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A. BUSINESS LETTER IN BLOCK STYLE 

(with standard punctuation and indented display) 

J,5X 
Dateline Septembers, 20- 

Inside address Ms.JoanR, Hunter 

Bolwater Associates 

One Parklands Drive 

Darien, CT 06820 

' Dear Ms. Hunter: Standard punctuation 

Body You will soon receive the signed contract to have your organization conduct a 

one-day workshop for our employees on eliminating repetitive-motion Injuries in 

the workplace. As we agreed, this workshop will apply to both our office and 

factory workers and you will conduct separate sessions for each group. | 

We revised Paragraph 4-b shown below to require the Instructor of this workshop 

to be a full-time employee of Bolwater Assoclates;^2^ 

-^indent 0.5 paragraph 4-b of the Bolwaier Associates agreement is hereby indent 0.5 
amended as follows: The Instructor of the one-day workshop on 

eliminating repetitive-motion Injuries at the workplace must b 

full-time employee of Bolwater Associates.^^2^ 

If this revision Is satisfactory, please sign and return one copy of the contract for 

our files. We look forward to this opportunity to enhance the health of our 

employees. I know that all of us will enjoy this workshop, 2^ 

Standard punctuation 

B. BUSINESS LETTER IN MODIFIED-BLOCK 
STYLE 

(with multiline list and enclosure notation) 

left tab: 3.25" (centerpoint) 

isx 
—> tab 3.25" (centerpoint) May 15,20- 

4,4X 

Mr. Ichiro Xle 

Bolwater Associates 

One Parklands Drive 

Darien, a 06820 , 
^2a 

Dear Mr. Xle: . 
t2X 

I am returning a signed contract to have your organization conduct a one-day 

workshop for our employees on eliminating repetitive-motion Injuries in the 

workplace. We have made the following changes to the contract; ^2^ 

' 1. We revised Paragraph 4-b to require the Instructor of this workshop to be a 

full-time employee of Bolwater Associates. 

2. We made changes to Paragraph 10-c to require our prior approval of the 

agenda for the workshop. . __ 

If these revisions are satisfactory, please sign and return one copy of the contract 

for our files. We look forward to this opportunity to enhance the health of our 

employees. I know that all of us will enjoy this workshop, 

—> tab 3.25" (centerpoint) sincerely, 

Jtjftty OUitxnki 

Jeffrey Olszewski 

Vice President for Operations 
i2X 

Enclosure notation Enclosure 

BUSINESS LETTER IN SIMPLIFIED STYLE 

(with subject line, single-line list; enclosure, delivery, and copy 
notations) 

D. PERSONAL-BUSINESS LETTER IN 
MODIFIED-BLOCK STYLE 

(with international address and return address) 

left tab: 3.25" (centerpoint) 

i5X 
-> tab 3.25" (centerpoint) juiyis, 20- 

Mr. Luis Fernandez 

Vice President 

Arvon Industries, Inc. 

21 St. Claire Avenue East 

International address Toronto, ON M4T il9 

CANADA , 

4,4X 

''4.2X 
Dear Mr. Fernandez: 

12X 
As a former employee and present stockholder of Arvon Industries, I wish to 

protest the planned sale of the Consumer Products 

According to published reports, consumer products accounted for 19 percent of 

last year's corporate profits, and they are expected to account for even more this 

year. In addition. Dun & Bradstreet predicts that consumer products nationwide 

will outpace the general economy for the next five years. 

I am concerned about the effect that this planned sale might have on overall 

corporate profits, on our cash dividends for investors, and on the economy of 

Melbourne, where the two consumer-products plants are located. Please ask your 

board of directors to reconsider this 

-> tab 3.25" (centerpoint) sincerely, 

Pfii.- 

Jeanine Ford 

901 East Benson, Apt. 3 

Fort Lauderdale, FL 33301 

U.S.A. 
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A. MULTIPAGE BUSINESS LETTER 

(page 1; with on-arrival notation, international address, subject line, 
and boxed table) 

iSX 

Ma,t3,tO..^^X 
On-arriva! notation confidential 

Mr. Lester Thompson 

Associate Director 

British Mutual Broadcasting 

24 Portland Place 

International London win 4BB 

address englano^^^ 

Dear Mr. Thompsontj^^j^ 

Subject line Subject; International Study Tour 
J,2X 

I have been invited by the Federal Communications Commission to participate in 

a study of television news programming in six European countries. The enclosed 

report explains the purpose of the study in detail. , 

I have been assigned to lead a study group through six European countries to 

gather firsthand Information on this topic. In addition to me, our group will 

consist of the following members: 

12 pti 

14 pt INTERNATIONAL STUDY TOUR GROUPj^^j^ 

Name Organization Location 

Mrs, Katherine Grant WPQR-TV Los Angeles, CA 

Dr. Manual Cruz Miami Herald Miami, FL 

Mr. Richard Logan Cable News Network Atlanta, GA 

Ms. Barbara Brooks Associated Press Chicago, IL 1 

ilX 
Our initial plans are for the team to spend at least one full day in each of these 

countries. That, of course, could change. Many different events have been 

planned. I will be organizing and facilitating meeting with the news programming 

B. MULTIPAGE BUSINESS LETTER 

(page 2; with page number; multiline list; company name; and 
enclosure, delivery, copy, postscript, and blind copy notations) 

Staff of one or two of the major networks, touring their facilities, viewing recent 

broadcasts, and, in general, getting a firsthand view of actual news operations. 

Our tentative itinerary calls for a departure date of Monday, July 26. Our arrival 

city Is London. We will spend at least two days there to be sure that all meeting 

participants have arrived safely. 

We should arrive at Heathrow Airport at 7:10 a.m. on Tuesday, July 27. We will 

immediately go to our hotel and begin our tours the next morning. Would it be 

possible for us to do the *^°***^**^®'^2X 

t 1. Meet with various members of your staff sometime on July 28. We would 

be available from 8:30 a.m. until 1:30 p.m. 

2. Receive a copy of your programming log for the week of July 26-30 and 

especially a minute-by-mlnute listing of the programming segments for 

your national news reporting., 

I would appreciate your contacting Barbara Jones, our liaison, at 202.555.3943 to 

let us know whether we may study your operations on July 28. 
.j/iX 

Sincerely, 
'4.2X 

Company name metro broadcasting company 
1,4X 

Denise J. Watterson 

General Manager 
J,2X 

Enclosure notation Enclosures: FCC Report, Biographical Sketches 

Delivery notation By FedEx 

Copy notation c: Barbara Jones, Manuel Cruzi 
l-ZX 

Postscript PS; The Federal Communications Commission will reimburse your organization for 

any expenses associated with our visit. ^ 2^ 

Blind copy notation be: Public Relations Office, FCC 

C. E-MAIL MESSAGE IN MICROSOFT 
OUTLOOK 

Job Descripbon • M«5S»9*(HT!.tL)*‘ 

Mets»9e * Inr«rt Optiom format Text 

CaBbniBo • U • A' a' ' ;= * 

Olpboaro - Bai« Text 

TTmi message hat not been sent. 

f aroonevtoiDi.cem: 

USD 

ilE ^ A(l{»r«t Chetfc ^ Foltow g Spelling i. 
Boot: ttames Up- ' f 

JTamet inOuOe Opbonr • Flooring^ 

Send 

; i Actaunt ; J [ fecc... ) ] ... 
I Sybtect Job Pesolption v 

Att^etf «ljob Petcrti>tion.doo 117 K8l . 

Hi. Andy and Cody; ^ 

Attached is the draft job description for the new desktop publishing position we're going to be ^ 

advertising for next morrth. Would you please review it for accuracy and completeness. / g 

I'd appreciate your gening back to me with any suggested changes by Thursday so that I can ! = 

get the position publicized next week. Thanks. ! S 

1^ 
; 

Sandy ; 

■ Sarrdra R. Hill 

E-mail: srhllllSlatri.com 15 

D. E-MAIL MESSAGE IN MSN HOTMAIL 

Send Save draft Attach Spell check Rich text • ! i Cancel 

5> Your message was saved in Drafts at S.'SS PM. 

artene.zimmerly®hotmai1.com » Show Cc & 6 

ajrooney^atpuom a civaughni&iatpi.com x 

Ckck the To* buaon to see >«ur contact hst { x 

Job Description 

4 Total size: 173 KB of MB 

Job Descriphon.docx (173 KB) * . 

Verdana » 10» 

Hi, Andy and Cody: 

Attached is the draft job description for the new desktop publishing position we're going to be 

advertising for next month. Would you please review it for accuracy arnl completeness. 

I'd appreciate your getting back Co me with any suggested changes by Thursday so ttiat I can. 
get the position publicized next week. Thanks. 

Sandy 

Sandra R. Hitl 

.... . ■■■■ 

From: 

Subject: 
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A. FORMATTING ENVELOPES 

A standard large (No. 10) envelope is 9.5 by 4.125 inches. A A window envelope requires no formatting, since the 

standard small (No. 634) envelope is 6.5 by 3.625 inches. letter is formatted and folded so that the inside address is 

visible through the window. 

□ NATIONAL 
GEOGRAPHIC 
SOaETY 

Inilfl Collection A Itntsc Sales 
INJ 17th Street. NW 
Wishinslon. DC 20036-4688. USA 

□ NATIONAL 
GEOGRAPHIC 
SOCIETY 

Imaie Collection & Imago Solos 
1145 17ih Street, NW 
Washington. DC 200364688, USA 

Ms. Renalda Guerrero 

BBL Resources 

52A Northern Ridge 

Fayetteville, PA 17222 

Standard large envelope 

Ms Joan R Hunter 

Bolwater Associates 
One Parklands Drive 

Darien CT 06820-3214 

Standard small envelope 

Roger J. Michaelson 
901 East Benson, Apt. 3 
Fort Lauderdale, FL 33301 

Mr. Joseph G. Jenshak 
17032 Stewart Avenue 
Augusta, GA 30904 

Standard window envelope 

B. FOLDING LETTERS 

To fold a letter for a large envelope: 

1. Place the letter face up, and fold up the bottom third. 

2. Fold the top third down to 0.5 inch from the bottom 

edge. 

3. Insert the last crease into the envelope first, with the 

flap facing up. 

To fold a letter for a small envelope: 

1. Place the letter face up, and fold up the bottom half to 

0.5 inch from the top. 

2. Fold the right third over to the left. 

3. Fold the left third over to 0.5 inch from the right edge. 

4. Insert the last crease into the envelope first, with the 

flap facing up. 

To fold a letter for a window envelope: 

1. Place the letter face down with the letterhead at the top, 

and fold the bottom third of the letter up. 

2. Fold the top third down so that the address shows. 

3. Insert the letter into the envelope so that the address 

shows through the window. 
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A. OUTLINE 

(with 2-line title) 

right tab: 0.3" 
left tabs: 0.4", 0.7" 

i.5X 
2-iiiie me 14 pt an analysis of the scope and effectiveness 

OF ONLINE ADVERTISING, 
1-ZA 

12 pt v| The Status of Point-and-Click Selling 
12X 

Jonathan R. Evans 

January 19,20- 

‘i 
‘i2X 

3b 0.3"^ 
/ii. ; 

.,/f 
1. INTRODUCTION I 

3b 0.4' 

3b 0 

J,2X 
SCOPE AND TRENDS IN INTERNET ADVERTISING 

^ Internet Advertising 

Major Online Advertisers 

Positioning and Pricing 

0. Types of Advertisingj^2^ 

. ADVERTISING EFFEaiVENESS 

A. The Banner Debate 

8, Increasing Advertising Effectiveness 

C. Measuring ROI 

!V. CONCLUSION 

B. TITLE PAGE 
(with 2-line title) 

center page i 

M/m me 14 pt an ANALYSIS OF THE SCOPE AND EFFECTIVENESS 

OF ONLINE ADVERTISING , 

12pti 
1.2X 

The Status of Point-and-Click Selling 
'il2X 

Submitted 

Luis Torres 

General Manager 

ViaWorld, International 
il2X 

Prepared byj^2X 

Jonathan R. Evans 

Assistant Marketing Manager 

ViaWorld, International 
i2X 

January 19, 20- 

C. TRANSMITTAL MEMO 

(with 2-line subject line and attachment notation) 

^S^tab 
MEMO TO: Luis Torres, General 

FROM: Jonathan R. Evans, Assistant Marketing Manager/'^ 

DATE: January 19, 20- 

2-lin6 subject line subject: An Analysis of the Scope and Effectiveness of Current Online i y, 

—>t3b Advertising In Today's M3rketplace^2y 4p1a 

Here is the final report analyzing the scope and effectiveness of Internet 

advertising that you requested on January 5. |^2X 

The report predicts that the total value of the business-to-business e-commerce 

market will continue to increase by geometric proportions. New technologies 

aimed at increasing Internet ad interactivity and the adoption of standards for 

advertising response measurement and tracking will contribute to this increase. 

Unfortunately, as discussed in this report, the use of "rich media" and interactivity 

in Web advertising will create its own set of problems. 

I enjoyed working on this assignment, Luis, and learned quite a bit from my 

analysis of the situation. Please let me know If you have any questions about the 

r=por,.j_2x 

plw 

AllachmenI Attachment 
notation 

D. TABLE OF CONTENTS 

left tab: 0.5" 
right dot-leader tab: 
6.5" 

15X 
14 pt CONTENTS 

12 pt vt INTRODUCTION. 

SCOPE AND TRENDS IN ONLINE ADVERTISING. 

—0.5^^ Internet Advertising Spending. 

Major Online Advertisers. 

Positioning and Pricing... 

Types of Advertising. 

ADVERTISING EFFECTIVENESS. 

The Banner Debate. 

Increasing Advertising Effectiveness. 

Measuring ROI. 

CONCLUSION. 

APPENDIX 

Sample Internet Advertising. 

Proposed WEFA Standards. 

BIBLIOGRAPHY. 

—>tab 6.5", 
. i2X 

5 

%2X 

..9 
11 

12 

13 

15 

18 

19 
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A. MULTIPAGE BUSINESS REPORT B. MULTIPAGE BUSINESS REPORT 
(page 1; with side and paragraph headings, multiline list, footnote 
references, and footnotes) 

2-llntlllle 14 pt AN ANALYSIS OF THE SCOPE AND EFFECTIVENESS 

OF ONLINE ADVERTISING 

4.5X 

12X 
Subtitle 

Byline 

12ptJ, The Status of Point-and-Click Selling 
i,2X 

Jonathan R. Evans 
i2X 

January 19, 20' 
4.2X 

Online advertising uses the Internet for the sole purpose of delivering marketing 

messages to customers. Some examples of online advertising are ads on search 

engine results pages, banner ads, interactive media ads, and online classified 

advertising. One major benefit of online advertising is the immediate publishing 

of content that is not limited by geography or time. Interactive advertising 

presents fresh challenges for advertisers.^^^ Footnote reference 

Side heading growth FAaoRS 
'i2X 

Online business has grown in tandem with the expanding number of Internet 

users. That trend will only increase as time goes on. . 
'12X 

Paragraph heading uncertainty. The uncertainties surrounding advertising on the Internet remain 

one of the major impediments to the expansion, i 
■i2X 

Reasons for Not Advertising Online. A recent survey found two main reasons 

cited for not advertising online:^ 
■■4,2X 

Multiline list I. The difficulty of determining return on investment, especially in terms of 

repeat business and first-time shoppers. 

2. The lack of reliable tracking and measurement data. 

Footnotes ' shannon Newsome, 'Effective Online Advertising," E-Mail Marketing Dally, August 12,2010, 
p. R6. 

* "eWebStats; Online Trends in the United States," eWebSfofs Home page, August 11,2010, 
<http://www.ewebstats.comArends/ad>, accessed on September 7,2010. 

C. MULTIPAGE ACADEMIC REPORT 

(page 1; with 2-line title, endnote references, and multiline list) 

2-line Wie 14 pt an analysis of the scope and 

isss 
effectiveness 

J.1DS 

OF ONLINE ADVERTISING 
'4,1DS 

12 pt 4, The Status of Point-and-Click Selling 
’ilDS 

Jonathan R. Evans 
ilDS 

January 19,20-- 
.IDS 

—>tab One major benefit of online advertising is the immediate publishing of 

content that Is not limited by geography or time. ■ 

GROWTH FACTORS , 

®ilDS 

ilDS 

Online business has grown In tandem with the expanding number of 

Internet users, which is growing exponentially each reference 

Reasons for Not Advertising Online. A recent survey conducted by TAIR 

found two main reasons cited for not advertising online;" 

Multiline list l. The difficulty of determining return on investment, especially in terms of 

repeat business and first-time shoppers. 

2. The lack of reliable tracking and measuremerit data. 

Obviously, there are many other reasons in addition to these two for not 

advertising online. However, with the growing number of Internet users, these 

' Reference Manual 

(last page; with page number, indented display, side heading, boxed 
table with table number and note, and footnote) 

Page 
number 

Indented display 

who argue that banners have a strong potential for advertising effectiveness point 

out that it is not the banner format itself that presents a problem to advertising 

effectiveness, but rather the quality of the banner and the attention to its 

placement. According to Steven Mocha, president of Web Ads International: 

— ^indent O.S^^A banner ad notifies visitors of the product or service and presents <—indent 0.5* 
reasons why the consumer should choose the product in question. If 

the reasons are not compelling, then the banner ad has failed to 

achieve its purpose, if the banner ad is unattractive and obtrusive, it 

will alienate the consumer. When written and designed well, the 

banner ad is extremely effective in garnering buslness.*| 2^ 

Thus, while some analysts continue to argue that the banner advertisement is 

pass^, there Is little evidence of its abandonment. Instead, ad agencies are 

focusing on increasing the banner's effectiveness.j^^j^ 

SCOPE AND TRENDS IN ONLINE ADVERTISING 

Starting from zero in 1994, analysts agree that the volume of Internet advertising 

spending has risen rapidly. However, as indicated in Table 3, analysts provide a 

wide range of the exaa amount of such advertising. 

Table number 
title 

14 pt 

12 pti 

■i2X 

ilX 

Table 3. INTERNET ADVERTISING 

Current Year Estimates , 
4,ix 

Source Estimate 

internet Advertising Conference $3.92 billion 

Forecaster 3.30 billion 

iPC International 3.20 billion 

Brown Media 980 million 

Note: This information is subject to change. 

the differences in estimates of total Web advertising spending is generally 

attributed to the different methodologies used by the research agencies to gather 

the data. Further research is pending and will be reported next month. 

Steven Mocha, "Banner Ads That Really Work," The Online Advertising Journal, June 17,2010, 
p. Dl. 

D. MULTIPAGE ACADEMIC REPORT 

(last page: with page number, indented display, and endnotes) 

, Rage 
number 

advertising effectiveness, but rather the quality of the banner and the attention 

to the banner placement. According to Mike Windsor, president of Ogiivy 

Interactive:, 
ilDS 

- >ind6nt 0.5 it's more a case of bad banner ads, just like there are bad TV ads. The ^indent 0. ■ 
space itself has huge potential. As important as using the space 

Indented display within the banner creatively is to aim it effectively. Unlike broadcast 

media, the Web offers advertisers the opportunity to reach a specific 

audience based on data gathered about who is surfing at a site and 

what their Interests are.*" , 
Uss 

-»tab From an advertiser's perspective, most effective Internet ads do more than 

just deliver information to the consumer and grab the consumer's attention— 

they also gather Information about consumers (e.g., through "cookies" and other 

methodologies). From the consumer's perspective, this type of interactivity may 

represent an intrusion and an Invasion of privacy. 

Endnotes ' shannon Newsome, 'Effective Online Advertising," E-Mail Marketing Daily, July 12.2010, p. 

“'eWebStats; Online Trends In the United States," eWebStots Home poge, August 11,2010, 
<http://www.ewebstats.com/trends/ad>. accessed on September 7.2010. 

Barbara Fisher, "Net Ratings Index Predicts Rise in Web Ads,* Advertising Today, July 19,2010, 
p. 10. 
''Ron Helsman, "Internet Banner Ads Growth Trends," Internet Associates Conference Home 
page, November 13,2010, <http://www.iac.net/conference>, accessed on December 6.2010. 
' Alexis Olrkson, "Polni-and-Click Bargains for Internet Ad Surfers," Internet Age. March 8.2010, 
p. 12. 
" Andrew Romero, "Gathering Statistics to Grow Your Internet Business.* TV Wall Street 
Journal, March 2,2010, p. C20. 
** Lisa Gunderson. ‘Banner Banter* The London FinorKial Times, June 17, 2010, p. Dl. 
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A. LEFT-BOUND BUSINESS REPORT 

(page 1; with 2-line title, single-line list, and footnotes) 

left margin: 1.5" 
right margin; default 1" 

isx 
2-lme title 14 pt an analysis of the scope and effectiveness 

OF ONLINE ADVERTISING 
’i2X 

12 pt 4, The Status of Point-and-Click Selling 
i2X 

Jonathan R. Evans i 
1,2X 

January 19, 

Online advertising uses the Internet for the sole purpose of delivering 

marketing messages to customers. Some examples of online advertising are 

as follows: ads on search engine results pages, banner ads, interactive 

media ads, and e-mai! marketing. One major benefit of online advertising is 

the immediate publishing of content that is not limited by geography or 

time. Interactive advertising presents new challenges for advertisers.' 
4,2X 

GROWTH FACTORS 
'4.2X 

Online business has grown in tandem with the expanding number of 

Internet users. That trend will only increase as time goes 

Uncertainty. The uncertainties surrounding advertising on the Internet 

remain one of the major impediments to the expansion. All of the Internet 

advertising industry is today in a state of 

Reasons for Not Advertising Online. A recent survey found two main 

reasons cited for not advertising online:'^ 2^ 

Single-llne list 1. The difficulty of determining return on investment. 

2. The lack of reliable tracking and measurement data. 

FoOtnOlBS ‘ Shannon Newsome. "Effealve Online Advertising," E-Mail Marketing Daily, July 12, 

2010, p. R6. 
* "eWebStats: Online Trends in the United Sutes," eliVebSfotsHomepoge, August 11, 
2010, <http;//www.ewebst3ts.com/tfend5/ad>, accessed on September 7,2010. 

B. BIBLIOGRAPHY 
(for business or academic styie using either endnotes or footnotes) 

hanging indent i 4,5X 

12pti 14ptB,BLIOGRAPHV^2X 
Book—one author Adams, Ana B., Internet Advertising, Brunswick Press, Boston, 

Annual report AdNet incorporated, 2010 Annual Report, BCI, Inc., San Francisco, 2010. 

I 

Newspaper article An, Sang Jin, "Banner Ad Frenzy," The Wall Street Journal, July 12, 2010, p. R6. 

I 
Book—two authors Arlens, Rachel, and Seymour Schell, E-Vertising, New England Publishing, 

haijging indent Cambridge, Mass., 2009. 

Book—organization Directory of internet Business Services, International Corporate Libraries Assoc., 

I as author ^ew York, 2009. 

WWW page "eWebStats: Online Trends in the United States," elYeWtots Home page, August 

I 11, 2010, <http://www,ewebsiats.com/trends/ad>, accessed on September 

I 7,2010. 
Journal article— 

paged continuously Ingram, Fred, "Hiring Trends in Online Advertising," Personnel Quarterly, Vol. 30. 

I September 2009, pp. 104-116. 

Journal article— 
paged each issue Johnson, Jennifer, "WebRatings index Shows 8% Rise in Web Ads," Advertising 

! Today. July 19, 2010, p. 18. 

Online database 
I "Motivational Advertising Techniques," Advertising Encyclopedia, N.D., 

<http://www.adtech.com/motivational_advertising_techniques.html>, 

I accessed on January 7, 2010. 

Government 
document National Institute of Psychology, Who Clicks? An Analysis of Internet Advertising, 

TNIP Publication No. ADM 82-1195, U.S. Government Printing Office, 

Washington, 2009. 

B-mail 
Williams, Dennis V.. "Reaction to Analysis of Internet Ads," e-mail message, 

August 18, 2010. 

C. MEMO REPORT 
(page 1, with 2-line subject line, endnote references, and single-line 

list) 

MEMO TO: Luis Torres, General Manager 

FROM: Jonathan R. Evans, Assistant Marketing Manager 'S 

DATE: January 19, 20- 

2'line subject line subject: An Analysis of the Scope and Effectiveness of Current Online , y 

—>tab Advertising in Today's Marketplace^2j^ 4^-i.A 

Online advertising uses the Internet and World Wide Web for the sole purpose of 

delivering marketing messages to customers. Some examples of online 

advertising are ads on search engine results pages, banner ads, interactive media 

ads, social network site advertising, online classified advertising, advertising 

networks, and e-mail marketing, including e-mail 

One major benefit of online advertising is the immediate publishing of 

information and content that is not limited by geography or time. To that end, the 

emerging area of interactive advertising presents fresh challenges for advertisers.' 

