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Introduction

Word 2007 is like a typewriter on steroids! In this respect Word is no different from other word processing
programs. Since the computer has become a common household and workplace item the typewriter has almost

disappeared. Some people might have kept their typewriter, but that is mostly for sentimental reasons.

Nowadays a typewriter is only used when a carbon copy is needed. If you do not need carbon copies, and if you
have a personal computer (PC), you might just as well donate the old “chopping board” to a museum.

Compared to the rest of the Office package, Word has in many versions been the most “over-developed”
program. Word can do everything you want when it comes to word processing; probably more than you or I will

ever need.

This is one reason why there have been very few new features in the latest versions of the program. It has mostly
been cosmetic changes to the interface and small improvements of the Spell and Grammar Check. Word has not
changed much in Version 2007 either. It is mostly the same both with respect to its strengths and weaknesses.

There are some handy Templates for easy letter writing, and it is also easy to create some impressive graphics to
support the text, but it is more difficult to place and text wrapping of pictures, and it can be quite a challenge to
place captions. This has always been one of Word’s weaknesses and it is somewhat disappointing that nothing

has been done to improve it.

By virtue of its many possibilities, Word is a fairly complicated program, although it is relatively easy to work
with. If you have never worked with Word before, you will probably soon find yourself in the wilderness of
possibilities the program offers. In his book I will attempt to guide you through that wilderness, so you can learn

the things that are necessary for you to use the program effectively.

What can you learn?

This book focuses on how best to solve various problems in Word. Rather than a point for point examination of

all the functions in Word, it is based on typical tasks and problems you might need to solve.

First you will learn how to navigate in the program and tackle basic tasks, such as writing letters and reports, and

creating a nice layout.

At the more advanced stages, you will learn how to mail merge (combine a Word document with a spreadsheet)

and use the proofing tools.

Finally, we are going to take a look at the many exciting possibilities to add different kinds of pictures and

graphics, and how to quickly and smoothly place your pictures where you want them.

When you have read this book and performed the various exercises, you will be a capable Word user. You will be
well equipped to deal with all everyday tasks, and to explore the program further on your own.
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A small Reader Guide

If you have not worked with Word before, I recommend that you read this book from cover to cover and use it
for reference later. I have tried to arrange it in a logical manner, so that it is quick and easy to find the chapter

you need to solve a particular problem.

If you already have some experience with Word, you will probably want to skip some of the first sections to start

learning about the advanced functions right away.

The book incorporates a series of step-by-step exercises to illustrate Word’s capabilities. You could just read
through them, but I recommend that you sit down by your PC and perform them as described. You learn more

efficiently that way, and it also gives you an opportunity to go beyond the exercise and experiment a little.

I have chosen to keep the exercises very simple and with only a little text. This might make some of them seem a
trivial, but the aim is to make sure you understand the simple things that can be easily explained, so you can use the
functionality for more complex tasks. I have therefore tried to ensure that you do not have to attempt anything that
is out of your depth. There is nothing worse than having to give up on completing an exercise because you get
stuck. If you should get stuck anyway, I recommend that you call a good friend or a clever nephew. There is always

someone around who has experience with Word and might be able to get you started again.
When I ask you to “click” on something, I mean a click using the left button on the mouse. A double-click is two
clicks in rapid succession with the left mouse button. If I want you to use the right hand button on the mouse, I

call it a “right-click”.

Buttons and menus that you can/must click are always undetlined. That means that when you see underlined

words you should be able to find something similar on the screen to click on.

Now we should be ready to start the program and have a look at it!
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New Features in Word 2007

In many of the previous versions of Word, the changes have mostly been cosmetic. In version 2007, Word is still
essentially the same program, but on the surface there have been some significant changes that in many cases

have made it easier to use.

Ribbons and Tabs

Like the other programs in the Office package, Word has gotten a new, smarter look. The most obvious change
is that the traditional Menu and Toolbars have been replaced by the new Ribbon. The Ribbon contains Ribbon
Tabs and every Tab contains buttons for the various functions that used to be located in the Menu and Toolbars.

The Ribbon is far more visual and task-oriented; it constantly adapts to yout current activity.

If you are used to working with Menus and Toolbars, the Ribbon will take some getting used to, but once that
has happened you will start appreciating it. Previously, many functions required that you click your way deep into
menus and dialog boxes. In the Ribbon, many settings and functions have been pulled out, so they are more
accessible. However, there are also a few unfortunate examples of functions that have become more difficult to

use. Especially when it comes to Styles, the Ribbon should probably have been revised before publication.

But the Ribbon is still new and the idea is good. Nobody can get everything right first time, not even Microsoft,

so maybe the flaws will be fixed in time for the next version.

Where do I Find the Old Buttons?

If you have used Word for some time and just recently changed to the 2007 version, you are probably going to
have some initial problems locating the functions you are used to. This is primarily because many functions have
been redesigned in connection with implementation of the “Ribbon”. In some cases the functions have also
changed name. I am going to list the most important functions, so you can get used to the new interface as

quickly as possible.

New, Open, Save and Save As are located in the Office button. The quick Save function can also be found in

the ”Quick Access” toolbar, next to the Office button.

Cut, Copy, Paste and Paste Special are located leftmost on the Home Tab in the Ribbon. If you click at the
bottom of the large Paste button, it is the same as Paste Special.

Preview and Print are located in the Office button as sub-points to the Print menu point. I recommend that you

put them in the Quick Access toolbar, so they are easier to access.

Styles is located in the Home Tab in the Ribbon. You can modify the individual styles by right-clicking on the

buttons and choose the menu item Edit.

There is no longer a field in the Ribbon where you can just type the name of the Style, if it is not already on the
list. To find the Styles that Microsoft did not think were important, click on what I call "The Secret Button" (see
Figure 1). I call it "The Secret Button” because it took me three cups of coffee to find the ”Heading 3” Style.
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The Secret Button opens a list of many Styles, but if you want to see ALL the pre-designed Styles, including
“Heading 3”, click Settings and select All in the Select Styles box shown. That enables you to use any Style.

\aBb A

1 Title _ | Change
Styles = !

~
©
Figure 1: "The Secret Button"

To access Columns, select the Page Setup Tab in the Ribbon, then click on the Columns button. There are some
pre-designed configurations to choose from, but if you want to control everything, you can click Custom
Columns at the bottom of the menu that appears. Now you are inside the window that previously controlled

everything about page setup.

Shortcut Keys

If you like using Shortcut Keys instead of the mouse, you need to know that they work a bit differently in Office

2007 compared to previous versions.

I recommend using Shortcut Keys as they are often easier to use than the mouse. Shortcut Keys are
combinations of keyboard keystrokes that give you access to most of the functions you would otherwise select

using the mouse.

I highly recommend that you practice using Shortcuts for the functions you use most often, especially if you type
using the ten-finger system. Firstly, you can work much faster, and secondly, you reduce the risk of getting a

"mouse arm" because you can maintain a good working position.

By simply pressing the ALT key on your keyboard some small boxes with numbers or letters will be displayed
above the Quick Access Toolbar Office Button and the individual Tabs in the Ribbon. The numbers and letters
that appear correspond to the key you should press to select the function. For this you no longer need to press
the ALT key simultaneously. For example, if you press "N", the Insert Tab is displayed, and the features in this
Tab will be automatically highlighted with shortcuts. All you need to do is press what is in the small boxes
without pressing the ALT key.

' View Add-Ins Acral
A {s0[{s]
12 samhceDa daBbCe
- _ = T Caption Emphasi
(e},
—

- A
i Increase Indent

Increase the indent level of the
paragraph

Figure 2: Viewing Shortcuts.

Some Shortcuts contain more characters to be pressed on the keyboard. For example, the function Increase

Indent, which uses the Shortcut "AY". Here you just press A and Y in rapid succession.
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To arrange everything this way makes sense for someone who uses the ten-finger system. Once you have
incorporated the new Shortcuts, you can work even more comfortably with the Shortcut Keys, since you do not

have to twist your hands to reach the CTRL key or the ALT key in addition to another key.

Thankfully, the old shortcuts appear to be working still, so if you have very stubborn habits concerning functions

such as Cut, Copy and Paste, you can still use the shortcuts you have always used. Personally, I have not had any

problems yet.
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1. The Screen and its Elements

In this section, we review the basic structure of Word 2007. You start the program by clicking the Windows Start
Button at the bottom left, then click Programs. In the Programs menu there is a folder called Microsoft Office,
and this is of course where you find Word.

When you start Word, you automatically start in a new blank document.

WORD 2607 Eampatiiiny Made] - Miradan Word

' 5
Home Insert Fage Layout References Matings. Review Add s Aosbat O
om0 (LIS 5. ": CEE F”ﬂ";&{“’wx AaBbi AaBBCC ANEWCe aatbcen | AMELCE] | AREBCE] oo AaBbi ‘% mm“(
z i :

talgen  Emphass  Eibesdng i Triedng 3 SHeadingd ngen o tHeemal | tmong R tubi

Tab in the
ribbon Ribbon

Display
Butons

Status line

Figure 3: Word and its Screen Elements.

On its surface Word 2007 is a very simple and attractive program, and it is undoubtedly relatively easy to use, but

there are some elements you need to familiarise yourself with.

1.1 The Office Button

In the upper left corner of the screen, you will find the round Office Button. It corresponds basically to the old

"Files" menu.

Figure 4: The Office Button

When you click on the Office Button, a menu pops up. It is this menu you must enter when you want to create a

new blank document, and when you need to save it. You will also find menu items for Preview and Print.
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[ Recent Documents
Mew

' Prepare &
Senid 3

Publish *

™
Llose

|_°,] Word Options | |X Exit Ward |

Figure 5: When you click on the Office Button, this menu opens.

It is also via the Office Button you get to Word Options, where you can configure a wide range of basic Options
that determine how Word functions. If you are not very familiar with Word, you should stay far away from

Options at this point.

1.2 Quick Access

The small, discrete ”Quick Access” Toolbar is located just to the right of the Office Button. Using Quick Access,
you can save, undo, etc. with a single click. "Quick Access" can be customised so you can choose the features
that suit you. To do this, right-click on any button and choose Customize Quick Access Toolbar. Alternatively

you can click the small arrow to the right of the Toolbar to enable you to quickly select and deselect features.
S g -
[

Figure 6: ”Quick Acces” Toolbar

1.3 The View Buttons

With the View Buttons you can change the way your document is displayed.

The View does not change the way your document appears when you print it. The different Views each have

their advantages depending on what you are working on.
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Figure 7: View Buttons

1.3.1 Print Layout

Print Layout is the default View. In this View, what you see on the screen is similar to the print-out. This View is
good when you type text, and it is excellent when you want to position pictures and graphics as well as when you
need to adjust page setup and margins. This View is probably the one you will use most often.

1.3.2 Full Screen Reading

Full Screen Reading is reminiscent of the Print Layout, but Ribbons and various buttons are hidden, so the
screen space is used to display the document. This is a good View when you need to read a document on the

screen.

1.3.3 Web Layout

This View shows how your document would look if you saved it as a Web page. Word can save documents in
HTML format, so you can actually create simple Web pages in the program. However, I would recommend that

you use a real Web site program for this purpose
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1.3.4 Outline

This view differs somewhat from the others. To make use of it requires that you use Heading Styles. Outline
View can display different levels of headers in your document, and it makes it easy to move around between

entire sections and change the heading levels.

If you are writing long reports or manuscripts, Outline View is a great tool when you need to organise your

document, but it is not suitable for reading or writing.

1.3.5 Draft

Draft View is suitable for writing. If there are pictures and graphics in the document, they are not displayed,
which means that this View does not require much of the computer. If your computer is a little weak and you

need to read a large document, this may be an option. Otherwise I do not think you need to use this View.

