Teaching Notes

These teating notes were originaly developed for computer classes at Durbar High Schod in
Kathmandu, Nepal, using Windows 95 and Office 95. Since then they have been rewritten for
Office 97 and extended. Lesson dans have dso been developed for some topics to help Cambodan
teaders prepare their lessons.

We wrote the notes for our own use so that we have a ¢ea picture of what we will be teading.
They are nat redly students' notes, though we do encourage students to read them on the computer
after lesons andto pradise the exercises again.

We offer them fredy for use by non-profit organisations in the spirit of co-operation. The apyright

notice must be left intad on al the pages and modified versions of the documents must not be
redistributed.

We redise that they are nat perfed, so if you find any mistakes or think certain sedions could be
cleaer then we would appredate your feedbad via email to andy_price@hotmail .com

Happy teadting!

Andy & Ming
9th October 2002



Using Microsoft Word 97

background

So far we have used Notepad for all our writing onthe curse. It isauseful text editor to lean
on, bu not very powerful. The most commonly used word processor in the world is Microsoft
Word, and it is very versatile. You can change the gopeaance of the text in many ways. You
can also set text in columns like anewspaper or insert tables, pictures or objeds from other
programs sich as Excd. Word aso dffers from Notepad in that many functions can be
performed by clicking buttons instead of using drop-down menus. Also you can have severa
documents open at the same timein Word.
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From the Start menu, open Microsoft Word. Note that there is a row of menu items aaossthe
top, just likein Notepad. Click onFile and you will seefamiliar items sich as Open and Save.
These aein fad commonto aimost all Windows applicdions.

Below the menuis arow of buttons which are used to perform various functions. Thisiscdled
aTodbar. Placeyour mouse painter onthe third ore dong, but do nd click. Note that a small
box appeas below the button telling you what its function is, in this case "Save'. So if you
click this button it performs the same function as using the menu "File, Save" - except that it is
faster! Wewill | earn what all the buttons are for as we progressthrough the curse.
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Note: The todbar in Word can be austomised to how you want it. Like the desktop —keep it
smple and include only buttons for the functions you wse most. The Standard and
For matting todbars are the two commonly used ores and we have them displayed.

Practice Move the aursor along the todbar and have aquick look at the tod tips to familiarise
yourself with what is avail able. Click onthe Ruler button onthe todbar and seewhat happens.
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creating and formatting anew document

Enter sometext. For example, write an introduction to your family and/or friends. You shoud
write afew short linesonly. Thisisyour original text.

Next leave some space ad copy the same text below the space

Do na work onthe original text so that you can seethe dhanges easily; work onthe wpy for
the foll owing exercises.

The text must be seleded for the following exercises — that is highlight the text like you doin
Notepad, using the mouse or the keyboard.

Click onthe arow next to the list of fonts onthe formatting toolbar. Youwill now see
alist of fonts avail able on your computer. Click onAria Blad and then click anywhere
in the main text areato deseled and nde aly changes to the text. Try one or two ather
fonts, then return the text to Times New Roman, which is the default.

Click onthe arow next to thefont sizebax. From the drop davn bax seled 20 and then
click in the text area ad nde the dianges. Next set the text to the maximum size —
72 . Now click onthe scroll box arrow and type in 13.5and pessenter. What use is
this?

Practice Open Using Fornts in the Pradicd folder. Click on File on the menu har, then Save
As. (Note Using Fontsisaread only file. This means that you canna save dhangestoit. You
can orly save a opy of it with a different name). A dialogue box will open where you can
spedfy detail s about the save. Navigate your way to your own folder in My Documents, type ss
Using Fonts in the filename box and then click Save. Notice that your new document name
appeasin the bluetitle bar. Format the exercises acarding to the instructions.

© Ming & Andy Price 2002 Word 97 Page: 2



Click onthe Window on the menu bar and return to the document containing text abou your
family and try the foll owing:

Click the B (Bold), | (Italic) and U (Underline) buttons on the toolbar and nde their
effeds (one & atime + remove the dfed by clicking the button again before trying the
next one).

Try out the dfeds of the left, right and centre text justification buttons (to the right of
the Underline button) on the title line of your text. Note that these buttons appea to stay
pressed orceyou have dicked them and you can only seled one of them at atime + they
are interlinked.

Now click the document close button just below the program control button at the top
left of the Word window. Noticethat the document closes but Word stays open.