Such challenges are opportunities for 

GROWTH 

Online business has grown in tandem with the expanding number of Internet 

users. That trend will only increase as time goes J^2X 

Uncertainty- The uncertainties surrounding advertising on the Internet remain 

one of the major impediments to the expansion. All of the Internet advertising 

industry is today in a state of flux. 

Reasons for Not Advertising Online. A recent survey found two main reasons 

cited for not advertising 

Single-line list l, The difficulty of determining return on investment. 

2. The lack of reliable tracking and measurement data. 

D. FORMATTING REPORTS 

Margins, Spacing, and Indents. Begin the first page 

of each section (for example, the table of contents, first 

page of the body, and bibliography pages) 2 inches from the 

top of the page. Begin other pages 1 inch from the top. Use 

1-inch default side and bottom margins for all pages. For a 

left-bound report, add 0.5 inch to the left margin. Single¬ 

space business'reports. Double-space academic reports and 

indent paragraphs. 

Titles and Headings. Center the title in 14-pt. font. 

Single-space multiline titles in a single-spaced report, and 

double-space multiline titles in a double-spaced report. 

Insert 1 blank line before and after all parts of a heading 

block (may include the title, subtitle, author, and/or date), 

and format all lines in bold. Format side headings in bold, 

at the left margin, with 1 blank line before and after them. 

Format paragraph headings at the left: margin for single¬ 

spaced reports and indented for double-spaced reports in 

bold, followed by a period in bold and one space. 

Citations. Format citations using Word’s footnote (or 

endnote) feature. 

Margins, Spacing, Headings, and Citations for 
APA- or MLA-Style Reports. See page R-10. 
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A. REPORT IN APA STYLE 

(page 3; with header, 2-line title, byline, main heading, subheading, 
and citations) 

top, bottom, and side margins: default [1" 
double-space throughout 

2-line title 

Online Advertising 3 Header 

An Analysis of the Scope and Effectiveness 

of Online Advertising 

Byline Jonathan R. Evans 

tab Online advertising uses the Internet for the sole purpose of delivering 

marketing messages to customers. Some examples of online advertising are ads 

on search engine results pages, banner ads, Interactive media ads, online 

classifieds, advertising networks, and e-mail marketing (Gunderson, 2011, p, Dl). Citation 

One major benefit of online advertising is the immediate publishing of 

content that is not limited by geography or time. To that end, interactive 

advertising presents fresh challenges for advertisers (Newsome, 2010). 

Main heading Growth Factors 

Online business has grown in tandem with the expanding number of 

Internet users. That trend will only increase as time goes on (Arlens & Schell). 

Subheading Uncertainty - Italic 

The uncertainties surrounding Internet advertising are impeding its 

expansion. A recent survey found two main reasons cited for not advertising 

online. The first Is the difficulty of determining return on Investment, especially In 

terms of repeat business and first-time shoppers. The second is the lack of reliable 

tracking and measurement data ("eWebStats,” 2010). 

mm 

C. REPORT IN MLA STYLE 

(page 1; with header, heading, 2-line title, and citations) 

top, bottom, and side margins: default (1") 
double-space throughout Evans i Header 

Heading Jonathan R. Evans 

Professor Inman 

Management 302 

19 January 20- 

2’line title An Analysis of the Scope and Effectiveness 

of Online Advertising 

^ tsb Online advertising uses the Internet for the sole purpose of delivering 

marketing messages to customers. Some examples of online advertising are ads 

on search engine results pages, banner ads, interactive media ads, social network 

site advertising, online classifieds, and e-mail marketing (Gunderson Dl), Citation 

One major benefit of online advertising Is the immediate publishing of 

Information and content that is not limited by geography or time, To that end. 

Interactive advertising presents fresh challenges for advertisers (Newsome 59). 

Online business has grown In tandem with the expanding number of 

Internet users. That trend will only Increase as time goes on (Arlens & Schell 376- 

379), The uncertainties surrounding Internet advertising remain one of the major 

impediments to the expansion. A recent survey found two main reasons cited for 

not advertising online. The first is the difficulty of determining return on 

investment. The second Is the lack of reliable tracking and-measurement data. 

B. REFERENCES IN APA STYLE 
(page 14; with header) 

top, bottom, and side margins: default (1") 
double-space throughout online Advertising M Header 

hanging indent i References 

Book one ailllfOr Adams, A. B. (2009). Internet advertising and the upcoming electronic upheavaL 

-9 hanging indent Boston; Brun wick Press. 

Annual report AdNet Incoporated. (2010). 2010 annual report. San Francisco; BCI, Inc 

I 
Newspaper article An, S. J. (2010, July 12}. Banner ad frenzy. The Walt Street Journal, p. R6. 

Book two authors Arlens, R., & Seymour, S. (2010). E-vertising. Cambridge, MA: New England 

I Publishing. 

Book—organization Directory of business and financial services. (2009). New York: International 
I as author 

Corporate Libraries Association. 

WWW page eWebStats; Advertising revenues and trends, (n.d.). New York: eMarketer. 

Retrieved August 11, 2010, from 

http;//www.emarketer.com/ewebstats/2507manu.ad 

Journal article— Ingram, F. (2009). Trends in online advertising. Personnel Quarterly, 20, 804-816, 
paged continuously 

Journal article— Johnson, J. (2010, July 19). WebRatings Index shows 4% rise in Web ads 
paged each issue 

I Advertising Today, 39,18. 

Online database Motivational advertising techniques. (2010. January). Advertising Encyclopedia. 

I Retrieved January 7, 2010, from http;//www.adtech.com/3ds.html 

Government document National institute of Psychology (2009). Who clicks? An analysis of Internet 

advertising (TNIP Publication No. ADM 82-1195). Washington, DC. 

D. WORKS CITED IN MLA STYLE 

(page 14; with header and hanging indent) 

top, bottom, and side margins: default {!"] 
double-space throughout 

hanging indent J, Wdrkscited 

Book—one author Adams, Ana, B. Internet Advertising and the Upcoming Electronic Upheaval. 

ban ging indent Boston; Brunswick Press, 2009. 

Annual report AdNet incoporated, 2010 Annual Report. San Francisco; BCI, lnc„ 2010. 

I 
Newspaper article An, Sang JIn. “Banner Ad Frenzy." The Wall Street Journal. 12 July 2010: R6, 

I 
Book—two authors Arlens, Rachel, and Seymour Schell, E-vertlsIng. Cambridge, MA: New England 

I Publishing, 2009. 

Book—organization Corporate Libraries Association. Directory of Business and Financial Services. New 

I as author 
York: Corporate Libraries Association, 2009. 

WWW page "eWebStats; Advertising Revenues and Trends." 11 Aug. 2009. 7 Jan. 2010 

I <http://www.emarketer.com/ewebslats/ad>, 

Journal article— Ingram, Frank. "Trends In Online Advertising." Personnel Quarterly 20 (2010): 
paged conllnuously 

I 804-816. 

Journal article— Johnson, June. "WRI shows 4% rise In Web ads," WebAds Today 19 July 2010; 18. 

paged each issue 
Online database Motivational Advertising Techniques. 2010. Advertising Encyclopedia. 7 Jan. 2010 

I <http;//www.adtech.com/ads.html>. 

Government document National institute of Psychology, Who clicks? TNIP Publication No, ADM 82-1195, 

Washington. DC. GPO; 2010. 

E-mail Williams, Dan Y. "Reaction to Internet Ads." E-mail to the author. 18 Aug. 2010. 
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A. MEETING AGENDA 

J,5X 

12 pt \ Meeting Agenda 

’Ux 

'iix 

.une/,zu-j^2X 
Numbered list: i. call to order 

deleult format 2. Approval of minutes of May 5 meeting 

3. Progress report on building addition and parking lot restrictions (Norman 

Hodges and Anthony Pascarelli) 

4. May 15 draft of Five-Year Pian 

5. Review of Nationai Hardware Association annual convention 

6. Empioyee grievance filed by Ellen Burrows (John Landstrom] 

7. New expense-report forms (Anne Richards) 

8. Announcements 

9. Adjournment 

B. MINUTES OF A MEETING 

4,5X 

14 pt RESOURCE COMMITTEE 
l-iX 

12 pt 1-Mlnutes of the Meeting^2j^ 

March 13, ^0 

ATTENDANCE The Resource Committee met on March 13, 20~, at the Airport 

Sheraton in Portland, Oregon, with all members present. 

Michael Davis, chairperson, called the meeting to order at 2:30 

"■"’iix 
APPROVAL OF The minutes of the January 27 meeting were read and 

MINUTES approved as presented, 

OLD BUSINESS The members of the committee reviewed the sales brochure on 

electronic copyboards and agreed to purchase one for the 

conference room. Cynthia Giovanni will secure quotations from 

at least two suppliers. 

NEW BUSINESS The committee reviewed a request from the Purchasing 

Department for three new computers. After extensive 

discussion regarding the appropriate use of the computers and 

software to be purchased, the committee approved the 

request. 

ADJOURNMENT The meeting was adjourned at 4:45 p.m. The next meeting is 

scheduled for April 13 In Suite 

Respectfully submltted,^^^^^ 

0. i. MtJjtK 

D. 5. Madsen, Secretary 

(Note: Table shown with “View Gridlines" active.) 

C. ITINERARY 

isx 
: 14 pt PORTLAND SALES MEETING j 

1 12 pt 4- Itinerary for Dorothy Turner^2^ 

March 12-15, 20-- . y 

THURSDAY. MARCH 12 

;,1X 

. 5:10 p.m.-7:06 p.m. Flight from Detroit to Portland; Northwest 83 (800-555- 

1212); e-ticket; Seat 8D; nonstop. 

Jack Weatherford (Home: 503-555-8029; Office: 503- 

555-7631} will meet your flight on Thursday, provide 

transportation during your visit, and return you to the 

airport on Saturday morning. 

Airport Sheraton (503-555-4032) 

King-sized bed, nonsmoking room; late arrival 

guaranteed; Reservation No. 30ZM6-02. 

FRIDAY. MARCH 13 

: 9 a,m.-5:30 p,m, Portland Sales Meeting 

1931 Executive Way, Suite 10 

Portland, OR 97211 

(503-555-7631) 

: SATURDAY, MARCH 14 

7:30 a.m.-2:47 p.m. Flight from Portland to Detroit; Northwest 360; e-ticket; 

Seat 9a; nonstop. 

(Note: Tabie shown with "View Gridlines" active.) 

D. LEGAL DOCUMENT 

(with line numbers) 

left tabs: 1", 3.25' 
right tab: 6.5'' 

line numbers (court documents only) 

STATE OF NEVADA 

3 COUNTY OF CLARK 

—> tab 6.5" IN DiSTRia COURT 
i2X 

NORTHEAST JUDICIAL DISTRICT. 

JOHNC.SMITH tab 3.25' 
209 East Clark Avenue 

Las Vegas, NV 89155-1603 

) —> NO., 

) tab 6.5" 
) 

J,2X 
1 space, 20 underscon ^ 

> tab 1" Plaintiff, tab 3.25") 

) —» tab 6.5" 

13 FAITH GEORGIA 

16 i2X 
17 THE STATE OF NEVADA TO THE ABOVE-NAMED DEFENDANT: 

.12X 
tab 1" You are hereby summoned and required to appear and defend 

against the Complaint in this action, which Is hereby served upon you by serving 

upon the undersigned an Answer or other proper response within twenty (20) 

days after the service of the Summons and Complaint upon you, exclusive of the 

day of service. |^2)( 

If you fall to do so, judgment by default will be taken against you for 

the relief demanded in the Complaint. 

; SIGNED this 

1 space; 
' 5 underscores; 

1 space 

_day of July, 

^ underscores to the right margin 
teb 3.25" Jim Roe —> tsb 6.5^’AttomeyatLaw 

229 South Civic Way 

Laughlin, NV 89029-2648 

Telephone; 702-555-1205 

Attorney for Plaintiff 
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A. RESUME 

..isx.. 
Cambria 14 ptBbTd I TERRYMrMARTINA 

Calmbria i'. 
i2X 

2 pt Bold J 250 Maxwell Avenue, Boulder, CO 80305 
Phone; 303 555-9311; e mail: 1 

Calibri i 12 pt 
Bold J, 

Tnr 

' indent 

ilX Calibri 12 pt J, 
ilX 

Position in resort management anywhere in Colorado. Uix 

l-> indent 

Edgewood Community College, Boulder, Colorado 

A.A. In hotel management to be awarded May 2011 

0.5 Achieved grade point average of 3.1 (on 4.0 scale). 

Received Board of Regents tuition schoiarship.^^^ 

Central City High School, Denver, Colorado 

Graduated: May 2009 | 

distant Manager, Burger king Restaurant ^ — Callb rf X^ 

Boulder, Colorado itdiic 
May 2010 to Present 

0.5 In charge of balancing the cash register, closing the 

restaurant, and making night deposits. 

Student Intern, Ski Valley Haven 

Aspen, Colorado 

September to December 2009 

Worked as an assistant to the manager. Gained experience 

in operating First-Guest software and produced daily 

occupancy reports. Received Outstanding Employee award. 

pt 

Activities pursued while attending college: 

• Volunteer tutor. Literacy Council of America 

• Secretary of ECC Hospitality Services Association 

REFERENCES Available upon request. 

(Note: Table shown with "View Gridlines" active.) 

B. APPLICATION LETTER IN BLOCK STYLE 
(with return address) 

,15X 
March 1, 20- 

|,4X 

Mr. Lou Mansfield, Director 

Human Resources Department 

Rocky Resorts International 

P.O. Box 1412 

Denver, CO 80214 ■ 

Dear Mr. Mansfield: 

J.2X 

i2X 
Please consider me an applicant for the position of concierge for Suite Retreat, as 

advertised in last Sunday's Denver Times. | 

I will receive my A.A. degree in hotel management from Edgewood Community 

College in May and will be available for full-time employment immediately. In 

addition to my extensive coursework In hospitality services and business, I’ve had 

experience in working for a ski lodge similar to Suite Retreats In Aspen. As a 

lifelong resident of Colorado and an avid skier, I would be able to provide your 

guests with any information they request. 

After you've reviewed my enclosed resume, I would appreciate having an 

opportunity to discuss with you why I believe I have the right qualifications and 

personality to serve as your concierge. I can be reached at 303-555-9311. , 
■i2X 

Sincerely, 
MX 

Return address Terry M. Martina 

250 Maxwell Avenue, Apt. 8 

Boulder, CO SoaOSj^^j^ 

Enclosure 

C. FORMATTING LISTS 

Numbers or bullets are used in documents to call atten¬ 

tion to items in a list and to increase readability. If the 

sequence of the list items is important, use numbers rather 

than bullets. 

• Insert 1 blank line before and after the list. 

• Use Word’s default format for all lists in either single- or 

double-spaced documents, including lists in documents 

such as a meeting agenda. Any carryover lines will be 

indented automatically. 

• Use the same line spacing (single or double) between 

lines in the list as is used in the rest of the document. 

The three bulleted and numbered lists shown at the right 

are all formatted correctly. 

D. EXAMPLES OF DIFFERENT TYPES 
OF LISTS 

According to the Internet Advertising Bureau, the following are the most common 

types of advertising on the Internet: 

• Banner ads that feature some type of appropriate animation to attract the 

viewer's attention and interest. 

• Sponsorship, in which an advertiser sponsors a content-based Web site. 

• Interstitials, ads that flash up while a page downloads. 

There is now considerable controversy about the effectiveness of banner 

advertising. As previously noted, a central goal of banner advertisements is to 

According to the Internet Advertising Bureau, the following are the most common 

types of advertising on the Internet, shown in order of popularity; 

p 
1. Banner ads ; 

2. Sponsorship ? 

3. Interstitials 

There Is now considerable controversy about the effectiveness of banner 

advertising. As previously noted, a central goal of banner advertisements Is to 

According to the Internet Advertising Bureau, the following are the most 

common types of advertising on the Internet: 

• Banner ads that feature some type of appropriate animation to attract the 

viewer's attention and interest. 

• Sponsorship, In which an advertiser sponsors a Web site. 

• Interstitials, ads that flash up while a page downloads. 

There is now considerable controversy about the effectiveness of banner 

advertising. As previously noted, a central goal of banner advertisements is to 

R-12 :; Reference Manual 



Reference Manual 

A. BOXED TABLE 

(with subtitle; bottom-aligned and braced column headings; left- and 
right-aligned columns; total line and table note) 

center page i 
center horizontally 

Title 
Subtitle 

Total line 
Table note 

14 pt AUSTIN-REEVES PRINTER DEPOT 

12 pt , Sales Trends for 20" 

{000s omitted) , . 

^ , 

align bottom J, 
Product 

Annual Sales Quarterly Sales 

This 

Year 

Last 

Year 

This 

Quarter Quarter 

lnk-[et: color $ 569^ $ 841 $ 120 $ 99 

Ink-iet; color portable 6 24 2 6 

Ink-iet; black and white 273 588 71 147 

Printer/copier combination 1,622 2,054 422 509 

Black-and-white laser: standard 389 507 121 129 

Black-and-white laser; premium 2,368 87 592 25 

Color laser 409 230 100 70 

Totals $5,636 $4,331 $1,428 $985 

Note: Sales for this quarter ended at midnight, December 31. 

- Braced column 
headings 

C. RULED TABLE 

(with table number, title, centered column headings, and total line) 

center page i 
center horizontally 

Table namber 
and title 

14 pt 

12 pti 

Table 2. RESCUE ONE 

COMPUTER TECHNICAL SUPPORT 

align bottom i 
Support Service 

Fees 

to Date 

Replacement parts 

Troubleshooting 

Software support 

Hardware support 

Product literature 

Technical documentation 

Printer drivers 

$ 9,200 

12,850 

5,095 

8,032 

105 

150 

129 

Total $35,561 

ilX 

B. OPEN TABLE 
(with 2-line title; 2-line centered, bottom-aligned column headings; 
left- and right-aligned columns; column entries with dollar and 

percent signs) 

2-line title 

Row1 

Row 2 
RowSi 

center page i 
center horizontally 

■r4*pY’SUITE HOLibAY RttREAT " 
12 pt i BOUTIQUE HOTELS 

New Lodging Rates | 

align bottom i 
Location 

Bozeman, Montana 

Chicago, Illinois 

Daiias, Texas 

Las Vegas, Nevada 

Beveriy Hills, California 

Minneapolis, Minnesota 

New York, New York 

Orlando, Florida 

Portland, Maine 

Seattle, Washington 

Column A 

2 spaces 
for each digit 

5 spaces: 
2 for each digit, 
1 for each comr 

(Note: Table shown with "View Gridlines" active.) 

D. FORMATTING TABLES 

The three basic styles of tables are boxed, open, and ruled. Tables have 
vertical columns (Column A), horizontal rows (Row 1), and intersect¬ 
ing cells (Cell Al). Center a table vertically that appears alone on the 
page. Insert 1 blank line before and after a table that appears within 
a document. Automatically adjust column widths and horizontally 
center all tables. 

Heading Block. Merge any cells in Row 1, and type the heading 
block. Center and bold throughout. Type the title in all-caps, l4-pt. 
font, and the subtitle in upper- and lowercase, 12-pt. font. If a table 
has a number, type Table in upper- and lowercase. Follow the table 
number with a period and 1 space. Insert 1 blank line below the head¬ 
ing block. 

Column Headings. Center column headings. Type in upper- 
and lowercase and bold. Bottom-align all column headings if a row 
includes a 2-line column heading. Merge desired cells for braced 
headings. 

Column Entries. Left-align text columns, and right-align number 
columns. Capitalize only the first word and proper nouns in column 
entries. 

Column Entry Dollar and Percent Signs. Insert the dollar sign 
only before the amount in the first entry and before a total amount 
entry. Align the dollar sign with the longest amount in the column, 
inserting spaces after the dollar sign as needed (allowing for 2 spaces 
for each digit and 1 space for each comma). Repeat the percent sign 
for each number in each column entry (unless the column heading 
identifies the data as percentages). 

Table Note and Total Line. For a note line, merge the cells of the 
last row and use “Note” followed by a colon. For a total line, add a top 
and bottom border, use “Total” or “Totals” as appropriate, and add a 
percent or dollar sign if needed. 

(Note: Table shown with "View Gridlines" active.) 
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A. FORMATTING BUSINESS FORMS 

Many business forms can be created and filled in by using 

templates that are provided within commercial word pro¬ 

cessing software. Template forms can be used “as is” or they 

can be edited. Templates can also be used to create custom¬ 

ized forms for any business. 

When a teihplate is opened, the form is displayed on 

screen. The user can then fill in the necessary informa¬ 

tion, including personalized company information. Data are 

entered into cells or fields, and you can move quickly from 

field to field with a single keystroke—usually by pressing 

Tab or Enter. 

B. U.S. POSTAL SERVICE ABBREVIATIONS 
(for States, Territories, and Canadian Provinces) 

States and Territories 
Alabama . 

Alaska . 

Arizona. 

Arkansas . 

.AL 

.AK 

.AZ 

.AR 

.CA 

Oklahoma . 

Oregon. 

Pennsylvania. 

Puerto Rico . 
Rhode Island . 

.OK 

.OR 

.PA 

.PR 

.RI 

.SC 

Colorado . .CO South Dakota . .SD 

Connecticut . .CT Tennessee . .TN 

Delaware . .DE Texas . .TX 

District of Columbia . .DC Utah. .UT 

.FL .VT 

Georgia . .GA Virgin Islands . .VI 

Guam. .GU Virginia . .VA 

Hawaii . .HI Washington . .WA 

Idaho . .ID West Virginia . .WV 

Illinois . .IL Wisconsin . .WI 

Indiana. .IN Wyoming . .WY 

Iowa . .lA 

Kansas . .KS Canadian Provinces 
Kentucky . .KY Alberta. .AB 

Louisiana. .LA British Columbia. .BC 

Maine. .ME Labrador . .LB 

Maryland . .... MD Manitoba . .MB 

Massachusetts. .MA New Brunswick. .NB 

Michigan. .MI Newfoundland . .NF 

Minnesota . ....MN Northwest Territories. .NT 

Mississippi. .MS Nova Scotia. .NS 

Missouri . ....MO Ontario . .ON 

Montana . .MT Prince Edward Island. .PE 

Nebraska . .NE Quebec. .PQ 
Nevada . .NV Saskatchewan . .SK 

New Hampshire . .NH Yukon Territory. .YT 

New Jersey . .NJ 
New Mexico. .... NM 

New York . .NY 

North Carolina. .NC 

North Dakota. .ND 

Ohio . .OH 

C. PROOFREADERS'MARKS 

Proofreaders’ Marks Draft Final Copy Proofreaders’ Marks Draft Final Copy 

Omit space database database S5 Single-space first line first line 

Jnot ss second line 
OT/y Insert ifhes^oing^ if he's not going. _second line 

= Capitalize Maple ^reet Maple Street 
ds Double-space 

ds 
first line first line 

Delete a fma+^rafl a draft second line 

It second line 

A Insert space alj^eady to all ready to ZD Move right Plea.se [iend Please send 

when 
-ft- Change word 

when 
and# you and when you 

EZ Move left 1 May 1 May I 

Use lowercase letter our J^resident our president /x/X/Vz Bold Column Heading Column Heading 

H Paragraph ... to use it.JlWe can ... to use it. 

/Xah 

zN/x/wx/x/x^ 
We can Italic 0. Time magazine Time magazine 

... Don't delete a Hw^tory • • • 
a true story uIl Underline 7/ /O. Time magazine.!, Time magazine 

the only0 

_ y readers 

0 Spell out the only one 

cf Move as shown yeadersjvill see will see 

the)\all/see\ Transpose they see all 
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Language Arts for Business 
(50 "must-know" rules) 

RULE 1 

, direct address 

(L.21) 
__^ 

RULE 2 

, Independent clause 

(L. 27) 

The under¬ 
line calls 
attention 
to a point in 

the sentence where a 
comma might mis¬ 
takenly be inserted. 

RULE 3 

, introductory expression 

(L. 27) 

RULE 4 

, direct quotation 

(L41) . 

RULE 6 

, place 

(L. 51) 

PUNCTUATION 

Commas 

Use commas before and after a name used in direct address. 
Thank you, John, for responding to my e-mail so quickly. 

Ladies and gentlemen, the program has been canceled. 

Use a comma between independent clauses joined by a coordinate conjunction 
(unless both clauses are short). 

Ellen left her job with IBM, and she and her sister went to Paris. 

But: Ellen left her job with IBM_and went to Paris with her sister. 

But: John drove_and I navigated. 

Note: An independent clause is one that can stand alone as a complete sentence. 

The most common coordinate conjunctions are and, but, or, and nor. 

Use a comma after an introductory expression (unless it is a short 
prepositional phrase). 

Before we can make a decision, we must have all the facts. 

But: In 2004 our nation elected a new president. 

