refine recipient list

Travel Directors.mdb %l Sort...
T Flter...
%9 Find duplicates...
[73 Find recipient...
D Validate addresses...
Edit... Refresh

Figure 4-29: Mail Merge Recipients dialog box

The Refine recipient list section of the dialog box includes commands for sorting, filtering, finding duplicates,
locating specific records, and validating addresses.

e To sort the records by a single field, click the arrow for the field name and select a sort order (Figure 4-
30).
w | First Name -
él Sort Ascending
El Sort Descending
(ALl
Nick
Madisen
Jamie
Toby
Andrew
Lawrence
Kanda
Katherine
Curtis
(Blanks)
(Monblanks)

(Advanced...)

Figure 4-30: Sorting records by a single field
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e To sort by one or more fields, click the Sort command to open the Sort Records tab of the Filter and Sort
dialog box (Figure 4-31). Click the Sort by arrow and select the primary sort field (all the fields in the data
source display in the drop-down list) and then specify the sort order (Ascending or Descending). To
specify a secondary sort field, click the Then by arrow and select the next sort field and sort order and so
on. Click Clear All to remove the sort.

Filter and Sort ? *
Filter Records

Sort by: | Last Mame w @gscending Ogescending
Then by: | First Name e @Ascgnding O Descending
Then by: e Ascending Descending
LClear All Cancel

Figure 4-31: Filter and Sort dialog box — Sort Records tab

e To apply afilter to the list, click the Filter command to open the Filter Records tab of the Filter and Sort
dialog box (Figure 4-32). Click the Field arrow and then select the field by which you want to filter. Once
a field is selected, the Comparison and Compare to fields become available. You use these fields to enter
your filter criteria. For example, if you wanted to view only the records for people in the Cape Town
office, you would select “City” in the Field drop-down list, select “"Equal to” in the Comparison field, and
type “Cape Town" in the Compatre to field. You can specify multiple criteria using a logical And or a logical
Or operator. To remove the filter, click Clear All.

Filter and Sort ? =
Filter Records ~ Sort Records
Field: Comparison: Compare to:
City ~ | | Equal to w  |CapeTown
And w 4 4
v w w
~ ~ ~
w v v
w w w
LClear All Cancel

Figure 4-32: Filter and Sort dialog box — Filter Records tab

e To specify that only specific records will be merged, click the [¥ in the header row to deselect all the

records in the data source; you can then click the check box for individual records | v |Last Name -

as required.

e To search for duplicate entries in your recipient list, click Find duplicates. Word will display a list of what
it thinks are duplicate records in the Find Duplicates dialog box (Figure 4-33). Select the check box for
records you want to include in the merge. The example shown here displays duplicate first names and
last names. In this case, however, the records are valid because the offices in which they are based (cities)
are different.
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Find Duplicates ? X

The following entries appear to be duplicates. Use the checkboxes to select the entries you want to
include in your merge.

Data Socurce Last Name First Name City State ZIP Cod
gl Belonger [ Toby ____[Toonto ||

Travel Directors... [¥  Belanger Toby Sydney

Figure 4-33: Find Duplicates dialog box

e To find a specific recipient, click Find recipient, enter the text you want to find, and click Find Next to
open the Find Entry dialog box (Figure 4-34). You can specify to search in a specific field or in all fields.

Find Entry ? X

Find: | Gorski

Look in: (@) Al fields
) This field: ~

Find MNext Cancel

Figure 4-34: Find Entry dialog box

e To validate the addresses in your recipient list, click Validate addresses. This option requires an add-in
and is beyond the scope of this courseware.

Editing Recipients
From time to time you may discover that you need to edit information stored in the recipient list. On the
Mailings tab, in the Start Mail Merge group, click Edit Recipient List to open the Mail Merge Recipients dialog
box, then in the Data Source list box, click the data source for the current recipient list. When you select the
data source, the Edit and Refresh buttons become available. Click Edit to open the Edit Data Source dialog
box (Figure 4-35).

Edit Data Source ? X
To edit items in your data source, type your changes in the table below. Column headings display
fields from your data source and any recipient list fields to which they have been matched (in
parentheses),
Data source being edited: Travel Directors.mdb

First Mame w | Last Name w | City w | State w | ZIF Code -

| [= | Nick
|| Madison Cowell Mew York
| |Jamie Gibson Cape Town
|| Teby Belanger Toronto
|| Andrew McSweeney Seattle
|| Lawrence Jang Seattle
| |Kanda Yamoto Tokye
|| Katherine Wilkins London

|| Curtis Gorski Sydney

|| Teby Belanger Sydney

£ >

MNew Entry Find...
Delete Entry Customize Columns... QK Cancel

Figure 4-35: Edit Data Source dialog box

You can add new entries, locate specific records, edit the text in the data fields, and delete records using this

interface. Click OK to save your changes.
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Note: If you use an Excel worksheet as your data source, you can use the Edit Data Source dialog box to
add and edit entries. Once you click OK, you will be prompted to save your changes to the source
workbook. If you want to delete entries, you must open the source Excel workbook and make your changes
there.

Learn to create a recipient list

In this exercise, you will create and edit a recipient list that you can use with various main documents.