1.3.6 Zoom

The Zoom feature is easy to use, but in my opinion it is better to hold down the CTRL key on your keyboard
while scrolling up and down with the scroll wheel on your mouse. Of course this requires that you have a mouse

with a scroll wheel.

1.4 The Status Bar

The Status Bar, in the bottom left of the screen, shows at all times which page you are on, how many pages there
are in total, and how many words there are in the document. There is also a small icon that moves as you type. It
shows the Spelling and Grammar Check is active. It also says what language you are using (in case you are in
doubt). Joking aside, when, for instance, it says "English", it means that Word understands what you have
written to be English and applies the English Dictionary and Grammar Check on it.

e ________________________________________|]
Page: & of 58 | Words: 16,476 | ¢ English (LLE)

icial . se mn o S N S TR 1T R TR S ¥ S

Figure 8: Status Bar

If you start writing in another language, Word will understand after a few words that you are no longer writing in
English. It is very handy that you can have text in multiple languages in the same document without the Spell
Check getting messed up.
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2. Creating a New Document

When Word starts up, the program will display a new blank document - that is, a completely blank piece of paper
which you can begin to write on. That is fine most of the time, but you do not have to start from a completely
blank page. Word can help you lay out your documents neatly, so it is easy, for example, to design a nice

letter. This is done through a variety of built-in Templates that were installed with the program. You can

download even more Templates from the Internet.

If this is not enough for you, you can also create your own Templates once you are familiar with the program.

2.1 Starting on a New Blank Document

You do not have to confine yourself to working in one document at a time. You can have as many documents

open as yout computet's memoty allows. In most cases, this means more than you will ever need.
Let us try to start a couple of new documents, so you can get an idea of your options.

1. Click on the Office Button in the top left corner of the screen.

2. Click on New. (the exercise continues)

You now have the opportunity to choose which Template you want to use. The Templates ate organised in
categories on the left side, which you can click on. The categories are divided into two groups. The group with
already installed Templates is located at the top, and just below that is the group "Microsoft Office Online." To
use the Templates in the last group requires Internet access, since there are a lot of Templates in this group,

which would take up quite a lot of space on your hard drive.

Using Templates from Microsoft Office Online is completely transparent. If your Internet connection is open,
the overview is loaded automatically, and they are ready to use. You do not have to enter a site and download

Templates from there. Everything has been served on a silver platter for you.

Later in the book, when you have to perform a drill, and I ask that you start with a blank document, you must

select the category Blank and Recent, then the Template Blank Document.
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Figure 9: Starting a New Document. There are lots of possibilities.
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Start a New Blank Document (exercise continued):

3. Select the group Blank and Recent and highlight the Template Blank Document.
4. Create a new document either by double-clicking the Template or by clicking the Create button, bottom
right.

You have now created an additional document, so you now have two documents. You can switch between them

via the Windows Taskbar at the bottom, where there will be a button for each document.

J IE—IJ Document? - Microsoft ... “.ﬂ_] Document? - Micros...

Figure 10: The Taskbar with the two documents

Both documents are quite boring and completely blank since you have not written anything yet. But before you

start writing, I want you to try one of the many Templates.

2.2 Starting a New Document from a Template

As indicated above, we will try using a Template. I have chosen a letter Template that makes it easy to set up a

nice lettet.

Click on the Office Button in the upper left corner of the screen.
Click on New.

In the left side, select Installed Templates.

Select the Template Urban Letter.

RN

Double-click on the template or Click on the Create button.

This opens a new mail document. Everything is set up, you just have to type your text into the different text
fields.
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Figure 11: New Document from a Template

Using Templates is an excellent way to create documents. If you are working with Word in a company, the

company might have created its own templates for letters, faxes, reports and notes, which are adapted to their

letterhead, colout, etc. You could ask the IT department in your company if this is the case.
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3. Writing and Simple Formatting

Let us write some text, so we have something to work with. You must type the following text into a blank
document. When I write "Press ENTER on the keyboard", you obviously do not write it, but press ENTER (or
RETURN key, as some call it).

This is the first exercise in Word 2007. Press the ENTER key on the keyboard.

When I have finished reading the book and done all the exercises, I will be able to solve virtually any task in
connection with letter writing, report writing, mail merging, printing, envelopes and labels. (Press the ENTER
key on the keyboard).

I will also learn how to insert images and even spreadsheets and charts from Excel. (Press the ENTER key on
the keyboard).

[ ]
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Up to 25 % of the generating costs relate to mainte-
nance. These can be reduced dramatically thanks to our
stems for on-line condition monitoring and automatic
jcation. We help make it more economical to create

Therefore we'need the best employees who can
eet this challenge!

Tﬁf Power of Knowledge Engineering

Plug into The Power of Knowlé ngineering.
Visit us at www.skf.com/knowled!
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Figure 12: Our Text Inside Word.

I think you agree that this text looks a little boring. Luckily, there are a lot of things you can do to make it look
more attractive, and that is precisely what the next exercises are about. Actually, this small piece of text can teach

you a lot about Word’s formatting options, the simple as well as the more advanced ones.

3.1 Simple formatting

When I say simple formatting, I mean selection of a piece of text to be rendered in another font, colour,
alignment etc. When it gets more advanced, we will start working with Styles, which gives more options.

1. Select the first line using the mouse.
2. Select the Home Tab in the Ribbon.

The Home Tab contains all the basic functions for formatting text. I am not sure why it is called the Home Tab,
but it probably has to do with it being the one shown first.

3. Click on the Bold Button in the Ribbon. It is the button with a ”B” on it (see Figure 13).
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Bold (Ctil+E) ' 5
Make the selected text bold.

Figure 13: The Bold  Button (the yellow button).

The first line is now in bold.

4. Select once again the text you have just formatted
5. Click on the Center Button.

4
111
1

Faragraph [ Styles

Center text:

1 e m

| Center (Ctrl+E) k

Figure 14: The Center Button

The first line on the page has now been centered.

SimCorp is a leading provider of software solutions for the financial industry. We work together to reach a common goal: to help our clients
succeed by providing a strong, scalable IT platform that enables growth, while mitigating risk and reducing cost. At SimCorp, we value

commitment and enable you to make the most of your ambitions and potential.

Are you among the best qualified in finance, economics, IT or mathematics?

www.simcorp.com

=
S I m CO r p MITIGATE RISK | REDUCE COST | ENABLE GROWTH
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Figure 15: The first line has been centered and is in bold.

Now we will try a different font, and we are also going to make the text larger. This is done with what we might

call “The font changer", which is also available in the Ribbon Home Tab. “The font changet" consists of two

boxes. One shows the name of the current font, the second shows the current font size. Font size is not

measured in millimetres or centimetres, but in "point". Word’s default setting is usually 10 or 12 point. These
sizes fit well with plain text.

Times Mew Roman

112 -

Figure 16: Font changer.

Headlines should stand out, so we will change both the font and size.

Y N

directly into the field.

Again, make sure that the first line of text is selected.

In the font changer, click the small arrow to the right of the font name.

Click Arial Black on the list that appears

Similarly, change the font size to 16. You can do this either by selecting it from the list or by typing it
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Figure 17: Headline with a new and larger font

Now our document has a nice heading. You can get far by using this simple method for formatting, but if you
need to write longer documents, we will look at more advanced types of formatting in the next section. Until
then, I recommend that you experiment a little by changing colours, alignments etc. until you are comfortable

with it.

3.2 Formatting with Styles

In this section you will learn how to work with Styles. Even if you have experience from previous versions of
Word, you will still be able to benefit from this section. The interface has changed quite a bit, and when it comes
to Styles, Microsoft have not done a very good job when they designed the buttons in the Ribbon.

In previous versions you simply chose the Style from a drop-down menu in the Toolbar. It was even possible to
write the name of the Style you wanted. That is not possible in Word 2007. It has introduced a rather clumsy
solution with some large buttons. Let us hope Microsoft will come up with a better solution for the next version,

since the Ribbon in my opinion is a great improvement in many other respects.

In this section I will explain how to get around most problems, but I am afraid that some things you will have to
learn to live with. Styles is a very useful feature. For instance, I have used Styles for this book to ensure that all

Download free ebooks at bookboon.com

25



Please click the advert

Word 2007 3. Writing and Simple Formatting

headings look right, and to automatically generate a list of contents. It would be a lot of work to do this without
using styles, so the benefits outweigh the drawbacks.

In short, when using Styles you need to tell Word what is headings, and what is the body of the text. You must
also define how headlines and text should look. If you change your mind, you can change the formatting of all

the headings at the same time.

Styles also offers other opportunities. They are, for example, necessary if you want to create an automatically

generated table of contents in your document.
We will now continue with the text we have been working on so far.
1. Make sure the Home Tab is selected in the Ribbon.
In the Home Tab there is a section with a button called "Styles." Here you select Styles for your text. Currently

the Normal button is selected (Figure 18). This button will be highlighted no matter where you place the cursor
in the text.

Vowo Toucxs | Rewaur Towews | Mack Toueks | Vowo Buses | Wowo Cowsteucnion Exnesest | Vowo Pesm | Vowo Aeno | Vowo IT

Vowo Fisswcer Sepnces | Vowo 3P | Viowo Powemmeam | Vowo Paers | Vowo Tecemowosy | Wowo Loasmcs | Busieess Anes Ase
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Styles -
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Figure 18: Typografivaelgeren.

This is because the Style Normal is always used unless you choose something else. As you can see, there are six
visible Styles to choose from. There are actually several more, and you can view them by clicking on the arrows
to the right of the Style buttons. You can still see only what is called "Quick Styles", and the selection is partly
based on what you have already used in your document, and partly on what the programmers felt is most

important to have at your fingertips.
There are many more to choose from, but you have to go into a menu system to find them. We will try that later.

Notice the middle two Styles buttons. They appear to be called the same, namely Headi.... It is because the
buttons are designed so that you cannot immediately see the entire Style name. The two buttons are named
Heading 1 and Heading 2. If you place the cursor over them, a small "tool tip" will appear displaying the full
name of the Style.

2. Highlight the first line of text in your document.
3. Press the Heading 1 button in the Ribbon.

Your headline has now changed slightly to the pre-designed format for the Style "Heading 1". If you do not like

the existing format, you can change it. We will look at later.
In order to advance a little further, we need another heading in the document.
4. Insert a blank line above the text I will also learn....” You can insert a blank line by plaing the cursor in
front of the word ”’I” in the above text and press the ENTER key.
5. Write ”Pictutes and Charts on the blank line.

Select the line and click the Heading 2 button in the Ribbon.

You now have a "Subtitle", also called a "Level 2 Heading", in the document.
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This is the first exercise in Word 2007.
When 1 have finished reading the book and done all the exercises, 1wall be shle to solve wirtually any
task in connection with letter writing, report wnting, mail merging, printing, envelopes and labels.

Pletures and diagrams
Iwll also learn how to insert mages and even spreadsheets and charts from Excel

CPapedots | Wordsd | 5 Enaisnus) M
Figure 19: The Document with two headings on level 1 and level 2 respectively

The body of the text still has the “Normal" Style, which is fine, but we might want to change the "Normal"
Style. It can be changed just like all other Styles.

3.3 Customising Styles
The "Normal" Style is excellent for general text. It is basically set up to use the font "Times New Roman" in

point size 12, which is pleasant to read. But perhaps we can still improve the style a little.

I like documents with “straight margins". This means that the spaces between the words are adapted so that all
lines reach the right margin, excluding the lines that are closed with a line break.

1. Right-click the Style button Normal in the Ribbon.
2. Click Edit in the menu that appears.
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You are now in the Style settings, so let us take a look at the possibilities.