Note: An introductory expression is a group of words that come before the subject 

and verb of the independent clause. Common prepositions are to, in, on, of, at, by, 

for, and with. 

Use a comma before and after a direct quotation. 
James said, “I shall return,” and then left. 

Use a comma before and after the year in a complete date. 
We will arrive on June 2, 2006, for the conference. 

But: We will arrive on June 2 for the conference. 

Use a comma before and after a state or country that follows a city 
(but not before a ZIP Code). 

Joan moved to Vancouver, British Columbia, in May. 

Send the package to Douglasville, GA 30135, by Express Mail. 

But: Send the package to Georgia by Express Mail. 
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:■ RULE 7 

; , series 

: (L. 61) 

Use a comma between each item in a series of three or more. 

We need to order paper, toner, and font cartridges_for the printer. 

They saved their work, exited their program, and turned off their 

computers_when they finished. 

Note: Do not use a comma after the last item in a series. 

: RULE 8 

, transitional expression 

: (L 61) 

Use a comma before and after a transitional expression or independent 
comment. 

It is critical, therefore, that we finish the project on time. 

Our present projections, you must admit, are inadequate. 

But: You must admiLour present projections are inadequate. 

Note: Examples of transitional expressions and independent comments are in addition to, 

therefore, however, on the other hand, as a matter of fact, and unfortunately. 

' RULE 9 

, nonessential expression 

' (L 71) 

I RULE 10 

, adjacent adjectives 

: (L. 71) 

Use a comma before and after a nonessential expression. 

Andre, who was there, can verify the statement. 

But: Anyone.who was there.can verify the statement. 

Van’s first book. Crisis of Management, was not discussed. 

Van’s boolLCraM of Managementytdts not discussed. 

Note: A nonessential expression is a group of words that may be omitted without chang¬ 

ing the basic meaning of the sentence. Always examine the noun or pronoun that comes 

before the expression to detetmine whether the noun needs the expression to complete 

its meaning. If it does, the expression is essential and does not take a comma. 

Use a comma between two adjacent adjectives that modify the same noun. 

We need an intelligent, enthusiastic_individual for this job. 

But: Please order a new bulletin board for our maitLConference room. 

Note: Do not use a comma after the second adjective. Also, do not use a comma if 

the first adjective modifies the combined idea of the second adjective and the noun 

(for example, bulletin board and conference room in the second example above). 

Semicolons 

RULE 11 

; no conjunction 

(L. 97) 

RULE 12 

; series 

(L. 97) 1 

Use a semicolon to separate two closely related independent clauses that are 

not joined by a conjunction (such as and, but, or, or nor). 

Management favored the vote; stockholders did not. 

But: Management favoted the vote^^but stockholders did not. 

Use a semicolon to separate three or more items in a series if any of the items 

already contain commas. 

Staff meetings were held on Thursday, May 7; Monday, June 7; and Friday, 

June 12. 

Note: Be sure to insert the semicolon between (not within) the items in a series. 
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Hyphens 

RULE 13 

- number 

(L. 57) 

Hyphenate compound numbers between twenty-one and ninety-nine and 

fractions that are expressed as words. 

Twenty-nine recommendations were approved by at least three-fourths of the 

members. 

RULE 14 

- compound adjective 

(L 67) 
V ■ - ■ ■ -.— - ■ --J 

Hyphenate compound adjectives that come before a noun (unless the first 

word is an adverb ending in -ly). 

We reviewed an up-to-date report on Wednesday. 

But: The report was up_to.date. 

But: We reviewed the highly_rated report. 

Note: A compound adjective is two or more words that function as a unit to describe a 

noun. 

Apostrophes 

f RULE 15 

I ' singular noun 

[ (L. 37) 

RULE 16 

' plural noun 

(L. 37) 
v 

RULE 17 

---V 

' pronoun 

(L. 37) 
\ _J 

Use 'sto form the possessive of singular nouns. 

The hurricane’s force caused major damage to North Carolina’s coastline. 

Use only an apostrophe to form the possessive of plural nouns that end in s. 

The investors’ goals were outlined in the stockholders’ report. 

But: The investors_outlined their goals in the report to the stockholders^ 

But: The women’s and children’s clothing was on sale. 

Use 'sto form the possessive of indefinite pronouns (such as someone's or 

anybody's); do not use an apostrophe with personal pronouns (such as hers, 

his, its, ours, theirs, and yours). 

She could select anybody’s paper for a sample. 

It’s time to put the file back into its cabinet. 
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RULE 18 

: explanatory material 

^(L 91)_ 

Colons 

Use a colon to introduce explanatory material that follows an independent 

clause. 

The computer satisfies three criteria: speed, cost, and power. 

But: The computer satisfies the three criteria of speed, cost, and power. 

Remember this:_only one coupon is allowed per customer. 

Note: An independent clause can stand alone as a complete sentence. Do not capitalize 

the word following the colon. 

Periods 

Use a period to end a sentence that is a polite request. 

Will you please call me if I can be of further assistance. 

Note: Consider a sentence a polite request if you expect the reader to respond by doing 

as you ask rather than by giving a yes-or-no answer. 

Quotation Marks 

Use quotation marks around a direct quotation. 

Harrison responded by saying, “Their decision does not affect us.” 

But: Harrison responded by saying that their decision does not affect us. 

Use quotation marks around the title of a newspaper or magazine article, 

chapter in a book, report, and similar terms. 

The most helpful article I found was “Multimedia for All.” 

italics (or Underline) 

Italicize (or underline) the titles of books, magazines, newspapers, and other 

complete published works. 

Grisham’s The Brethren was reviewed in a recent USA Today article. 

R-18 - Reference Manual 



Reference Manual 
GRAMMAR 

Sentences 

RULE 23 

fragment 

(L 21) 
V- ^ 

Avoid sentence fragments. 

Not: She had always wanted to be a financial manager. But had not had the needed 

education. 

But: She had always wanted to be a financial manager but had not had the needed 

education. 

Note: A fragment is a part of a sentence that is incorrectly punctuated as a complete sen¬ 

tence. In the first example above, “but had not had the needed education” is not a com¬ 

plete sentence because it does not contain a subject. 

^ RULE 24 ' 

run-on 

(L 21) 
V - _/ 

Avoid run-on sentences. 

Not: Mohamed is a competent worker he has even passed the MOS exam. 

Not: Mohamed is a competent worker, he has even passed the MOS exam. 

But: Mohamed is a competent worker; he has even passed the MOS exam. 

Or: Mohamed is a competent worker. He has even passed the MOS exam. 

Note: A run-on sentence is two independent clauses that run together without any punc¬ 

tuation between them or with only a comma between them. 

Agreement 

RULE 25 

agreement singular 

agreement plural 

(L. 67) 

Use singular verbs and pronouns with singular subjects; use plural verbs and 

pronouns with plural subjects. 

I was happy with my performance. 

lanet and Phoenix were happy with their performance. 

Among the items discussed were our raises and benefits. 

' RULE 26 

agreement pronoun 

(L.81) 
\ 

Some pronouns (anybody, each, either, everybody, everyone, much, neither, 

no one, nobody, and one) are always singular and take a singular verb. Other 

pronouns (all, any, more, most, none, and some) may be singular or plural, 

depending on the noun to which they refer. 

Each of the employees has finished his or her task. 

Much remains to be done. 

Most of the pie was eaten, but most of the cookies were left. 

RULE 27 

agreement intervening words 

JU 81}_^ 

Disregard any intervening words that come between the subject and verb 

when establishing agreement. 

That box, containing the books and pencils, has not been found. 

Alex, accompanied by Tricia and Roxy, ft attending the conference and taking 

his computer. 

RULE 28 

agreement nearer noun 

(L. 101) 
v_^- 

[f two subjects are joined by or, either/or, neither/nor, or not only/but also, 

make the verb agree with the subject nearer to the verb. 

Neither the coach nor the players are at home. 

Not only the coach but also the referee ft at home. 

But: Both the coach and the referee are at home. 
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i RULE 29 

\ nominative pronoun 

! (L. 107) 

f RULE 30 

) objective pronoun 

: (L 107) 

I RULE 31 

I adjective/adverb 

[ (L. 101) 

' RULE 32 

I accept/except 

I (L 117) 

I RULE 34 

! farther/further 

; (L 117) 

RULE 35 

personal/personnel 

: (L. 117) 

RULE 36 

principal/principle 

(L 117) 

Pronouns ^ 

Use nominative pronouns (such as /, he, she, we, they, and who] as subjects of 

a sentence or clause. 

The programmer and he are reviewing the code. 

Barb is a person who can do the job. 

Use objective pronouns (such as me, him, her, us, them, and whom) as objects 

of a verb, preposition, or infinitive. 

The code was reviewed by the programmer and him. 

Barb is the type of person whom we can trust. 

Adjectives and Adverbs 

Use comparative adjectives and adverbs {-er, more, and less) when referring 

to two nouns or pronouns; use superlative adjectives and adverbs (-est, most, 

and least) when referring to more than two. 

The shorter of the two training sessions is the more helpful one. 

The longest of the three training sessions is the least helpful one. 

Word Usage 

Accept means "to agree to"; except means "to leave out." 

All employees except the maintenance staff should accept the agreement. 

Affect IS most often used as a verb meaning "to influence"; effect is most often 

used as a noun meaning "result." 

The ruling will affect our domestic operations but will have no effect on our Asian 

operations. 

Farther refers to distance; further refers to extent or degree. 

The farther we drove, the further agitated he became. 

Personal means "private"; personnel means "employees." 

All personnel agreed not to use e-mail for personal business. 

Principal means "primary"; principle means "rule." 

The principle of fairness is our principal means of dealing with customers. 
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MECHANICS 

Capitalization 

RULE 37 

sentence 

(L. 31 

Capitalize the first word of a sentence. 

Please prepare a summary of your activities. 

Capitalize proper nouns and adjectives derived from proper nouns. 

Judy Hendrix drove to Albuquerque in her new Pontiac convertible. 

Note: A proper noun is the official name of a particular person, place, or thing. 

RULE 39 

= time 

(L. 31) 
v_l_. 

Capitalize the names of the days of the week, months, holidays, and religious 

days (but do not capitalize the names of the seasons). 

On Thursday, November 25, we will celebrate Thanksgiving, the most popular 

holiday in the fall. 

f RULE 40 

i =noun# 

(L 77) 

Capitalize nouns followed by a number or letter (except for the nouns line, 

note, page, paragraph, and size). 

Please read Chapter 5, which begins on page 94. 

i RULE 41 ! 

; 3 compass point 

; (L. 77) 
1 

Capitalize compass points (such as north, south, or northeast) only when they 

designate definite regions. 

From Montana we drove south to reach the Southwest. 

f RULE 42 

I = organization 

■ (L 111) 

Capitalize common organizational terms (such as advertising department and 

finance committee) only when they are the actual names of the units in the 

writer's own organization and when they are preceded by the word the. 

The report from the Advertising Department is due today. 

But: Our advertising department will submit its report today. 

RULE 43 

s course 

(L 111) 

Capitalize the names of specific course titles but not the names of subjects or 

areas of study. 

I have enrolled in Accounting 201 and will also take a marketing course. 

Number Expression 

RULE 44 

# general | 

(L. 47) ! 

In general, spell out numbers zero through ten, and use figures for numbers 

above ten. 

We rented two movies for tonight. 

The decision was reached after 27 precincts sent in their results. 
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RULE 45 

# figure 

(L, 47) 

Use figures for 

• Dates. (Use st, d, or th only if the day comes before the month.) 

The tax report is due on April 15 {not April 15th). 

We will drive to the camp on the 23d (or 23rd or 23'^^) of May. 

• All numbers if two or more related numbers both above and below ten are 

used in the same sentence. 

Mr. Carter sent in 7 receipts, and Ms. Cantrell sent in 22. 

But; The 13 accountants owned three computers each. 

• Measurements (time, money, distance, weight, and percent). 

The $500 statue we delivered at 7 a.m. weighed 6 pounds. 

• Mixed numbers. 

Our sales are up 9*/2 (or 9-5) percent over last year. 

RULE 46 

-\ 

#word 

^ (L. 57) 
J 

Spell out 

• A number used as the first word of a sentence. 

Seventy-five people attended the conference in San Diego. 

• The shorter of two adjacent numbers. 

We have ordered 3 two-pound cakes and one 5-pound cake for the reception. 

• The words million and billion in round numbers (do not use decimals with 

round numbers). 

Not: A $5.00 ticket can win $28,000,000 in this month’s lottery. 

But: A $5 ticket can win $28 million in this month’s lottery. 

• Fractions. 

Almost one-half of the audience responded to the question. 

Abbreviations 

^ RULE 47 

abbreviate none 

(L. 67) _J 

In general business writing, do not abbreviate common words (such as dept. 

or pkg.), compass points, units of measure, or the names of months, days of 

the week, cities, or states (except in addresses). 

Almost one-half of the audience indicated they were at least 5 feet 8 inches tall. 

Note: Do not insert a comma between the parts of a single measurement. 

RULE 48 
- 

abbreviate measure 

(L 87) 
N__ _^ 

In technical writing, on forms, and in tables, abbreviate units of measure when 

they occur frequently. Do not use periods. 

14 oz 5 ft 10 in 50 mph 2 yrs 10 mo 

RULE 49 

abbreviate lowercase 

(L 87) 

In most lowercase abbreviations made up of single initials, use a period after 

each initial but no internal spaces. 

a.m. p.m. i.e. e.g. e.o.m. 

Exceptions: mph mpg wpm 

In most all-capital abbreviations made up of single initials, do not use periods 

or internal spaces. 

OSHA PBS NBEA WWW VCR MBA 

Exceptions: U.S.A. A.A. B.S. Ph.D. P.O. B.C. A.D. 



Getting Started 

You can use Microsoft® Word for W^indows (Word) to create anything from a 

simple e-mail message to a lengthy report with features, such as a preformatted 

cover page, footnotes, and stylized tables. The Gregg College Keyboarding & Doc¬ 

ument Processing Manual for Microsoft Word 2013 (Word Manual) explains step 

by step how to create attractive, professional business documents using Word. It 

is a handy, permanent reference you can use on the job to review frequently used 

features and shortcuts. 

The Word Manual is used in conjunction with your textbook and “GDP” 

(Gregg Document Processing—the shortened name of the associated course 

software) to develop the keyboarding and document processing skills needed 

for success in today’s workplace. You will launch Word from GDP, complete the 

hands-on Practice exercises in the Word Manual, and then type related docu¬ 

ment processing jobs in the textbook. This learning sequence is an effective, 

efficient way to become an accomplished Word user. 

Word Manual Features 

Each word processing feature is explained, illustrated, and then followed by a 

hands-on Practice exercise in which you will use a new Word feature to format 

a document similar to the ones you will type in the textbook for that lesson. A 

handy list of keyboard shortcuts, a list of Word commands and their lesson of 

introduction, and an index are included on the inside and back covers of the 

Word Manual. 

The following conventions are used throughout: 

• Gommands, tabs, groups, buttons, and other names or keyboard combina¬ 

tions used in step-by-step directions are shown in bold. For example, “Glick 

the FILE tab, and click Save.” 

• When you see a key combination used in a direction, press and hold down 

the first key while you strike the second key; then release both keys. For 

example, “On the keyboard, press Ctrl + S to save a file.” 

• Words you are to type are shown in a different font. For example, “Type 

Agenda as the report title.” 

Getting Started • Introduction 1 



The following icons are used throughout: 

REFER TO 
Word Manual 

Appendix A: GDP—Word 
Settings 
L. 24: Spelling and 
Grammar Check 

9* Attention 

Help 

Tip 

Hands On 

GOTO 
Textbook 

REFER TO 
Word Manual 

Identifies important, broad-based information. 

Identifies troubleshooting steps to guide you when 

Word behaves unexpectedly or to help you remedy 

common mistakes. 

Identifies helpful Word tips or provides guidance 

for using Word outside of GDP (such as at work or 

at home) where settings can vary. 

Identifies the beginning of a Practice exercise. 

Identifies the end of a Practice exercise and directs 

you to open your textbook to the corresponding 

lesson to study formatting and type the document 

processing jobs. 

Directs you to open a different lesson in the Word 

Manual for related information. 

REFER TO 
Reference Manual 

Directs you to open the Reference Manual found 

in the front pages of your Word Manual and text¬ 

book to review model documents and other helpful 

information. 

An electronic reference manual can be accessed via GDP. See Lesson 25 

for details. 

The following terms (for a right-handed mouse) are used throughout: 

• Point. Move the mouse until the mouse pointer on the screen is pointing to 

and resting over the desired item. 

• Click. Point to an item; then press and quickly release the left mouse button 

without moving the mouse. 

• Double-click. Point to an item; then press and quickly release the left 

mouse button twice without moving the mouse. 

• Drag. Point to an item, hold down the left mouse button while moving the 

mouse, and release at the end of the selection. 

• Right-click. Point to an item; then press and quickly release the right 

mouse button. 

• Select. Highlight text. 

GDP—Word Settings 

In order to create a standardized, trouble-free computing environment and 

to create documents that use conventional formatting found in standard style 

manuals, GDP automatically opens Word documents with a modified Normal 

Style Set already in place. GDP’s modified Normal Style Set uses these default 

settings: single line spacing, 0 pt. paragraph spacing, and Calibri 12 pt. font size. 

See Appendix A, GDP—Word Settings, Modified Normal Style Set, for details. 
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REFER TO 
Word Manual 

L. 21: GDP —Start Word 
L. 80: Table—Styles 
L. 86: Styles 
L. 103: Text Boxes 
L. 106: WordArt 

^ It is very important that before you begin typing any job in Word, you first 

manually set (or verify) certain Word options so that Word features will behave 

as expected! See Appendix A, GDP—Word Settings, for details. 

In the workplace, most users customize Word. Therefore, understanding funda¬ 

mental Word settings and learning to adjust and customize these settings is very 

helpful. Customized settings will generally not change unless you reset them. 

Immediately after Word launches and a GDP Word document opens, always 

save and convert (upgrade) the file to enable Word features specific to your Word 

version. When [Compatibility Mode] and [Read Only] appear in Word’s title bar, 

the file must be converted and saved before you start working. See Lesson 21, 

GDP—Start Word, for details. The style galleries for text, WordArt effects, text 

box shapes, etc., vary slightly in GDP. Such differences are not cause for concern 

as they do not affect Word’s functionality and comparable choices are available. 

^ The appearance of title bars, tabs and group buttons, colors, and so forth 

in screen shots in this manual may vary slightly from the Word screens you see 

when you open a Word file via GDP. Windows, Office, and Word versions; 

Office themes in use; screen size; and Word features in use, such as spelling and 

grammar check, also influence screen appearance. Some Word features include 

Web-based content that changes as it is updated by Microsoft. Such differences 

are not cause for concern as they do not affect Word’s functionality. 

Appendixes A, B, and C 

Refer to Appendix A, Using Microsoft Word in the Workplace, for tips on using 

Word outside of GDP (such as at work), for information on Word options you 

must manually set (or verify) while working in GDP, for troubleshooting steps for 

Word settings, or for guidance using Word 2013’s default Normal Style Set. Do 

not change GDP’s modified Normal Style Set while typing documents via GDP. 

Refer to Appendix B, Using GDP Features in Document Processing, for an 

index to the GDP features that are relevant to document processing jobs and 

their order of introduction in the Word Manual. 

Refer to Appendix C, Saving a Word File in PDF Format, for steps to save a 

Word document in PDF format. 

GDP-Help 

GDP and Word features that you will use in Practice exercises and document 

processing jobs are introduced in this manual on a “need-to-know” basis as you 

learn to format beginning through advanced documents. When a relevant GDP 

feature is introduced, you will use GDP’s Help for details and specific steps. 

Explore GDP Help to familiarize yourself with this valuable reference tool. 
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GDP“Start Word 

REFER TO 
Word Manual 

Appendix A: Start Word 
From Windows; L. 22: 
File—Save. 

job in Word, first manually 
set (or verify) certain Word 
options! See Appendix 
A, GDP-Word 
Settings, for details. 
See Lesson 22, 
File —Save, for steps 
to save a file. 

E)ocumefrtl-l,doQc|Rwd-Qntyj [Compatibility Mode] - Word | 

[Read Only] and 
[Compatibility Mode] 

Convert 

Convert button 

Document!.docx - Word 

After using Convert and 
saving properly, note that 

neither [Compatibility 
Mode] nor [Read 
Only] appears in 

the title bar. You are now 
ready to begin working. 

© 
Back button 

See GDP Help for steps to start Word to begin Practice exercises or docu¬ 

ment processing jobs, which begin in Lesson 25. 

To verify your Word version and system information: 

1. From the FILE tab, click Account. 

2. Under Product Information, click About Word for version details; click 

System Info... for system details; click OK to close. 

PRACTICE _ 

1. From GDP’s Lesson 21E screen, click Download File; save that file to 

any desired location following the steps in your browser of choice; click 

Start Work; then follow your browser’s routine to open this blank, 

unnamed document in Word. 

& In future Practice exercises, GDP will typically launch Word and 

automatically open a document with an assigned name and content in place. 

Depending on your Windows settings, file extensions may not appear 

in Word’s title bar. Notify your instructor before changing any Windows set¬ 

tings. At home, refer to Windows Help for steps to display file extensions and 

your browser’s Help for steps to download, open, and save files. 

2. If a Protected View warning displays, click Enable Editing. If 

necessary, click VIEW, Edit Document. 

3. BEFORE beginning work, ALWAYS convert (upgrade) any Word file 

opened with ICompatibility Mode] in the title bar! From the FILE 

tab. Info, click Convert, OK. If a dialog box appears prompting you 

that your document will be upgraded, click OK. 

4. If [Read Only] appears in the title bar, save using a different file name 

or location. 

5. Study the illustration on page 6. Move the mouse over each item. The 

pointer changes depending upon the task and mouse position. 

• FILE tab. Displays file management features, such as Info, New, 

Open, Save, Save As, Print, Share, Export, and Glose. When you click 

Open, the Recent Documents pane on the right lists recently opened 

documents. The Account and Options buttons are at the bottom of the 

menu. To exit this view, press Esc or click the Back button. 

Lesson 21 



PRACTICE (continued) 

REFER TO 
Word Manual 

L. 45:Tab Set—RulerTabs 

REFER TO 
Word Manual 

Appendix A: GDP—Word 
Settings, Status Bar 

REFER TO 
Word Manual 

L. 24: Spelling and 
Grammar Check 

Print Layout view button 

, • Quick Access toolbar. Displays frequently used commands, such as 

Save and Undo. You can add Word commands to customize it. 

• Title bar. Displays the name of the current document and the applica¬ 

tion program. New, unsaved files are assigned a generic name, such as 

Document 1. 

• Ribbon. Displays tabs, such as HOME and PAGE LAYOUT, for quick 

access to popular Word commands that are organized into groups. 

• Tab. Includes groups of frequently used commands related specifi¬ 

cally to that tab. Eor example, under the HOME tab, the groups are 

Clipboard, Font, Paragraph, Styles, and Editing. 

• Group. Displays groups of commands related to that tab. Eor example, 

the Clipboard group includes Paste, Cut, Copy, and Format Painter. 

• Dialog Box Launcher. Displays a dialog box or task pane with more 

options related to that group. 

• Ruler. Horizontal ruler used to set tabs, margins, and indents. 

• Navigation pane. Displays initially when a new, blank document is 

opened; click the Close button (X) on the top right of the pane to close it. 

• Insertion point. Shows where text will be inserted next. 

• Mouse pointer. Shows the position of the mouse. The context-sensitive 

pointer changes dynamically with the task at hand. 

• Vertical scroll box. Displays different parts of a document as you drag 

it up or down. 

• Vertical scroll bar. Displays one screen of the document at a time as 

you click on it. 

• Status bar. Displays information about a document, such as the cur¬ 

rent page and number of words in the document. 

• Vertical Page Position. Displays the vertical page position of the inser¬ 

tion point as measured from the top of the page. (If you do not see 

this item in your Word screen, see Appendix A, GDP—Word Settings, 

Status Bar, for steps to display it.) 

• Spelling and Grammar Check button. Displays proofreading and 

grammatical errors found in the text of a document. 

• View shortcut buttons. Display different document views, such as 

Read Mode, Print Layout, and Web Layout. 

9* Use Print Layout view (Word s default view) unless otherwise directed. 

Click the second view button to change to the Print Layout view. 

• Zoom buttons. Apply different zoom settings. 

• Zoom slider. Displays a faraway or close-up view when you drag the 

slider arrow or click the minus or plus signs. 

Note: Keep this document open and continue reading. 
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Title bar 
I 

Quick Access toolbar 

Choose a Command 

A command directs Word to perform some action. You can click on a button to 

print a document or insert a table. You can choose commands from the Ribbon, 

Mini toolbars, shortcut menus, or the keyboard using shortcut keys. 