1. Open a new blank document.

2. On the Mailings tab, in the Start Mail Merge group, click Select Recipients, and then click Type a New
List.

Word opens the New Address List dialog box, which includes an empty table with several defined fields
(columns). You can revise the fields that appear in the table, and you can use the fields for data entry.

We will create a recipient list that consists of Tolano employees. The recipient list will include the First Name,
Last Name, City, State, ZIP Code, Country or Region, Work Phone, and E-mail Address fields.

3. Click Customize Columns.

Customize Address List ? X

Field Mames

add..
First Name =
Last Mame
Company Mame
Address Line 1
Address Line 2 Rename...
City

State

ZIP Code

Country or Region
Home Phone
‘Work Phone
E-mail Address

Delete

Move Up
Move Down

4. Click Title in the Field Names list box, and then click Delete.

Word prompts you to confirm the deletion.

Microsoft Word x

o When you delete field ‘Title', any information in this field will also be deleted.

5. Click Yes to delete the Title field.

You are deleting the field only from this particular list and not from all future or existing recipient lists.
6. Click Company Name in the list box, click Delete, then click Yes.
7. Delete the two address fields and the Home Phone field from the list box.

8. Click OK.

9. Click in the first field (the First Name field) if necessary and type: Nick. Press TAB to move to the next
field and type: Klassen. Press the TAB once more to move to the City field and type: New York.
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10. Click New Entry (or press ALT+N) to begin entering information for the second record.
Notice that you do not need to enter data into every field.

11. Enter records for the remaining names and cities. Remember to press ALT+N to begin a new record.

FrstName  w |[lestName  +|Ciy - | State « | ZIP Code -|
_ | Mick Klassen New York
__ | Madison Cowell New York
_|Jamie Gibson Cape Town
__ | Toby Belanger Torento
__| Andrew McSweeney Seattle
__ | Lawrence Jang Seattle
__ | Kanda Yamoto Tokyo
__ | Katherine Wilkins London
_ | Curtis Gorski Sydney
|
£ >

12. Click OK after entering the information for Curtis Gorski.
The Save Address List dialog box opens.
13. Navigate to the MyProjects folder and save the address list document as Travel Directors.

Suppose that Madison Cowell has been moved to the London office. You can update the recipient list to
reflect her new assignment.

14. On the Mailings tab, in the Start Mail Merge group, click Edit Recipient List to open the Mail Merge
Recipients dialog box.

15. In the Data Source section, click Travel Directors.mdb in the list box, then click Edit to open the Edit
Data Source dialog box.

16. Click in the City field for Madison Cowell, type: London, then click OK.

Word prompts you to save the changes to the data source.

Microsoft Word b

Do you want to update your recipient list and save these changes to Travel Directors.mdb?

Yes Mo Cancel

17. Click Yes.

18. Click OK to close the Mail Merge Recipients dialog box.

Understanding Main Documents

The main document is the standard form into which you want variable data from the data source to be
inserted during the mail merge process. The main document could be an invitation letter, name badges, or
labels for your holiday mailing list. You set up the main document once, associate it with a recipient list, and
then insert the appropriate merge fields from the recipient list into the document. During the merge process,
Word retrieves information from matching fields in the data source and inserts that information into each
merge field location in the main document.
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A main document differs from a "regular" document due to the merge fields. By inserting merge fields into
your document, you turn it into a main document. For example, suppose you have a letter that you created
last month about a price reduction on specific inventory items. Perhaps when you originally sent the letter,
you created a copy for every intended recipient and you entered the customer names and addresses
individually. Now that you have new price reductions to announce, you are ready to send the letter out again
to every customer. But this time, if you insert Word merge fields into the letter (in the salutation area) Word
will recognize your letter as a main document.

To begin the process of creating a main document, on the Mailings tab, in the Start Mail Merge group, click
Start Mail Merge, and specify the type of main document you want to create, as shown in Figure 4-36.

Start Mail
Merge -

@ Letters
) E-mail Messages
&9

Envelopes..

-

= Labels...

E Directory
B Mormal Word Document

G#  Step-by-Step Mail Merge Wizard...
Figure 4-36: Start Mail Merge drop-down menu

You can choose from Letters, E-mail Messages, Envelopes, or Labels. You can use the Directory option to
create a directory of names, addresses, and other information.

If you would like to restore a Word mail-merge main document to its "normal" document state, select the
Normal Word Document option. (This feature is not available in the Mail Merge Wizard.)

You can also activate the Step-by-Step Mail Merge Wizard, which will guide you through the mail merge
process by presenting options in a task pane, one step at a time.

Inserting Merge Fields
Objective 4.1.2, 4.3.2, 4.3.3

Once you choose the main document type and select the recipient list, you are ready to insert the merge
fields into the main document.

Merge fields display with angle brackets (<< and >>) around the merge code; for example: <<AddressBlock>>
or <<City>>. When you click on a merge field, it appears with grey shading («AddressBlock») to indicate that it
is a special code that performs a pre-defined task. To delete a merge field, you must select the code, including
the angle brackets on both sides.

Using Preset Merge Fields

You can insert individual merge fields, or you can use one of the preset merge fields. The preset merge fields
can be time savers for entering address information, or for choosing an opening salutation style. The preset
merge fields are <<AddressBlock>> and <<GreetinglLine>>.