2|x]
Properties
Mame: INormaI
Skyle bype: IParagraph j
Style based on: I {no skyle) j
Skyle For Following paragraph: I T rormal j

Farmatking

|Times Mew Rorman j |12 j | B I U || Autornatic 'l
== == 2| *
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]
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Sample Text Samnple Test Sarnple Test Satnple Text Satnple Text Sample Text Sample Text Sample
Text Sarnple Text Sample Text Sarple Text Sample Text Sarple Text Sample Text Sarnple Text
Sarnple Text Samnple Test Sarnple Test Satnple Text Satnple Text Sample Text

Font: (Default) Times Mew Roman, 12 pt, Left, Line spacing: single, Widow/Orphan control, Skyle: Cuick Style

W add b Quick Style lisk
& only in this document ¢ New documents based on this template

Format - | OK I Canel
Figure 21: Settings for Style

e Name is obviously the name of the Style whose settings you are changing.

e *Style in next section sets the style you switch to when you press ENTER to switch line. This is
relevant for example for Headlines, where an automatic switch back to the “Normal” Style is
convenient. But the "Normal" Style will still be "Normal" until we choose another.

e Below, you can change the font, font size, alignment, colour, etc. You can see in the big window what
effect it will have on the text.

e Add to the list of Quick Styles has already been selected. The list of Quick Styles is the buttons in the
Ribbon that we have already used.

e You can choose whether the changes you make will apply only to the current document or to all new
documents based on the Template. The Template was the one we used when we selected a new blank
document in the beginning.

e Finally, we have the Format button at the bottom. It gives us access to even more settings, like settings

for font, adjusting the spacing between lines and sections. This is also where you can change look of the
bullets.

In this exercise we will only change the text alignment. The rest I will let you experiment with yourself.

1. Click on the Alignment button (see Figure 22).
2. Click on the OK button
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Figure 22: The Alignment button

The lines that use the "Normal" Style have now been alighed with the margins. In this example, we are working
with a short text, so it might not be obvious just how handy this feature is, but imagine if you were working on

an entire book or a large report.

You can of course change the Heading Styles in the same manner, so everything appears exactly as you want it.

3.4 How to Make a Table of Contents

Now that we have made some real headings using Styles, I want to show you how to make an automatic table of

contents. A good rule of thumb is that a report of twelve pages or more should have a table of contents.

In Word this is easily done if you have used Heading Styles. The table of contents will adapt automatically if you

make any changes to the document.

We will use the document that we have worked with in recent exercises. It is only a half page, so I have to admit
that it seems a bit silly to make a table of contents, but in this way you do not have to write 12 pages of text

before we can begin the exercise.

1. Insert a blank line at the top of the document. Do this by placing the cursor before the word "This" in
the top header and press the ENTER key. .

2. Click the References Tab in the Ribbon, and click the Table of Contents Tab (see Figure 23).

3. Click on the top example in the menu that appears.
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Figure 23: The Table of Contents Tab
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You now have a short Table of Contents listing the headings on page 1 of your document.
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Figure 24: Table of Contents

If you have access to a larger Word document, where the author has used Heading Styles, you can perform the

exercise using that one instead.

3.4.1 Update Table of Contents

You should know that the table of contents does not update automatically. To update it with new/revised title
and page number, right-click and click Update Field in the menu that appears.

Alternatively you can hold down the CTRL key and press the A button to select the entire document. Then press
the F9 key to update all automatic text fields in the document. Using this method can be an advantage as tables
of contents is not the only type of auto-generated text in Word. You can also create index and figure numbers,

which will also be updated in this way.

3.4.2 If you cannot see the Table of Contents

If the Table of Contents appears only as a single line with some cryptic text, it is because your Word program is
set to display "field codes". The Table of Contents looks like ordinary text, but in reality it is just a code that
Word has inserted into the document, which says that there should be a list of contents.

1. Click on the Office Button in the upper left corner.
2. Click on the Word Options button in the menu that appears.
3. In the left side of the window that appears, click Advanced.
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4. In the left side of the window, scroll down to ”Show Document Content” and uncheck by Show Field
Codes Instead of Their Values.
5. Click Ok.
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Figure 25: Show Value instead of Field Code.

Now you should be able to see the Table of Contents.

3.5 Page Breaks and some Revision

Word changes automatically to a new page when there is no more space on the page you are writing on. But in
some cases you may need to take control; for instance, if you are writing a book or report, where you want all the

main sections to start on a new page.

That can be achieved by inserting forced page breaks. Later in this book, we will do some exercises where we are
going to need a document with multiple pages. The document that we have worked with so far only has a single
page, so let us make it a little longer by adding some page breaks. It is also a good opportunity to revise how
Styles are used and how the Table of Contents is updated.

1. Place the cursor after the last line in the document.
2. Choose the Insert Tab in the Ribbon.
3. Click on the Page Break button.
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Figure 26: The Page Break button.
We now have two pages, but we need a little bit more.

Choose the Home Tab in the Ribbon and click on the Styles button Heading 1.

Type the following text:”’I want to learn how to make a page break” and press the ENTER key on the
keyboard.

Type the following text: This section is written on a new page after introducing a forced page break.
Choose the Insert Tab in the Ribbon.

Click on the Page Break button.

Choose the Home Tab in the Ribbon and click on the Styles button Heading 1.

10. Write the following text: Insert pictures and press the Enter key on the keyboard.

A

° XN

11. Write the following text: In this section, we will insert pictures and charts in the document.

You’re full of energy
and ideas. And that’s
just what we are looking for.

© UBS 2010. All rights reserved.

Looking for a career where your ideas could really make a difference? UBS’s
Graduate Programme and internships are a chance for you to experience
for yourself what it’s like to be part of a global team that rewards your input

and believes in succeeding together.

Wherever you are in your academic career, make your future a part of ours
by visiting www.ubs.com/graduates.

www.ubs.com/graduates % UB S
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Now that we have some more headings, we can update the Table of Contents again.

12. Go to page 1 in the document.

13. Right-click on the Table of Contents.

14. Click Update Field in the menu that appears.

15. In the small window that appears, select Update All and click on OK.

Our document is now ready for the next exercises, and it would be a good idea to save it at this point.
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4. Page Layout

By being aware of the page layout in your documents, you can ensure that everything looks good. Maybe you
think that the text is the most important thing, and I agree with you, but the layout of your documents is the

ron

text’s "public face" and it is the first thing the reader sees.

A sloppy layout could mean that the reader cannot be bothered to start reading the text, which means the whole
thing becomes a wasted effort.

A good layout, however, will give the reader a good first impression, which means that your pearls of wisdom
stand a better chance of being read. This is equally important whether you are trying to sell an idea, a product, or

yourself in a job application.

You do not have to be a graphic artist to achieve a good result. Word has plenty of pre-designed templates that
can help you along, and you can adjust everything yourself down to the smallest detail.

In this section you will learn how to align margins and tabs (tabulators), insert page numbers, create headers and

footers and other cool features. You will also learn how to create two-sided prints.

4.1 Margins

There are three things to remember when aligning margins:

e  Should there be room for headers and footers?
e Should there be room for holes in the paper?

e Does it look nice?

Whether the document looks nice is of course a subjective matter. As a rule of thumb, the margins should not be
too small, meaning less than 1 cm. The pages will look too heavy if there is not enough space around the

text. Conversely, 3 cm would probably look a little crazy on an A4 page.

I usually work with a 2-cm margin on the left side and 1.5 cm on the right side. At the top I also have 1.5 cm,
and at the bottom it is 2 cm. I think this gives a nice, balanced appearance.

However, if someone out there with graphic training should disagree with me, I defer.

When you read this book and look at the margins, you will discover that I have not used these sizes in the

book. This is because I have let the publisher do the layout and concentrated on writing a good book.

4.1.1 Adjusting the Margins - the Quick Way

Enough talk about sizes of margins, now we will try to adjust them. There are two ways to adjust the
margins. You can either adjust them visually with the mouse or edit them in the document settings for page
setup. Visual adjustment is quick and reasonably accurate. Editing page setup is completely accurate, but it takes

a little longer.
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First I will show you how to adjust the margins using the mouse. It is quick, and I prefer this method myself. On
certain occasions it might be necessary to adjust margins via page setup.

I will return to that in the next section.

1. First ensure that you are in the Print Layout View. Click on the View Tab in the Ribbon and make sure
the Print Layout button is pressed.

2. On the same Tab in the Ribbon, you must also make sure that the rulers are displayed. There should be
a ’tick” by Ruler.

Ol 5 =

i .rintr Full Screen Web  Outline  Drad
ILayuut Reading Layout

|| Document Views

Print Layout
Wiew the document as it will

appear on the printed page.

Figure 27:The Print Layout button

A horizontal ruler is now being displayed at the top along with a vertical ruler on the left side. The rulers are
white inside the document margins and light blue outside. When you place the mouse on the border between the

white and light blue areas, the mouse arrow changes to a double-headed arrow.

w0
Wi Rk a2 \
(u.l;"‘f o
1
S It only an

opportunity if
you act on it
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| Ruler Dacument Map
Gridlines Thumbnails
Message Bar
Show/Hide

Figure 28: Showing rulers.

To move the margin you simply press down the left mouse button when you see the double-headed arrow and
drag the margin with the mouse. The default scale on the ruler is in centimeters, but it can be changed, for

example to inches. This can be done in the Word-settings in the Advanced group.

The only place where it can be a little difficult to adjust the margin with the mouse is the left margin. There are
some icons just where you need to click, which makes it somewhat difficult to hit the right spot. So if you have
mandolin fever or you are just not very good with the mouse, you must enter Page Setup and adjust the margin

from there.

Insert Page Layout References Mailings

= [ lj : ¥= Breaks ~
| \ =) £ Line Mumber
5

Margins| Srientation ize  Columns

= & 5 % b~ Hyphenatior
MNormal |
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Left: 2am Right: 2 &m I B

i Marrow
| Tap: 1,27 am Bottom: 1,27 cm
| Left: 1,27 em  Right: 1,27 cm
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Top: 254 cm  Bottom: 2,54 cm
Lft: 1,91 am Right: 191 cm

Wide
Tap: 254 cm Bottom: 254 cm
Left: 5,08 am Right: 508 cm

Mirrored )
Tap: 254 cm Bottom: 254 cm fcise
Inside: 3,18 cm Outsicle: 2,54 cm

1gra

Custom Margins...

Figure 29: The Margins button.

4.1.2 Adjusting Margins - the Accurate Somewhat Slower way

To adjust the margins with complete accuracy, click on the Margins button in the Page Layout Tab.
This opens a menu where you can choose between five different pre-designed configurations, including a two-

sided setup. But if you click Custom Margins, you get access to fine-tuning everything.
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4.2 Page Setup

In Page Setup, you can set paper size, orientation, columns and margins. You can find the functions for Page

Setup in the Page Layout Tab.

If you prefer the "old fashioned" way to set the Page Setup, you can click the Size button and select Mote Paper
Sizes at the bottom of the menu that appears. This opens the window that was used in eatlier versions of Word,
with Tabs for margins, paper and layout.
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Figure 30
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4.2.1 Setting Page Size

It is not Word, but your printer that puts restrictions on what size paper (also known as page size) you can use.

Normally one A4 is used for most things, but your printer is also able to print on envelopes and other types of

paper.

The fast way to change the page size is to click the Size button (Figure 30) in the Page Layout Tab, then select
the appropriate paper size.

If you cannot find the right size on the list, you can select the menu item More Paper Sizes.
In the window that opens, you have all the same paper sizes as the previous list, but there is an item at the

bottom that says Custom. With the custom paper size you can set the paper to the exact size you want. But be

aware that if you want to print it, it requires that your printer can handle the format.
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Figure 31

If you have access to a printer with multiple feeders/trays, you can also choose to have the first page taken from
one tray and subsequent pages from another. It is handy if, for example, you want to print a letter where page 1

is written on high-quality letter paper, while the remaining pages are written on plain paper.