FROM THE RIBBON 
The Ribbon includes the FILE, HOME, INSERT, DESIGN, PAGE LAYOUT, 

REFERENCES, MAILINGS, REVIEW, and VIEW default tabs. Each tab 

organizes commands into groups of related features. When you click a tab, the 

Ribbon displays only the command groups related to that tab. 

If your mouse has a scroll button, click the HOME tab and roll your mouse 

scroll button to move from one group to the next. Click any button in a group 

to execute a given command or display a submenu. Click any list arrow to 

display a submenu. Click any Dialog Box Launcher diagonal arrow to open a 

related dialog box or task pane. 
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To display a ScreenTip: Point to a button (or any item) in each group, and 

pause briefly. Read the helpful information that displays for that feature. The 

next illustration shows the ScreenTip for the Bold button. 

When you point to the 
command button in each 
group and pause briefly, 

you will see a helpful 
ScreenTip including any 
keyboard shortcuts, such 

as Ctrl + B for Bold. 

Words Live Preview allows you to see how formatting options, such as font 

colors and Quick Styles, will look if applied. For example, if you select text and 

pause over a button (such as a font color button), a Live Preview of the new for¬ 

matting appears. When you point to the next style, the Live Preview is updated. 

After previewing, click the desired choice to apply it. 

The styles available in the 
Styles groups vary slightly 

in upgraded files. Such 
differences are not cause 

for concern as they do not 
affect Word's functionality. 

By selecting text (the text 
shown in red was selected 
first) and then pointing to 

various formatting choices, 
you can instantly see a 

’'live preview" of how those 
choices would appear. 

(B B O = 

Xalibri (Body) •'Jll ^ A" 

e I u - X, X’ 

practice-21.doot - Word 

PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW 

Aa - ^ 

s:S 

B Somatic 

Theme Colors 

? ® - □ X 

Your Name " R • 

Find ’ 

Replace 

Sel ct 

Style? ti Editing a 

AaBbCcO AaBbCcO AaBbC 

JTo enter text, simp 'ing. The text will be entered at 

correct errors by j|| j| j||||>nd typing the correct letter. \A 

theerTdlTFadmeQt^^'^^^^ move to the next line. T 

means you do not s Enter unless you wish to beg 

PAGE 1 OF l AT:1* 3 OF 84 WORDS 

? ® - 0 X 

Auto-hide Ribbon 

Hide the Ribbon. Click at the top 
of the application to show it, 

Show Tabs 

Show Ribbon tabs only. Click a 
tab to show the commands, 

Show Tabs and Commands 

Show Ribbon tabs and 
commands all the time. 

Ribbon Display Options 
button 

To increase the screen space for the document to more easily view the Live 

Preview, double-click any tab to collapse the Ribbon groups. To expand the 

groups, double-click any tab again. 

Or: Press Ctrl + FI. 

Or: Experiment with the Ribbon Display Options button in the upper- 

right-hand corner of the Word window. 

If Some tabs are “dynamic” and appear only “on demand” as you work on 

a given task. For example, if you insert a picture and click it, an on-demand 

PICTURE TOOLS tab appears on the Ribbon with a context-sensitive 

FORMAT tab and related groups. When you click away from the picture, the 

contextual tab disappears. 
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H I PRACTICE (continued) 

FROM THE MINI TOOLBAR OR SHORTCUT MENU 
Frequently used commands appear in Mini toolbars for quick access. For exam¬ 

ple, if you select some text and point to the top part of the selected text, a 

faded Mini toolbar appears. When you move your mouse over the faded Mini 

toolbar, it brightens so you can click the desired command. You can right-click 

the selected text to make the Mini toolbar appear along tvith a context-sensitive 

shortcut menu. 

Point to the selected text or 
right-click the selected text to 

display the Mini Font toolbar. 

aiihri (Body) • -J A' A >1/- ' 

B I u 2; • A • ' 1= • 
'*“Arl«^e 

PRACTICE (continued) 

1. Type your first name, and double-click it to select it. 

2. Point to the selected text; note the faded Mini Font toolbar. 

3. Point to the faded Mini Font toolbar until it brightens; then click away 

from the toolbar. 

4. Select your first name again, right-click, and note the solid Mini Font 

toolbar and the related choices in the shortcut menu. 

Note: Keep this document open and continue reading. 

FROM THE KEYBOARD 

Lesson 21 

Key combination shortcuts that start with the Ctrl key, such as Ctrl + C to 

copy, and others, such as FI for Help, are used as an alternative to a mouse to 

execute a command. If a button has a keyboard shortcut, the key combination 

• Orientation to Word Processing—A 



will be displayed in a ScreenTip when you point to a button. A handy list of 

keyboard shortcuts appears on the inside cover of this manual. 

Keyboard shortcuts (also known as Key Tips) are available for every button 

on the Ribbon as an alternative to a mouse click. Press tAlt to make the Key Tip 

badges appear and to move you out of text entry mode into command mode. 

Then press the desired Key Tip badge letter on the keyboard to make all the 

Key Tips for the commands appear. If you press the wrong Key Tip badge letter, 

press Esc to back up one level. 

When the Key Tips are displayed, use the directional arrow keys to move 

around the Ribbon left or right through the tabs or from the HOME or 

INSERT tab, up to the Quick Access toolbar. The Key Tips will disappear—tap 

Alt twice to make them reappear. When the desired command is highlighted, 

press Enter to execute it. When the Key Tips are displayed, press the Tab key 

and Shift + Tab to cycle through commands. 

PRACTICE (continued) 

1. On the Ribbon, click the HOME tab. 

2. From the Font group, point to the Italic button, and note the 

ScreenTip and the key combination shortcut, Ctrl + I. 

3. If necessary, double-click your name to select it again. 

4. Tap Alt to make the Key Tip badges appear; then tap H on the 

keyboard to make the Key Tip badges appear in the groups under 

the HOME tab. (Wait a few seconds for the Key Tips to appear.) 

5. Press 1 on the keyboard to bold your name. 

6. Tap Alt to make the Key Tip badges appear; then press the up arrow 

on the keyboard to move up to the Quick Access toolbar from the 

HOME and INSERT tabs. 

7. Press the down, left, and right arrows to move around the tabs. 

8. Tap Alt twice to make the Key Tip badges appear; then press the Tab 
key and Shift + Tab to cycle through commands in any group. 

Note: Keep this document open and continue reading. 

FROM THE QUICK ACCESS TOOLBAR 
The Quick Access toolbar is located above the FILE and HOME tabs. This 

customizable toolbar displays frequently used commands, such as Save, Undo, 

and Repeat. 

To add a favorite command to the toolbar: Click the list arrow to the 

right of the Quick Access toolbar; then click the desired choice. Click More 

Commands to add or remove additional commands. 
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To remove a favorite command from the toolbar: Click the list arrow to 

the right of the Quick Access toolbar; then uncheck the desired choice. 

PRACTICE (continued) 

you return to a blank screen. 

3. Click the list arrow to the right of the Quick Access toolbar, and check 

Quick Print (or verify that Quick Print is checked); note the Quick 

Print icon on the toolbar, which sends your entire document to the 

default printer immediately when clicked. 

4. Click the list arrow to the right of the Quick Access toolbar, and 

uncheck Quick Print; note the Quick Print icon is removed. 

Note: Keep this document open and continue reading. 

File—Open 

To open a file: 

1. Click the FILE tab, and click Open. 

Or: Press Ctrl + O. 

When you click the FILE tab. Open, a list of recently opened documents 

appears under the Recent Documents pane. To open a recent document, 

click the desired document name. To keep a file permanently in the Recent 

Documents list, point to the file name, and click the Pin button to the right 

of the document name. Note that the document name is repositioned above 

the dividing line in the Recent Documents list. To release (unpin) a docu¬ 

ment, click that document’s Pin again. 

2. Under the Open pane, click Computer. Under the Computer pane, click 

Browse. Note that the Open dialog box appears. 

^ The appearance of your dialog box varies depending on your computer, 

your Windows version, and your Windows settings. File extensions may or 

may not appear. Consult Windows Help for steps to display file extensions. 

3. Browse to the desired location and file; then double-click the desired file to 
open It. 

1^ Consult Windows Help for steps to browse to a file. If the desired file does 

not display, you likely have a file filter in effect. Consult Windows Help for 

steps to display All Files (*.*) when you are browsing. If the list of files is too 

long to display all at once, scroll through the list until the desired file is visible. 
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PRACTICE (continued) 

^ In future Practice exercises, GDP will typically launch Word and auto¬ 

matically open a document with an assigned name and content in place ready 

for your input. In this exercise, you will practice opening a file manually. 

1. Browse to and manually open the file named practice-21, which you 

downloaded previously from the Lesson 21E GDP screen. 

9* From this point forward, whenever a file opens, do this: (1) If a 

Protected View warning displays, click Enable Editing. (2) If neces¬ 

sary, click VIEW, Edit Document. (3) From the FILE tab. Info, click 

Convert, OK. (4) If [Read Only] appears in the title bar, save using a 

different file name or location. 

2. Note that the title bar displays the file name practice-2L 

Note: Keep this document open and continue reading below. 

REFER TO 
Word Manual 

Appendix A: Quit Word 
From Windows 

GDP-Quit Word 

See GDP Help for specific steps to quit Word to end a Practice exercise or a 

document processing job and return to GDP. 

0 PRACTICE (continued) 

GO TO 
Textbook 

Ql From this point forward, “Return to GDP” means that you follow 

the standard steps to quit Word and return to GDP as explained in GDP 

Help. 

1. Return to GDP. 

2. If you are prompted to save changes, click Don’t Save. 

See GDP Help for specific steps to repeat or edit this Practice exercise. 
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j Word Processing—B 22 

Page: 4 N 

1 
Page number ScreenTip 

Navigate in a File 

The insertion point (a blinking vertical bar) shows where text will appear in the 

document as you type. After scrolling, click at the desired point in the document 

to move the insertion point. Do not confuse the mouse pointer with the blink¬ 

ing insertion point (cursor). The mouse pointer is typically either an arrow or 

Tbeam symbol that shows the location of the mouse pointer on the screen. 

To navigate through the document: 

To Navigate With the Mouse With the Keyboard 

Anywhere . Click where desired to 

position the cursor. 
Use the arrow keys to 

move the cursor. 

Through the 

document 
Click the scroll bar (the 

area above or below the 

scroll box) to display the 

previous or next screen. 

Press Page Up or 

Page Down to move up 

or down a screen at a 

time. 

To a specific page Drag the vertical scroll 

box until the desired 

page appears in the Page 

number ScreenTip. 

Press Ctrl + F; click the 

Search Document box 

list arrow, Go To; in the 

Enter page number box, 

type the desired page; 

click Go To, Close. 

To the beginning or 

end of a document 
Drag the vertical scroll 

box to the top or bottom 

of the vertical scroll bar. 

Press Ctrl + Home or 

Ctrl + End to move to 

the start or the end of a 

document. 

To the beginning 

or end of a line 
Click at the beginning 

or end of the line. 
Press Home to move to 

the beginning of a line or 

End to move to the end. 

Through the pages Press Ctrl + Page Down 

or Ctrl + Page Up to 

browse up or down a 

page at a time. 
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PRACTICE 

1. From the GDP Lesson 22D screen, click Download File; save 

practice-22 to any desired location. 

2. Click Start Work; follow the routine in your browser of choice to open 

this blank, unnamed document in Word. 

3. Manually open and convert (from the FILE tab. Info, click Convert, 

OK) practice 22, the file you downloaded in step 1. 

^1 See Lesson 21, page 4, steps 2-4, to review the routines to open, edit, 

convert, and save files via GDP. 

4. Locate the mouse pointer (an I-beam symbol) and the insertion point 

(in front of the first word) on the Word screen for practice-22. 

5. Move the mouse pointer over the Ribbon; note that it changes from an 

I-beam to an arrow. 

6. Move the insertion point to the end of the document. 

7. Move the insertion point just to the left of the “T” in “This” in line 3. 

8. Press Backspace; then press the Space Bar to replace the deleted space. 

9. Press Delete; then type T to replace the deleted letter. 

10. Move to the beginning of the same line (line 3). 

11. Move to the beginning of the document. 

Note: Keep this document open and continue reading. 
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File—Save 

Lesson 22 

When you create a document, Word temporarily stores it in the computers 

memory and assigns it a temporary name. To avoid accidental loss of data, save 

your work frequently on removable media or the hard drive. 

To save a file for the first time: 

1. Click the FILE tab, and click Save. 

Or: From the Quick Access toolbar, click Save. 

Or: On the keyboard, press Ctrl + S. 

2. From the Save As pane, click Computer; then click Browse. 

3. After the Save As window appears, browse to the desired folder. 

The folder choice listing, such as the inclusion of a SkyDrive folder, will 

vary depending on any user customizations. 

If [Read Only] appears in Word’s title bar, when you save your edited 

document, you must save with a different file name or to a different file loca¬ 

tion. The appearance of the Save As dialog box will differ depending on your 

computer, your Windows version, and your Windows settings. File exten¬ 

sions may or may not appear. Consult Help in Windows and your browser 

of choice for steps to display file extensions and browse to folders. If a dialog 

box appears prompting you that your document will be upgraded, click OK. 

If [Compatibility Mode] appears in the title bar, immediately upgrade the 

file to Word 2013: from the FILE tab. Info, click Convert, OK. 

4. If necessary, click the list arrow in the Save as type box, and click Word 

Document (*.docx) to save the file as a Word 2013 document. Word automat¬ 

ically adds the extension .docx to your file name, so you don’t need to type it. 

5. Type the desired file name in the File name box, and click Save. 

Word automatically inserts an initial file name in the File name box, 

which usually consists of the first few words in the document. While the 

temporary file name is still highlighted, type your preferred file name. The 

temporary name will be deleted automatically and replaced with the name 

you type. A file name can include upper- and/or lowercase letters, numbers, 

spaces, and a few common symbols, such as the hyphen or underline. 

To save an existing document: Click the FILE tab; click Save. 

Or: From the Quick Access toolbar, click Save. 

Or: On the keyboard, press Ctrl + S. 

0 When GDP opens a Word document to begin a document processing job, 

typically a document with an assigned name opens automatically. When you use 

Save, you will not need to type a file name since the file was already assigned 

a specific name. However, in this Practice exercise, you will use the Save and 

Save As commands to manually save a file. If [Read Only] appears in Word’s 
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title bar, when you save your edited document, you must save with a different 

file name or to a different file location. If a dialog box appears prompting you 

that your document will be upgraded, click OK. If [Compatibility Mode] 

appears in the title bar, immediately upgrade the file to Word 2013:*from the 

FILE tab. Info, click Convert, OK. 

To save an existing file under a different name or to keep the original ver¬ 

sion of a file and then make changes to the newly saved file, click the FILE tab, 

and click Save As. From the Save As pane, click Computer; then click Browse. 

In the Save As window, in the File name box, the existing document name will 

be highlighted. Browse to a new location if desired, type the new file name, and 

click Save. 

‘1^ See Appendix C, Saving a Word File in PDF Format, for steps to save a 

Word document in PDF format. 

Note that the file name 
changes to student-22.docx 

after saving. Depending upon 
your Windows settings, the 

file extension "docx" may 
not appear in the title bar. 

PRACTICE (continued) 

1. Move to the end of the document, and press Enter 2 times. 

2. Type your first name and last name. 

3. Click the FILE tab, and click Save As. 

4. Select Computer under the Save As pane; then click the desired folder 

under Recent Folders, or click Browse and browse to the desired 

location. 

5. Save this file with the new file name student-22, and click Save. Your 

screen should now look similar to this. 

Clipboard <« 

EH *5 C5 « 

HOME INSERT 

Pane 

Cilibfi (Body) *12 A' 

/ U ' abc X, x’ 

Font 

$tucI*nt'22.clocx - Word 

^PAG£ LAYOUT REFERENCES MAIUNGS REVIEW WEW 

» Aj- V -.r zi II lAsBbCcD AaBbCcD AaBb( 
■ 21 ■ A - S- ■ 'Nomjl !NoSp.c,. [V! ““’3 

r; Paragraph Stylet r. 

To enter text, simply begin typing. The text will be entered at the Insertion point. You can easily 

correct errors by backspacing and typing the correct letter. When the Insertion point reaches 

the end of a line, It will automatically move to the next line. This feature, called word wrap, 

means you do not have to press Enter unless you wish to begin a new paragraph or a new drill 

line. Many other features of word processing make creating business documents fast and 

simpie.| 

Note: Keep this document open and continue reading. 
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File—Close 

? ® 

Your Name 

Close button 

To close a file: Click the FILE tab, and click Close. 

Or: On the keyboard, press Ctrl + W. 

Or: Click the Close button in the upper-right-hand corner of the window. 

If the file is a new, unsaved document or an existing document to which you 

made changes, you will be prompted to save the document. Follow the prompts 

to save or discard the file as desired. 

PRACTICE (continued) 

1. Move the insertion point to the top of the document, and type today’s 

date; use the Backspace key to correct any errors. 

2. Press Enter 2 times to insert 1 blank line after the date. 

3. Close the document by carefully following one of the steps just 

explained—do not close Word! {Hinf. Press Ctrl + W to ensure that 

you close the document but leave Word open.) 

4. Do not save changes. The file, student-22, will close, and you will see a 

blank unnamed document. 

Note: Keep the blank document open and continue reading. 

File—New 

When you start Word outside of GDP, a new blank document (named 

Documentl or Document2, and so forth) appears on the screen, ready for you to 

begin typing. See Appendix A: GDP—Word Settings, Modified Normal Style 

Set, and Style Set—Word 2013 for details on Word default settings inside and 

outside of GDP. When you finish and close that document using the Close 

button. Word will also close unless there is an additional Word document open. 

QH To close the Word file but keep Word open: On the keyboard, press 

Ctrl + F4 or Ctrl + W. 

Or: Click the FILE tab, and click Close. 

Then, either open an existing document or create a new document to 

continue working. 
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You cannot type in the 
blank window that appears 

when you close the last 
open document. 

To create a new document: Press Ctrl + N. 

Or: Click the FILE tab, and click New; click Blank document from the list of 

templates. 

PRACTICE (continued) 

1. Press Ctrl + N to create a new blank document, and type your name. 

2. Note the generic file name in the title bar. 

3. Open the file named practice-22, which you downloaded previously 

from the Lesson 22D GDP screen. 

Note: Keep these documents open and continue reading. 

Switch Windows 

You do not need to close one document before opening another. Several documents 

can be open at the same time, and you can switch back and forth among them. 

To switch windows: 

1. Click the VIEW tab. 

2. From the Window group, click Switch Windows, and click the desired 

window from the drop-down list. 

Or: Press Ctrl + F6 on the keyboard repeatedly to toggle through available 

windows. 

Maximize button 

Or; From the VIEW tab. Window group, click Arrange All to tile all open 

windows. To return each window to normal size, click the Maximize button in 

the upper-right-hand corner at the top of each window or double-click the title 

bar on the top window. 
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0)f» v_.lic>v the desii! d dc'.u.m :itt burron ■)n the Windows taskbar. 

GO TO 
Textbook 

I PRACTICE (continued) 

■ 1. Click the VIEW tab. 

■ 2. From the Window group, click Switch Windows; from the drop- 
H down list, click the desired document. 

I 3. Press Ctrl + F6 repeatedly to toggle through the windows. 

I 4. From the VIEW tab. Window group, click Arrange All to tile all open 
■ windows side by side. 

H 5. Double-click the title bar in the top window to return it to normal size. 
I 6. Press Ctrl + F6 to open the next window; return that window to its 
H normal size. Repeat these steps for the final window. 

■ 7. Close all open files without saving, and return to GDP. 
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Orientation to i 
Word Processing—C _^23 ii 

Select Text 

To modify existing text: First select the text you want to change as described 

next. After you select text, make any changes you wish, such as italicizing, mov¬ 

ing, or deleting the text. Selected text appears highlighted as shown: 

To enter text, simply begin typing. The text v 
correct errors by backspacing and typing the 

the end of a line, it will automaticallyirrOveT 
means you do not have to press Enter unless 

line. Many other features of word processing 
simple. 

To select (highlight) text using the mouse: 

To Select Do This 

Any amount of text Point and drag over the text you want to select. 

Any amount of 

continuous text 

Position the insertion point at the beginning of 

the desired text. Hold down Shift, and press the 

right and down arrow keys to extend the selec¬ 

tion; or click at the end of the selection. 

A word (and the space 

after it) 

Double-click the word. 

A line Click in the Selection bar to the left of the line. 

A sentence (and the 

space after it) 

Hold down Ctrl and click anywhere in the 

sentence. 

A paragraph Double-click in the Selection bar next to the 

paragraph (or triple-click anywhere in the 

paragraph). 

The entire document Triple-click anywhere in the Selection bar 

(or press Ctrl + A). 

To deselect text (that is, cancel the operation): Click anywhere on the 

screen or press any arrow key. 

- Selected text is 
highlighted. 
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REFER TO 
Word Manual 

L 21: GDP-Start Word; 
File —Open; GDP—Quit 
Word 
L. 22: File —Save; 
File—Close 
Appendix A: GDP—Word 
Settings 

[To entei 
can eas^ ':orre 

^ Change Back to Tab 

itop Setting Indent on Tabs and Backspace 

Control AutoFormat Options... 

AutoCorrect Options button 

PRACTICE 

& From this point forward, clicking Start Work in GDP will typically 

launch Word and automatically open a document with an assigned name 

and content in place ready for input. See Lesson 21, page 4, steps 2-4, to 

review the routines to open, edit, convert, and save files via GDP. Specific 

directions to begin a Practice exercise will no longer be given. 

1. Move the insertion point to the beginning of the document. 

2. Press Tab to indent the first line of the paragraph. (If an AutoCorrect 

Options lightning bolt button appears, click it; and click Stop Setting 

Indent on Tabs and Backspace.) Note that the words “can easily” 

move to the beginning of the second line. 

ffi a »>• o = 
HOME INSERT 

practice-23.doot - Word 

REFERENCES MAILINGS RP/IEW VIEW 

Paste 

DESIGN PAGE UYOUT 

CalrbfiCBody) -[12 -A’a' Aa- V *i IT 

B ru-aux. ^ = = = ^-di' 

Font rj Paiaorapb r 

? ffl - n X 

Your Name • ^ ^ 

M Find • 
'AaBbCcD AaBbCcD AaBbC ' 
■ '. Replace 
; TNoimal TNcSpac... Heeding 1 

(To enter text, simply begin typing. The text will be entered at the insertion point. You 

can easily correct errors by backspacing and typing the correct letter. When the insertion point 

reaches the end of a line, it will automatically move to the next line. This feature, called word 

wrap, means you do not have to press Enter unless you wish to begin a new paragraph or a new 

drill line. Many other features of word processing make creating business documents fast and 
simple. 

PAGE 1 OF 1 AT;r 84 WORDS IB 

REFER TO 
Word Manual 

Appendix A: GDP—Word 
Settings, AutoFormat As 
You Type Options 

3. Select the word “automatically” in the third line by double-clicking 

anywhere in the word; then delete the word by pressing Backspace. 

4. Move the insertion point immediately to the left of “T” in “This” in 

line 3. Delete the space to the left by pressing Backspace; then start a 

new paragraph at this point by pressing Enter 2 times. Press Tab to 

indent the line. 

If the second paragraph is indented automatically when you press 

Enter, see Appendix A for help. 

5. Select the second paragraph by double-clicking the Selection bar area 

next to the paragraph or by triple-clicking anywhere in the paragraph. 

Selection bar area 

81 a ‘5- o . 
HOME INSERT 

pr8cticr-23.docx - Word 

REFERENCES MAIUNGS REVIEW VIEW DESIGN PAGE UYOUT 

C»libri (Body) ’112 •' A* a’ Aa • V is iS Ji 1! 

B I X :=• 

Font f> Ptragraph t 

? ffl - a 
Your Name ' . ^ 0 

It Find ’ 

Paste 

AaBbCcD AaBbCcD AaBb( » . 
V Replace 

fl Normal ’ No Spac.. Heading 1 ; Select ’ 

Styles ti Eanmg 

To enter text, simply begin typing. The text will be entered at the Insertion point. You 

can easily correct errors by backspacing and typing the correct letter. When the insertion point 
reaches the end of a line, It will move to the next line. 

This feature, called word wrap, means you do not have to press Enter unless you wish to 
begin a new paragraph or a new drill line. Many other features of word processing make 
creating business documents fast and simple. 
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PRACTICE (continued) 

6. Select the entire document by pressing Ctrl + A. Now deselect the 

document by clicking anywhere on the screen or by pressing any direc¬ 

tional arrow key. (Pressing an arrow key deselects the text and moves 

the insertion point to the beginning or end of the document.) 