The Address Block

To insert the <<AddressBlock>> merge field, on the Mailings tab, in the Write & Insert Fields group, click
Address Block to open the Insert Address Block dialog box (Figure 4-37).
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Insert Address Block ? it
Specify address elements Preview
Insert recipient’'s name in this format: Here is a preview from your recipient list:
Joshua A 1 B o
Joshua Randall Jr.
Joshua Q. Randall Ir. Mrs. Sandra Corbett

Mr. Josh Randall Jr. ’
Mr. Jash Q, Randall Ir #515 — 3400 Finland Way

Mr, Joshua Randall Jr. ] Seattle 98701

Insert company name

Insert postal address:
O Mever include the country/region in the address

(O Always include the country/region in the address
Correct Problems
@ Only include the country/region if different than: ) . o
If items in your address block are missing or out of order, use
United States e Match Fields to identify the correct address elements from
your mailing list.

v ’ - ]
Format address according to the destination country/region Match Fields...

Figure 4-37: Insert Address Block dialog box

Use the options on the left side of the dialog box to define the format for the address information. The
options on the right side of the dialog box show a preview of how the merged data will appear. You can use
the navigation buttons above the preview area to view different records.

Notice the Correct Problems section. If the information shown in the preview window does not look right, or
seems to be missing information, click the Match Fields button to open the Match Fields dialog box (Figure
4-38).

Match Fields ? *

In order to use special features, Mail Merge needs to know
which fields in your recipient list match to the required
fields. Use the drop-down list to select the appropriate
recipient list field for each address field component

Required for Address Block ~
Courtesy Title Title v
First Name FirstMame w
Last Mame Lasthame e
Suffix [not matched) |
Company [not matched) |
Address 1 Addressi w
Address 2 [not matched] |
City City w
State [not matched] |
Postal Code ZipPostalCode |
Country or Region Country v

']

Ootional information

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

|:| Remember this matching for this set of data sources on
this computer

Cancel

Figure 4-38: Match Fields dialog box

You can use the drop-down lists in the Match Fields dialog box to "map" fields in your data source to the
fields used in the AddressBlock merge field.

The Greeting Line

To insert the <<GreetingLine>> merge field, on the Mailings tab, in the Write & Insert Fields group, click
Greeting Line to open the Insert Greeting Line dialog box (Figure 4-39).
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Insert Greeting Line ? X

Greeting line format:

Dear ~ | Mr. Randall > | e
Greeting line for invalid recipient names:

Drear Sir or Madam, ~
Preview

Here is a preview from your recipient list:

1 b M

Dear Mrs, Corbett, ‘

Correct Problems

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

Match Fields...

Figure 4-39: Insert Greeting Line dialog box

Use the options in the upper portion of the dialog box to define the format for the salutation. The Preview
section shows a preview of how the merged data will appear. You can use the navigation buttons in the

Preview area to view different records.

Notice that you can also match fields, if necessary.

Inserting Individual Merge Fields

To insert an individual merge field, position the cursor where you
want the information to be inserted during the merge process,
and then on the Mailings tab, in the Write & Insert Fields group,
click the Insert Merge Field arrow (Figure 4-40).

The field names that appear in the drop-down list will match
those in the header row of the recipient list in use for this merge.
Click the field you want to insert in the current location. You must
repeat this process for each merge field you want to insert into
the main document.

Modifying Field Properties

s
oo
=1=)
=1=]

Insert Merge
Field ~

Title
FirstMame
LastName
Address1
City
StateProv
Country

ZipPostalCode

Figure 4-40: Insert Merge Field drop-down menu

You can set the field properties for a merge field to control the appearance of the merged data, regardless

of how it has been entered in the data source.

To access the field properties, right-click the merge field in the document, then click Edit Field in the shortcut

menu to open the Field dialog box (Figure 4-41).
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Field ? %
Flease choose a field Field properties Field options
Categories: Field name; |:| Text to be inserted before:
(Al ~ Country
e romes Format: []Text to be inserted after:
Fill-in " lnorey | '
GoToButton Uppercase [] Mapped field
Greetingline Lowercase
Hyperlink First capital [ vertical formatting
If Title case
IndudePicture
IncludeText
Index
Info
Keywords
LastSavedBy

Link

ListMum

MacroButton

MergeRec

MergeSeq

Mext v

[[] Preserye formatting during updates

Description:
Insert a mail merge field

Field Codes Cancel

Figure 4-41: Field dialog box

The Field properties section of the dialog box lists the currently selected merge field and the formats that you
can apply. Click a format to select it, then click OK.

Previewing the Merge Results

Once the merge fields are in place in the main document, you are ready to complete the merge process. As
with regular documents, you will want to preview the results before finalizing the process so you can modify
items as needed.

To preview how the merged documents will appear, on the Mailings tab, in the Preview Results group, click
Preview Results.

Depending on the number of records in the recipient list, you can Find in Field ? x
choose to scroll through the preview of each individual document, Find what:
although most people will review only the first five or ten to ensure
. . In field:
the merge worked successfully. You can use the navigation buttons Tiie v

in the Preview Results group to scroll through the previewed
documents, or you can click Find Recipient to open the Find in Field
dialog box (Figure 4-42), which you can use to find and preview a  Figure 4-42: Find in Field dialog box
specific record.

Find First Close

Click Check for Errors if you want Word to identify errors that will Checking and Reporting Errors 7 X
occur in the merged documents (Figure 4-43). You can elect to
simulate the merge (without actually performing it) and report

O Simulate the merge and report errors in a
new document.