Finally, you can also choose whether the changes you have made, will apply to the “entite document” or the
“remaining text". For example, if you have a ten-page document and the cursor was on page 5, you can choose
the "remaining text”, after which your changes are only valid from page 5 onwards.

What actually happens if you select the "rest of the document” is that page 5 to page 10 is created as a separate
"section" in the document. This section will then have a separate page setup.
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4.2.2 Orientation

Orientation is either Portrait or Landscape, and this will probably be the available choices until we all get a taste

for round or triangular paper. The Direction button allows you to select the orientation.

e

Orientation| Size

-

4.2.3 Columns

You can also write your text into columns. Columns often make the text easier to read.

= Paortrait
= Landscape
Figure 32

In the Page Layout Tab, click on Columns. Here you can choose between various standard setups, but you can

also select Custom Columns.

]
Size

age 5q

&

Figure 30: The Columns Button
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One

Thres

__.';‘ Right

Mare Columns...
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You are now inside the settings for columns. You can make up to 13 columns (or columns) in your document,

and you can decide how wide each should be.

It is possible to format a single section with columns, while the rest of the document is without columns. Just

before you select the function, you simply highlight the text you want formatted as columns.
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Figure 31: Setting Columns

4.3 Sections

In this book I will touch only briefly on the concept of "Sections". You can arrange a Word document in a
number of Sections. A Section is almost like a small document. It can have its own page layouts with paper size,

headers and footers, etc.
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The idea is perhaps not obvious, but imagine that you have to write a long report. Most pages consist of Portrait
text on A4 pages, but perhaps you need to show a complex chart that you want printed in Landscape A4 format,
and you would still like the chart printed as a part of the report with the page number included.

As mentioned, you should be aware that Sections behave as independent documents, though they are just pages
in a larger document. If you change the page setup in the document, check that all sections still have the right

setup.

4.4 Page Header and Footer

In a nice report, you can put a little text and/or graphics at the top and bottom of each page. This could be the
report title, the company logo and the page number. That is what headers and footers are for.

There are many pre-designed headers and footers, but you can also make your own.

Headers and footers are above the top margin and below the bottom margins respectively, so you should allocate

space for them when you define your margins.

If you have performed all of the book's exetcises to the letter, you now have a document with three pages that
we can work on. If you have not made the previous exercises, I recommend that you create a paper of 2-4 pages

that you can use for this exercise.

1. Go to page 1 in the document. You can create headers and footers from anywhere in the document, but
in this exercise we start on page 1.

2. Click on the Insert Tab in the Ribbon.

3. Click the on the Header button.

58 DG4

Header|Footer  Page Text Quick WardArk Drop
i b Fumber = Box~ Pars~ - Cap
Header & Faoter Text
Header
. ™= Edit the header of the document.

The cantent in the Header will
appear atthe top of each printed
page,

gl Press F1for more help.

Figure 35

You can now choose between some pre-designed headers, but in order to learn propetly we must create a header

from scratch.
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4. In the menu that appears, click on Edit Header.

The document has now changed appearance. You can say that it is changed from "document mode" to "header"
mode. The text in the document itself has been dimmed, and the cursor is now above the top matgin. The
Ribbon has also changed look, and you will find a range of features specifically designed for this task.
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o | % .| | | F A .
- F'-" 2 =9 = | e 3 tiest section 7 Different 0dd & Ceen Pages || [ Footer from Battom: 115 on 5

Header Footer  Page Date  Cuidl Aoure  Cip Goto GOm0 o Close Haader
(B * Number || &%ne Paty> Art || Header Footer 0 link o Previous | B Show Document Taa ] inser Alignment Tab s Fialer

Header & Foater Inger Hawigation Optin Poitian Cote
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Figure 32: The Document in "Header Mode".

There are no real limitations on what you can do in the header. All you can do in the document itself, you can
also do in the header. The only limitation is space, and the fact that you cannot write long texts. Anything you
type in the header will be repeated on all pages of the document or section

5. Click on the Page Numbers button in the Ribbon.
In the menu that appears, point to the menu item Current Location.

7. In the submenu that appears, you can choose between different page number formats. Click on the last
one on the list, called Bold Numbers.

You have now inserted page numbers on all pages of the document. Tty to scroll down to one of the other pages,

so you can check the result.
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Figure 37: Your document now has page numbers

We have not finished the header yet, because what we have done is simply too boring to look at. This is the time

to learn how to switch between "document mode" and "header" mode.
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To shift to document mode, simply double-click on any text in the document.
When shifting to header mode, you do exactly the same; double-click on the header to activate it.

You might have noticed that when you are in header mode, the footer is also active. You can edit the footer the

same way as the header. The only difference is the location.

Now we will create a new header, but this time we make it look nicer. I will show how I usually do a header,
since I think it gives a rather nice result. It will also be a demonstration of how to insert a table in the header to

help control where the individual text elements are.

Make sure you are in header mode, and delete the page number so that the header is blank again.
In the Ribbon, choose the Insert Tab.
Click on the Table button.

In the menu that appears, click on Insert Table.

el e

Insert Page Layout Refarear
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Flgure 33: The Insert Table button.

1

A small window will open (see Figure 39), where you must choose how many rows and columns you want in
your table. For our header, we must have a table with one row and two columns. It becomes a very small table

that can hardly even be called a table. But in Word it is still technically a table with two cells.
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5. Fill out the window “Insert Table” as shown in Error! Reference source not found. and click on OK.

We now have a table with two cells in our header. Next, we must write a title in the left cell and a page number

in the right.
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Figure 34: Header with table

6. In the left cell, write “Word Exercises”.

7. Place the cursor in the right cell.
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8. Click on the Design Tab in the Ribbon.
9. Click on the Page Number button.
10. In the menu, choose Current Location, then Bold Numbers.

If the table has changed in height, it is because an invisible space has been inserted after the page number. If you
think the table is too high, you should delete this space

We need to adjust the page number so it appears on the right side.

11. Highlight the page number.
12. Choose the Home Tab in the Ribbon.

).

13. Click on the Align Right button (

The title has now been adjusted to the left and the page number to the right. Next, we will change the formatting
of the table, so it is only visible as a line that marks the separation between the header and the document itself.

14. When you hold the mouse over the table, a small cross will appear in the upper left corner. Click on the
cross to highlight the table.

15. Choose the Design Tab in the Ribbon and click on the small arrow to the right on the Borders button.

16. In the menu that appears, click No Borders.

17. Click again on the arrow to the right of the Borders button.

18. Click on the menu item Bottom Border.

In Paris or Online
International programs taught by professors and professionals from all over the world

BBA in Global Business

MBA in International Management / International Marketing
DBA in International Business / International Management
MA in International Education

MA in Cross-Cultural Communication

MA in Foreign Languages

Innovative — Practical — Flexible — Affordable
Visit: www.HorizonsUniversity.org

Write: Admissions@horizonsuniversity.org . . .
Call: 01.42.77.20.66 www.HorizonsUniversity.org

Download free ebooks at bookboon.com

50


http://bookboon.com/count/advert/aea1fd82-96d7-e011-adca-22a08ed629e5

Word 2007 4. Page Layout

Table Toals
lel-Ins Acrobat Design Layaut
Q Shading =
arclers q 14 pt

Baottam Barder

Top Barder inw Border
Left Barder B0 18
Eight Barder I

Mo Barder

All Barclers

Cutsicle Barders IL

Insicle Borders

Insice Harizontal Border
Insicle Vertical Barder
Diagaonal Down Barcler

Diagaonal Up Barder

Harizontal Line

Draw Table

7 T

View Griclines

Q Borders and Shacing...

Figure 35: The button Borders, and the menu point No border.

Now the header is finished. If you have managed to do everything as described, your header will look like this:
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Figure 36: The finished header

We have not yet discussed images and graphics, but if you have already mastered this, you are welcome to make

the header or footer more colourful.

When the header is active, you can also explore ways to make a special first page, or make the odd and even
pages different. It may be necessary if you plan to print on both sides of the paper, like a normal book.

4.5 Tabs (tabulators)

Tabs are used to put text into columns, so they are nicely aligned. The default Tabs are a couple of centimetres,

but you can also define your own.

Tabs can be difficult to work with, so if they give you too much trouble, I would suggest that you put your text

columns into a table instead.

There are different types of Tabs that you can use:

o LeftTab [L]: Text and numbers are aligned to the left border relative to the Tab position.
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e Right TabE: Text and numbers are aligned to the right border relative to the Tab position.
e (Centre Tablzl: Text and numbers are centred relative to the Tab position.
o Decimal Tablzl: Aligns numbers around the decimal point at the Tab position.

e Bar Tabm: Inserts a vertical bar at the Tab position.

The quickest way to set the Tab position is to click the Tab Selector until the desired type is displayed, then click

the horizontal ruler at the location you want.
The Tab Selector is located at the top left where the rulers meet. (see Figure 37).

If you need to set the Tab point with complete accuracy, then double-click on the horizontal ruler, to open the

Tab Window. Here you can insert Tabs with great accuracy.
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Figure 37: The Tab Selector
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Figure 38: The Tab Window.

When you set a Tab, it applies only to the line that the cursor is in. If you make line breaks from the line with the

Tab stop after it is set, the next line will also have this Tab.

If you select multiple lines when you set the Tabs, they will of course apply to all of these lines.

Once you have set your tab stops, you can easily move the cursor to them by pressing the Tab key on the
keyboard, which is the wide button to the left of the "Q" key.
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5. Pictures and Graphics

Now you have learned to write text, apply Styles and make a nice page layout. It is time we begin to use pictures

and graphics to make the documents a little more exciting and colourful.

In this section you will learn how to insert charts from Excel, SmartArt diagrams and pictures. You will also

learn some helpful tricks to place the images exactly where you want them, because this is one point where
Word can be a little difficult.

5.1 Pictures

You can insert pictures in several ways. For example, you can copy the picture to the clipboard from a visual
program or the Internet and paste it directly into the document. Of course you can also select a picture from a

file on your computer.

When you copy a picture from the Internet, please be aware that it could be copyrighted. So if you copy an
image from the net, it might actually be illegal unless the publisher explicitly has given you permission.

I am only going to show you how to insert a picture from a file. Copying from an image editing program or from

the Internet is very easy, and I am sure you can figure it out for yourself.

5.1.1 Insert a Picture from a File

I assume that you have a picture on your computer that you can insert. We return once more to our exercise

document.

1. Place the cursor at the end of the document on page 3.
2. Choose the Insert Tab in the Ribbon.
3. Click on the Select Picture button.
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| ..Jgj ,_;'}‘Shapes' %Hype
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Picture; Clip o B
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4 Inserta picture from a file, l

E"&}a Functionality is currently limited
This dacument has been apened
in Compatibility Macde, To take

- full advantage of this feature 3

canvert your document to a new

file format by clicking the Office

Buttaon and then clicking Convert,

Press F1 for more help

Figure 39: The Select Picture button
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This opens a window where you can select a picture file. Word can handle virtually any type of image, including
"ipg" files, usually used by digital cameras. Window is probably already displaying the "Images" folder, which is a
subfolder of youtr "My Documents" folder. If it does not open in this folder, you have to search for your pictures.

4. Find a suitable picture and click on the Insert button. Please refer to Figure 40.
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Figure 40: Insert picture

The picture has now been inserted. Please note the Ribbon, which now displays a range of features for adjusting

the picture.

SimCorp is a leading provider of software solutions for the financial industry. We work together to reach a common goal: to help our clients

succeed by providing a strong, scalable IT platform that enables growth, while mitigating risk and reducing cost. At SimCorp, we value

commitment and enable you to make the most of your ambitions and potential.