7. Select the words “word processing” in the last sentence. In their place, 

type Microsoft Word for Windows. Your screen should now 

look similar to the following illustration: 

pr9ctice-23.docic - Word 

REFERENCES MAILINGS REVIEW VIEW 

til B C3 ^ 

HOME ; INSERT DESIGN PAGE LAYOUT 

IIq ^ jCalibfi (Body) ^12 A‘ a' Aa - > 

y 8 / y ’ ^ X, X- A • 2: • A ' ^ ^ ♦ u 

Clipboard fi Font (> Paragraph 

? ffi - C3 

VourNamc ’ * • 

] 44 Find ' 
AaBbCcD AaBbCcD AaBb( 

. * I "ac Replace 
t Normal UNoSpac... Headtngl ^7' 

To enter text, simply begin typing. The text will be entered at the insertion point. You 

can easily correct errors by backspacing and typing the correct letter. When the insertion point 

reaches the end of a line, it will move to the next line. 

This feature, called word wrap, means you do not have to press Enter unless you wish to 

begin a new paragraph or a new drill line. Many other features of Microsoft Word for Windows] 

make creating business documents fast and simple. 

PAGE 1 OF 1 AT: 2' 85 WORDS CS 

Note: Keep this document open and continue reading. 

Bold 

B 

Bold button 

This is bold 

text. 

This is not 
bold. 

One way of making text (such as a title) stand out is to format it in bold. You can 

either bold the text as you type or bold existing text. The Bold button “toggles.” 

Clicking the button once activates Bold; clicking the button again turns it off. 

To bold text as you type: 

1. From the HOME tab, Font group, click the Bold button. 

Or: On the keyboard, press Ctrl + B. 

2. Type the text you want to appear in bold. 

3. Click the Bold button or press Ctrl + B again to turn off bold, and note 

that the text appears in bold on the screen. 

To bold existing text: 

1. Select the text you want to appear in bold. 

To bold (or unbold) a single word, click inside the word and bold (or 

unbold) it. It is not necessary to select the word first. 

2. Click the Bold button. 

Or: Press Ctrl + B. 
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To remove bold formatting: 

1. Select the text or click inside a single word. 

2. Click the Bold button. 

Or: Press Ctrl + B again. 

I PRACTICE (continued) 

1. Move to the end of the first paragraph. Space 1 time after the period, 

turn on bold, type Amazing!, and then turn off bold. 

2. Select “word wrap” in line 4, and bold both words. 

3. Remove the bold formatting from “Amazing!” in line 3. 

4. In the last sentence, select and then bold “Word for Windows.” 

5. In the last sentence, click inside the word “Microsoft” but do not select 

it; then bold it. Your text should now look similar to this: 

05 B *5- O * 

HOME H^SERT 

[^libri (Body) '[12 

P*He ^ 8/y»*texx’ 

lipbotrd r. Font 

PAGE UYOUT 

Aa ♦ > iE - |z • 

practice-23.dou • Word 

REFERENCES MA3LINGS REVIEW 'VIEW 

7 E - a X 

VoufN»m« • 

irt Find ' 
^ AaBbCcD AaBbCcD AaBbC . . . ^ . __VRepUce 

=5--=?-== )'^ Normal T No Spac... Heading 1 ;! Sgipct 

Paragraph Style! Ediitrrg 

To enter text, simply begin typing. The text will be entered at the insertion point. You 

can easily correct errors by backspacing and typing the correct letter. When the insertion point 

reaches the end of a line, it will move to the next line. Amazingl 

This feature, called word wrap, means you do not have to press Enter unless you wish 

to begin a new paragraph or a new drill line. Many other features of Microsoft Word for 

Windowjs make creating business documents fast and simple. 

PAGE i OF 1 AT: 2.2* S6 WORDS Cfi 

Note: Keep this document open and continue reading. 

Undo/Redo a Command 

To cancel a command before it has been executed or to deselect text: 

Press Esc, click elsewhere on the screen, or tap any directional arrow key. Once 

a command has been executed and you realize you made a mistake, you can usu¬ 

ally reverse the last several actions. 

Undo button 
Or: Press Ctrl + Z. 

^ - 
To undo the most recent action: From the Quick Access toolbar, click the 

Undo button. 
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Redo button 

o 
Repeat button 

To undo an action other than the most recent one: Press the Undo button 

or Ctrl + Z repeatedly, or click the arrow to the right of the Undo button to 

display a list of recent actions. The most recent action is at the top. Select and 

click the action you want to undo. Clicking an action anywhere below the first 

one undoes all actions up to and including the selected action. 

To redo a command: From the Quick Access toolbar, click the Redo button. 

Or: Press Ctrl + Y. 

^^1 The Redo button is inactive until you first use Undo. Then it toggles 

between Redo and Repeat as you work. 

0) , PRACTICE (continued) 

1. Move the insertion point to the end of the document. 

2. Press Enter 2 times to begin a new paragraph. 

3. Press Tab. Type this sentence: 

Word processing makes sense (and cents) in the 

contemporary office. 

4. Use Undo to undo (delete) the sentence you just typed. 

5. Use Redo to reinsert the sentence. Your text should look similar to this; 

To enter text, simply begin typing. The text will be entered at the insertion point. You 

can easily correct errors by backspacing and typing the correct letter. When the insertion point 
reaches the end of a line, it will move to the next line. Amazing! 

This feature, called word wrap, means you do not have to press Enter unless you wish 

to begin a new paragraph or a new drill line. Many other features of Microsoft Word for 
Windows make creating business documents fast and simple. 

Word processing makes sense (and cents) in the contemporary office. 

Note: Keep this document open and continue reading. 
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Word s extensive online Help is available in many places throughout Word, and 

help is available in a variety of formats including demos, Microsoft community 

forums, and training courses. 

Word Help - 
- 0 X 

•« 

tSJ *0* A* 1 Search online help e] 
Popular searches 

Resume 

Watermark 

Labels 

Table of contents 

Word count 

Mail merge 

Header 

Line spacing 

Margins 

Getting started more© 

What's Q 
New 

■iiaa 

\e::£ 
Make the swtch 

to Word 2013 

See what's new Keyboard shortarts Get free training 

Basics and beyond more© 

1^1 mwf~ 1 

Learn Word basics Use Word Web App Tips for tablets 

lyp Because Word is distributed in a variety of versions with slight differences in 

each and because it includes Web-based content that changes, your Word Help 

feature may differ from the steps described below. These differences are not 

cause for concern. If your features differ, explore any Help features of interest 
on your own. 

7 

Microsoft Word Help button 

A 
Microsoft Word Home button 

To open the Word Help home page: 

1. Click the Microsoft Office Word Help button in the upper-right-hand 

corner of the Word window. 

Or: On the keyboard, press FI. 

^ You might have to press the Help button a second time to open the 

Word Help home page. 

2. Type any keywords in the Search online help box, and click the Search 

magnifying glass button. 

3. Explore Getting Started and other helpful links for some excellent Word 

resources. 

4. Click the Home button any time to return to the Word Help home page. 
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To get help while in a dialog box: Click the Help button. (It looks like a 

question mark and appears in the upper-right-hand corner of the Word window 

next to the Close button.) 

Or; On the keyboard, press FI. 

H PRACTICE (continued) 
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o PRACTICE (continued) 

GOTO 
Textbook 

Lesson 23 

5. From the HOME tab, Font group, click the Dialog Box Launcher; 

click the Help button to open the Word Help window. 

6. Close the Word Help window. 

7. Save the changes to practice-23 and return to GDP. 
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Orientation to 
Word Processing—D 24 I 

Print Preview 

To preview a document before printing: 

1. From the FILE tab, click Print to open the File view. 

Or: On the keyboard, press Ctrl + P or Ctrl + F2. 

2. Note that your formatted document appears as a full page on the right side 

of the screen, and note the options under Print, Printer, and Settings. 

3. Note the Zoom slider in the lower-right-hand corner of the screen, which 

you can use to adjust the zoom level of the print preview for that document. 

See Zoom on page 34 for details on using the Zoom features. 

4. Press Esc or click the Back button to exit the File view and return to the 

document to make any desired document edits. 

Zoom slider 
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28 

t PRACTICE_ 

I 1. Click the FILE tab. Print. Your screen should look similar to the pre- 

H ceding illustration. 

I 2. Drag the Zoom slider left and right to adjust the zoom level. 

■ 3. Press Esc or click Back to return to the normal document window. 

I Note: Keep this document open and continue reading. 

Spelling and Grammar Check 

Word’s spelling and grammar tool checks your document for spelling, grammar, 

and typographical errors. When the automatic spelling and grammar checking 

feature is active, spelling and grammar are checked as you type. Word marks 

possible spelling errors with a red, wavy line; possible grammatical and typo¬ 

graphical spacing errors with a green, wavy line; and possible incorrect spelling 

of a word relative to the context (meaning) of the word in that sentence with a 

blue, wavy line. Begin by verifying that the spacing between words and before 

and after punctuation is correct. Adjust any spaces as needed. 

To correct a spelling error immediately: Right-click the word marked with 

the red (or blue), wavy line to display suggested spellings or corrections; then 

click the desired choice, such as Ignore All or Add to Dictionary. 

To correct a grammar error immediately: Right-click the word marked with 

a blue wavy line; click the desired choice; or click Grammar, and click the desired 

choice, such as Ignore Once, or close the Grammar pane if the choices don’t apply. 

If your spelling and grammar tools are not working as expected, verify 

that they are active. For example, if the wavy lines that flag errors are missing, 

follow the steps in the next section to open the Proofing group. Under 

Exceptions for, click the list arrow and select All New Documents; uncheck 

Hide spelling errors in this document only and uncheck Hide grammar 

errors in this document only. Next to Writing Style, click Settings and 

change any settings as desired. Click OK twice. 

To activate your spelling and grammar tools: Click the FILE tab. Options. 

Click the Proofing group. Under When correcting spelling and grammar in 

Word, verify that these boxes are checked; then click OK; 

• Check spelling as you type 

• Mark grammar errors as you type 

• Frequently confused words 

• Check grammar with spelling 
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ABC 

>/ 
Spelling & 

Grammar 

Spelling & Grammar button 

Proofing errors were found. Click to correct? 

OFl AT;2.2’ 10 OF 109 WORDS 

Spelling and Grammar 
Check button (errors) 

No proofing errors 

1 WORD 

Spelling and Grammar 
Check button (no errors) 

Omitted words, misused 
words, or typographical 
errors that form a new 
word (such as "sing" 
for "sign") are often 
missed by Word's spell 
check! Always proofread 
documents carefully before 
submitting them. 

Under Exceptions for, verify that these boxes are unchecked: Hide spelling 

errors in this document only and Hide grammar errors in this document 

only. Many Word users prefer to check spelling only and find the grammar 

check and the corresponding underlines distracting. If you do not wish to check 

grammar, uncheck the grammar options. 

To manually check spelling and grammar: 

1. From the REVIEW tab, Proofing group, click the Spelling and Grammar 

button. 

Or: On the keyboard, press F7. 

Or: On the status bar, click the Spelling and Grammar Check button 

when errors are present. Point to the button with the X, and note the 

ScreenTip: “Proofing errors were found. Click to correct.” Click the button 

to move to each error. If no errors are found, the button displays a check 

mark, and this ScreenTip displays: “No proofing errors.” 

2. Note that Word scrolls through the document. If the program finds a 

problem, it displays the Spelling or Grammar pane. If a document has 

both spelling and grammar errors, each pane will appear individually. The 

next relevant pane will open when all errors in the first pane have been 

addressed. 

3. Each time Word stops for a spelling error, do one of the following: 

• If the highlighted word is spelled correctly, click Ignore (or Ignore All if 

you want the speller to ignore all occurrences of this word in your docu¬ 

ment). Use caution because once you click Ignore, Word will no longer 

mark that text as an error, even if you spell-check the document again. 

• To add the word in question to the custom dictionary so that it will not 

be marked again, click Add. Use caution to avoid adding an incorrectly 

spelled word to the dictionary. 

If you see a Get a Dictionary link and wish to install a dictionary to 

access word definitions, click the link and follow the prompts to install a 

dictionary. 

• If a word in the Suggestions list is the correct spelling, select that word, 

and then click Change. 

• If the correct word is not displayed in the Suggestions list, click on the 

highlighted word in the document and manually correct it. 
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Word's grammar check 
is often unreliable. Use 
caution before accepting 
any suggested changes! 

REFER TO 
Word Manual 

Appendix A; GDP—Word 
Settings, AutoCorrect 
Options 

Click Ignore or Ignore All if 
the word is spelled correctly. 

Click Add to add the word to 
Word's custom dictionary so the 
word will not be marked again. 

Click Change to accept 
the highlighted word in 
the Suggestions box. 

^ To remove an incorrectly spelled word from Word's dictionary: 
Click the FILE tab, Options. From the Proofing group, under When correcting 

spelling in Microsoft Office Programs, click Custom Dictionaries. From 

the Custom Dictionaries window, check the box next to the desired file in the 

Dictionary List box, and click EditM^hrd List. In that dictionary’s dialog box, 

click the desired word, edit it as desired, and click OK 3 times. 

4. Each time Word stops for an error, do one of the following: 

• Compare the description of the error with the suggested correction in the 

list of suggestions. 

• If the change is appropriate, click Change. 

• If the change is not appropriate, click Ignore. 

5. If you interrupt your spell check, click Resume to continue the spell check. 

When the dialog box appears confirming the spelling and grammar check is 

complete, click OK. 

AUTOCORRECT 

Word will automatically correct some common typographical errors immedi¬ 

ately after you type them—often without your noticing. For example, if you 

type “teh” and press the Space Bar, Word will automatically change “teh” to 

“the” on the fly as you type. 

Correct TWO llililiHl I lliTTFik 

P'TapItahze first letter of lentences 

17 Capitalize first letter of table £ells 

17 Capitalize names of days 

17 Correct accidental usage of CAPS tOCK key 

17 Replace text as you type - - 

fieplace: ^th: ^ n;--. 

1- 

teh — _ 

tehy 

the -- 

"they —' ' — ^ 

tent he 

tetmoll 

tell the -— --_ 

turmoil .J 

tghe the —J 1 

tghls this i 

7 Automatically 

.. 1 i: 

use suflgesttons from the spelling checker 

Before you begin typing any 
GDP job in Word, first manually 
set (or verify) that this box is 
unchecked! See Appendix A, 
GDP—Word Settings, AutoCorrect 
Options, for details. 

Click the FILE tab. Options; 
from the Proofing group, 
under AutoCorrect options, 
click AutoCorrect Options; 
click the AutoCorrect tab. 

The keystrokes under Replace 
are automatically replaced with 
those under With as soon as 
you press the Space Bar. Scroll 
up and down to review the list. 
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PRACTICE (continued) 

1. Verify that your spelling and grammar check tools are active. (Refer to 

page 29 for steps.) 

2. Type this sentence after the last line in the paragraph: 

Usage costs is a significant factor to be studied 
carefully. 

3. Next, press Ctrl + Home to move to the top of the document; note 

the words marked with a red, wavy underline and a green or blue, wavy 

underline. Ignore any other green or blue wavy underlines you might 

see other than the one under “Usage costs is.” Adjust your zoom level 

for a closer look. 

I A data phone log was kept for the week of November 13-17 to evaluate the potential 

usge times for incoming calls to Ruftv Company. For each incoming phone call, the total time In 

minutes of the phone call and the half hour in which the phone call was received was recorded. 

This data provided the usage time four assessing the costs of a toll-free service for Ruftv, The 

numberof Incoming lines could be evaluated by recording when the calls were received. A 

telephone interview with an AT&T representative also assisted in eliminating usage costs, line 

costs, and equipment costs. Usage costs is a significant factor to be studied carefully. 

4. From the REVIEW tab. Proofing group, click the Spelling & 

Grammar button. 

Or: On the keyboard, press E7. 

a. Word highlights and displays “usge” and suggests “usage” as a pos¬ 

sible change. Click “usage” and Change to accept this suggestion. 

b. Word highlights and displays “Rufty” next. However, “Rufty” is cor¬ 

rect, and it occurs throughout the document. Click Ignore All so 

that Word will not mark any other occurrences of this word again. 

c. Word highlights and displays “numberof” next. Click “number of” 

and click Change. 

d. Word highlights and displays “Usage costs is” in the Grammar pane 

and displays “Usage costs are” as a suggestion. Click Change. 

If Word displays a message saying the spelling check is complete 

without checking grammar, verify that your grammar check tool is 

active. Refer to page 29 for details. 

When Word displays the dialog box confirming the spelling and 

grammar check is complete, click OK. 

Carefully proofread the document after running the spell checker. 

Note that this error has not been corrected. In line 4, “four” should 

be “for.” Because “four” is in Word’s internal dictionary, it was not 

marked. Manually edit and change “four” to “for.” 

e. 
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PRACTICE (continued) 

5. Your lines should now look similar to the following illustration. Save 

the document. 

A data phone log was kept for the week of November 13-17 to evaluate the potential 

usage times for incoming calls to Rufty Company. For each incoming phone call, the total time 

in minutes of the phone call and the half hour in which the phone call was received was 

recorded. This data provided the usage time for assessing the costs of a toll-free service for 

Rufty. The number of incoming lines could be evaluated by recording when the calls were 

received. A telephone interview with an AT&T representative also assisted in eliminating usage 

costs, line costs, and equipment costs. Usage costs are a significant factor to be studied 
carefully. 

Note: Keep this document open and continue reading. 

Show/Hide Formatting 

When you press a nonprinting key, such as Tab or Enter, Word inserts a 

formatting mark into the document. For example, pressing Tab inserts a tab 

character (^) and indents the line. Pressing Enter inserts a paragraph mark 

(H) and starts a new paragraph. Word defines a paragraph as any text or graphic 

that is followed by a ^ mark. Formatting marks do not appear on the printed 

document. 

d The directions “insert 1 hard return” or “press Enter 1 time” are 

synonymous. 

[Y] To display formatting marks on the screen: From the HOME tab, 

Show/Hide n button Paragraph group, click the Show/Hide ^ button. 

Or: On the keyboard, press Ctrl + Shift + 8. 

^ On the keyboard, press Shift -f El to display formatting marks and open 

the Reveal Formatting pane with detailed formatting information. 
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Tab character (^) 

Space character (•) 

Paragraph mark (fl) 

I B *5 ' O ' prsctice'24.{jocx • Word 

HOME INSERT DESIGN PAGEUVOUT REFERENCES MAIUNGS REVIEW VIEW 

Paste 
•P 
■Ct 

Calibri(Body) >tl2 A' a’ Aa- y iz'b'V." ^ : 

? ts - n X 

Your Name « ^ 

a 
I U ' aiK X, X’ i-2-A- * = :i- s-di- 

AaBbCcO AaBbCcO AaBbC p 
j 1^- Editing 

j t Normal ^ No Spac... Heading 1 

A-data-phone-log'was*kept-for* 

usage-times-for-incoming-calls-to-Ruft> 

■minutes-ofthe-phone-call-and-the-h 

recorded.This-data-provided-the-usag 

RuTtyrThe-number-of incoming-lines-c 

received.-A-telephone-interview-with-i 

;Qsts^ne-costS/and-equipment-costs 
carefully.il 
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PRACTICE (continued) 

1. From the HOME tab, Paragraph group, click the Show/Hide H 

button. 

Or: Press Ctrl + Shift + 8 to display the formatting marks. 

2. Point to the different formatting marks shown on the screen, such as 

the tab character, space character, and paragraph mark. 

3. From the HOME tab. Paragraph group, click the Show/Hide H 

button. 

Or: Press Ctrl + Shift + 8 to hide the formatting marks. 

4. Select “November 13-17,” and apply bold formatting. 

5. With the text still selected, press Shift + El. 

6. Read the information in the Reveal Formatting task pane. 

7. Close the Reveal Formatting task pane. 

Note: Keep this document open and continue reading. 
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Zoom 

As you format documents, you will need to zoom in to take a closer look at 

details or zoom out to display a whole page or multiple pages on one screen. You 

can adjust zoom settings using the VIEW tab, Zoom group options, or use the 

Zoom level button and the Zoom slider to the right of the status bar. 

To adjust the zoom level using the VIEW tab: 

1. From the VIEW tab. Zoom group, click the Zoom button to open the 

Zoom dialog box. 

2. Note the choices under Zoom to. 

3. As you click a Zoom to option, note the Preview. 

4. Click the desired view; then click OK. 

5. Note the buttons in the Zoom group for One Page, Multiple Pages, and 

Zoom group buttons Page Width. 

To adjust the zoom level using the Zoom level button and the Zoom 
slider to the right of the status bar: 

Q, I—gjj 
Zoom 100% 

1^ One Page 

BQ Multiple Pages 

Page Width 

Zoom 

Zoom Out (-) button 
Zoom slider (|) 

Zoom In (+) button 
Zoom level (%) button 

1. Click the Zoom level button (the percentage on the slider bar) to display 

the Zoom dialog box. The same choices described earlier can be found 

there. 

2. Click the Zoom Out and Zoom In buttons as desired. 

3. Drag the Zoom slider as desired. 

To hide the marginal white space at the top and bottom of a page, point 

to the top or bottom edge of any page until the mouse pointer displays double 

boxed arrows pointing down and up and double-click. Repeat these steps to 

show white space. 
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01 PRACTICE (continued) 

1. Open practice-24-zoom by clicking the Download File link from the 

Lesson 24E GDP screen. 

2. Click the Zoom Out button repeatedly until 2 whole pages display. 

3. Click the Zoom In button repeatedly until the Zoom level button 

shows 100%. 

4. Drag the Zoom slider until the Zoom level button shows about 300%. 

5. Turn on Show/Hide H, and note the detailed formatting marks. 

6. Click the Zoom level button to display the Zoom dialog box. 

7. Under Zoom to, click Text width; click OK. 

8. From the VIEW tab, Zoom group, click the One Page button, the 

Multiple Pages button, the Page Width button, and the 100% button. 

9. Close practice-24-zoom without saving. 

Note: Keep the remaining document open and continue reading. 

Print 

REFER TO 
Word Manual 

L. 21: Choose a Command, 
From the Quick Access 
Toolbar 

To print the document displayed on the screen: 

1. Save your document. 

2. Click the FILE tab, and click Print. 

Or; On the keyboard, press Ctrl + P. 

Use Quick Print to immediately print a copy of the entire document on 

your default printer. See Lesson 21 for steps to add Quick Print to the Quick 

Access toolbar. 
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3. Click the desired print options under Print, Printer, and Settings. 

Click the list arrow next 
to Print All Pages; then 

click the desired choice 
from the drop-down list. 

Click in the Pages box and 
type the desired page range; 

for example, type "2-4" to 
print pages 2 through 4. 

To print the page currently 
displayed in Print Preview, 
browse to the desired page; 

click the list arrow next to 
Print All Pages, and click 

Print Current Page. 

practice-24-zoom.dooi - Word 

Print 

? - n X 

YcurName * R • • 

1 .u. ■ k . 
1 # 
{ Print 1 

Printer G 

EPSONE5744E (WorIcForceS 

Ready 
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Jjftv Print At! Pages . 
The whole thing 

1 

Pages: 
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_i - 

iy® l.i3 U3 U3 } 
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Page Setup 4 1 of2 ► 

GOTO 
Textbook 

To print only a selected part of a document, select the desired text. Click the 

FILE tab. Print. Click the list arrow next to Print All Pages; then click Print 

Selection. 

PRACTICE (continued) 

Check with your instructor before printing anything! 

1. Print 2 copies of practice-24. 

2. If desired, save changes to practice-24, and return to GDP. 

Lesson 24 • Orientation to Word Processing —D 



E-Mail Messages 
CO 
CO 
LU 25 

REFER TO 
Word Manual 

Appendix A: GDP—Word 
Settings 
L. 21: GDP—Start Word; 
File—Open; 
GDP—ciuit Word 
L. 22: File—Save; File- 
Close 

Correspondence 25-1 (an e-mail message) is the first document processing job 

in the textbook. You will use several GDP features regularly from this point on 

as you work through your document processing jobs—Scoring, Proofreading 

Viewer, and the GDP Reference Manual. 

Before you type any GDP job in Word, first manually set (or verify) certain 

Word options! See Appendix A, GDP—Word Settings, for details. See GDP 

Help for specific steps to begin and end a document processing job and to 

return to GDP. See Lesson 21, page 4, steps 2-4, to review the routines to open, 

edit, convert, and save files via GDP. 

GDP—Scoring 

In GDP when you finish a document processing job and quit Word, GDP will 

provide instructions for submitting your document for scoring and for reviewing 
your results. 

^jjl See GDP Help for details and specific steps for GDP’s Scoring feature. 

GDP—Proofreading Viewer 

GDPs Proofreading Viewer helps you edit a previous attempt at a document 
processing job. 

See GDP Help for details and specific steps for GDP’s Proofreading Viewer 

features. The Proofreading Viewer feature is also known as Scoring Results and 

includes keystroking scoring and formatting alerts. 