Practice Open \Practical\Basic Word Formatting and save & ssBasic Word Formatting in
your folder. Then format the exercises ac@rding to the instructions.

Further Practice Open \Practical\Lost Luggage and save & ssLost Luggage in your folder.
Format ssLost Luggage & below:

al thetext - set to Aria, 12 @

addressand date - align right

put aline of spacebetween the addressand the date
put two lines of spacebetween the date and Dea Sir
Lost luggage + centre, bdd and undline

J. Smith tsettoitalic

Further Practice Open \Practical\Friendly Letter and format it as foll ows:

al text + set to Times New Roman, 13

addressand dhte + align right

put aline of spacebetween the aldressand the date
put two lines of spacebetween the date and Dea Nary
Hello again - centre, bdd and undlineit

Dara - set to Lucida Handwriti ng.

spell chedking

Click the Spelling button onthe todbar, the one with ABC written onit. A dialogue box will
open showing you the first word that it thinksis gelt incorredly. You can chocseto ignore its
suggestion and keep your own spelling if you knov you are @rred by clicking Ignore, you can
accept its suggestion by clicking Change, you can choase one of its other suggestions from the
list by clicking on it and then clicking change, or you can add the word to the spell cheder
dictionary if you know it is et corredly andyou wse it frequently e.g. your own name.

Practice Spell ched ssLost Luggage and ssFriendly Letter.
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Speling: Enghzh [United Kingdom]

Mok in Dickionary:

DHI'E4 - zet to Lucida Handwriting,

Suggestions:

Darer
Doark.
Darn
Dart
Dada

opkions. .. | Unda

ﬂ Ignore I
Ignote All |
| Acd |

- Change |
Change All |
;I AuboCorreck |

| Cancel |

paragraph and line spacing

Pressng the Return key will give aone line of spacebetween paragraphs. Alternatively you
can set your own spadng. First you must seled the text you wish to change, then click on
Format on the menu bar and click Paragraph from the dropdovn menu. In the dialogue box
which opens and undy Indents and Spadng, you will see asedion cdled Spacing. Change the
value in the spin bax to give spadng before or after eat paragraph.

Paragraph K
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Alignment; m Cutling level; IBgdy et vl
Indentation
LEFt: ID.?g [a)1] 3‘ ﬂ:letiah BE
Right: IIZI crm ﬂ I(nune} Ll I ﬂ
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Before: 0 pt Line spacing: Ak
After: IE\ pt -2 ISingIe :J I =
Preview
Premang che Aroum bey il pve L one e mpacing bcomcen pargragha Alcmanscly st cun
ECC VTAK o MADIng P yo raum lco che ac v ek m chargx, den chick on Pomaes on
£ TaEn bar wnd elick Pumpraph Pena the dregoeasn e I
Tabs... | QK. I Cancel |

You can aso adjust the spadng between lines of text in a paragraph so that they are doser
together or further apart. The default spaang is Single, bu this can easily be dianged. Again
you must seled the text you wish to change, then click on Format on the menu bar and click
Paragraph from the dropdonvn menu. In the dialogue box which opens you will seethe sedion
cdled Line spacing. Click thedown pdnting arrow heal and make your seledion e.g. Doulle.
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Practice Open Practical\Virus and save & ssVirusin your folder.
seled al the text and set the paragraph spadng after to 12 fs. Note the spadng between
the paragraphs.
seled the second aragraph and then set the line spadng to 1.5and ndethe dfed.

seled the last paragraph and set the line spadng to Doubde. Compare the three
paragraphs.
Further Practice

Open ssLost Luggage andformat it as follows:

set paragraph spadng to 12 s before and the line spadng to 1.5lines for al the text after
Dea Sir

Open ssFriendly Letter and format it as foll ows:

set paragraph spadng to 12 s after and the line spadng to exadly 18 g for al the text after
Dea Nary

borders and shading

You can make ablock of text stand ou by putting a border aroundit, or shading the aea
behind it. To dothis you must first highlight the text you want to change by draggng the
mouse acossit. Then click Format onthe menu ber and click Borders and Shading from the
dropdovn menu and make your choiceof borders or shading.