@égomplete the merge, pausing to report each

potential errors in a new document, or you can perform the merge L — :

O Complete the merge without pausing.
and either pause to report each error as it occurs, or report the errors Report errors in a new document.
in a new document without pausing. Cancel

Figure 4-43: Checking and Reporting
Errors dialog box
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Learn to create a main document and preview the
merge results

In this exercise, you will create a main document for generating name badges.

1. If necessary, create a new blank document, and then click the Mailings tab. In the Start Mail Merge
group, click Start Mail Merge, then click Labels.

The Label Options dialog box opens.

Label Options ? X

Frinter information

O Continuous-feed printers

@ Page printers Tray: | Default tray (Printer auto select) |~
Label information

Label vendors: | Avery US Letter ~

Find updates on Office.com
Product number: Label information

5384 Clip Style Name Badge Inserts ~
5385 Small Rotary Cards
5386 Large Rotary Cards

Type: Mame Badges Insert Refills
Height: 222"

5388 Index Cards ORI 3-5: )
5389 Postcards Page size: 8.5 = 11
5390 Name Badges Insert Refills v

Details... Mew Label... Delete Cancel

2. Inthe Label information area, display the Label vendors drop-down list and click Avery US Letter, then
in the Product number list box, click 5390 Name Badges Insert Refills. Click OK to create the mailing
label document.

3. On the Mailings tab, in the Start Mail Merge group, click Select Recipients, and click Use an Existing
List to open the Select Data Source dialog box.

4. Navigate to the ResourceFiles folder, then double-click Travel Directors to associate the data source
with the document.

The label document should now appear as shown here.

«Next Record»

«Next Record» «Next Record»

You can now set up the labels to show information from the fields you used in the list.

5. With the cursor in the first cell of the table for the labels, on the Mailings tab, in the Write & Insert Fields
group, click Address Block.

The Insert Address Block dialog box opens.
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Insert Address Block ? *

Specify address elements Preview
Insert recipient’s name in this format: Here is a preview from your recipient list:

Josh A 1 [
Josh Randall Jr.
Josh Q. Randall Jr. Mick Klassen

Joshua

Joshua Randall Jr. New York
Joshua Q. Randall Jr. &
Insert company name

Insert postal address:
(O Never include the country/region in the address

() Always include the country/region in the address
(® Only include the country/region if different than:

Correct Problems

If items in your address block are missing or out of order, use
United States £ Match Fields to identify the correct address elements from
your mailing list.
W ’ S ;
Format address according to the destination country/region Match Fields..

6. Click OK to accept all the defaults selected in the dialog box.

The labels are not yet complete. So far you have entered the information only for the first label. For Word to
continue adding names using the same document, it needs to propagate or update all the labels on the sheet
to display the same information.

7. On the Mailings tab, in the Write & Insert Fields group, click Update Labels.

Your label form should appear similar to:

=

«Add ressBIDck»‘ «Next Record»«AddressBlock»

«Next Record»«AddressBlock» «Next Record»«AddressBlock»

8. On the Mailings tab, in the Preview Results group, click Preview Results.

Ex
Nick Klassen Madison Cowell
New York London
Jamie Gibson Toby Belanger
Cape Town Toronto

9. On the Mailings tab, in the Preview Results group, click Preview Results again to return to the display

of merge codes.
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10. Select the <<Address Block>> item in the first cell (including the opening and closing angle brackets),
click Home, and in the Font group, change the Font Size to 20, click Bold, change the Font to Arial, and
apply a text color your choice.

11. In the Paragraph group, click Center.
12. Click the Mailings tab, and in the Write & Insert Fields group, click Update Labels.
All the labels should now appear with the same formatting options applied for the first cell.

13. On the Mailings tab, in the Preview Results group, click Preview Results to see how the labels will appear
when you print them.

&

Nick Klassen Madison Cowell
New York London

Jamie Gibson Toby Belanger
Cape Town Toronto

Suppose you want to print the name badges in alphabetical order first by city, and then by last name.

14. On the Mailings tab, in the Start Mail Merge group, click Edit Recipient List to open the Mail Merge
Recipients dialog box.

15. In the Refine recipient list section, click Sort to open the Sort Records tab of the Filter and Sort dialog
box.

16. Display the Sort by drop-down list, then select City.

17. Display the first Then by drop-down list, then select Last Name.

Filter and Sort ? X

Filter Records  Sort Records

Sort by: | City ~ @Ascending Ogescending

Then by: | Last Name v | @ik () Descending

Then by: ~ Ascending Descending

Clear All Cancel

18. Click OK twice to apply the sort and close the dialog boxes.
The labels now display in order by city, and then by last name.

19. Save the file as My Labels.docx in the MyProjects folder, and then close it.

3271-1v1.00 © CCl Learning Solutions Inc. 137



Lesson 4

Working with Advanced References

Finishing the Merge

Objective 4.3.4

Once you have previewed the merged document, made any modifications as needed, and checked for any
errors, you can specify how to finish the merge process. On the Mailings tab, in the Finish group, click Finish

& Merge to view the options (Figure 4-44).