0 See Lesson 69, Find and Replace, for steps to use Find and Replace to find 

and replace incorrect spaces that might be missed when you proofread, such as 

an extra space between words or sentences or an extra trailing space following 

any punctuation in the last line of a paragraph. 

REFER TO 
Reference Manual 

R-5C: E-Mail Message in 
Microsoft Outlook 

R-5D: E-Mail Message in 
MSN Hotmail 

E-Mail a Document 

d An open Word document can be sent as the actual e-mail message, or the 

document can be sent as an e-mail attachment. However, to send any e-mail via 

Word, Microsoft Outlook must be the default e-mail software client. If you do 
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not use Outlook, complete steps 1-7 only. To send an open Word document as 

the actual e-mail message, first add the Send to Mail Recipient command to the 

Quick Access toolbar. 

E-mail choices vary, depending on your e-mail software. Most message 

screens include the To, Cc, and Subject boxes with options to display a Bcc box. 

The attachment feature is often displayed as a paper clip icon. 

To send an open Word document as the actual e-mail message: 

1. Open the desired Word file. 

2. Click the list arrow next to the Quick Access toolbar, and click More 

Commands from the bottom part of the drop-down menu. 

3. In the right pane, in the Choose commands from list box, click the list 

arrow; click All Commands. 

4. Scroll down the list, and click Send to Mail Recipient. 

5. Click Add>>; click OK. 

To remove the Send to Mail Recipient button from the Quick Access 

toolbar, right-click the button and click Remove from Quick Access toolbar. 

6. From the Quick Access toolbar, click Send to Mail Recipient. 

7. Note that an e-mail header appears at the top of the document and that the 

Subject box contains the document file name. 

& If an e-mail header does not appear, your e-mail software is not compat¬ 

ible with this feature and you cannot continue. To hide the e-mail header, 

click the Send to Mail Recipient button again. 

8. Fill in the e-mail header boxes as desired, replacing the document’s name 

that appears by default in the Subject box with the desired subject line; 

click Send a Copy (or click Send when sending an e-mail attachment) to 

send the e-mail; close the document. 

To send an open Word document as an e-mail attachment: 

1. Open the desired Word file, click the FILE tab. Share, Email; from the 

Email pane, click Send as Attachment. 

2. Follow step 8 in the previous section. 
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See Appendix C, Saving a Word File in PDF Format, for steps to send an 

open Word document as an e-mail attachment in the more generic PDF format. 

PRACTICE 

From now on, before you complete any Practice exercise, first read the 

related Formatting section in your textbook in preparation for the Practice 

exercise document. Do not send an e-mail message without consulting your 

instructor! Before you begin this exercise, first manually set (or verify) cer¬ 

tain Word options so that Word behaviors described in steps 5 and 6 will 

occur as expected! See Appendix A, GDP—Word Settings, AutoFormat As 

You Type Options, for details. 

1. Press Enter to insert blank lines in practice-25 as many times as needed 

to arrange the e-mail message in correct format as shown in Lesson 25-F, 

E-Mail Messages, in the textbook. 

2. Click directly before “Uploading” in the first paragraph; type this para¬ 

graph; then press Enter 2 times after the paragraph: 

As soon as you complete Lesson 10, please schedule 
a technique check with me. I'll send you an 

appointment schedule tomorrow. Choose a convenient 
appointment time and reply to my e-mail message 
when you have made a selection. 

^ In Word, lines wrap automatically to a second line as you approach 

the right margin. Do not press Enter when you see a line break in the 

copy to be typed, which inserts a hard return and forces an incorrect line 

break. Press Enter only between paragraphs, not within a paragraph. 

3. Click the Show/Hide H button to view ^ formatting marks, which 

indicate a hard return. Your document should look like the one that 

follows. If your line endings are different, remove any unwanted hard 

returns. 

Hi,-Students:1| 

H 
As’soon’as’you’completelessonl0,-pleaseschedulea'technique'check’withme,'l'll-send-you'an- 

appointment’schedule-tomorrow.choose'aconvenlent-appointment-tlme-andreplyto’my-e- 
mall-message-when'you-have-madea’selectlon.ll 

UploadingYourlessons’orrtlmeandonaregularbasIS’is-absolutelycriticattOYoursuccessinan' 

online’Course.Thegrace-periodforturninginyourworkendsnextweek.’Sowork'hardthls- 

week'to-get-orTschedule.Send’meane-mailmessagelf-yoU'haveanyquestlons.U 

Professor-Charlene’MorimotoH 

E-mail:cmorimoto(»fastmaitnet11 
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, PRACTICE (continued) I 
REFER TO 
Word Manual 

Appendix A: GDP—Word 
Settings, AutoFormat as 
You Type Options 

REFER TO 
Word Manual 

L. 49: AutoCorrect— 
Hyperlink 

4. Click directly after “me” just before the period at the end of the first 

sentence, and type this: 

--the sooner, the better 

5. Note that after you type both hyphens (—) followed by “the” and then 

press the Space Bar, a solid, formatted em dash (—) appears. 

6. Click directly after the last character in the e-mail address, and press 

Enter; note that the e-mail address is converted to a hyperlink. 

7. Type this on the line below the e-mail address: 

Phone: 323-555-4000 

8. With your instructor’s permission, follow the steps on page 38 to send 

an open Word document as the actual e-mail message. 

9. Fill in any desired address in the To box. 

10. Delete the file name in the Subject box, type Weekly 
Announcement, Keyboarding Online, and click Send a 

Copy. Your message should look similar to this: 

Click the Send to Mail 
Recipient button once to 
display the e-mail header 

and again to hide it. 

Formatted em dash 

Automatic hyperlink s 

; prsctice-ZS.docx • Word ? IS — □ X 

HOME Developer INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ACROBAT Your Name ’ jT^ 0 

[calibfilBoi^) 'jl2 ■ A' A Aa * V if ^ 

B T u - aw X, K- - -i: - A ■ ^ 

r. Font Paragraph •» 

’E3S«nil a Copy Accounts’ ^ ’ ED S-V ! ^ I*" ^ [^Ofitiorts... - 

EjTo. 

□ Cc. 

r" 

1 AaBbCcl AaBbC AaBbCcl 

■ Emphasis Heading 1 t Normal Editing 

Styles fi - 

1_. 1 

1 ” . 1 
. 1 

1 Weekly ArvSt Keyboarding Onine 1 

|-ll. Students: 

As soon as you complete Lesson 10, please schedule a technique check with me—the sooner, 

the better, l‘ll send you an appointment schedule tomorrow. Choose a convenient appointment 

time and reply to my e-mail message when you have made a selection. 

S^ploading your lessons on time and on a regular basis is absolutely critical to your success In an 

iljne course. The grace period for turning In your work ends next week, so work hard this 

weeiNo get on schedule. Send me an e-mail message If you have any questions. 

Professor Cmdene Morimoto 

E-mail: cmorlmotoiSfastmall.net 

Phone: 323-555-4000 

PAGE 1 OF I at: 1* tot WORDS Q2 

Note: Keep this document open and continue reading. 
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GDP—Reference Manual 

In addition to the printed Reference Manual found in the front of your Word 

Manual and textbook, an electronic Reference Manual is available via GDP. You 

should routinely refer to both the electronic GDP Reference Manual and the 

printed Reference Manual as you complete the Practice exercises and document 

processing jobs. 

^ See GDP Help for details and specific steps for GDP’s online Reference 
Manual. 

GOTO 
Textbook 

0 PRACTICE (continued) 
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i Envelopes and Labels 

Envelopes 

If you type a letter first and then add an envelope, Word automatically inserts 

the inside address into the envelope Delivery address box. 

To create an envelope: 

1. From the MAILINGS tab, Create group, click the Envelopes button. 

2. Click the Envelopes tab if necessary. 

Word searches your current 
document for an inside 

address and inserts it into 
the Delivery address box. 

A No. 10 envelope is the 
default setting. Click Options 

below the Preview window to 
select another envelope size. 

£meIopes j iabels | 
fielfverv address: s- 

- Ms. Shannon Victoria 

Developmental Editor 

NewA^e Publishing 

7625 Franklin Avenue 

San Francisco, CA 94102 

V Add eiefh-onic postage 

fietum address: ■* I” OfQrt 

3 

Before printing, inseiT'SrwelSiges into the following printer tray: Paper Cassette. 

Print I Add to Document |'''''■‘'^ptlons... E-posJage Properties... 

Cancel 

3. If a letter includes an inside address, the Delivery address box should dis¬ 

play the inside address automatically. Edit the address if necessary. If an 

inside address is not present, type the delivery address now. 

4. Type a return address; if your envelope has a printed return address, delete 

information in the Return address box, or check Omit. 

5. Insert an envelope into your printer; click Print. 

'iQl To save the envelope with the document or to change to a different printer, 

click Add to Document. 
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PRACTICE 

1. Press Enter 5 times above the date, delete the date, and type the 

current date; from the MAILINGS tab. Create group, click the 

Envelopes button. Your screen should look similar to this (the Return 
address box may be different): 

2. Check the Omit box to omit the return address, click Add to 

Document, and view the envelope at the top of the page. 

As an alternative, insert a No. 10 envelope into the printer, click 

Print in the Envelopes and Labels dialog box, and print the envelope, 
which would look like this; 

Ms. Shannon Victoria 
Developmental Editor 
New.4g6 Publishing 
7625 FranklinAvenue 
San Francisco, CA 94102 

3. From the FILE tab, click Close to close the file, but do not return to 

GDP. When prompted to save changes to the file, click Yes. Word will 
remain open but no document will be displayed. 

Note; Keep Word open and continue reading. 
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Avery US Letter 5160 label 
page—View Gridlines active. 

View Gridlines 

Word’s label feature automatically creates a table structure using the exact 

dimensions of the selected label product. Since the table structure does not have 

printed borders, a blank page will appear unless you use View Gridlines to dis¬ 

play light blue gridlines around the cell boundaries. 

To view table gridlines: 

1. From the HOME tab, Paragraph group, click the list arrow next to the 

Borders button. 

Click the list arrow next to the Borders button and not the Borders 

button itself, or you will apply the currently displayed border to the table or 

selected cell. 

2. From the drop-down menu, click View Gridlines. 

Or: 

1. Click inside an existing table structure. 

2. The on-demand TABLE TOOLS tab appears on the ribbon with on- 

demand DESIGN and LAYOLIT tabs below it. Click the LAYOUT tab. 

3. From the Table group, click View Gridlines. 

Or: From the DESIGN tab, Table Styles group, click the list arrow under the 

Borders button; click View Gridlines. 

Do not confuse View Gridlines as explained in this lesson with Gridlines 

under the VIEW tab. Show group, which is used to align drawing objects and 

other things. 

Labels 

It is usually more convenient to print a page of labels and affix them to an enve¬ 

lope than it is to adjust your printer to print envelopes. Labels can be affixed to 

blank envelopes in place of a typed return address or a delivery address. You can 

create a single label or a page full of labels. 

A variety of labels are available from a good office supply vendor. Note the 

vendor, the label number, and/or the label dimensions because you will be asked 

to specify the label type when you create labels. 

To create and print a single label: 

1. Open a new file; from the MAILINGS tab. Create group, click the Labels 

button. 

2. Click the Labels tab. 
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3. Type the mailing address in the Address box. 

If you open the Envelopes and Labels dialog box from an existing docu¬ 

ment that includes an address such as a business letter, Word will search for 

an address and insert it automatically. 

Click the desired vendor from 
the Label vendors box. 

Click the desired product 
from the Product number 
box. Note the labei details 
under Label information. 

4. Clear the check box for Use return address, if necessary. 

5. Under Print, click Single label. 

6. Click the Options button to open the Label Options dialog box. 

.11x1 
Printer information. 

^ £ont>nuou$-feed prirrtert 

Pflge printers Tray: jDefault tray (Paper Cassette) ^ 

Label information—<• -- 

Label xendors: jAvery US Letter 

Find updates on Office,com 

Product nymber 

515S Easy Peel Return Address Labels 
5159 Matlina labels 

jd i Type; Easy Peel Address Labels 

5161 Easy Peel Address Labels 2«‘ 

5162 Easy Peel Address Labels , j Page size s.5*xir 
5163 Shipping Labels zi L ... 

7. Click the list arrow in the Label vendors box to display the list of vendors; 

click Avery US Letter (or the desired vendor). 

8. Under Product number, click 5160 Easy Peel Address Labels (or the 

desired product number); click OK, Print. 

To create and print a full page of the same label: 

1. Open a new file; from the MAILINGS tab. Create group, click the Labels 

button; click the Labels tab. 

2. Type the mailing address in the Address box. 

3. If necessary, clear the check box for Use return address. 

4. Under Print, click Pull page of the same label. 

5. Click the Options button. 

6. Click the list arrow in the Label vendors box to display the list of vendors; 

click Avery US Letter (or any desired label vendor); under Product 

number, click 5160 Easy Peel Address Labels (or any desired product 

number); click OK. 
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7. Click New Document, and print the document. 

8. Close the document; when prompted to save changes, click the desired choice. 

To create and print a page of labels with different information on each label: 

1. Skip step 2 in the previous set of steps, and delete any text that might appear 

in the Address box. 

2. After completing step 7 in the previous set of steps and before printing, type 

the different label information in each separate box of the blank label form 

as desired. 

@1 PRACTICE (continued) 

GOTO 
Textbook 

1. Open a new, blank Word file. {Hint: Press Ctrl + N.) 

2. From the MAILINGS tab. Create group, click the Labels button. 

3. In the Envelopes and Labels dialog box, click the Labels tab. 

4. Select and delete any text that might appear in the Address box. 

5. Clear the check box for Use return address if needed. 

6. Under Print, click Full page of the same label. 

7. Click the Options button. 

8. Under Label vendors, click Avery US Letter; under Product 

number, click 5160 Easy Peel Address Labels; click OK. 

9. Click New Document to display a full page of empty labels. 

10. From the HOME tab. Paragraph group, click the Show/Hide ^ but¬ 

ton to hide formatting marks if necessary. 

11. From the HOME tab. Paragraph group, click the list arrow next to 

the Borders button. 

12. From the drop-down menu, click View Gridlines to hide gridlines. 

You should now see a blank page. 

13. Click View Gridlines again to display the nonprinting gridlines. 

14. Type the first block of information in the first label; press Tab twice, 

or click in the next label (middle label in first row), and type the sec¬ 

ond block of information in the next label: 

Ms. Renee Milfuggia 

Stevenson Corporation 

1479 Monroe Street 

Gastonia, NC 28054 

Mr. George Shawley 

1014 South Marietta Street 

Grove City, PA 16127 

15. Close the document without saving changes. 

16. Return to GDP. 
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Memos and E-Mail 
With Attachments 

O 
c/) 
C/) 
LU 
_J 

E-Mail—Attachments 

The steps to attach a file to an e-mail message vary depending upon your e-mail 

program. A special symbol (such as a paper clip) denotes an attachment. Refer to 

your e-mail software’s Help feature for steps to include an attachment. 

To send an e-mail message with an attachment from Word: 

1. With your instructor’s permission, follow the steps in Lesson 25, E-Mail a 

Document, and the steps below to e-mail a document. 

2. Fill in any desired address in the To box. 

3. Click the File (paper clip icon) button on the e-mail toolbar. 

4. From the Insert File dialog box, browse to the desired file, click Insert, and 

verify that the desired file is listed in the Attach box. 

^ To remove an attachment, right-click the file name in the Attach box, 
and click Clear. 

GOTO 
Textbook 

PRACTICE 

Do not send an e-mail message without consulting your instructor! 

1. Follow the steps in Lesson 25, E-Mail a Document, to e-mail a 

document. 

2. In the To box, fill in any desired address. 

3. In the Subject box type this: 

MedNet Contact Information 

4. Click the File (paper clip icon) button on the e-mail toolbar. 

5. Download practice-29-attachment by clicking the Download File link 

from the Lesson 29L GDP screen; from the Insert File dialog box, 

browse to practice-29-attachment and click Insert. 

6. Verify that the desired file is listed in the Attach box. 

7. Clear the attached file, and attach it again. 

8. Save practice-29, and return to GDP. 
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Correspondence Review 30 

m 
Italic button 

u 
Underline button 

plain text 

italic text 

underlined text 

jp .. . * •, 

Italic and Underline 

To italicize or underline text as you type: 

1. From the HOME tab, Font group, click the Italic or Underline button. 

Or: Press Ctrl + I (italic) or Ctrl + U (underline). 

2. Type the text you want italicized or underlined; then click the Italic or 

Underline button again to turn off italic or underline. 

To italicize or underline existing text: 

1. Select the text to be italicized or underlined; or for a single word, simply 

click inside the word. 

2. Click the Italic or Underline button. 

Or: Press Ctrl + I or Ctrl + U. 

Italic and Underline are toggle buttons. Click the button once to activate 

the feature and again to deactivate it. To undo this formatting, select the text 

and then click the desired button. 

0 {practice 

GOTO 
Textbook 

1. Type the first line—underline “not” and italicize the book title. To 

Kill a Mockingbird-, press Enter 1 time, and type the second sentence 

exactly as shown: 

I will not have time to read To Kill a Mockingbird 
before Friday. 

I will have time to read This Old House. 

2. In line 2, underline “will” and italicize the book title “This Old 

House.” 

3. In line 1, remove the underline from “not.” Your copy should look like 

this: 

I will not have time to read To Kill a Mockingbird before Friday. 

I will have time to read This Old House. 

4. Save changes to practice-30, and return to GDP. 
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One-Page Business Reports 
ujiiA I VII.J4.I. I i^,,iL|igjJ!. 

Alignment 

Alignment buttons (Align 
Left button active) 

Four types of alignment are available for text: 

• Left. Aligns text flush with the left margin (default setting), leaving an 

uneven right edge. 

• Right. Aligns text flush with the right margin, leaving an uneven left edge. 

• Centered. Centers the text between the left and right margins. 

• Justified. Aligns text flush with both the left and the right margins. 

To change text alignment: 

1. Click in the desired line or paragraph, or select the desired text. 

2. From the HOME tab. Paragraph group, click the desired alignment button. 

Or: From the HOME tab. Paragraph group, click the Dialog Box 

Launcher. From the Indents and Spacing tab, under General, click the 

down arrow to the right of the Alignment box. Click the desired alignment, 

and click OK. 

Or: On the keyboard, press Ctrl + L (left alignment); Ctrl + E (center 

alignment); Ctrl + R (right alignment); Ctrl + J (justified alignment). 

0 I PRACTICE 

1. Turn on Show/Hide and press Enter 5 times to position the inser¬ 

tion point 2 inches from the top of the page. 

2. Type the report title, MICHIGAN AVENUE VETERINARY CLINIC 

(DRAFT), and press Enter 2 times. 

3. Type the report subtitle, Recent Trends, and press Enter 2 times. 
4. Type the byline, Marcus Smith, and press Enter 2 times. 

5. Type the date, July I, and press Enter 2 times. 

6. Note that all the newly typed lines are flush with the left margin 

because the document originally opened with left-aligned paragraphs. 

7. Select the title, subtitle, byline, and date; bold and center the lines. 

8. Change paragraph 1 to justified alignment; note that all lines in that 

paragraph are aligned flush with both the left and right margins. 
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^ , PRACTICE (continued) 

Left alignment - 

Center alignment - 

Justified alignment - 

Right alignment- 

9. Change paragraph 2 to right alignment; note that all lines in that 

paragraph are flush with the right margin. Your document should 

now look similar to this: 

|Q1 B ":> £3 = 
HOME INSERT 

1^ ‘CalibriCBody) -fu -i 

V B / y • ate K. X’ 
. V 

Clipooatd >■ Font 

0ESJ6N 

*' A A 

PAGE LAYOUT 

Aa • ^ :E 

prsctice'Bl.doo - Word 

REFERENCES MAILINGS REVKY/ VTEV/ 

? ffl - o X 

Your Name • ^ 

M 

■’Z-A- 
AaBbCcO AaBbCcO AaBbC 

I* Normal ? No Spec.. Heading 1 Editing 

M«CHIGANAVENUE-VmnNARY<UNIC-{DRAFT}! 

1 
Recent-Trendi! 

! 
Mercui-Smith! 

! 
IoN-1! 1 

Witb-tne increased oumber o^ sin^'e-psrent-and-doaMncome fe.'n'Jiei-that-has occurred-in-the 
last-20-veBrs, specl8l empn»is n« be*fl placed on serv-ces that-offe'-coovenlence.-ClInics neve 
responded- to- this- need- bv- extending their office- hours- into- the- evening and- on weetends 
However, thls-practice-leads-to very long-hours for the veterinarian C 
! 

The problem-ro-thls-stijdvwas-to-Oetermine Ifthere-lsa neeoin-the marketolace-for-a nev/ 
Bi>imal-drop^-sefVice-prepo5ed-by the Michigan Aver^ue-VeterinarvClinlc •Wheri-cllents-use 

such-a-iervice. thev-drop thetr-animals-off-before-work. The animals are-treated, and-clients 

pick-them-up-on-their way home.! 

WGf 1 Of J AT; 2' 121 WORDS 

10. Save changes to practice-31. 

Note; Keep this document open, and continue reading. 

Font—Size 

REFER TO 
Word Manual 

Appendix A: GDP—Word 
Settings, Modified Normal 
Style Set 

Font size is measured in points; 1 point (pt.) is equal to '/72 of an inch. The point 

size refers to the height of a character. Thus, a 12-pt. font is 14 of an inch tall. 

Here are some examples of different font sizes you can use. 

10-pt. Font Size 

12-pt. Font Size 

18-pt. Font Size 

24-pt. Font Size 
GDP’s modified Normal Style Set changes the default font from Calibri 11 to 

Calibri 12. You can easily change the font size in any text you type. However, 

avoid using too many font sizes in the same document. 
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To change the font size: 

12 

Font Size box 

Increase Font Size button 

Decrease Font Size button 

1. Position the insertion point where you want to begin using the new font 

size (or select the text you want to change). 

2. From the HOME tab, Font group, click the down arrow to the right of the 

Font Size box; click the desired font size. 

Or; Click the Increase Font Size or Decrease Font Size buttons as desired. 

Or: Press Ctrl + Shift + > to increase the font size, or press Ctrl + Shift + < 

to decrease the font size. 

Or: On the keyboard, press Ctrl + D to open the Font dialog box. From 

the Font tab, under Size, click the desired font size; click OK. 

REFER TO 
Word Manual 

Appendix A: GDP—Word 
Settings, Status Bar 

Title typed in 
Calibri Bold 14 pt. 

Vertical Page 
Position bar AT : 2" 

GO TO 
Textbook 

PRACTICE (continued) 

1. Set alignment to left in both paragraphs. 

2. Click inside the title. 

3. Look at the Vertical Page Position bar on the status bar; note that the 

insertion point is positioned vertically as follows: AT; 2”. 

If the Vertical Page Position bar does not appear on the status bar, 

see Appendix A, GDP—Word Settings, Status Bar. 

4. Select the title, and change the font size to 14 points. {Hint: Click in 

the Selection bar area for “one-click” line selection.) 

5. Click in the blank line below the first paragraph, press Enter 2 times, 

and move the insertion point up one line. 

6. Type the side heading PROBLEM, and bold the heading. Your docu¬ 

ment should look similar to this: 

practice'Sl.docx • Word 

REFERENCES MAIUNGS REVIEW VIEW DESIGN PAGEUYOLTT 

Cslibri(Body) -lU •: A' *' Aa • V ' jE • 'v: • « fl IT 
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AaBbCcD AaBbCcD AaBbC 
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Partgrapn Stylet 

|MICHIGANAVENUE*VETERINARY-CLINIC-(DRAFT)11 

11 
R#c«nt-Tr€nds11 

H 

Marcus-Smithll 

H 

JulylH 

Wlth'the'increased'numbefof-slngle-parent'dnd-dual-income'famllles-that'has'occurred-ln-the' 

last'20'Years,*specIal-emphasiS'has'been-placed'on'services'th3t*offer’Convenience.-Clinlcs'have' 

responded-to'thls'need-byextendlng-thelr'office-hours'lnto'the'evenlngand'on'weekends.- 

However, •this-practlce-leads-to-vervlong'houFS'forthe'veterinarlan.11 

H 

PROBLEMU 

H 

The-problem-ln'thls-studywas'to-determine'if'there-ls-a-need'in'theTnarketplace'foraTvewanimal* 

dfop-off-servIce-pfoposed-bythe'Mlch}gan-Avenue-Veter5naryClinic.’When'ctientS'use'Such*a- 

sefvice/theydrop’their'anim8ls’off'before’Work.'The'8nImais-are-treated/and-cllents-plck-them' 

PAGE 1 OF 1 AT; 2* 122 WORDS C{? 