Borders and Shading Borders and Shading KR
ﬁordersl Page Border | Shading | Barders | Page Border ihadlngl
Setting: Style: Preview Fill Preview
T - Click on diagram below or use
] E buttons ko apply borders 3
= [T
-------------------- CEEEE
D Boyx .’..’.’. Mone
TENEN
g B
= (N
Patterns
i Style:
E—ﬂ _— p - Apply to: ID T j Apply to:
I IParagraph ;! o IParagraph j
Options. ., | . Auto s
Show Toolbar | QK I Cancel | Show Toolbar | Cancel

Open ssVirus andformat it as follows:
Highlight the first paragraph and click Box in the dialogue box.

Highlight the second paragraph and add a Shadow Box with aline thicknessof 2%4 .

Highlight the third paragraph and then seled the shading tab; in the Fill sedion, click on
the seaond box onthe seacondrow for a20% grey .

Note the dfeds of these ations.

Next highlight the heading and change it to 48 pant Arial. Set the shading to blad + the text
will now be white against abladk badkground + eful for headings in magazines etc.
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You can also creade aborder roundyour page. Click onthe Page Border tab and seled a style,
colour and width, o click onArt to chocse apattern bader.

bulletsand numbered lists

Word has ome useful formatting tools to make the aedion d bulleted or numbered lists
eaier. Typethelist below:

COLOURS
red

green

blue

CLOTHES

trousers

skirt

shoes
Highlight the three @loursin thefirst list using the mouse and then click the Bull ets button on
the toolbar. Highlight the dothes in the second list and click the Numbering buton onthe
toolbar. Put the aursor after the word skirt and then pressEnter. A new line is creaed and
shoesisrenumbered to 4. Typein the word socks.
To remove ather bull ets or numbering, highlight the list again and click the relevant button so
that it pops out.

You can also go to the menu bar and click on Format. Click Bullets and Numbering from the
dropdovn menu. This methodgives youaseedion d bullets and numbering.

Further Practice Do the exercisesin Practical\Word Formatting as arevision.

page set-up

Generally the only thing you would want to change in the Page Set-up is the margins or page
orientation, though you may need to change the paper size too + A4 isthe most common. With
your document still open, click onFile on menu bar and then onPage Set-up. Youwill seethat
the margins are set to 2 cm top and bdtom, and 2cm right and left. Using the small arrows to
the right of these figures, set ead of them to 4 cm and then click OK. Note what change this
has made to your document. Next, reopen the Page Set-up dalogue and undx Paper Size
sedion, click onthe word landscgpe to change the orientation d the paper. Click OK and then
click Print Preview on menu bar to seewhat effed it has had.

Page Setup E m
| I Paper Size | Paper Source I Layaut |
Top: |2 m S I rPreview
Bottorm: |2 cm?‘ —_———
Left: |2 cm 5‘ —
Right: zem 2 i —
Gukter: ID i 5‘ ——
tomedge——————— —
Header: |1 om 5‘
Footer; zom 0 Apply to: IWhoIe document vl
™ Mirror margins
Default... | O I Cancel I
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page views

To change the way the document appeas on the screen, click on View on the menu ker and
seled the option youwant. An easier way isto click a button onthe Standard todbar or at the
bottom left of the document window.

Normal View isbest for text entry. Youcanna seepicturesin thisview.

Page L ayout View simulates a pieceof paper on the desktop and gives a better ideaof how the
document will | ook when it is printed. A disadvantage of this view is that the writing appeas
rather small er onthe screen, and istherefore harder to see This view shows pictures, if any.

One Page dlows you to see one whole page of the document. Note that the aursor is ill
adive in the page and you can type, delete, or do anything else that you doin Normal View -
but the text is much smaller and therefore harder to see This view is goodfor positioning and
resizing pictures on the page.

Print Preview shows the document exadly as it will be printed. You may neeal to adjust the
page margins before printing. Note that in Word 97 you canna work onthe document in Print
Preview, you can orly look at it.

Zoom Page Width is redly just a speda setting of the zoom control which adjusts the
magnification so that the page just fits inside the window, with nospaceto spare. This means
that you are dways making the best use of the screen and the text will be & large and clea as
possble, withou the ends of the lines running off the screen. It's useful to click this button
after you have dhanged the margins or page size.

Practice With ssLost Luggage still open, click on the various page view options and nde
their effed.

page magnification

The default page size has been set to A4. You are dfedively writing on a pieceof paper A4 in
Size, bu you can view it at various magnificaions. For example, you can zoom in to work more
easlly onapicture anditslabel.