Are you among the best qualified in finance, economics, IT or mathematics?

www.simcorp.com

=
S I m CO rp MITIGATE RISK | REDUCE COST | ENABLE GROWTH
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5.1.2 Adjusting Picture Size

Perhaps you are not satisfied with the size, location, etc of the picture. In my document, the picture is too large
for my taste, extending from margin to margin. It has become so large because it is taken in high resolution with

a digital camera. If the image were taken in a very low resolution, it might not take up so much space.
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Word exercices
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Figure 41: The picture has been inserted in the document

Fortunately, it is possible to adjust the picture in all sorts of ways. We can enlarge and shrink it. We can
determine how it should be placed on the page and in relation to text and paragraphs.

It is also possible to do some simple image processing by cropping and adjusting colours, brightness and
contrast. You can also add frame and shadow effects and even 3D effects.

5. Ensure the picture is highlighted, and that the Format Tab is selected in the Ribbon.
Furthest to the right on the Ribbon, you have the possibility to adjust the height and length of the
picture.
. Click the number indicating the width of the picture.
8. Press the 5 key on the keyboard and press ENTER.

Now the picture is 5 inches wide. Word also adjusts the height of the image accordingly, so the ratio of height to

width remains the same.

If you need to change the width without the height changing, you have to enter more detailed settings that are
not readily found in the Ribbon. You can enter them by clicking on what I call "The Secret Button" (Figure 48).
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Figure 42: The Secret Button
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Figure 43: Detailed settings for picture size

Before you change, for example, the width of the picture, remember to clear the Lock Aspect Ratio, then the
height will not change.

If you take a look at the Ribbon, you can see there are many opportunities for adding a lot of different effects to
your image. You can add borders, shadows, reflections and even three-dimensional effects. I will not review all

of that here, but I encourage you to experiment with it yourself.

5.1.3 Positioning and Text Wrapping

Positioning pictures has always been a weak spot in Word. Sometimes the pictures suddenly position themselves

differently than expected.

In this exercise you will learn about some different adjustment options, so you get the pictures fairly well under
control. There are many configuration options and the built-in help function does not tell much about them, so I

will explain how I usually do it.

Basically, Word inserts pictures in line with the text. This means that the picture is placed on the text line where
the cursor is, and it will therefore move together with the text. This works fine if you insert an image with a size
that fills the entire document width, and if you do not use captions. It is also a good solution if you need to
insert a very small image as a part of the text, for instance a smiley like this one ©. But in all other cases you will
probably have difficulties placing the photo and caption correctly.
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That is why you can choose different ways to "wrap" text around the image, which we will look at in this exetcise.

1. Ensure that the picture is selected and that the Format Tab has been chosen in the Ribbon.
Click the Text Wrapping button.
3. In the menu that appears, we can already choose one type of text wrapping, but for the purposes of this

exercise you must click on More Layout Options, which will open a new window (Figure 44).

Advanced Layout B 2l LI
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Figure 44: Text Wrapping
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In the window, there are different types of text wrapping to choose from. In the example given, In Line With
Text has been selected. This option is only suitable for very small pieces of graphics that you want to be part of
the text. I use Square and Top and Bottom almost all the time, as they meet most needs. The icons exemplify the

wrapping style.

The Types Behind Text and In Front Of Text are somewhat special, since they just let the text pass. Behind Text

may be used if you want to create a watermark effect.

The Types Tight and Through are also rather special because they make the text snuggle close to the
picture. This makes no sense if the picture is square and placed normally. But if you have rotated the picture 45

degrees, or if it is triangular in shape for example, it can give a very nice effect.

4. If you Click on Square, you will notice that you are able to adjust how far the text should be from the
picture. However, we will not go into that now.
5. Click on the Picture Position Tab You now see the advanced options for the location of the image.
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Figure 45: Advanced picture positioning.

My experience is that you should not change too much here. Both the horizontal and the vertical position should
be set as Absolute Position. If you have trouble controlling the picture I would recommend that you change
Paragraph to Line, so it is in the right place. I usually do that myself because it makes it easier to move the

picture around.

6. Under "Vertical", ensure that Absolute Position is selected, and by "Undet" select Line on the list.
Click on OK.

8. Point in the middle of the picture with the mouse and press the left mouse button. Drag the picture up
to a location just below the heading, so that the title is above the image and the text to the right. You

may need to move it back and forth a little bit before you succeed.
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The result should look like the one shown in Figure 46.
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Figure 46: The final result of the exercise

It is not only the positioning of pictures that is done in this way. When you paste charts from Excel, SmartArt,
and Clipart, the same rules apply.

5.1.4 Captions

You can insert a caption under the picture describing what the picture shows. Almost all the illustrations in this

book have an accompanying number and description. This is called ”captions”.

Chart numbers are automatic. The first caption will be called, for example, "Figure 1", the next "Figure 2" etc.
But if you then insert a caption before the caption that says "Figure 1", Word will correct all the numbers
throughout the document.

You should remember, therefore, that if you want to refer to a figure number in the text, do not just write "see

Figure 2. You should also insert an automatic reference.
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Like positioning of images, positioning of captions can give some unexpected results. Captions are simply
independent text boxes that Word inserts under your images. 1f you move the picture somewhere else, the text

box will not follow automatically.

In earlier versions of Word you could group the image and text box so they were always together. But in Word
2007 this is no longer possible if you use the new ".docx" file format. In documents filed in the old ".doc"
format, you can still do the grouping. I cannot tell you why it has been changed in the new file format.

However, we will not let that deter us from using captions, and some advice is given along the way to make it

easier for you.

If you want to insert captions under your pictures, I would advise against using the wrapping style "In Line With
Text" below your pictures. You will discover that the caption is difficult to move around if you need to move the
picture.

For this exercise I presume that you have already performed the exercise in the section Positioning and Text
Wrapping. If the wrapping style is not set to something other than "In Line With text", you will not get the
desired results.

1. Ensure the picture is selected.
2. Choose References Tab in the Ribbon.
3. Click on the Insert Caption button.

Try this... #E  options

The sequence 2.4, 6 81012, 14,16, ...1S

u\f& SU«?U@V‘-CQ 01[ 2\en u)l/\ole_ V\Um)oe,rj, TL'@
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Figure 47: The Insert Caption button

A small window will open, where you can enter a caption.

2]
Caption:
|Figur 1: Moat
COptions
Label: |Figur j
Position:  Has s e j

™ Exclude label from caption

Mew Label, .. I Delete Label | Murbering. .. |

Auktoapkion, ., I CE | Cancel |

Figure 48: My caption.

4. Enter a caption similar to mine. The text does not have to be identical, but the settings in the window

should be the same.
5. Click OK. (You are not finished yet).

Now you have a nice caption underneath the picture. There is a framework around the caption, which can be

adjusted in size (see Figure 55). This is because Word has added a separate text box with the caption inside.
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Figur 1: Moa]

Figure 49: The caption has been inserted as a text box

6. Click with the mouse in the middle of the picture.
7. Press on the left mouse button, and keep it down while you drag the picture to the right side of the
document.

8. Let go of the left mouse button.

Your result is probably the same as mine: The picture has been moved, but the text remains in the same place!

(Om) 12 - 0 =S =T Vi everiies [Compatiliddy Moded - Migosoft Word =
— Home | Wsmt  Pagelyot  Refermces  Mailings  Fediew  View  Adddis Acobat L]
) t (ereamra (0| F e \ET\ Find =
e e ew poman =112 = [ A7 7|85 [ - 1= - ] pamcona pasecer Aa[lht:.}uﬂb&l, AaBbCe] ::Mm

[Pt g e it | ] ke Aac|% - A I T W15 O D] Towtien  Enphan  Hesdingd | THomal | Sweng S'.;‘.'.'.".' s

I Cboad Font ic Paragraph - stylen Editay

[I_!__Ii L R NN SR KA SR A AR T R T T ERY A SRR

This is the first exercise in Word 2007.

When | have Broshed reading the book end done all the
exercases, 1 will be able to solve wrmelly any task i
commection with leter wmlmg, report witing, i mergmg,
prmting, envelmes and labels

Pleturas and diagrams
Iwill also leamn how to insert moages and even spreadsheets
and charts from Excel

Figur 1; Moal

Page 2o words T4 8 Engishlg)

Figure 50: The caption did not follow the picture
That was not what we had in mind; we need to get that caption under control!

9. Click on the caption to make a frame appear.
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10. Click directly on the caption frame using the left mouse button, and keep the button down while
dragging the text box to a position below the picture.

Now the caption is in place, and hopefully it will stay that way.

5.1.5 Cross-References to Characters, Pictures and Headlines

If you use captions with figure numbers, you probably also need to refer to them in your text. Word manages
figure numbers automatically, so that they appear in the correct order throughout the document. This also means
that if you delete or insert pictures and other figures in the middle of the document, the subsequent figure

numbers will change.

That mans you cannot just write ’See Figure 147, because it might in fact be ”Figure 16”. Instead you should use

cross-references.
Cross-references are automatic text fields that alter content if what they refer to is also changed.
Let us insert a reference to the picture in our document.
1. Start a new line and type the following: “Here is a reference to”, and don’t do anything else, but make
sute to put a space after "to".

2. Choose the References Tab in the Ribbon.
3. Click on the Cross-Reference button.

Fast-track

your career
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Designed for graduates with less than one year of full-time postgraduate work
experience, London Business School’s Masters in Management will expand your
thinking and provide you with the foundations for a successful career in business.
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the key skills that top employers demand. Through 11 months of full-time study,
you will gain the business knowledge and capabilities to increase your career
choices and stand out from the crowd.

London Business School

Regent’s Park

London NW1 4SA

Applications are now open for entry in September 2011.

United Kingdom . . . .
Tel +44 (0)20 7000 7573 For more information visit www.london.edu/mim/
Email mim@Iondon.edu email mim@london.edu or call +44 (0)20 7000 7573
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Figure 51: the Cross-Reference button

This opens a window where you must tell what you want to refer to. There are a lot of possibilities. Apart from

being able to reference figures, you can also reference headings, charts and many other objects.

4. Choose Figure from the list under "Reference Type”, then only name and number under “’Insert
Reference To”.

Under "Insert Caption” you can only choose one caption, because you only have one caption in the document.

5. Click on the Insert button, then on the Close button.

Cross-reference: ﬂi’
Reference bype: Insert reference to;

|Figur j |0n|y label and number :‘
IV Insert ac hyperlink, I™ Include shove fBelow

1 Separate numbers with I_

For which caption:

E
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Figure 52: This is where you define the cross-reference

Now you have an automatic reference. As with the automatic table of contents, it may be a good idea to
"refresh" the references sometimes. This is because Word does not always update all automatic text fields,
otherwise the program would become too heavy to work with.

If you want to update all references, select the entire document by holding down the CTRL key on your
keyboard and pressing the A key. Then press the F9 key and select "Update All" in the box that appears.

Now everything has been updated and all references match.
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If you have a figure number or anything else that you refer to, and which you choose to delete, the cross-
reference will show an error. Word does not watn you that you have invalid cross-references. Instead of "Figure

1 it will say in fat, bold font:
ERROR! Reference Source Not Found.

It does not look pretty! If you like to use cross-references and must deliver an important document, it may be a

good idea to check before you print it or send it to the recipients.

5.2 Clip Art

Clip Art are small drawings that you can use as illustrations in your document, but in Office 2007 there is no
longer something called "Clip Art". Instead, look for "Multimedia Clip", where you can find drawings,
animations and even sounds. It may seem silly to put an animation into a document, since you cannot make an
animated print, and I do not know of any printer that can print a sound! But in fact many people are reading

their Word documents directly from the screen, and in that case it makes sense.

S | 3| b &Y

Page Table Picture | Clip

: Breal i Art
5 Tables Il
Clip &t v X
Search For:
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Figure 53: Clip Art.