7. Save changes to practice-31, and return to GDP. 
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Multipage Business Reports 32 

REFER TO 
Reference Manual 

R-8A and R-8B: Multipage 
Business Report 

REFER TO 
Word Manual 

L. 47: Headers 

Page Number 

Use the Page Number command to insert a right-aligned page number at the top 

of the second and subsequent pages in a multipage business report or multipage 

business letter. The Page Number command inserts a page number field code 
inside the document header. 

A header is any information, such as a page number, that appears at the 

top of every page. The page number field code increases the page number auto¬ 

matically on each page. If you insert a page number by typing it manually, your 

document will display the same page number on each page. You can suppress 

the first-page header so that the page number appears only on the second and 

subsequent pages. The page number on the first page of multipage letters and 

reports is usually suppressed (removed). 

If the Page Number feature is not behaving as expected: right-click over 

the header area, and click Edit Header. From the DESIGN tab. Options 

group, verify that Difierent Eirst Page is unchecked; from the DESIGN tab. 

Close group, click Close Header and Footer. 

To insert a right-aligned page number inside the header: 

1. From the INSERT tab. Header & Footer group, click Page Number, Top 

of Page, Plain Number 3, from the design gallery. 

INSERT DESIGN PAGE LAYOUT 

T I q py . ^SmartArt 

J L-® ' lil Chart 
es Online Shapes 

Pictures ^ Screenshot- 

Simple 

Plain Number 1 

Plain Number 2 

REFERENCES 

C3 *■ D 
Apps for Online links Comment 

MAIUNGS 

?:>- 

Office'' Video 

REVIEW VIEW 

D Header* P 

Q Footer ^ » 

rv i 
m Page Number* 

^ ; B Top of Page > 

; j §1 Bottom of Page ► 

I j- B £^9^ Margins ► 
L.J B £urrent Position ► 

^ Format Page Numbers... 

Ecmove Page Numbers 

Plain Number 3 

.vning Machine’s 

their feasibility, 
ovember 12-17. 409 

Lesson 32 • Multipage Business Reports 



2. Note that you are now inside the Header section with the automatic page 

number highlighted; note that the on-demand DESIGN tab appears. 

In a left-bound report in which the document margins have been changed, 

do not press Tab to position a page number using the preset tabs—the page 

number will not be aligned correctly; instead, follow the two previous steps. 

To suppress (remove) the page number only on the first page of a 

multipage document while you are still inside the header: 

1. From the DESIGN tab. Options group, check Different First Page. 

2. Note the following: you are still in the First Page Header section and the 

page number is suppressed. 

To close a header and return to the document body: 

1. Double-click anywhere outside the First Page Header area inside the docu¬ 

ment area. 

Or; From the DESIGN tab. Close group, click the Close Header and 

Footer button. 

2. Note the following: any existing header is now dimmed, the document is 

active, and the DESIGN tab has disappeared. 

To suppress the page number only on the first page of a multipage 

document after you have closed the header: 

1. Right-click over the header area on any page; click Edit Header. 

2. From the DESIGN tab. Options group, check Different First Page. 

3. Double-click over the body to close the header. 

If the page number is still in the First Page Header, select the page 

number (Ctrl + A), and cut it (Ctrl + X). 

To start page numbering with a different number: 

1. From the INSERT tab. Header & Footer group, click Page Number, Top 

of Page, Plain Number 3, from the gallery of designs. 

2. From the DESIGN tab, in the Header & Footer group, click Page Num¬ 

ber, Format Page Numbers, to display the Page Number Format dialog 

box. 

3. From the Page Number Format dialog box, under Page numbering, click 

Start at and type the desired number in the Start at box; click OK. 

To remove a header: From the INSERT tab. Header & Footer group, click 

Header, Remove Header. Repeat this on the second page if you have sup¬ 

pressed the header on the first page. 
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PRACTICE 

1. Use the Page Number command to insert a header with right-aligned 
page numbers. 

2. Suppress the page number on page 1. 

3. In File view, preview the document to verify that the page numbers are 

positioned correctly. {Hint: Press Ctrl + P.) 

Note that the page number, 
is suppressed (hidden) on 

the first page and appears 
on the second page. 

Adjust the zoom levei until ■ 
you can see 2 pages at once. 

pr*ctJce-32 dou • Word 

Printer 

CPSON£57<4E (WorkFore... 

Ptlrrl*/ PfOfhtdKi 

Settings 

i, 
' F 1 Ofi*nt*tloo 

Prim Ont $id«d 

Onlypnnt on one ride of . 

Collated 

7 - O X 

Vour Nerne ■ ^ ^ 

REFER TO 
Word Manual 

L. 24; Zoom 

4. Adjust the zoom level until 2 pages display. 

5. Save changes to practice-32. 

Note; Keep this document open and continue reading. 

Page Break 

As you type, Word automatically starts a new page when the text on the cur¬ 

rent page reaches the bottom margin. The page break can change unpredictably 

to accommodate text as it is added and deleted. These automatic page breaks 

are not always desirable. Generally speaking, at least 2 continuous lines should 

remain at the bottom of a page and at least 2 continuous lines should be carried 

over to the top of the next page. 

• A single line at the bottom of a page is a one-liner known as an “orphan.” 

Never end a page with a single line of a new paragraph or a heading 

followed by no text. 

• A single line of a paragraph (the last line of a paragraph from the previous 

page) at the top of a page is a one-liner known as a “widow.” You may begin 

a page with a heading on a line by itself, but never begin a page with 1 line 
of a paragraph. 
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Orphan. A single line at 
the bottom of a page. 

Installation costs are minimal. Monthly costs consist of a flat-rate fee and usage fees based on 

time and distance. The main benefit derived would be increased sales. As indicated in Appendix 

A, yearly sales increases of 8 percent are anticipated with the new service. 

PERCEIVED VALUE 

Widow. A single line 
of a paragraph from 

the previous page. 
more sales opportunities. 

Consumers place considerable value on an 800 number. Over 78 percent of the customers said 

they would be encouraged to contact Browning as an additional source for supplies. It was also 

found that up to one-diird of Brownlng*S sales opportunities are being lost by not pro^nding a 
toll-free number. 

A quick way to fix a widow or orphan is to insert a manual page break, which 

forces a page to end at a particular spot. The problem with this method is that 

no matter what text is added to or deleted from the document, the page will 

always end at the manual page break unless you later delete the manual page 

break. The recommended way to fix a one-liner is to use the Widow/Orphan 

control feature, which you will learn about later in the Widow/Orphan Control 

section of this lesson. 

If any document processing jobs have widows or orphans, always use the 

Widow/Orphan control feature to fix them to avoid GDP scoring errors and 

alerts. Do not use a manual page break. The information that follows is included 

for your information only as a method of breaking a page manually (also known 

as a hard page break) anywhere as desired. 

To insert a manual page break: 

1. From the HOME tab. Paragraph group, click Show/Hide H to see the 

Page Break formatting symbol. 

2. Click where you want to start a new page. 

3. From the INSERT tab. Pages group, click Page Break. 

Or: On the keyboard, press Ctrl + Enter. 

To remove a manual page break: 

1. From the HOME tab. Paragraph group, click Show/Hide H to see the 

Page Break formatting symbol. 

2. Select the Page Break formatting symbol; click Delete. 

Note: The manual page break in the next illustration was inserted to avoid leav¬ 

ing the side heading as a single line (orphan) at the bottom of the first page. 

Lesson 32 • Multipage Business Reports 55 



Manual Page Break' 
formatting symbol 

InstallatiofT-costs-are-minimal.-Monthiycostsconsistof-d flBt-rate-fee-andusagc-fees-based-on' 

tfrneanddistance.Themain-benefit-derivedwould-be-increased-sales. As-indicated-inAppendix- 
A,-yearlysaleS'fncrease5of-8percent-8re-antlcipated-with-the-newservice 1! 
1] 

.Page Break.--.fl 

^>ERCEIVEDVALUE^ 

ln-returnforoffering-an-8OO-numbertoftscustomers,-0rowningMachinev/ouldexpect-thatthe' 
addedservice-wouid-encourage-customersto-contactBrowningmorefrequentiv/resufting-in- 
moresales-opportunities.l! 

■ rjr.'iLimPrsnlflrP-mn‘iidfrahlr va!tli> nnan^nKmhpr 

0 t PRACTICE (continued) 

I 1. Turn on Show/Hide H. 

■ 2. Click immediately in front of the side heading “PERCEIVED 

I VALUE.” 

■ 3. Insert a manual page break. 

I 4. Note the following: the Page Break formatting symbol appears on 

■ the side heading now appears at the top of page 2. 

H 5. Select the Page Break formatting symbol and delete it. Remember to 

H use the Widow/Orphan control feature, not manual page breaks, in 

I GDP documents to eliminate one-liners. 

■ Note: Keep this document open and continue reading. 

Widow/Orphan Control 

The Widow/Orphan control feature, which is on by default and is the recom¬ 

mended method in GDP documents, controls widows and orphans without 

using hard page breaks. However, because a blank line follows a main heading, 

the Widow/Orphan control feature will keep the heading with that next blank 

line that follows; but it will not keep the heading, the blank line that follows it, 

and the first line of the paragraph together. The “Keep with next” option keeps 

these lines together so that a single heading or a single line of text will not appear 

as the last line at the bottom of a page. 

If you use a Word style to create a heading. Word automatically formats that 

heading with “Keep with next” paragraph formatting. You will learn about styles 
in Lesson 86, Styles. 
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REFER TO 
Word Manual 

L. 74; Hyphenation 

To verify Widow/Orphan control and to fix one-liners: 

1. From the HOME tab, Paragraph group, click the Dialog Box Launcher. 

2. From the Paragraph dialog box, click the Line and Page Breaks tab. 

3. Under Pagination, check Widow/Orphan control if needed; click OK. 

Check Widow/ ■ 
Orphan control. 

Jjxl 

Indents and Spacing fune and Page Breakil [ 

Pagination ------- 

Widow/Orphan control 

K««p with n«t 

F Keep lines together 

F Page fereak before 

Formatting exceptions - -." - 

F Suppress line numbers 

F fion't hyphenate 

Textbox options 

Tight wrap; 

3 

labs... Set As default I 

4. Turn on Show/Hide ^ to see formatting symbols. 

5. Select the lines you wish to keep together. In this example, select the heading 

at the bottom of page 1 through the first line of the paragraph that follows it. 

6. From the HOME tab. Paragraph group, click the Dialog Box Launcher. 

7. From the Paragraph dialog box, click the Line and Page Breaks tab. 

8. Under Pagination, check Keep with next; click OK. 

Do not check Keep lines together, or you could get unexpected results. 

Check Keep with next. 

iime-Bno tnjtafrce. Tne main-oeneTit aenveO wouia oe nc^eased saies As l'idicaled in Appendix- 
A.-yearly sales tncreases-of- f " 

PERCEIVED-VALUETI 

ln-retum-for-offering-an-80( 
added-service-would-encou 
rnore-sales-opportunities.f 

Consumers-place-considera 
theyv/ould-be-encouraged 
found-that up-to-one-third' 
toll-free-number.^ 

MARKETlNG-fACTORST 
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To-emphasize-the-availabili' 
The-800number-should-be- 
Sales-representatives shoul 
encourage-custonners to-us 
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Indents and Spacing Line and Page Breaks 

Pagination -.- 

F? Widow/Orphan control 

(i^ep with ne^ 

F ^eep lines together 

F Page fereak before 

Formatting exceptions — —-- 

F Suppress line numbers 

F Con’t hyphenate 

Textbox options 

Tight wrap; 

3 
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9. Note that the selected lines remain together on the top of page 2. 

10. Note that square bullets (formatting marks indicating that Widow/ 

Orphan control has been applied) appear next to the selected lines. These 

lines will always remain together on the same page. 

Uine dii;; uibidULtf. ine mam OC ■cm ueiivtiU WOUia-DB-iriU MS PIUIULfcU-lll>;|jptfI10IX-— 

A/yearly-sales-increasesof-Spercsntareanticfpated-withthenew-service 1! 
U 

Square bullet formatting- 
marks indicate lines that 

■ PERCEIVED-VALUEf 

■n 

■ Inreturnfor-offeringan-SOO-number-to-its-customers.-Brownmg-Machine'Wouldexpectthatthe- 
will remain together added-service would-encourage-customers-to contact-Browning-more frequently-resulting-in- 

on the same page. moresalesopportunities.f 

To release Window/Orphan control: 

1. Turn on Show/Hide H to see the formatting symbols. 

2. Look for lines with the square bullet formatting marks, and select the lines 
you wish to release. 

3. From the HOME tab, Paragraph group, click the Dialog Box Launcher. 

4. From the Paragraph dialog box, click the Line and Page Breaks tab. 

5. Under Pagination, uncheck Keep with next; click OK. 

PRACTICE (continued) 

GOTO 
Textbook 

1. Select the lines you wish to keep together; in this case, select the head- 

ing at the bottom of page 1 through the first line of the paragraph that 
follows it. 

2. From the HOME tab. Paragraph group, click the Dialog Box 
Launcher. 

3. From the Paragraph dialog box, click the Line and Page Breaks tab. 

4. Under Pagination, check Keep with next; click OK. 

5. Note that square bullet formatting marks appear next to the selected 

lines that now appear together on page 2. 

6. Release the lines that have been formatted to stay together; note the 
effect. 

7. Undo that action so that the lines are once again formatted to stay 

together. {Hint: Press Ctrl + Z.) 

8. Save changes to practice-32, and return to GDP. 
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Rough-Draft Business 
Reports With Lists 33 I 

Bullets and Numbering 

REFER TO 
Reference Manual 

R-12D: Examples of 
Different Types of Lists 

To call attention to a list of items, format them with bullets or numbers. If the 

sequence of the items is important, use numbers; if not, use bullets. The items 

in the list are automatically indented from the left margin. 

9i Word’s default list indent will be used as standard formatting for lists in 

the document processing jobs in your textbook and for lists in the Practice 

exercises. 

To add builets or numbers and to end a list: 

Bullets button 

Numbering button 

1. Press Enter as needed to insert 1 blank line above the list. 

2. From the HOME tab. Paragraph group, click the Bullets or Numbering 

button, and type your list of items pressing Enter 1 time after each item. 

3. Note that a new bullet or number appears each time you press Enter. 

4. To end the list, press Enter 2 times. (The second time you press Enter, 

the numbers or bullets end, and your insertion point moves back to the left 

margin.) 

Or; Press Enter 1 time, and click either the active, highlighted Bullets or 

Numbering button 1 time to release it. Your insertion point should move 

back to the left margin. 

5. Press Enter as needed to insert 1 blank line below the list. 

If bullets or numbers are not behaving as expected: Undo all previous 

actions related to adding bullets or numbers. Type your list of items 

unformatted, and insert 1 blank line above and below the list by pressing 

Enter as many times as needed. Select only the text to be formatted as a 

list. From the HOME tab. Paragraph group, click either the Bullets or 

Numbering button. 

To remove bullets or numbers from an existing list: 

1. Select the desired list, or click anywhere inside the desired line. 

2. Click either the Bullets or Numbering button as approptiate. 

^ 3. If necessary, from the HOME tab. Paragraph group, click the Decrease 

Indent button to position the text at the left margin. 
Decrease Indent button ‘ ° 

Or: Right-click and click Decrease Indent. 
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To change a list number to any desired number: 

1. Point to the desited numbet in the list, and click to select it. (All the num- 

bets in the list should be highlighted, and the numbet you clicked should be 

highlighted in a difFetent colot.) 

2. Right-click ovet the highlighted list numbet to display the shottcut menu. 

3. Click Restart at 1 to testatt numbeting; ot click Continue Numbering 

to continue numbeting from a ptevious list in the document; ot click Set 

Numbering Value, and type the desired value in the Set value to box. 

If necessary, click the Numbering button twice right after this to reset 

the line number value on the selected lines. 

To move a list item, click in the desired line to be moved; then press 

Alt + Shift + t (the directional up arrow) or Alt + Shift + i (the directional 

down arrow) as desired. 

Q If you press the Tab or Backspace key afrer typing a list and an unwanted 

indentation appears, follow these steps to stop these automatic indentations: 

1. Click the FILE tab. Options. 

2. From the Word Options window, click Proofing in the left pane; then 

click the AutoCorrect Options button on the right. 

3. In the AutoCorrect window, click the AutoFormat As You Type tab; 

uncheck Set left- and first-indent with tabs and backspaces. 

4. Click OK twice. 

0 PRACTICE 

1. Select the four sentences in the middle that end with question marks, 

and format them as a numbered list using Word’s default list indent. 

2. Move the insertion point to the end of the document {Hint: 

Ctrl + End). 

3. Click the Bullets button. 

4. Type the following three list items, pressing Enter 1 time between 

each sentence. 

Provide a better understanding of the need for this 
service. 

Define some of the mechanics of the service. 

Provide direction on how to introduce this service. 

5. Press Enter 3 times after the last sentence, noting that the bullets end 

after you press Enter 2 times and a blank line is inserted the next time 
you press Enter. 
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^ PRACTICE (continued) 

6. Type the following paragraph: 

Although cat owners also represent a large client 

base for the veterinarian, they were excluded from 

this study because cats do not have to be licensed. 

7. Click anywhere inside the last bulleted item, and click the Bullet 

button. 

8. Note that the bullet is removed. 

9. Click the Bullet button again to reverse these steps. 

10. Move to the end of the last sentence, press the Space Bar 1 time to 

add a space, type the following sentence, and press Enter 2 times: 

Two more questions must be asked: 

11. Click the Numbering button and type each question on a separate 

line: 

Should cat owners be surveyed? 

Should the same questions be asked? 

12. Click the first number in this list, and use the shortcut menu to 

 number of the list to continue numbering from the previ¬ 

ous numbered list. Note that the items are renumbered to 5 and 6. 

13. Click over the “5” to select it, right-click, and click Restart at 1. 

Note that the items are renumbered to 1 and 2. Your document 

should look similar to this: 

The following problem was addressed in this study to determine the value of this proposed 

service to dog owners: What is the feasibility of offering an animal drop-off service to dog 

owners who are customers of the Michigan Avenue Veterinary Clinic? First, these four 

questions must be addressed: 

1. How much value will the new service provide to dog owners? 

2. How many potential clients will transfer from their existing veterinarian to take 
advantage of this new service? 

3. What drop-off hours and pick-up hours are preferred? 

4. What level of additional personnel and boarding facilities will be required to offer this 
service? 

The purpose of this study is to determine if the Michigan Avenue Veterinary Clinic should invest 

the resources needed to introduce and maintain a new animal drop-off service. The proposed 
study would provide these results: 

• Provide a better understanding of the need for this service. 

• Define some of the mechanics of the service. 

• Provide direction for how to introduce this service. 

Although cat owners also represent a large client base for the veterinarian, they were excluded 

from this study because cats do not have to be licensed. Two more questions must be asked: 

1. Should cat owners be surveyed? 

2. Should the same questions be asked? 

GOTO 
Textbook 

14. Save changes to practice-33-, and return to GDP. 
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Multipage Academic g 

Reports With Lists 34 i 

Line Spacing 

REFER TO 
Reference Manual 

R-8C: Multipage Academic 
Report 

REFER TO 
Word Manual 

Appendix A: GDP—Word 
Settings, Modified Normal 
Style Set; Style Set—Word 
2013 

You can change the line spacing from single to 1.5 lines, for example, to add an 

extra half line of space between typed lines. You can also change to double spacing 

for an academic report to add an extra blank line between typed lines. The precise 

amount of space between lines is determined partly by the size of the font in use. 

If you change line spacing at the beginning of a document, all paragraphs 

that you type will reflect the new spacing unless you change the spacing again. 

If you change the line spacing in an existing paragraph or in selected paragraphs, 

only the lines of that paragraph are changed. 

The modified Normal Style Set used in Word documents launched via GDP 

changes Word s default line spacing from multiple-line spacing set at 1.08 to single- 

line spacing so that the spacing between lines is not excessively wide. The same style 

set changes the default spacing after paragraphs from 8 pt. to 0 pt.; therefore, you 

will continue to press Enter 2 times to insert a blank line between paragraphs. 

To change line spacing for selected text or an entire document: On the 

keyboard, select the desired text or click Ctrl + A to select the entire document; 

then follow any of the steps that follow. If you have just started typing, you don’t 

have to select text—just set the desired line spacing. 

• Ctrl + 1 for single spacing 

• Ctrl + 5 for 1.5 spacing 

• Ctrl + 2 for double spacing 

t=: 
4,= 

Line and Paragraph 

Or: From the HOME tab. Paragraph group, click the list arrow on the Line 

and Paragraph Spacing button, and click the desired line-spacing option. 
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Or: 

1. From the HOME tab, Paragraph group, click the Dialog Box Launcher. 

2. From the Paragraph dialog box, click the Indents and Spacing tab. 

3. Click the down arrow in the Line spacing list box, and click the desired 

line-spacing option; click OK. 

0 PRACTICE 

REFER TO 
Word Manual 

Appendix A: GDP—Word 
Settings, AutoFormat As 
You Type Options 

1. Select the entire document with Ctrl + A, and press Ctrl + 2 to 

change to double-spacing. 

2. Turn on Show/Hide H, and delete the extra blank lines above and 

below both lists. 

3. Click in front of each paragraph, and press Tab. The body of your 

document should look similar to this: 

01 If you press Tab to indent the first line of the paragraph and then 

press Enter and the second paragraph is indented automatically, you 

will need to change an AutoFormat As You Type Word option to end this 

automatic paragraph indentation. See Appendix A, page 207, for steps. 

The following problem was addressed in this study to determine the value of this 

proposed service to dog ovwners: What Is the feasibility of offering an animal drop*off service to 

dogownerswho are customers of the Michigan Avenue Veterinary Clinic? First, these four 

questions must be addressed; 

1. How much value will the newservice provide to dog owners? 

2. How many potential clients vrill transfer from their existing veterinarian to take 

advantage of this newservice? 

3. What drop-off hours and pick-up hours are preferred? 

4. What level of additional personnel and boarding facilities will be required to offer this 

service? 

The purpose of this study Is to determine if the Michigan Avenue Veterinary Clinic 

should invest the resources neededto introduce and maintain a newanimal drop-off service. 

The proposed study would provide these results; 

♦ Provide a better understanding of the needfor this service. 

♦ Define some of the mechanics of the service. 

♦ Provide direction on hov/ to introduce this service. 

Although cat owners also represent a large client base for the veterinarian, they were excluded 

from this study because cats do not have to be licensed. 

GOTO 
Textbook 

4. Save changes to practice-34, and return to GDP. 
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More Rough-Draft Reports 
o 
in 
in 

lin 

Cut and Copy 

You can copy and/or cut and move text from one part of a document to another. 

To move text means to first cut (remove) the selected text from one location 

and then paste (insert) it in another location (either in the same document or 

in a different document). To copy text means to make a copy of the selected 

text and then insert (paste) it in another location. Copying leaves the original 

text unchanged. Cut, Copy, and Paste buttons are found on the HOME tab. 

Clipboard group. 

The Microsoft Office Clipboard allows you to copy several items, such as 

text and pictures, from Office documents or other programs and paste them into 

another Office document. Each time you cut or copy an item, you add it to the 

collection of items in the Clipboard if the Clipboard is displayed. If you remove 

a selected item using the Delete key on the keyboard, the deleted item is not 

added to the Clipboard.You can click any item from the list of selected items to 

paste it into a different place in the current document or move to a new docu¬ 

ment and paste any item there. You can paste the same item repeatedly. 

^ When you exit all Office programs, the last item that you copied or cut stays 

in the Clipboard. When you exit all Office programs and restart your computer, 

all items are cleared from the Clipboard. 

To display the Clipboard in the left pane: 

1. From the HOME tab, in the Clipboard group, click the Dialog Box 

Launcher. 

2. Click any item under Click an Item to Paste to paste it into your 

document at the insertion point. 

3. Click the Options button at the bottom of the pane; then click any desired 

options for displaying the Clipboard. 

4. To clear the Clipboard, click the Clear All button. 

5. To close the Clipboard, click the Close button at the top of the pane. 

To cut text: 

1. From the HOME tab. Clipboard group, click the Dialog Box Launcher to 

display the Clipboard. 

2. In your document, select the text you want to cut and move. 

RLE 1 HOME INS 

.X, Cut 

■u iil Copy 
Paste 
▼ -V Format Painter 

Clipboard ri 

Cut, Copy, and Paste buttons 
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B r u 

Otpboatd <« 

Clipboard 

Okk an R««i to Pan» 

The text to be cut and ■ 
pasted (moved) is selected. 