4]
Finish &
Merge ~

L Edit Individual Documents..,
B3 Print Documents..,

57 Send Email Messages...
Figure 4-44: Finish & Merge drop-down menu

Edit Individual Documents — Select this option if you want to
generate individual merged documents (Figure 4-45). You can
then print, or distribute the documents when you are ready.
When you select this option, you will be prompted to specify
whether you want to create merged documents for all the
records, for the current record only, or for a range of records.

Print Documents — Select this option if you want to send merged
output directly to the printer (Figure 4-46). When you select this option,
you will be prompted to specify whether you want to print merged ®
information for all the records, for the current record only, or for a range

of records.

Send Email Messages — Select this option to generate individual
merged email messages (Figure 4-47). Verify that the correct data
source field is selected in the To field. You can also add a subject
line and specify which mail format you want to use. As with the
other options, you will be prompted to specify whether you want
to create merged email messages for all the records, for the
current record only, or for a range of records.

Merge to New Document 7 x

Merge records

O Current record
() Erom: To:

Cancel

Figure 4-45: Merge to New Document dialog box

Merge to Printer ? X

Print records

O Currgnt record

() From: To:

Figure 4-46: Merge to Printer dialog box
Merge to E-mail ? x
Message options

To: EET T

Subject line:

Mail format: | yrpgp "
Send records

® 2

(O current record

O From: To:

Figure 4-47: Merge to E-mail dialog box
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‘ Learn to merge using existing documents

In this exercise, you will edit merge fields and perform merges.

1.

Open the Investment Letter.docx document located in the Starterfiles folder, and then examine the
document.

Notice that the letter includes an AddressBlock field, which means that Word will recognize it as a main
document for a merge operation.

Click the Mailings tab and, in the Start Mail Merge group, click Select Recipients, then click Use an
Existing List.

Navigate to the ResourceFiles folder, then double-click Investment Client List.docx.

On the Mailings tab, in the Preview Results group, click Preview Results.

Mrs. Sandra Corbett
#515 — 3400 Finland Way
Seattle 98701

USA

Dear Sandra:

Notice the address format for the letter. While the address format is correct, there is too much space
between the address lines. Instead of using the AddressBlock code, you may want to insert individual
merge fields instead to provide greater control over the format used for the address.

Click Preview Results again to turn this feature off and return to the merge codes display. Select the
< <AddressBlock> > code and press DELETE.

In the Write & Insert Fields group, click the Insert Merge Field arrow to open the list of available merge
fields.

Insert Merge
Field ~

Title
FirstMame
LastMame
Address1
City
StateProv
Country

ZipPostalCode
These are the data fields defined in the recipient list (the Investment Client List document).

Click FirstName to insert the field into the current location. Press the SPACEBAR, and then click the
Insert Merge Field arrow once more. Click LastName, and then press SHIFT+ENTER to wrap the text
to the next line.
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8.

Insert the rest of the fields as shown here (the formatting marks are displayed for reference):

«FirstName»-«LastName» «
«Addressl»«
«City»,-«StateProv»-«ZipPostalCode» «

«Country»q]

9. In the Salutation line (the line that reads Dear <<FirstName>>), right-click the < <FirstName>> merge
field, then click Edit Field to open the Field dialog box.

10. In the Field properties section, click Uppercase in the Format list box.

You are specifying that values in this instance of the FirstName field will display in uppercase letters in
the merged document.

11. Click OK.

12. Click Preview Results to preview how the data will appear in the document.

Your document should now appear similar to the following:
Sandra Corbett
#515 — 2400 Finland Way
Seattle, WA 98701
USA
Dear SANDRA:
13. On the Mailings tab, in the Preview Results group, click Check for Errors.
Checking and Reporting Errors 7 *
O Simulate the merge and report errors in a
new document.,
@;gomplete the merge, pausing to report each
ierror as it occurs, B
(O) Complete the merge without pausing.
Report errors in a new document.
Cancel

14. Ensure that Complete the merge, pausing to report each error as it occurs. is selected, then click OK.
Word takes a few moments to check your documents to ensure there are no errors, and generates the
finished merged document named Letters1 which contains seven letters.

15. Save the merged letters as My Letters - merged.docx in the MyProjects folder, then close it.

16. Press CTRL+W to close the original Investment Letter document. Do not save the changes.

17. Open the Business Card Form.docx document located in the ResourceFiles folder.

18. On the Mailings tab, in the Start Mail Merge group, click Select Recipients.

19. Click Use an Existing List, navigate to the ResourceFiles folder, then double-click Tolano Personnel.xlsx.
Because this workbook contains two worksheets, you must specify which one contains the data you want
to use.
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20.
21.

22.

23.

Select Table ? *
Mame Description  Maodified Created Tvp)
“TA Personnel$’ 6/25/2019 7:31:00 PM  6/25/2019 7:31:00 PM  TAE]
‘TE Personnels’ 6/25/2019 7:31:00 PM  6/25/2019 7:31:00 PM  TAE]
£ >

First row of data contains column headers Cancel

Ensure that the TA Personnel$ sheet is selected, and then click OK.

Select Name in the first label, then in the Write & Insert Fields group, click the Insert Merge Field arrow
and click First_Name. Next, press SPACEBAR, click the Insert Merge Field arrow and click Last_Name. If

necessary, press ENTER to move the Position text back to its own line.