Download free ebooks at bookboon.com

67



Please click the advert

Word 2007 5. Pictures and Graphics

Hame Insert Page Layout References

: |BE =)
M BB ™ el @
Table || Picture| Clip |Shapes SmartArt Chart || Hyperl

At *

Tahles Tllustratians

Clip Art

Insert Clip Art into the document,
including drawing 13

sounds, or stock ph Jt:Jl'uﬁhy ta

otagra
illustrate a specific concept,

1

Figure 54: The Clip Art button
To insert Clip Art, choose the Insert Tab in the Ribbon and click the Clip Art button.
It opens a panel where you can search the many different Clip Art objects you can insert.

There are many useful things here. In Figure 53 I have searched for a ”Smiley”.

5.3 SmartArt

Like the other programs in Office 2007, Word has a new feature called "SmartArt". SmartArt can create
professional-looking charts in no time. It is a really good idea and it works quite well even though this is the first

version.

You’re full of energy
and ideas. And that’s
just what we are looking for.

© UBS 2010. All rights reserved.

Looking for a career where your ideas could really make a difference? UBS’s
Graduate Programme and internships are a chance for you to experience
for yourself what it’s like to be part of a global team that rewards your input

and believes in succeeding together.

Wherever you are in your academic career, make your future a part of ours
by visiting www.ubs.com/graduates.
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Although the graphs in SmartArt may seem a little "engineet-like", you do not have to be an engineer to use
them. There are many options that satisfy most needs, but it is incredibly simple to use. Whether you want to
describe a process, an organization, illustrate some contexts or just make a renewed version of the supermarket

Food Pyramid, this tool is very satisfactory and enjoyable to use.
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Figure 61

Let us plan a picnic and illustrate the plan with an educational chart.

A e

Make sute you have started a new line. Choose Style button Headline 2 on the Home Tab.

Type the following: “We are planning with SmartArt”, and press the ENTER key.

In the Ribbon, choose the Insert Tab, then SmartArt.

Choose the same as I did in Figure 61. You must select Process, then Basic Angle Process. Then click
OK.

Now a chart has been inserted in your document. The chart is selected, and you may have noticed that the
Ribbon at the top has changed. In the Ribbon, you have the ability to change virtually everything
regarding colours, fonts, etc. You can experiment with it yourself.

If you are being lazy and don’t want to alter anything, I can tell you that the chart you have put in is also
connected to Styles. This means that if you change the document’s Style colours, this will also be reflected in the
chart, unless you have added other colours to it. Handy!

At this point, the chart tells us nothing about the picnic, so click the first arrow in the chart and

write ”Arrival”. Note the text size is adjusted automatically, so you can see everything. That’s handy as
welll

We would like to make a bonfire on the picnic, so click on the middle arrow and type "Finding
firewood."

In the last arrow, write ”’Light Bonfire”

Download free ebooks at bookboon.com

69



Word 2007 5. Pictures and Graphics

4. 'Three arrows are not enough to describe a whole picnic in detail, which means we need more arrows.
Point at the arrow to the right and click once with the right mouse button and choose Add Figure, then
Add Figure After. Now there should be four arrows.

5. Write “Leisure Time” in the last arrow.

6. I forgot that we also need something to eat. Click with the right mouse button on the ”Leisure Time”
arrow and choose Add Figure, then Add Figure Before. A new arrow has now been inserted
between “Light Bonfire” and ”Leisure Time”.

7. Write ”Lunch” in the new arrow.

Now we have an almost complete plan for our picnic. Let us hope somebody wants to come along]
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Figure 55: A clever SmartArt plan.

We will not go deeper into SmartArt here. I encourage you to experiment with the different types of charts and
colours.

5.4 Excel Charts

The various Office programs work really well together, and you can easily create an Excel chart inside
Word. You can even view a chart in Word that has been stored in an Excel project file. When there are changes
in the data in the project file, the chart in your Word document will be updated automatically.

5.4.1 Create a New Excel Chart in Word

First we will try to create an Excel chart inside Word. This chart will be stored in the document itself and has no
links to other files.
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We will once more begin with our exercise document, where we want to insert a heading saying that this is about

Excel charts.
Select the Home Tab in the Ribbon.
Click the Style button Heading 2.

Select the Insert Tab in the Ribbon.
Click on the Chart button to open a new window.

I AN

Place the cursor underneath the SmartArt chart we created in the last exercise.

Type the following: “Here we create an Excel chart in Word”, and press ENTER on your keyboard.

It's only an
opportunity if
you act on it

o |
Wrlk /.
(u.ll"f %

IKEA.SE/STUDENT

G007 NG SWeISAS yIN] Je] &
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References Mailings Review

FICRERE RN

| Chart | Hyperlink Bookmark Cross-reference | Header Foc

Links Header

Insert Chart

Insert a chart to illustrate and
campare data.

Bar Pie Line Area, and Surface are

)
‘ ‘
I I some of the available types.
L s

lrﬁ Functionality is currently limited.

This dacument has been apenad in Compatibility
Mode, To take full advantage of this feature, convert
your document to a new file format by clicking the
Office Buttan and then dicking Convert.

Press F1far mare help.

Figur 56: The Chart button.

You can now choose between all the different chart types available in Excel.

7. We will keep it simple in this exercise. In the left side, select the category Columns, which is another
word for "bar charts".
8. In the right side of the window, select the chart type at the top left, which is a traditional bar chart.

Inzert Chart _llil

[ Templates Column

{%m @m@ 122 | 08 98] 39|
e (| 8] 8] ) ) Juh] JAA

Area = — — —— .
%Y (Scatker) ))ﬁ(}& i ﬂ | Jﬁ'} JAJA M
it stock | — | | | : |
@] Surface Line_ — — e e ==
o = Mo | ] ] || 2]
i Radar Pie_ — — — — —
i.-"'[i‘ .ﬁ'd‘ .m"ra‘ lm [~ 18} @’m‘ |

Manage Templates. .. I Set as Defaulk Chart | Ok I Cancel |

e

Figure 57: The "Insert Chart” Window, where you can choose chart type

9. Click OK to insert a neat chart in your document.

The screen is now divided in two. To the left is your Word document with the chart. To the right is a

spreadsheet containing the data shown in the chart.
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Figure 58: The screen is divided into a “document part” and a ”spreadsheet part”

The spreadsheet contains some sample data to help you insert your own data in the right places. You can see that
the chart data is surrounded by a thin blue frame. It shows exactly what data is included in the chart. You can
resize the frame by clicking it in the lower right corner, hold the mouse button down and drag it to the size you

want. In this way you can get as many series and categories as you like.

To close the spreadsheet, click on the cross at the top right of the screen. You can always return to the
spreadsheet by clicking on the chart with the right mouse button and choose Edit Data in the menu that appears.

5.4.2 Insert a Chart from an Excel Project File

I assume that you know how to create an Excel Chart. If you do not, you can skip this exercise, but I invite you
to read my book on Excel, which is included in this series.

For this exercise I have used a spreadsheet from an exercise in the book on Excel.
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Figure 59: A spreadsheet with a chart. In this illustration, the chart has been right-clicked.

1. Make sure you have an Excel project file with a chart. Save the file.
2. Open your Excel project file with the chart.
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Click on the chart in the spreadsheet with the right mouse button.

Choose Copy from the menu that appears.

Switch to Word and select the Home Tab.

Click on the lower half of the Paste button to open a new "Paste Special”" window.

AN

= Cut

= 4

Times Mew R

EE| '::-:-|l.-.-
Faste
- j' Format Painter (Bl
Cliphoard E

Paste (Ctrl+V)

Faste the contents of the
Clipboare.

ol
—

Figure 60: You must click on the lower half of the Paste button.

2|x]

Source:  Microsoft Office Excel Chart
Chart in Microsoft Office Word!Sheet LI[Chart in Microsoft OFFi..

fs:

" paste Microsoft Office Excel Chart Object [ Display as icon
Picture {Windows Metafile)
Eitmap

Microsoft Office Graphic Object

Result

Inserts the contents of the Clipboard as a picture.

i
@ Paste Link creates a shortcut ta the source file, Changes to the source File will be reflected
in your document,

a4 I Cancel |

Figure 61: Remember to select Insert Link and Excel Chart Object.

You have various options when you want to insert something in the "special" way. First you must choose
whether you just want to add something, or if you want to insert a "link". If you insert a link it requires that you
have a source document like we have in this exercise. If the object from the source document is amended it will
also change in your Word document. If you simply choose to insert without the link, the object you insert will be

embedded in Word document. It will not change if the source file changes.

When you insert a link, please be aware that the source file must remain in the same folder, and you should not
rename it. If you rename or move the file, the link will be broken. If that happens Word will ask you about the
new location.

You also have the opportunity to choose between different types of objects you can insert. What you choose

depends on what kind of object you want to paste. In this case it is an Excel chart, and we can choose to paste it
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as a chart object or as various types of graphics. If you insert the chart as an image, a bitmap (which is also a kind

of image) or as a graphic the update via the link will not work.
7. Select options Paste Link and Microsoft Office Excel Chart Object, and click OK.

The chart is now inserted in your Word document. You cannot see that it is linked to an Excel spreadsheet, but

if you double-click on it, the spreadsheet will open.

If you save and close the document, you will see the following next time you open it:

! : This document contains links that may refer ko other files, Do you want ko update this document with the data from the linked files?

Show Help == |

Yes | Mo I

Figure 62: Word asks if you want to update the links.

Click Yes to ensure the new data is reflected in your Word document.

You may need to send your Word document to a recipient who does not have access to the source file. In that
case the chart cannot be updated. Therefore, it might be a good idea to break the link before sending the

document.

You can break the link by right-clicking the chart and selecting the menu item Linked Spreadsheet Object, then

select Links. This opens a new window (see Figure 70):

x|
SL e 5] oo
1. Wchart L. pen Source I
Chaggn Souece...
Lk
| S|
Seurce idermation for sekected ek
Source Hes f i
Ttmen in file: Shewt 1{Chart i Mcrosaft Office Wird ke Jiheet ] Chart §
Uk bype:  Micrsoft Office Excel 97-2003 Werkihest.
Upsdotn b fox sebcton bk
& fuomalic gxlate
1 ol wwdeke
I Loded
Cotions for slected kb,
I trmcerve Forsatiig after uodate
I |

Figure 63: The "Links" Window.

Get an overview of links in your document. Select the chain you want to disconnect and click the Cancel Link

button.

Subsequently, the chart will simply be a picture of your chart. You cannot make further changes in it, except for

resizing, text wrap etc.
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6. Tables

You can create tables in Word. Whether you want to create a schedule, display accounting or something

else, tables are often needed.
But tables are not merely tables in Word. You can insert a simple Word table, but you can also choose to insert
an entire Excel spreadsheet, which allows you to make a lot of different calculations. However, it is easier to

insert a simple Word table if you do not have to make calculations.

You can insert a table in your exercise document. You have come so far that I no longer will ask you to insert a

new heading, but you are welcome to do it yourself.

1. Be sure to be on a new line and select the Insert Tab in the Ribbon.

2. Click on the Table button to open a menu.

__ You could be one of our future talents

MAERSK INTERNATIONAL TECHNOLOGY & SCIENCE PROGRAMME

Are you about to graduate as an engineer or geoscientist? Or have you already graduated?
If so, there may be an exciting future for you with A.P. Moller - Maersk.

www. maersk.com/mitas
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_| Insert [ Page Layout

Referem

‘Table || Picture Clip
- Art aChart

ElE @Shzna &
- I2) smartart

4x4 Table

Insert Table..,
. Draw Table
Conyert Text to Table

Excel Spreadshest

i R I I I

Quick Tables L ]

Figure 64: The table button, where I have indicated that I want a table with 4 rows and 4 columns.

You now have the opportunity to create a table in several ways. You can either visually mark up a number of

rows and columns or you can select the menu item Insert Table where you will be able to specify the number of

rows and columns.