Practice Click the arow on the magnificaion (zoom) list box and then seled 200%. Observe
the dfed. Then set the magnificaionto 25%. Finaly, set it to 100%.

inserting pictures

click the Insert Clip Art button onthe todbar or click on Insert on the menu bar, then
click on Picture and seled Clip Art. Seled a bird picture in the Microsoft Clip Gallery
andclick Insert.

move the mouse pointer to the picture and you will seethe aiursor now bemwmes a four -
headed arr ow. Hold down the left mouse button and drag the picture to a new pasition.
If you click the One Page button then you can easily paosition the picture exadly where
you want it.

eight small squares (cdled handes) appea onthe outside edges of the picture. If you do
not seethem, click onthe picture. Placethe arsor over any of these handes (the aursor
will change to adoulde headed arrow) and drag on it to resize the picture. Note that the
handes at the corners can be set to resize the picture in two dmensions at once i.e.
diagonally.
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Practice Insert three amimalsfrom Clip Art. Save your document as ssAnimals. (seeAnimals
in Pradicd).

[ Microsoft Clip Gallery 3.0 2]

@ Clip Art |E Pictures | J&s Sounds |'EJ: Yideos |

Academic . s W j
Ariirnal: ; % Eloee |
Buildingz ) : —
Cartoons J . r '
Entertainment IE_.% ,,hi’,] ‘1_-' ’b Find... |
Gestures . L
Houzehold - Help I
Industry 5 % 5
People at wiork 2l (% @
Plants o '8
Religion s i’ ; - 3
Screen Beans | e ™ Magrify
Shapes ) :
gigm oL Er— Clip art in this

ports & Leisure 2 ] categary: 51
Transportation ﬁ

f Scroll down ta view
| _I rmore clip art

Edit Categones... | Clip Properties... | Import Clips... | |

|Clips At Keywaords:

inserting atext box

A text box, as its name implies, is used for text. But it is only used when it is necessary to
acarately control the position o a block of text, for example when labelling pictures or
diagrams.

click the Text Box button, then move the aursor to the workplace The aursor now
bewmmes a doss Hold down the left mouse button and drag out a box big enough for
the text

typeinthetext. Thefont, font size andfont colour can be changed as required.
drag it to the crred paosition a drag its handesto resize it

to hide the text box border, right click on the alge to bring up a menu. Seled Format
Text Box. Under Line and Color, click onthe down arrow and seled No Line from the
dropdovn menu

Practice Open ssAnimals andlabel the animals using the font Beaniein 20 pt size.

Further Practice

Make the foll owing cards:

Practica\Get Well Card, Extras\Cards\Letter Card, Extras\New Year Card, Practical\Losar
Card

Format Practical\Redpe (Chicken Spedal) — urformatted and save it as ssRedpe (Chicken
Spedal).
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setting tabs on the ruler

One of the buttons on the toolbar shows or hides the ruler. The ruler shows the page margins
and the positions of the tab stops. By default the tabs are set every 1.25cm along the page. To
add dternative tab stops, click on the ruler where they are required and small L shapes will

appea and the default tabs will be deared. Drag the L’s along the ruler to re-position them and
drag them down off the ruler to remove them.

Practice

Use the default tab pasitions (every 1.25m) to creae atable with columns garting at 2.5,
5, 7.5and 10cm. It shoud include the following information:

Subjed John Mary Alan
Maths 58 45 63
English 56 68 80
Chemistry 63 77 68
Tota 177 190 211

Withou deleting the dove work, dothe same exercise below it, bu set thetabsto 1, 3.5, 6
and 8.5cm. Your table shoud look like below:

Subjed John Mary Alan
Maths 58 45 63
English 56 68 80
Chemistry 63 77 68
Tota 177 190 211

When you are finished, make a opy of it. Highlight this copy of the table and then drag the
tabsto new pasitions: 2.5, 5,7.5and 10cm. Watch what happens to the text as you dothis
and then compare the table with the first one. Tabs must be set before you start typing and
they can aso be dtered afterwards. Now save the document in your own folder with the
name ss Marks. Y our table shoud look like below:

Subjea John Mary Alan
Maths 58 45 63
English 56 68 80
Chemistry 63 77 68
Total 177 190 211

Although left tab (L) is used by default, you can also set right tab (reversed L), centre tab
(inverted T) and dedamal tab (inverted T with adot). To change to a different kind d tab click
on the square button at the extreme left of the ruler.