Replace the Position, Office, and Email placeholders with their corresponding data fields, as shown here:

«Position»
«Officen

«First_Name» «Last_Name»

«Email» @tolanc.com

N

A

TOLANO S
EENIAE Tolano @@

Click Update Labels, then click Preview Results.

Nick Klassen

Vice President

New York
nklassen@tolano.com

Madison Cowell
Travel Director

New York
mcowell@tolano.com

Jamie Gibson

Travel Director
Cape Town
jeibson@tolano.com

~

TO

Robin Black
Administrative Assistant
Cape Town
rblack@tolano.com

A
LANO &0,

TO
L v EXVIR
Lt Tolano s dat

~

A
LANO &=

; Adventures
L Tolano s

Toby Belanger

Travel Director
Toronto
tbelanger@tolano.com

Pauline Hernandez
Administrative Assistant
Toronto
phernandez@tolano.com

24. Select the first and last name fields in the first label and increase the font to size 18. On the Mailings tab,
in the Write & Insert Fields group, click Update Labels.
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Nick Klassen
Vice President

New York
nklassen@tolano.com

Jamie Gibson
Travel Director

Cape Town
igibson@tolano.com

Madison Cowell
Travel Director

New York
mcowell@tolano.com

o SEE

o &=
Bdventuzes ventures
" Tolano = m@(s 1" Tolano ~a=yms
Robin Black
Administrative Assistant
Cape Town
rblack@tolano.com
A AN
TOoLANO S TOLANO S
et Tolano =& =& PN Tolano =@ @@

Toby Belanger
Travel Director

Toronto
thelanger@tolano.com

Pauline Hernandez
Administrative Assistant

Toronto

phermnandez@tolano.com

25. In the Finish group, click Finish & Merge.

26. Click Edit Individual Documents.

Merge to New Document

Me

records

O Current record

From: To:
OFE

T X

Cancel

27. Ensure that All is selected, and then click OK to merge all the records.

28. Save the merged file as My Business Cards.docx in the MyProjects folder, and then close all open files.

Lesson Summary

Now that you have completed this lesson, you should be able to:

M Utilize global content standards. M Create main documents and recipient lists.
M Insert and modify captions. M Insert and modify merge fields.

M Create and modify tables of figures. M Perform mail merges.

M Create indexes.

Key Terms

Term Definition
Bookmark A feature for marking text or a location in a document. You can use bookmarks for
navigation.
Caption A piece of text that identifies a table or figure in a document. Captions can be placed

above or below the item they identify.

Concordance File

A list of terms you want to index.
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Term Definition

Index An alphabetical listing of specific content items and a reference to the pages on which
they can be found.

Mail Merge The process of combining information from a main document and a data source to
produce mass mailings and other personalized documents.

Table of Contents A list of headings and their corresponding page numbers in a document.

Table of Figures A list of captioned figures, pictures, and tables in a document.

Quiz Questions

For each question, select the best answer.
1. Amanda added a caption to a floating image in her document. How will the caption be inserted?

In a text box

As inline text

As an Adobe Acrobat object
It is impossible to predict.

o N0 T W

2. Mary needs to translate a paragraph of text in her document to French. Where can she find the commands
that will enable her to perform this task?

On the Insert tab, in the Add-ins group
On the References tab, in the Research group
On the Developer tab, in the Translate group

o n oo

On the Review tab, in the Language group

3. Which option in the Caption dialog box can you use to create a custom label to use for a caption?

a. AutoCaption
b. New Label

¢.  Numbering
d. Label

4.  Where can you find the command to insert a table of figures?

On the References tab, in the Table of Contents group
On the References tab, in the Captions group
On the Layout tab, in the Tables group

o n oo

On the Layout & Properties tab of the Format Picture pane

5. Before generating an index, you should

turn off the Show/Hide feature
turn off the AutoMark feature
close any open concordance files

o N T W

remove all styles from the document
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6. How do you open the Mark Index Entry dialog box?
a. On the Reference tab, in the Index group, click Insert Index, and then click Mark Entry.
b. On the References tab, in the Index group, click Mark Entry.
c. Press ALT+SHIFT+X.
d. You can use any of these methods to open the Mark Index Entry dialog box.
7. Which of the following methods will update an index?
a. Position the cursor in the index, then press ALT+SHIFT+X.
b. Position the cursor in the index, then press CTRL+*.
¢. You cannot update an index; you must re-create it.
d. Right-click the index, then click Update Field in the shortcut menu.
8. In which dialog box can you sort, filter, or find duplicate entries in a recipient list?
a. The Customize Address List dialog box
b. The New Address List dialog box
c. The Data Form dialog box
d. The Mail Merge Recipients dialog box
9. You can use the Customize Address List dialog box to
a. change the order of the fields in the data source
b. change the order of fields, rename fields, add new fields or delete existing fields in the data source
c. add new fields or delete existing fields in the data source
d. rename fields in the data source
10. How can you access the field properties for a merge field?
a. Click the Properties button in the Data Form dialog box.
b. Click the Properties button in the Mail Merge Recipients dialog box.
c.  Right-click the merge field in the document, then click Edit Field in the shortcut menu.
d. Click the Properties button in the Customize Address List dialog box.
11. The preset merge fields in Word are:
a. Salutation and Geetingline
b. AddressBlock and GreetinglLine
c. AddressBlock and Salutation
d. AddressBlock and Companylnfo
12. How can you preview the merge results?
a. On the Mailings tab, in the Write & Insert Fields group, click Preview Fields.
b. On the Mailings tab, in the Start Mail Merge group, click Data Preview.
¢.  On the Mailings tab, in the Preview Results group, click Preview Results.
d. Right-click any merge field in the document, then click Preview in the shortcut menu.
13. Which three options are available when you click the Finish & Merge button?
a. Merge Individual Documents, Merge to Printer, and Merge to Email.
b. Create Individual Documents, Merge to Printer, and Create Email Messages.
c. Edit Individual Documents, Print Documents, and Send Email Messages.
d. Check for Errors, Merge to Adobe PDF, and Merge to Email.
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Appendix A: Courseware Mapping