Alternatively, you can draw a table or insert an Excel spreadsheet.

Finally, there is the Quick Tables option where you can choose between different final tables of contents. In this

way you can get a pre-formatted table where you only need to exchange the content with your own. This is a

handy feature if there is a Quick Table that suits your needs. If you cannot find an appropriate table, it is in my

experience faster to create your own table from scratch.

3. Choose six rows and four columns from the menu to have your document inserted in a very "raw" table
that looks like this:

209
Home  Bniert Fagelayout References.

Table Toak
Mailngs  Retew  Vew  Aaebat | Dain

iyt

Figure 65: A "raw" table.
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The table can be adjusted infinitely. You can point to the dividing lines, keep the left mouse button down and

drag rows and columns to the size you want. Of course you can also insert and delete rows and columns.
You can mark a row by clicking the mouse to the left of the table next to the row you want selected. You select
an entire column by pointing your mouse at the table's rim. The mouse arrow changes to a small black arrow

pointing downward. Click the left mouse button to select the column.

To select the entire table, you must point at it with the mouse, then click on the crosshairs that appears in the
upper left corner of the table.

4. Insert some headlines of your choice in the first row. Then enter a few figures in the other fields in the

table.
@ d9-0 ¢ Dedmentl - Mo iaR Ward _mx
| Home | bt Pagelmodt Befmencms  Maling  Redew  View  Acebat L)
= T = I (" Find =
-i_ll _: LI B i -l ] (== R | assncen: | asbcene AaBbC AaBboe AdB tm“
L o || BE R wheox & dan|Y-A- EFEE -i|:]-| - ||| thiomal Tenospao. Nedngy  Hesng e = ?‘h:s’-' o

! Ehptioand o Faagiann

Page Iof]  Wenbo 16 5 Danith |

Figure 73

5. Select the Design Tab in the ribbon.

6. Choose a "Table Style" to quickly add some colout to the table. Thete are only a few styles visible in the
Ribbon, but to the right of the Style buttons you can scroll through the list, giving you many more to
choose from.

You have now created a table. You can experiment with the various functions in the Design and Layout Tabs.
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7. Mail Merge

Mail Merge is not about merging shredded letters from tax authorities, but to write a form letter that you

"merge" with a list of recipients.

Imagine that you have to send identical letters to 100 recipients. You could choose to write a form letter that you

use as a template. On the template you should insert the first recipient's name and address and print the

letter. Then you insert the next recipient’s name and address and so on.

This process takes a long time, which is why "merge" was invented. In Word, you can mail merge from names

and addresses that you type directly into Word, but there are also other possibilities. For instance, you can merge

with the names and addresses you may have in your Outlook address book.

The smartest and most versatile option is to merge from a file. Word can enter names and addresses from a

variety of file types. Many corporate databases can provide a text file containing lists of employees. You might

also have a small member file in Excel or Access from your local residents’ association. These can  also be

entered
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Choose Accenture for a career where the variety of opportunities and challenges allows you to make a
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helping our global clients achieve high performance. If this is your idea of a typical working day, then

Accenture is the place to be.

It all starts at Boot Camp. It's 48 hours packed with intellectual challenges
that will stimulate your mind and and activities designed to let you
enhance your career prospects. You'll discover what it really means to be a
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Accenture Consultants and special tell you everything about Boot Camp,

guests. An inspirational two days but expect a fast-paced, exhilarating
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and intense learning experience.
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7.1 Part One - Preparation

Whether you are entering data in Word or downloading them from a file the process is the same. We will review

the process step by step.

1. Select the Dispatches tab in the Ribbon.
2. Click on the Start Mail Merge button.
3. 3 Click on the Step By Step Mail Merge Wizard in the menu that appears.

Hame Insert Page Layout Refar:
oy
r U =.l

Start Mall Select Eclit Higl
Merge~ |Recipients = Recipient List || Merge

m

5] | Letters

(=1 E-Mail Messageas
Envelopes...
Labels...
Directary

Moarmal Word Document

PEOD L

Step by Step Mail Merge Wizard...

Figure 66: The Start Mail Merge button.

A panel will open on the right side of the screen (see Figure 75). The panel will guide you through the entire

process of writing the letter and merge it with your mailing list.
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e e

Finish & | Mergeto
Merge - || Adobe PDF

| Finisn || Adabar

Send latters to & group of people.
You can personalize the ktter
that each parson recetves.

Click: Next bo continue,

Step 1 of 6
 hiauh starting document

Hext wizard step

e 0 a

Figure 67: The Panel will guide you through the process.

4. Select Letters on the panel, then click at the bottom of the panel on the text Next: Starting Document.
5. Now you must choose whether you want to work in the current document and whether to use a letter
template or an already defined template. Select Start From A Template.

6. Click on Select Template to open an new window.
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Templates on Office Online | oK I Cancel I

Figure 68: Choice of mail template.

7. In the window, there is a series of Tabs at the top. Select the Letters Tab, then click on the template
Aktier brev.
8. Click Ok.

Now we have a letter template that is similar to the one we had in the exercise eatlier in the book, where we

created a letter from a template.
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9. Write your letter but do not fill in the fields”[Enter name of recipient]” and ”[Enter address of
recipient|”. We will return to them shortly

My letter looks like this:
C@ d9-u @_E'_EJIE =)= Word everciies - Microsoft Waord X
ST e e References | Usilings | Reiew  View  Adddn  Aobat o

o T I e o[- o ) = e .5

& e = o= = —! a1 < Match Fiekde E< | ] Firvd Recipient el

Envelopes labels  StatMail  Sefect Edit Highlight  Address Grasting Inier Merge Preview | 3 Finish & ||
Merge = Reapients = feapient it || Merge Fickds 8lack  Line Hied = 2] Update Labelt || pegiey | =3 Auto Chveck forErrons || pfer

Create. Start Mail |

Wiite & Inert Fields Preview Reaults ||

ik 80 YoU WAk £ 56t UD your
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0 Staet from & tenplate

£ Start From existineg document,

Lise the current document
Start from the document shown
here and uze the Mal Merge
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[P gk thee clane]

mib
[Type thee sender company name]
[Tyme the sender company sbdress]
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mb
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[Type the cender company rame|

I

23 )21 )3

% '
| Pagesars | words 3223 | 5 English sy |

Figure 69: An example of a form letter.

10. Click at the bottom of the panel on the text Next: Select Recipients.

7.2 Part Two - Retrieving Merge Data

For this to work properly when you pull data from an Excel file, be sure that the address list is set up sensibly in
the spreadsheet. There cannot be a lot of other stuff in the same spreadsheet. The column headings must be in
the top row of the spreadsheet, so there is nothing above to confuse Word.

You must also remember to write down the name of the Sheet Tab in the Excel project file where the addresses
are. Word will ask for it when you load the addresses.

The following address book is not optimally laid out, because there is a heading above the table of addresses.
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Figure 70: Layout which is not optimal. The heading may confuse Word when the addresses are pulled out.

This address book, however, is perfect. Here is only what you need and nothing else.
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Figure 71: An optimally laid out address book for mail merge.
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It would be nice to be able to identify the area in the spreadsheet that Word should read, so you can concentrate

on adapting the spreadsheet. But this is not the case. Maybe it will be added in a later version of Word.
11. On the panel, select Use Existing List, then click Browse.
12. Select the Excel file you want, and click the Open button. A new window will open.

13. Select the Spreadsheet Tab that you had your addresses in and click OK. Another window will open

where you can see the names and addresses.

| name Description| Miodified | Created | Tvpe
= 12:00:00 4M  12:00:00 &M TAELE
1
an | o]
IV First row of data contains column headers Ok I Canicel |
4

Figure 72: Select the Sheet Tab in the workbook that contains the addresses.

[ ]
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Therefore we'need the best employees who can
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21|

This is the list of recipients that wall be used in your merge. Use the options below to add to or change your Bist, Use the
checkboxes to add or remove recipients lrom the merge, When your list is ready, dick O,

Chart in Microsoft ... [  Category 3 3,5 1,8 3
Chart in Microsoft ... | [ Category 4 4,5 2,7999599399999955 5
Data Source ———————————— Refine recipient list

Chart in Microsaft OFfice W’ord;l 4] sart...
‘)l Find dupbcates. ..
LI aﬂ Find recipicnt...
:‘, Validatc addresses. ..

]

Figure 73: Sort and/or deselect recipients on the list.

In this window you can also deselect recipients by removing the "checkmark" next to them, ot you can click the
titles to gain access to filtering the list. This allows you to choose that only recipients who meet certain criteria
are included in the merge.

If it is not necessary to make a change to the list, click OK.
14. In the panel to the right, click at the bottom of the text Next: Write Letter.

You have now loaded the data that are to be used as a basis for the merge. Instead of retrieving data from Excel,
we could have chosen to create a new list in Word. It would require the input of name, address, zip code and city
for all recipients. It is therefore only advisable to use this method when there are few receivers, or if you do not

already have a file with the recipients’ data.

7.3 Complete the Merge

We have written the letter itself, and we have also added a number of recipients either from an Excel file or by
entering them, but we are still missing something important. We have not told Word, where the names and
addresses should be inserted. This is done by inserting so-called "merge fields". There are markers in the

document which indicate that here a first name is added and here an address etc.

In the right panel, there are different options. You can choose to insert an entire address block or a pre-designed
greeting; however, I recommend that you insert all merge fields one by one manually. In that way you have better
control.

15. Click on [Enter Name Of Recipient] in the letter template.

16. Click More Items in the right panel. A box will open where you can choose between the various merge
fields.

17. Double-click on First Name.
18. Double click on Middle Names.
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19.
20.

Double-click on Last Name.
Click Close.

Where it said "[Enter Name Of Recipient]", it must now say <<First Name>> <<Middle Names>> <<Last

Name>>". But remember that Word in this case only does what you tell it to, so do not forget to insert a space
between each merge field. Otherwise Johnny B. Good will be renamed Johnny B. Good, and that would not be
good at all.

21.
22.
23.
24.
25.
20.
27.

Insert spaces between the individual merge fields.

Click on "[Write The Recipient Address]" in the letter template.
Click on More Items in the panel to the right.

Double-click on Address.

Double-click on Zip Code.

Double click on City.

Click on Close.

Once again there are some fields that need a bit of adjustment.

28.

29.
30.
31.

Insert a line break between <<Address>> and <<Zip Code>> by putting the cursor between them and
pressing ENTER on your keyboard.

Insert a space between <<Zip Code>> and <<City>>.

Place the cursor right after "Deatr" and insert a space.

Insert the merge field <<First Name>> the same way you inserted the other merge fields.

Now we are ready to mail merge. Your document should look like the one in Figure 82.

Download free ebooks at bookboon.com

88



Please click the advert

Word 2007 7. Mail Merge

ﬁl" ™ B S e | .‘_J!-;- = WOrd eercives - Microsoft Werd -m %
i) Tt -
= Home  Inset Pagelayout  Fefmeis Mailings | Review  View Anddl-Timy Aaighat Ie#
= _j w ? ? j j j *! B Ruls - _- 1 I | $S ?31
=Y YL & : - J EEL s ptateh Fieids Tind Recplent i)
Enwelapes Lahsls | St MIall Selert Edit Highlsght  Addrets Gresing Inset Merge raview Finish & Mergets
Merge = [tedpients = Bacplent List | Menge Feds  Black ling Frdd = 2 Mpoate LAt || i | e Alto Chedk Bar EMON || pterges | Adabe FOF
SRt Mail Hieige Write & Indert Fields Fréssen Resiit finish || aconat |
R SR T R SRS ATy KR RN T RN e I IR TR T ) - - x
B ou harve not already dore so,
letter now,
ert information to
ettree, chck a location in the
document, and then rick one of
the keems bedow.
6/24/2040 3 Adkdenss black.
mb 1] Gresting kne.
Cousin Mank s
L L Dectrcnic postage
0 pacre pems .
“FirstNames «MiddbeHame: « Lot Hame- ahers you have finkt
B mm,ﬂmms;mm
«Postal Coder «Citys 'c attar.