Practice

1. Setalefttabat 2.5cm. Tab to this paosition and type in monitor, hard drive, Paint one below
the other.

2. PressEnter threetimesto give threeline spaces and drag the tab dff the ruler to removeiit.
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Reped 1 and 2abowve, bu set a centretab instead. Repea 1, bu with aright tab.
Compare the threesets of text. They shoud look like this below:

monitor
hard drive
Paint

monitor
hard drive
Paint

monitor
hard drive
Paint

Dedmal tabs are avery useful aternative if you are displaying numbers sich as prices as they
line up the dedmal point of eady number. Dedmal tabs are alded to the ruler in the same way
asthe others.

Practice Set aleft tab at 2.5cm andtypein 10.15, 2.1@nd 113.12 oa below the other. Press
Enter key twiceto give two line spaces. Drag the left tab doff the ruler and set a dedmal tab at
2.5cm. Type in 10.15, 2.10and 113.12again. Note how the numbers line up along the
pasition d the deamal paint.

10.15
2.10
113.12

10.15
2.10
113.12

Further Practice Set aleft tab at 2.5 cm, two centre tabs at 6.5 cm and 10cm, and ore right
tab at 14 cm and then type in the foll owing healings and make them bald:

Food Priceper kilo Quantity Purchased Cost

Next pressenter to move to the next line, then drag the last threetabs off the ruler and replace
them with dedmal tabs at the same positions. Presstab and then type in the foll owing:

Potatoes 15 2.0 30
Tomatoes 50 1.2 60
Coffee 1200 0.25 300

© Ming & Andy Price 2002 Word 97 Page: 10



tables

One of the most useful feaures of Word isits ability to easily creae tables. These ae used for
tabular data such as exam results, but also for laying out text (and @ctures) onthe page.

Use ss Marks which you creaed previously and paition the aursor three lines below the
bottom table.

Practice

Click the Insert Table button onthe todbar - agrid appeas.

Drag the aursor over the grid whil st halding down the left button urtil atable of 5x 4 cdls
has been highlighted. Note the table cnsists of five rows and four columns. Columns run
verticdly down the page while rows run haizontally acossthe page. A cdl is where a
column and arow med.

Columns

P R

A B C
1 |relljcellrell
Rows —2 |cell [cell|cell
3 [cell [cell|cen

Release the mouse button and the table will be drawn at the aursor position.
Pradise moving the arsor from cdl to cdl using the arow keys only.

Enter the data below, using the tab and arrow keys to move from one cdl to the next (it is
easler to rea thisfrom the table éoweit in the open ss Marks document).

Subjea John Mary Alan
Maths 58 45 63
English 56 68 80
Chemistry 63 77 68
Tota 177 190 211

Click the print preview button to seehow the table will | ook.

Further practice
Format the table you have just creaed as foll ows:

(Notes: To highlight one row, move the aursor out of the table and to the left of the row. It will
turn into a white arrow head, panting to the right. Click once and the row to the right of the
arrow will be highlighted. To easily highlight the whale table, click the aursor anywhere in the
table, click Table onthe menu bar, then click Selea Table. Alternatively, placethe aursor to the
left of the table and it will change to a white arow pointing to the right. Click and dag to
highlight one or more rows. To highlight a column, pasition the aursor above the alumn urtil
it changes to adownward arrow, then click.)
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Bold the first row of text.
Centre thetext in all the clumns except the first.

Shade the top and bdtom rows + click Format on the menu bar, Borders and Shading and
then click onthe shading tab. Seled 20% grey from Fill .

One method d changing the width of a column: position the aiursor on the boundiries
between the clumns and drag them to change the width of the alumns to match the table
creded with tabs.

Another method d changing the width of a column: seled the Subjed column and click
Table on menu kar. Click on Cell Height & Width from the dropdonvn menu, and seled
the Column tab. Enter avalue of 3.5cm for width of column 1. Highlight the other three
columns and change the column width to 2.5cm .

The table shoud looklike this:

Subjed John Mary Alan
Maths 58 45 63
English 56 68 80
Chemistry 63 77 68
Tota 177 190 211

Now make the foll owing adjustments:

Insert a new column: seled the last column, click Table on menu bar and then Insert
Column from the menu. Alternatively, click the Insert Column button ontodbar. A new
column isinserted to the I eft of it. Type the name Susan and the marks 74, 63and 77.

Insert a new row abovethe top row: seled the top row (Subjed), click Table on menu bar
and then Insert Row on menu. Alternatively, click the Insert Row buton ontodbar. A
new row isinserted abowe it.