Skills Required for the Microsoft® Office Specialist Word Expert Exam MO-101:

Objective Domain Lesson

1 | Manage Document Options and Settings
1.1 | Manage documents and templates
1.1.1 | Modify existing document templates 1
1.1.2 | Manage document versions 2
1.1.3 | Compare and combine multiple documents 2
1.1.4 | Link to external document content 2
1.1.5 | Enable macros in a document 3
1.1.6 | Customize the Quick Access toolbar 3
1.1.7 | Display hidden ribbon tabs 3
1.1.8 |Change the Normal template default font 3
1.2 | Prepare documents for collaboration
1.2.1 | Restrict editing 2,3
1.2.2 | Protect documents by using passwords 2
1.3 | Use and configure language options
1.3.1 | Configure editing and display languages 4
1.3.2 | Use language-specific features
2 | Use Advanced Editing and Formatting Features
2.1 | Find, replace, and paste document content
2.1.1 | Find and replace text by using wildcards and special characters 1
2.1.2 |Find and replace formatting styles 1
2.1.3 | Apply Paste Options 2
2.2 | Configure paragraph and layout options
2.2.1 | Configure hyphenation and line numbers 1
2.2.2 |Set paragraph pagination options 1
2.3 | Create and manage styles
2.3.1 | Create paragraph and character styles 1
2.3.2 | Modify existing styles 1
2.3.3 | Copy styles to other documents or templates 1
3 | Create Custom Document Elements
3.1 | Create and modify building blocks
3.1.1 | Create Quick Parts 3
3.1.2 | Manage building blocks
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Objective Domain Lesson

3.2 | Create custom design elements
3.2.1 | Create custom color sets 1
3.2.2 | Create custom font sets 1
3.2.3 |Create custom themes 1
3.24 |Create custom style sets 1
3.3 | Create and manage indexes
3.3.1 | Mark index entries 4
3.3.2 |Create indexes 4
3.3.3 |Update indexes 4
3.4 | Create and manage tables of figures
3.4.1 |Insert figure and table captions 4
3.4.2 |Configure caption properties 4
3.4.3 |Insert and modify a table of figures 4
4 | Use Advanced Word Features
4.1 | Manage forms, fields, and controls
4.1.1 | Add custom fields 3
4.1.2 | Modify field properties 3,4
4.1.3 |Insert standard content controls 3
4.1.4 | Configure standard content controls 3
4.2 | Create and modify macros
421 |Record simple macros 3
4.2.2 | Name simple macros 3
4.2.3 | Edit simple macros 3
424 | Copy macros to other documents or templates 3
4.3 | Perform mail merges
4.3.1 | Manage recipient lists 4
432 |Insert merged fields 4
4.3.3 | Preview merge results 4
434 |Create merged documents, labels, and envelopes 4
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AutoText — A reusable image or block of text that is stored in a
gallery and which can be retrieved and inserted into a
document.

Bookmark — A feature for marking text or a location in a
document. You can use bookmarks for navigation.

Building Blocks — Blocks of reusable content that you can insert
into a document. Building block content includes headers and
footers, cover pages, text boxes, bibliographies, citations,
placeholders, equations, themes, and content controls (fields).
See Quick Part.

Building Blocks Organizer — A feature you can use to view and
manage built-in and user-defined building blocks and Quick
Parts.

Caption — A piece of text that identifies a table or figure in a
document. Captions can be placed above or below the item
they identify.

Comments — A feature that you can use to annotate text in a
document, similar to using sticky notes.

Concordance File — A list of terms you want to index.

Content Controls — Elements that you can add and customize
for use in templates, forms, and documents to receive and store
user input.

Field — A code that Word uses to display dynamic content that
represents a specific type of information, such as file name,
date, page number, and so on.

Form Fields — See Content Controls.

Index — An alphabetical listing of specific content items and a
reference to the pages on which they can be found.

Macro — A recorded series of commands and actions that
completes a desired task.

Mail Merge — The process of combining information from a
main document and a data source to produce mass mailings
and other personalized documents.

Mark as Final — A feature that turns off editing commands and
proofing marks and indicates that a document should not be
edited.

Normal - The default template for creating blank documents in
Word. Macros, AutoText, and toolbar and menu customizations
are saved in this template unless otherwise specified.

Organizer — A feature you can use to copy items such as styles
or macros from one document or template to another.

Password — A secret word or phrase that must be used to gain
access to a document or to specific editing features. You can
use passwords to protect your document from unwanted
changes and unauthorized access.