Dear sFirstMames

Rt Invse vt Ty, e g e I A o

VOIAT QUM Vo) o Lise Thetse gnlleries 1o Inesery mbles headers, fooners, oS, cover pages, and
. When you P ST, o dngrams,

AT VORIE CTEE B et [k

o @ncasily dange me L g alookfor Mie
selectert tead T e Ok STies gallery on fe Wite th ¥t oo 20 SOIMAE et eline ity by Lsing.
e amher wnte R Mt e e o LISIng e ook Team Mie aurrent
i o LI D ToamaT tha you speafy d1e iy

To dnnge the owemil ook of your o Themse semenss on g Layour mb. To
change il gllery, use the (hangs Srde Ser command
Uath the P the Cund STylet galleny | commands 50 that you o aliays

S0 e Lok o YoUIr B0 CLENANT B The o Gt ontare I your airtent tem e

[Typet the dosing]

The financial industry needs a strong software platform
That’s why we need you

Find your next challenge at
www.simcorp.com/careers

www.simcorp.com

-
S I m CO r p MITIGATE RISK | REDUCE COST | ENABLE GROWTH

Download free ebooks at bookboon.com

89


http://bookboon.com/count/advert/67a2fd82-96d7-e011-adca-22a08ed629e5

Word 2007 7. Mail Merge

32. On the panel, click the bottom of the text Next: Preview Your Letters.

You can now see what your letter will look like. On the right panel you can choose between different
recipients. Merge fields should have been replaced with real names and addresses.

You can edit the text of the letter at this point. The actual merge is not completed yet, so if you change the text,
it will be reflected in the letters to all recipients.
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Figure 75: A sample letter to Johnny B. Goode
33. Click on Next: Complete The Merge.

But we are not finished yet. You need to complete one more step because you can select Print and send the merged
letters directly to printing. You can also select Edit Individual Letters, which will create a new document that contains
all the letters. You can thus edit individual letters if you need it. It also allows you to save all the letters for later use.

34. Click on Edit Individual Letters.
35. In the box that opens, select All and click OK.
36.
A document containing your merged letters and a number of pages corresponding to the number of recipients

will be created. You can now edit the individual letters, save them or print them.
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8. Envelopes and Labels

You can use Word to write on envelopes and labels. You can also do it in the mail merge. For envelopes, you
can attach a single envelope to a document you have written. It will then appear as a page coming before the

document itself, and this page can be set to be printed from a separate tray in your printer.

Envelopes and labels can be purchased in a variety of standardised formats. Word knows the majority of these
formats, and it is therefore easy to print them. If Word does not know the format you have purchased, you can

just add it yourself.

8.1 Envelopes

In this example we create a simple envelope, where we manually add a recipient. An envelope in Word is really

just an ordinary document template with a format corresponding to an envelope of a given size.

You can also use mail merge for writing envelopes. If you want to do that, please follow the procedure for mail

merge in this book and just select Envelopes when you are presented with the option.

Envelopes| Labels Start Mail Seled
Merge = Recipient
Create Start Mail

Create Envelopes

Create and print envelopes,

l.@il Press F1for more help.

Figure 76: The Envelopes button.

1. Create a new blank document and type a line of text.
2. Select the Mailings tab in the Ribbon.

3. Click on the Envelopes button to open a new window.
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Figure 77: The Envelopes window.

In the window, you can enter both the recipient and sender address. If you are connected to a corporate network

that provides an address book, you can retrieve an address from there.
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Electronic postage is not relevant, so these functions you can ignore.

If you click on the Print button the envelope will be printed immediately. However, if you click on Add To

Document, the envelope will appear as the first page of the document you are working in.
The Settings button allows you to select envelope size and a few other things.

4. Type a recipient address.
5. Click on the Settings button to open another window (see Figure 806).

The window "Envelope Settings" contains two Tabs where in the Envelopes Tab you can choose size, font, etc.
In the Tab, you can choose how you insert the envelope into the printer, so that Word knows which way the text

is to be printed and which feeder to use.

2]x|

Enwvelopes | Labslz i

Envelope Options

Delvery address:

2

|
Prinker: \\polestariBrather HL-S3500M seties

ﬂ | Faad msthod
BIGNENE 1)

i |  Faceup ' Face down

™ Add alectranic pactage
[ Clockwise rotation

Beturn address: W~ I omit
ﬂ i Fred ‘' Eeedfrom:
|
— - p\’larl.la j
Wird rrrnmmends Frrding rrvelnnes as shawn ahnve.
TR IF this method does not work For your printer, select the
—_— corrcck feod mothod.,
=
‘When prompted by the printer, insert an envelope in your printer’s manual Feeder, 1 Reset |
Print &dd to Document: | Options... | E-postage Properties... |

ok | cancel |

Carnel |

Figure 78: Settings for the envelope.

In Denmark, the most frequently used envelope sizes are M65, C5 and C4, and Word knows all three.

We do not need to change any settings this time, so click OK.
Click Add To Document, to add an “envelope page” at the beginning of your document.

8.2 Labels

Labels are easy to make, and it is suite similar to making envelopes.

1. Select the Mailings Tab in the ribbon.
2. Click on Labels to open the ”Label Window”.
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21x]
Envelopes  Labels
Address: W » T Use return address
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=l
~Print abel
& Full page of the same label Microsoft, 12 Letter
" Single label 1j2 Letter Postcard
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Before printing, insert labels in your printer's manual Feeder,
Prink | Mew Document | Options, ., | E-postage Properties, ., |
Cancel |

Figure 79: The Label Window.

As was the case with envelopes, you can also enter a recipient address, but you should be aware that you can use

labels for more than just address labels. So if you want to write "Piggy Bank" or "Chocolate Biscuit", you are free

to do so.

You can choose either to print labels directly or create a new document with the labels in it. You can also select

Settings, where you can select the label type.

3. Write something in the address box and click on Settings.

Prinker information

" Continuous-Feed printers

* Page printers Tray: |Manua|

H

Label information

Label vendors: IAvery A4AS A I

Product number: abel information

o _‘J Type: Business Card
Egggig i | Height: 5,4 cm
‘Width: 8,5cm

Page size: 21 cm X 29,69 cm

Details. .. |

Mew Label,.. | Delete |

o1

Cancel

Figure 80: Settings for labels.

Unless you plan to print the labels from this exercise, it is not important to select the document feeder or paper

tray you want to use in your printer. In this exercise I have chosen to print on labels such as "Avery C32030",

but you should of course adapt the setting to the labels you have purchased.

4. For Label Vendors choose Avery A4/A5.
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5. Under Product Number choose C32020.
6. Click on the Details button.
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Figure 81: Details about the selected label type.
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This enables you to view a sketch of the selected label type with the measurements defined for it.
You can change the values, but it is not certain that the print-out will match the labels.

7. Click on Cancel, since we are not going to change the layout of the labels
8. Click OK.

9. Click on the New Document button, to create a new document with your labels.

The document is ready to print, just make sure to turn the label sheet in the printer.
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Figur 82: Document with labels.
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9. Proofing

Word contains a number of proofing tools. Spelling and grammar checking are active while you write, and if
there is a word that Word does not know, it gets a red underline. You will also see that words and phrases can

get a green underline. The green highlighting shows that Word thinks there is a grammatical problem in the text.

You can right-click the underlined text to learn more about what Word considers to be the problem. You can

then choose to correct the error or ignore it.

9.1 A Few Tip on Spelling and Grammar Check

Spelling and Grammar Check are a good help when you write. Many spelling errors, wrong word order and
double spaces are being caught right away, since you immediately become aware of it when the text gets a red or
green underline. However, you cannot depend on Word to find all your mistakes, and you should not skip

proofreading if you want to be sure everything is in order.

Remember that, although Word is an advanced program, the technology is far from advanced enough for the
program to understand what you write. Language and grammar are in themselves incredibly complicated things
to for a computer to process, which means that there are limits to what a word processor can figure out. For
example, Word thinks that "hyping error" is a word made of "hyping" and "error". We know that it should have
been "typing" instead of “hyping”, but Word does not. Therefore - proofread your document if it is important

that it is cotrect.

Word contains a dictionary of most words in many different languages, but some words are not in found its

dictionary. Technical terms, slang, some foreign words etc. can be missing.

9.2 Thesaurus

A synonym is a word that means the same as another word. If you find that you use the same word many times
in the same text, you can get suggestions for other terms from the thesaurus. The word "use" for example could

in many contexts be replaced with "utilise".

The synonym dictionary will not only suggest words that mean the same thing. It also suggests related words that
you can use as inspiration to adapt the text a little. You may find that the thesaurus does not have any
suggestions, or that the suggestions are nonsense, but that is in the nature of the thing. Use it as a tool for

inspiration.

It can help make your writing more varied and interesting, but be sure that understanding is not lost. Take care
to not use too many advanced foreign words. In technical literature, foreign words can be a necessity, but too
many fancy words can have the opposite effect of what was intended. If you use too many foreign words, it is

my experience that:

e  Fifty percent of the readers do not understand what you are writing.

e Forty percent will get the feeling that you are just trying to be clever. In certain fields this is also known
as ”techno-babble”.
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e Ten percent will be impressed by your vocabulary.

But that should not deter us from using the thesaurus to vary the language a little.

To use the thesaurus, just click the right mouse button on a word in your text and point to Synonyms in the

menu that appears. If there are synonyms for the word you clicked on, it will be on the list.
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Figure 91
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9.3 Track Changes

Imagine that you have been to an important meeting and you have "won" the task of writing the report. Your
boss is committed to ensuring that all important agreements during the meeting will be included in the

minutes. That is why you would like the boss to look over the report before you send it to the participants.

Word provides a smart feature that detects what is added, modified and deleted from your document. Added text
will be highlighted with red color and underlined. Deleted text that is deleted, will still appear, but with red
highlighting and strikethrough. This makes it easy to see what changes your boss or colleagues are proposing.

The only thing you have to do is review the changes and accept or reject them.

First you have to turn on the function. Select the Review Tab and then click on the Track Changes button. You
can then save and close the document while waiting for someone to propose changes. You can of course also

send it in a mail and get it back with corrections.

iew View Acld-Ins Acrabat

=L L J_I Final Shawing |

EL | ol
= | |I=
: ] Show Markup -

Track | Balloons
Changes ~ - E Reviewing Pane

Tracking

| Track Changes (Ctrl+Shift+Ep
Track all changes macde to the
dacument, including insertians
deletions, and formatting changes.

&) Press F1for more help.

Figure 83: The Track Changes button.

Once everyone has had a chance to make a contribution, you open the document and switch off Track Changes. The
Review Tab in the Ribbon also has a group of buttons that help you review the changes (see Figure 93). Here you can

navigate to the various locations where changes have been proposed, and you can choose to accept or reject them.

Accept | Rejedt n:_;_’} I st Compare

Changes Ce

Accept and Move to Mext

Accept the current change ancl
move to the next proposed
change.

Click the arrow to accept many
changes at once,

Figure 93

Remember to save your document when you are finished. I would suggest that you save it as a new file using

Save As, so you have both the final document and the document with the proposed changes.
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Concluding Remarks

When you have read this book and completed all the exercises, you will already be a capable user of Word
2007. I have not taught you everything about Word since it is not necessary to know everything use the
program. I have kept to the things that my many years of experience with Word have taught me are the most
essential. As I mentioned in the beginning, Word is a rather large and complicated program which can do so

many things that it easily becomes confusing.

But I hope that by reading this book you have found your way through the wilderness of more or less useful

buttons and functions, so you can work effectively.

Have fun with Word 2007.
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