Merge cdls: highlight the new row, click Table on menu ker and then Merge cdls onthe
menu. Note that the four cdls are merged together. Type the title Exam Marks in this
merged cdl.

Insert a new row between rows. seled the middle row (English), click Table on menu bar
and then Insert Row on menu. A new row is inserted above it. Type the subjed History
and the marks 65, 72, 82and 81.

Insert a new row after the last row: put the aursor after the number 211in thelast cdl and
pressTab. A new row will appea under the last. Type the word Averagein thefirst cdl.

Ddete dl the numbersin the Tota row.

(Notes: Table cdls are referenced as A1, A2, B1, B2, and so on,with the letter representing a
column and the number representing arow.

4 B C

1
2
3

To reference cdls in formulas, use a ©omma to separate references to individual cdls and a

4l

Bl

Cl

A2

B2

C2

A3

B3

C3

colonto separate thefirst and last cdlsin a designated range.)
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Sum a column: Click in the second column of the row Total. Click Insert on the menu bar
and then Field onthe menu. Ched that Categoriesis st to All. Inthe Field Code box type
the expresson =sum(b3:b6) and click OK.

Field HE|
Cateqaries: Field names;
=
Dake and Time Advance
Document Automation Ak,
Docurnent Information Authior
Equations and Formulas Aukofium
Index and Tables AukakurLgl
Links and References AukomurmCut
Mail Merge AukoText
Murmbering AukoTextList
ser Information BarCode ;I
Field codes: = Formula [Bookmark] [14 Mumeric-Ficture]
|= surm (h3:ba)
Descripkion
Calculate the result of an expression
¥ Preserve formatting during updates
K, I Cancel | Cpkions. .. |

Add SUM fields for the other columns, being careful to match the wlumn letters.

Click in the second column o the row Average. Click Insert on the menu bar and then
Field onthe menu. In the Field Code box type the expresson =average(b3:b6) and click
OK.

Add AV ERAGE fields for the other columns, being careful to match the wlumn letters.

There is ancther method d cdculating totals and averages. Click on the cdl where you
want the total or average. Then press Ctrl+F9 and type the formula (e.g. =sum(b3:b6))
between the aurrly braces {} and then pressF9. The vaue will appea in the cédl. If you
change any of the numbers, highlight the total or average field again and press F9 to tell
Word to recdculate.

Remove the shading from the first andlast rows. Your table shoud looklike below:

EXAM M ARKS
Subed John Mary Susan Alan
Maths 58 45 74 63
History 65 72 82 81
English 56 68 63 80
Chemistry 63 77 77 68
Total 242 262 296 292
Average 60.5 65.5 74 73
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Now highlight the four rows which contain the subjed headings and marks. Then click on
Table on the menu bker, seled Sort on the menu, and ched that Column 1, Text and
Ascending are dready seleded. Click OK and olserve the change in the table.

Further Practice creae the tables as in Practical + Sudents attendarce Book List, Service
Report Form

It is easier to use the table tods on the Tables and Borders todbar to crede or modify

complicaed andirregular tables.

- Youcan use Draw Tablejust like apen. Hold dowvn your left mouse button, dag from one
corner diagonally to the other corner to the size of the table you want, and then draw the
linesfor the alumn and row inside.

Toremove a cd li ne, click Eraser, and then click and drag the easer along the line.
To merge or split cdls, seled the cdls, and then click Merge Cells or Split Cells.
Practice crede thetables asin Practical\Service Report Form

page breaks

When you get to the end d aline of typing, Word automaticaly jumps down to the next line -
you do no have to pressthe enter key. Thisis cdled line wrapping. In the same way, when
you get to the bottom of the page Word automaticaly starts a new page. Thisis cdled a soft
page break. The end d the page is shown by a single datted line in Normal View; in Page
Layout View, pages look like individual sheds of paper so the page bre&k is obvious. A soft
page break canna be deleted.

Sometimes it is necessary to start a new page before you read the bottom of the aurrent page -
to start a new chapter of a report for example. You can force anew page by pressng
Ctrl+Enter. Thisiscdled ahard page break andis shown by adotted line in Normal View
with the words Page Bre&k in the centre. In Page Layout View it looks the same & a soft page
bre&k. A hard page bre& can be deleted (in Normal View) by plaang the airsor on it and
pressng the delete key.