Paste Options — A feature that appears when you paste an item
in a document, often containing options that affect the
formatting of the pasted item in its new location.

Properties — Characteristics that affect the behavior or
appearance of an element in a document. You can set a content
control's properties to make it appear and behave in a particular
manner.

Quick Access Toolbar (QAT) — A small customizable toolbar
that displays by default above the ribbon, and contains popular
commands such as Save, Undo, and Redo.

Quick Part — A reusable piece of content such as an AutoText
entry, document property, or field that you can insert into a
document. See Building Blocks.

Restrict Editing — A feature that you can use to control the type
of editing that can occur in a document.

Style — A named collection of formatting attributes you can
apply to text in a document.

Style Set — A collection of coordinated styles that are designed
to work together. A style set may include styles for several
heading levels, body text, quotes, and so on that are designed
to work together in a single document.

Table of Contents — A list of headings and their corresponding
page numbers in a document.

Table of Figures — A list of captioned figures, pictures, and
tables in a document.

Templates — Pre-designed forms created either by Microsoft or
a user that can be used to create a specific type of document.
Setting up a template enables documents to have a consistent
look.

Versions — A set of files that Word creates automatically as you
work on a document. These files can be used to recover unsaved
changes or to revert to an earlier form of a document.

Wildcards — A set of characters (such as ? or *) that can be used
to represent one or more other characters during a search.
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+

+Body, 20
+Heading, 20

A

Accessibility
Language, 106

Address Block, 131

AutoText, 81, 82

Building Blocks
Deleting, 86
Organizer, 85
Quick Parts, 81
Building Blocks Organizer, 82, 85

C

Captions, 108
Character Styles, 8
Color Sets

Customizing, 16
Content Controls

Help tips, 77

Legacy Tools, 75, 77

Properties, 75
Customize the Ribbon, 70
Customizing, 13

Color sets, 16

Style sets, 19

Theme Fonts, 18

Themes, 13

D

Data Fields, 122
Data Record, 122
Data Source
Header row, 122
Default Font, 71
Developer Ribbon, 3
Document Property, 81, 83
Documents
Captions, 108
Comparing or combining, 43
Index, 114
Marking as final, 60, 61
Password encryption, 53
Protecting, 52
Restricting edits, 57
Table of figures, 110
Versions, 50

Encrypting, 53
External Content, 39
Objects, 40
Text, 41

F

Field, 82
Fields
Form, 73
Quick Parts, 82, 84
Updating, 85
Font Options, 20
+Body, 20
+Heading, 20
Font Sets, 18
Fonts
Default, 71
Formatting
Styles, 8
Forms
Locking, 77
Restrict editing, 77
Template, 74

G

General Options, 55
Global Settings, 67
Fonts, 71

H

Header Row, 122
Hyphenation, 31

Importing, 39
Index, 114
Generating, 118
Marking entries, 115
Updating, 120
Information Rights Management, 60
IRM. See Information Rights
Management

L

Language, 106
Proofing, 107
Legacy Tools, 75
Line Numbers, 32
Linking, 39
Inserting, 41
To a file, 40

M

Macro Project Items, 6
Macros, 89
Considerations, 94
Editing, 97
Recording, 93
Running, 91
Scripts, 89
Security, 89
Visual Basic, 94
Mail Merge
Address Block, 131
Main Document, 122
Merge fields, 131
Recipients list, 122
Using existing documents, 125
Main Document, 122
Marking as Final, 60, 61
Merge Fields, 131
Individual, 133
Salutation, 131

N

Navigating Documents
Index, 114
Table of figures, 110
Normal Template, 1, 10

(0

Online Forms
Considerations, 74

Organizer, 5

Orphan, 30

P

Pagination Controls, 30
Paragraph Styles, 8
Protecting Documents, 52
Restricting edits, 57
Using the General Options, 55

Q

Quick Part Gallery, 82

Quick Parts, 81
AutoText, 81, 82
Building Blocks template, 86
Document properties, 83
Fields, 82, 84

R

Recipient List
Data fields, 122
Data records, 122
Header row, 122
Variables, 122
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References

Captions, 108

Index, 114

Table of Figures, 110
Replacing Items, 27
Restricting Editing, 57
Restrictions

Editing forms, 77
Ribbon

Developer tab, 74

Tabs, 70
Ribbons

Developer, 3

S

Scripts, 89
Searching, 24
Replacing items, 27
Wildcards, 24
Style Conflicts, 48
Style Sets
Customizing, 19
Styles, 8
Character, 8
Creating, 9
Modify, 10
Paragraph, 8
Resolving conflicts, 48
Styles Pane, 10

T

Table of Figures, 110
Template, 74
Templates, 1
Building Blocks, 86
Macro Project Items, 6
Normal, 1
Organizer, 5
Saving, 2
Sharing tools, 3
Templates and Add-ins, 4
Text Flow, 30
Hyphenation, 31
Line numbers, 32
Orphan, 30
Pagination controls, 30
Widow, 30
Theme Fonts
Customizing, 18
Themes
Color sets, 16
Customizing, 13
Fonts, 18
Style sets, 19
Tracking Changes

Combining documents, 45, 53
Comparing documents, 43

Vv

Variables, 122
Visual Basic Editor, 97
Saving changes, 98

Visual Basic for Applications, 94

w

Widow, 30
Wildcards, 24
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