Break 7| x| |
Insett
@ Pagebreaki ¢ Column break
Section breaks
o Mext page @ Even page
" Conkinuous i~ 0dd page

(04 I Zancel

sedion breaks

Settings such as the page margins, headers & foaters and page orientation namally apply to a
whole document, no matter how many pages it consists of. Occasionaly you may wish to
change some of these settings for certain sedions of the document. To dothis you must first
insert a sedion break. Placethe arsor where you wish to finish the aurrent settings, click
Insert, Bre&k, and then seled one of the sedion lre&k options. The most commonis Next Page,
in which any changes you make to the settings apply to the next page that you type.
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Practice Type afew lines at thetop d apage. Insert ahard page bre&k after the text and then
type afew more lines of text. Switch between Normal View and Page Layout View to olserve
the page break. Next insert a sedion break and then change the page orientation to landscape.
Type afew lines of text. Now click Print Preview and look at the two pages.

headers & footers

Many documents have the same text repeaed onevery page, either at the top a the bottom, or
both. Examples are chapter healings (top) or page number (bottom) in a book. These can be
inserted as headers and footers respedively, and orce set up they appea on every page.

You can insert headers or foaters in any view, though Word will automaticdly change to Page
Layout View as you work. Click View, Healer and Footer on the menu bar and a dotted bax
will appea at the top d the page where the header will be inserted (the text on the page will

also appea faint and canna be changed). A small floating todbar will also appea. Type your
header text, format it as required and then click the switch between header and footer button on
thetodbar. Type your foater text and then click the dose button onthe todbar or doulde dick
anywhere onthe main page aea

Practice Open a new document and add the header Computing Course and the foater Unit 1 +
Windows Basics. Format the header in 14 p Arial bold and the footer in 10 @ Arial. Also add
the page number to the footer in the right hand corner + nate that there is a button onthe
todbar for this.

It is nat necessary to have the same header and footers all the way through a document. To
insert a different header or footer you must first insert a Sedion kres (see @owve) and then
click the Same &s previous button onthe healer and footer todbar to deseled it. Next delete
the eisting healer or footer in the new sedion and replaceit with the desired text. Note that
headers and foaters are independent of ead ather + you can have the one of them the same and
the other one different in the new sedion.

Further Practice Format Practical\Redpe by Surtala Didi - unformatted.

text columns

So far we have had text running acossthe entire width of the page in ore long line between the
margins. If you look at a newspaper or magazine you will see that the text is in severa
columns instead, making it easier to scan a line with the gfe. Word can aso layout text in
columns and you can chocse the number columns you want + between two and four is usually
appropriate. Type your text in Normal view and then click onthe columns button onthe toolbar
and dag out the number of columns required with the mouse. Switch to Page Layout View to
seethe dfed * you canna see @lumnsin Normal View.

Practice Refer to Practical\Newsletter and create anewsletter for aschod.

drawing tods

Word has agoodset of drawing todls. Right click onthe empty bit of any todbar to bring up a
menu and seled Drawing to show the drawing todlbar if it is not already displayed.
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To draw apicture from Autoshapes:

Click onthe down arrow of the Autoshapes button to kbring up a menu. Seled a picture
by clicking onit

move the mouse pointer to the work area ad you will seethe airsor now bewmmes a
cross Just click onthe work areato draw a shape of the default size, or hold dowvn the
left mouse button and drag out diagonally to the size you want

as for text boxes and [ctures, you can move the shape to a new position a resize it

Click on the down arrow of the Fill Color button to chocse a ©lour for the picture.
Similarly, you can change the wlour of the ouitline by clicking onthe Line Color button. To
change the thickness €led the Line Style button.

You can aso give the picture ashadow or make it 3-D by clicking on the Shadow or 3-D
button respedively. From the settings a @lour or different depth can be gplied to the
shadow or the new dimension.

To format text using WordArt:
Click onthe Insert WordArt button and seled style.

Type the text you want, seled the font and font size and click OK. You can further edit
the text, change the style or colour using the WordArt toolbar. If the todbar is not
displayed, right click on the WordArt to bring up a menu and click on Seled WordArt
Toolbar. Alternatively, right click on an empty bit of the todbar area ad click on
WordArt from the dropdovn menu.

Further Practice Open Practical\Drawing Todls in Word and pradise drawing the various
objeds.

(Notes: further reading in Notes\Word —Tips)
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