■ C5 s 

HOME INSERT 

'Ca(ibn(Body] '|u 

■ tbc X, x' 

Font 

practicC'SS.dooi * iFford ? 3] — Q X 

REFERENCES ^^AIUNGS REVIEV; VIP.V 'VoufName • ^ # 

M Find ' 

Replace 
’'Norma! 7NoSpac... Headingl :v; [^Select* 

J PAGE lAYOOT 

*’ Aa ♦ :z ' ^ 

i-2:'A- ^ = H' A'i: 

AsBbCcO AaBbCcD AaBbC 

Paragiaph Styles Editing 

Here are some examples in which a decision has led directly or indirectly to a life consequer 

In some cases, the consequences are unpredictable. 

1. You may decide to smoke; then later in life, you could face the problem of nicotine 

addiction. 

2. You could decide not to study mathematics because you think it is too difficult. Beca 

of this choice, many career opportunities will be closed to you. 

3. You could decide to follow your passion and choose to study a subject in which you I 

a natural interest and ability, which results in a satisfying, rewarding career. 

There is a consequence for every action. Ask yourself these questions: Do you see that even 

your life do not just happen, but that they are the result of your choices and decisions? Hov\ 
can you prepare your mind for problem solving? 

PROBLEM SOLVING STRATEGIES 

A positive attitude is a great start. Indeed, your attitude affects the way in which you solve £ 

problem or make a decision. Approach your studies, such as science arxl math courses, with 

positive and inquisitive attitude. Try to perceive academic problems as puzzles to solve rath- 

PAGE 1 OF 1 AT;S-r IS OF 246 WORDS Q? 

The selected sentence - 
that was previously cut 
is automatically copied 

and now appears in the 
Clipboard for pasting into 

any Office document. 

3. From the HOME tab, Clipboard group, click the Cut button. 

Or: On the keyboard, press Ctrl + X. 

® a Os 
HOME INSERT 

pr«ct]ce-35.doac • Word 

REFERENCES MAIUNOS REVIEW VIEW 

ife; 
P«tte 

DESIGN PAGE LAYOUT 

CalibnCBody)"^ •, A' a' Aa • > ^ is 
B I y-Mcx, X' A'H-A' ^ 

Font Paragraph 

? ffi - a X 
Your Name • R • 

Rnd • 

Replace 
t Normal T No Spec.. Heading 1 i; Select* 

Styles I't Edrtmg a 

. AaBbCcO AaBbCcO AaBbC 

Clipboard 
\ Paste An”’ : Gear AH 

Okk an Rem to Paste. 

^ 1. You may decide to smoke, 
then later m life, you could 
face the problem of rrlcotini... 

X Here are some examples in which a decision has led directly or indirectly to a life consequer 

In some cases, the consequences are unpredictable. 

1. [fou could decide not to study mathematics because you think it is too difficult Beca 

of this choice, many career opportunities will be closed to you. 

2. You could decide to follow your passion and choose to study a subject in which you I 

a natural interest and ability, which results in a satisfying, rewarding career. 

There is a consequence for every action. Ask yourself these questions: Do you see that even 

your life do not just happen, but that they are the result of your choices and decisions? How 

can you prepare your mind for problem solving? 

PROBLEM SOLVING STRATEGIES 

A positive attitude is a great start. Indeed, your attitude affects the way in which you solve c 

problem or nrake a decision. Approach your studies, such as science and math courses, with 

positive and inquisitive attitude. Try to perceive academic problems as puzzles to solve rath- 

than homework to avoid. 

PAGE ton AT 5 ?• 32S WORDS IB ^ ^ r- 

To copy text: 

1. In your document, select the text you want to copy. 

2. From the HOME tab. Clipboard group, click the Copy button. 

Or; On the keyboard, press Ctrl + C. 
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Paste 

When the Clipboard is active, any text that has been cut or copied goes into the 

Clipboard and can be pasted once or repeatedly When you paste text, a Paste 

Options button appears just below your pasted selection. Press Esc to make the 

button disappear for that instance, or click the Paste Options button to choose 

a desired action from the options list. 

The Paste Options list is context-sensitive. Therefore, choices in the options 

list change depending on the formatting of the source and destination text. 

Depending on the exact selection, the pasted results can vary. Point to or click 

each one to preview each choice. If that choice is undesirable, try another one 

until you’re satisfied. Here are a few possible choices: 

• Keep Source Formatting (K). Pasted text will appear exactly as it did in the 

source. 

• Merge Formatting (M). Pasted text will match the text that surrounds it. 

• Use Destination Styles (S). Pasted text will change itself to match the for¬ 

matting style of the surrounding text in the destination. Bolding and italics 

will be retained. 

• Keep Text Only (T). All formatting (bullets, numbers, italics, bolding, 

indents, graphics, and so forth) will be removed from the pasted text; and 

the pasted text will change itself to match the formatting of the surrounding 

text in the destination. 

• Continue List (C). The pasted list item is merged with the existing list and 

automatically renumbered. 

• New List (N). The pasted list item becomes the last item on the list, but 

numbering is restarted. 

To paste text: 

1. Position the insertion point where you want to insert the text. (In the exam¬ 

ple that follows, the intent is to move the first numbered item that was cut 

previously to the end of the list. Therefore, the insertion point was placed in 

the blank line just below the last list item.) 

2. From the HOME tab. Clipboard group, click the Paste button to make 

the cut list item reappear in its new location. (In the example that follows, 

the items are automatically renumbered to reflect the new order.) 

Or: On the keyboard, press Ctrl + V. 

Or; On the Clipboard pane, under Click an Item to Paste, click the cut 

item. 

Note; Always review the revised text for accuracy. 

ly aeciae to smoxe; tnen i 

DP. 

[li (Ctrl) y 

eqi 

tju 

'e y 

Paste Options button 

Paste Options: 

‘■“■i <•‘^1 

: .i IeI U 
Set Default Paste.. 
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The selected sentence is 
pasted from the Clipboard 

into its new location 
and renumbered. 

Before pasting, place 
the insertion point just 
below the point where 
the text was inserted. 

Explore the Paste Options 
for helpful context-sensitive 

shortcuts for pasting text. 

pracbce>3S.docx • Word 

REFERENCES MAILINGS REVIEW VIEW 

? fs - a 
Your Name ’ n 

AaBbCcD AaBbCcD AdBbC " 

! ^Normal tNoSpac.. Hetdmgl ’t 

M Find ' 

Replace 

Select - 

Editing 

Here are some examples in v/hich a decision has led directly or indirectly to a life consequer 

In some cases, the consequences are unpredictable. 

1. You could decide not to study mathematics because you think it is too difficult Beca 

of this choice, many career opportunities will be closed to you. 

2. You could decide to follow your passion and choose to study a subject in which you I 

a natural Interest and ability, which results in a satisfying, rewarding career. 

3. You may decide to smoke; then later in life, you could face the problem of nicotine 
addiction. 

IClri) X 

There is a conseqi OfLiw. )- Ask yourself these questions: Do you see that even 

ey are the result of your choices and decisions? How 
solving? 

Set Default Paste... 

PROBLEM SOLVING STRATEGIES 

A positive attitude is a great start Indeed, your attitude affects the way in which you solve e 

PAGE 1 OF 1 AT: 7‘ 246 WORDS Eg 

To move text, you can also point to the selected text and drag and drop it 

into place in the desired location as an alternative to cutting and pasting. The 

keyboard shortcuts for cut (Ctrl + X), copy (Ctrl + C), and paste (Ctrl + V) 

are universal to most Windows programs. Therefore, an item cut or copied in 

Word could be pasted into an Excel spreadsheet and vice versa. 

*T -- 

PRACTICE 

1. Display the Clipboard and clear it. 

2. Turn on Show/Hide and select the first numbered item (“You may 

decide to smoke . . .”) including the paragraph symbol at the end. 

{Hint: Click inside the sentence; then press Ctrl and click.) 

Note; The list number is not highlighted in the selection because it 

was created using the Numbering feature as opposed to typing it man¬ 

ually. However, the number will be cut along with the text because 

you included the paragraph symbol in the selection. 

3. Cut the selected list item. 

4. Note the following: the remaining list items are renumbered and the 

cut item appears in the Clipboard list. 

5. Click in the blank line just after the list. 

6. Paste the cut list item. 

7. Note that the cut and pasted list item is renumbered “3.” 

8. Click the Paste Options button, and click New List (N); or with the 

Paste Options still active and visible, type N. 

9. Note that the pasted item is numbered “1.” 

10. Click the Paste Options button, and click Continue List (C). 
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PRACTICE (continued) 

11. Note that the pasted item is numbered “3.” 

12. Press Esc to make the Paste Options button disappear. 

13. The list items in your document should be identical to these: 

Here are some examples in which a decision has led directly or indirectly to a life consequence. 
In some cases, the consequences are unpredictable. 

1. You could decide not to study mathematics because you think it is too difficult. Because 

of this choice, many career opportunities will be closed to you. 
2. You could decide to follow your passion and choose to study a subject in which you have 

a natural interest and ability, which results in a satisfying, rewarding career. 
3. You may decide to smoke; then later in life, you could face the problem of nicotine 

addiction. 

There is a consequence for every action. Ask yourself these questions: Do you see that events in 

your life do not just happen, but that they are the result of your choices and decisions? How 
can you prepare your mind for problem solving? 

GOTO 
Textbook 

14. Save changes to practice-35, and return to GDP. 
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Boxed Tables 
o 
U) 

REFER TO 
Reference Manual 

R-13A: Boxed Table 

REFER TO 
Word Manual 

Appendix A: GDP—Word 
Settings, Default Font 
Size—Table 

Table—Insert 

Tables have vertical columns (identified by a letter, such as Column A) and hori¬ 

zontal rows (identified by a number, such as Row 1). A table cell (identified by 

the column letter and row number, such as Cell Al) is created where a column 

and a row intersect. Thus “President” is located in Cell Al, the intersection of 

Column A and Row 1 in the example below. 

Row 1 

Row 2 

Row 3 

Row 4 

A table cell creates fixed boundaries around the text you type just as margins 

do in a document. Therefore, when you type text within a cell, the text wraps 

to the next line of the cell when it approaches the right cell border. The cell 

expands vertically to make room for the next line. 

When you first insert a table. Word applies borders to all the cells by default. 

A boxed table has borders all around. An open table does not have any borders. 

A ruled table has a border on the top and bottom of Row 2 and any total row 

and the bottom of the last row only. You will learn to remove borders in open 

and ruled tables in later lessons. 

If the font inside any table defaults to 11 pt. rather than 12 pt., see 

Appendix A, Using Microsoft Word in the Workplace, GDP—Word Settings, 

Default Font Size—Table, for help. 

To insert a table: 

Column A Column B 

President Juanita Cortes 

Secretary Rhonda Butler 

Treasurer Rachel Corker 

Faculty Sponsor Professor Leon South 

Table 

Tables 

Table button 

1. Position the insertion point where you want the table to start (in this case, 

at the top of the document). 

2. From the INSERT tab. Tables group, click the Table button. Then drag to 

create a table with the desired number of columns and rows. 

Note: A 2-column, 4-row table is shown in the next example. Notice that as 

you drag, a Live Preview of the table appears in the Word window in the back¬ 

ground. When you release the mouse, the table is inserted. An “on-demand” 

TABLE TOOLS tab appears above the Ribbon with a DESIGN tab and 

LAYOUT tab below it. These on-demand tabs appear when you click inside 

a table and disappear when you click outside a table. 
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Drag down and/or across this 
table grid to create a table. 

Note the Live Preview on 
the Word document screen 

behind the table grid. 

Or: From the INSERT tab, Tables group, click the Table button. Insert 

Table. The Insert Table dialog box appears. Type the number of columns 

you want in the Number of columns box; for this example, type 2. Press 

Tab, and type the number of rows in the Number of rows box; for this 

example, type 4. Click OK to insert the table into your document. 

3. Turn on Show/Hide H ; note that the insertion point is in Cell Al, the table 

move handle appears above Cell Al, and table end-of-cell markers appear at 

the beginning of each cell and outside the last cell in any row. (These table 

formatting codes will be used in later lessons.) 

Table move handle 

When the insertion point is inside a table, 
the "on-demand" TABLE TOOLS and 

4. Type text inside the cells as desired. Cells will expand automatically to 

accommodate longer text. 
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^ If you press Enter by accident, an additional blank line will be added to 

the cell. Press Backspace or click Undo to delete the unwanted line. 

To move the insertion point from cell to cell: Click the desired cell with the 
mouse, or press Tab. 

To move the insertion point to the previous cell: Press Shift + Tab. 

To move the insertion point up or down the rows: Use the arrow keys. 

To insert an additional row: Click in the last cell, and press Tab. 

Or: Turn on Show/Hide H, click immediately to the right of any row just 

before the table end-of-cell marker, and press Enter. 

To move a row up or down: Click inside the row to be moved; then hold 

down Alt + Shift + T or Alt + Shift + i. 

fC ■ 

PRACTICE 

1. Insert a table with 2 columns and 4 rows, click in Cell Al, and type 

President. 

2. Press Tab to move to Cell Bl, and type Juanita Cortes. 

3. Press Tab (not Enter) to move to Cell A2, and continue typing the 

entries as shown below: 

Rhonda Butler 

Rachel Corker 

Professor Leon South 

Secretary 

Treasurer 

Faculty Sponsor 

If you are in the last cell of a table (Cell B4 in the example above) and 

you press Tab, an additional row will be inserted. Click the Undo button 

to remove the unwanted row. 

4. Turn on Show/Hide ]]. Your finished table should look like this: 

® H *5 ' O ' pr9ctice-36.doo( • Word 

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAUJNGS REVIEW VIEW 

® M B □ A ri « » 
^ III Chart 

D Header- 

Pictures Online Shapes Appsfor Online Links Comment ^ Teirt 
Pictures • *+Screenshot- Office- Video * 3 Page Number- ■■ C- 

Apps Media 

TAfilE TOOLS 

DESIGN LAYOUT 

[aI|] S ’ Equation 

4 12 Symbol * 

? ffl - n X 

Your Name - n • 

Illustrations Comments Header & Fooler Tert Symbols 

PresidentH Iluanita'CortesH 
SecretaryH Rhonda-ButlerH 
Treasurerp Rachel'CorkerB 
Faculty-SponsorH Professor’Leon-SouthH 

5. Save changes to practice-36. 

Note: Keep this document open and continue reading. 
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Table—AutoFit to Contents 

To resize the width of columns in a table to fit the contents in that table 
using AutoFit to Contents: 

1. Select the table. (See Lesson 37.) 

2. From TABLE TOOLS, LAYOUT tab, Cell Size group, click the list arrow 

under AutoFit, and click AutoFit Contents. 

Or: Select the table (see Lesson 37), right-click any table cell, and click 

AutoFit, AutoFit to Contents. 

Or: Select the table, and double-click on the right border of any cell. 

& If any of the lines wrap incorrectly when you use the AutoFit feature, 

point to the cell border to the right of the column until you see a double¬ 

sided arrow and double-click. 

3. Note that the table has been resized to accommodate the longest word or 

words in each column. 

GOTO 
Textbook 

0 I PRACTICE (continued) 
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Open Tables With Titles 
o 
C/D 
C/D 
LLI 
_J 

I •il!i HH,IOT|!V|W:.L, , I. • j 

REFER TO 
Reference Manual 

R-13B: Open Table 

Table—Merge Cells 

Table titles (and subtitles, if used) are typed in the first row of a table. Merge 

all the cells in Row 1 to form one continuous cell; then type the title centered, 

in bold and all caps, using a l4-pt. font. Type the subtitle on the line below the 

title centered and in bold in upper- and lowercase, 12-pt. font. Insert 1 blank 

line below the subtitle or below the title if it appears alone. 

To select in a table with Show/Hide f[ on: 

A cell 

To Select 

A row 

A column 

Multiple 

adjoining 

cells 

A table 

Text in the 

next or 

previous 

cell 

Al): A2H« 

With Mouse 
With Mouse 

and Keyboard 

Click the table 

end-of-cell 

marker. 

Click just to the 

left of the row. 

Click the top 

border of the 
column. 

Drag across and Click in Cell Al, hold 
down as desired. down Shift, then click in 

the last cell (B2). 

Point to the top Click inside the table; 
corner of the first under the TABLE 
cell (Al); click TOOLS, LAYOUT tab. 
the Table Move Table group, click Select; 

Handle. Select Table; or press 

Alt + Shift + 5 on the 

numeric keypad (with 
Num Lock active). 

Press Tab or Shift + Tab. 

(Selected text will be 

deleted with the first 
keystroke.) 
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To merge several cells into a single cell: 

1. Select the cells you want to merge. 

Site Visitation September 13-16 Alan C. IMnsett 

On-Site Intemevvs September 14-15 Chad Spencer 

Preliminary Decisions September 23 Sherri Jordan 

NewYork Visits October 4-7 Pedro Martin 

Evaluation Conference October 8 Sherri Jordan 

Final Decision October 10 Gerald J. Pearson 

s Merge Cells 

Split Cells 

g Split Table 

Merge 

Merge Cells button 

2. Under TABLE TOOLS, LAYOUT tab. Merge group, click Merge Cells, 

or right-click over the selected row and click Merge Cells. 

3. Type the desired information in the merged cell, select the table, right-click, 

and click AutoFit, AutoFit to Contents. 

VICE-PRESIDENTIAL SEARCH SCHEDULE 
Harry Wesson, Coordinator 

Site Visitation September 13-16 Alan C. Wingett 

On-Site Interviews September 14-15 Chad Spiencer 

Preliminary Decisions September 23 Sherri Jordan 

New York Visits October 4-7 Pedro Martin 

Evaluation Conference October 8 Sherri Jordan 

Final Decision October 10 Gerald J. Pearson 

0 PRACTICE 

1. Select Row 1, and merge the cells. 

2. Type this title in all caps, l4-pt. font size: 

VICE-PRESIDENTIAL SEARCH SCHEDULE 

3. Bold and center the text in Row 1. 

4. Press Enter, and type this subtitle centered in bold, 12-pt. font size: 

Harry Wesson, Coordinator 

5. Press Enter 1 time to insert a blank line after the subtitle. 

6. Save changes to practice-37. 

Note: Keep this document open, and continue reading. 

Table—Borders 

Borders are the lines that surround each cell within a table. Word applies bor¬ 

ders by default when a new table is inserted to create a boxed table. To create an 

“open” table, remove the borders from a boxed table. 
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L. 28: 

REFER TO 
Word Manual 

View Gridlines 

Note: Advanced borders features are covered in these lessons: 

• Lesson 39: Remove and apply borders to create a ruled table. 

• Lesson 51: Apply a bottom border to the first row of a resume. 

• Lesson 86: Apply a border to the bottom of a header. 

• Lesson 111: Apply advanced customized borders and shading. 

^J^dien borders are removed, use View Gridlines to see the light, nonprinting 

blue gridlines to guide you as you enter text. This table has no borders and 
gridlines are displayed: 

VICE-PRESIDEKiflAL 
Harry Wesson, Coordinator 

Site Visitation ; September 13-16 : AlanC. Wingett 
, On-Site Interviews j September 14-15 j Chad Spencer 

, Preliminary Decisions : September 23 : Sherri Jordan 
j New York Visits ; October 4-7 : Pedro Martin 

1 Evaluation Conference . Octobers Sherri Jordan 

i Final Decision . October 10 ; GeraIdJ. Pearson 

To remove borders from a table: 

1. From the TABLE TOOLS, LAYOUT tab. Table group, click View Grid- 

lines, and select the table or the desired cells. 

2. From the TABLE TOOLS, DESIGN tab. Borders group, click the list 

arrow below the Borders button; then click the desired border to apply it or 
remove it. 

Click the Borders button 
to apply the active 

border displayed on the 
Borders button. 

Click View Gridlines so 
you can see nonprinting cell 
borders when solid, printed 

borders are removed. 

R3 
Borders Border 

iter 

iH-i: Bottom Border 

Li:i Tofi Border 

[bdj Left Border 

!Li;l| Right Border 

Hj No Border 

H Alt Borders 

Outside Borders 

ffl Inside Borders 

i:tj Inside Horizontal Border 

t\:i Inside Vertical Border 

fSii Diagonal Down Border 

Diagonal Up Border 

^ Horizontal Line 

Sraw Table 

I; View Gridlines 

0 Borders and Shading... 

Click the list arrow below the 
Borders button to display 
the list of border choices; 
click the desired choice 
from the drop-down list to 
change the active border. 

The most recently used border appears as the active Borders button. Be 

careful to click the list arrow below the Borders button and not the Borders 

button itself. If you click the Borders button, the currently displayed border 

on the button will be applied to the table or selected cell. 
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'^Il Click inside the table to find the Borders button under the TABLE 

TOOLS, DESIGN tab, Borders group. 

3. Repeat the process until the desired borders have been applied or removed. 

To remove all borders at once: Select the table; from the TABLE TOOLS, 

DESIGN tab, Borders group, click the list arrow below the Borders button; 

click No Border. 

To apply borders all at once to all cells: Select the table; from the TABLE 

TOOLS, DESIGN tab. Borders group, click the list arrow below the Borders 

button; click All Borders. 

If you apply a border and get an unexpected border, such as an extra thick 

border or colored border, close all Word files, and restart Word to return to 

border default settings; or see the first Attention icon in Lesson 111 for another 

approach. 

0 IPRACTICE (continued) 

GO TO 
Textbook 

1. Select the table, and click AutoFit, Auto Fit to Contents. 

2. Remove borders from this table. 

3. Note that blue gridlines are visible. 

If gridlines are not visible, from the TABLE TOOLS, LAYOUT tab, l| 

Table group, click View Gridlines. 

4. Press Ctrl + P, and note that the borders have been removed and grid- i 
lines do not display. Your finished table should look similar to this: 

5. Save changes to practice-37, and return to GDP. 
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Open Tables With g 
Column Headings 38 i 

.  II I  . ——rTprrnTr^ii)i.i.!iuiiiiiiiiI..i 11,11 

A=i 

Text Cell 

Direction Margins 

Alignment 

Alignment group 
(Align Top Left button 

active) 

Table—Align Bottom 

Column headings describe the information contained in the column entries 

below them. They are centered and typed in bold using upper- and lowercase 

letters. Press Enter 1 time at the desired position in a long heading to create a 

2-line column heading. If a row includes both 1- and 2-line column headings, 

align the l-line heading at the bottom of the cell. 

To center and anchor information at the bottom of a row: 

1. Select the desired row. 

2. From the TABLE TOOLS, LAYOUT tab, Alignment group, click Align 

Bottom Center to center the information in all selected cells and anchor it 

at the bottom of the cell; then bold the selected row. 

TABLE TOOLS 

DESIGN LAYOUT 

I Distribute Rows 

1 Distribute Columns i 

A: 

Text Cell 

^ Direction Margins 

Alignment 

Sort 
ilc 

/xF 

Align Bottom Center 

Center text and align it to the 
bottom of the cell. 
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0 PRACTICE 

1. Select Row 1 and merge the cells. 

2. Click in Row 1, and type the title TYPES OF MORTGAGES cen 

tered using a l4-pt. bold font. 

3. Press Enter 1 time to insert 1 blank line below the title. 

4. In Cell A2, delete the space between Conventional and 

Mortgages; then press Enter 1 time to create a 2-line column 

heading. 

5. Select Row 2; align cells at the bottom, center; bold the row. 

6. Right-click over the selected table, and click AutoFit, AutoFit to 

Contents. Your table should look like this: 

TYPES OF MORTGAGES 

Convcntionil 

Mortgages Alternative Mortgages 

Fixed Graduated payment 

Adjustable Federal Housing Administration 

Balloon Veterans Administration 

Note: Keep this document open and continue reading. 

Table—Center Horizontally 

When you insert a table, the table extends from margin to margin and is left- 

aligned. If you adjust column widths, the table width shrinks and the table 

appears at the left margin. Horizontally center the table so it will appear cen¬ 

tered between the document margins like this: 
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To change the horizontal alignment of a table: 

1. Click inside the table. 

2. Under the TABLE TOOLS, LAYOUT tab, Table group, click Properties. 

Or: Right-click the table and click Table Properties. 

3. From the Table Properties dialog box, Table tab, under Alignment, 
click Center (or the desired alignment option); click OK. 

Click Center to center 
a table horizontally. 

Or: 

1. Select the table by clicking the Table Move Handle just above the top 

corner of Cell A lor use the TABLE TOOLS, LAYOUT tab. Table group. 

Select, Select Table button, and click Select Table. 

2. From the HOME tab. Paragraph group, click the Center button. 

PRACTICE (continued) 

1. Select the table and center it horizontally. 

2. Compare it to the illustration in this section; Table—Center 

Horizontally. 

Note: Keep this document open and continue reading. 

Table-Center Page 

Use the Page Setup command to center a table or text vertically between the top 

and bottom margins on a page. 
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Before vertical centering, the table is 
anchored at the top of the page. 

After vertical centering, the table is centered on 
the page between the top and bottom margins. 

To center a table (or text) vertically on a page: 

1. Position the insertion point anywhere on the page you want centered. 

2. From the PAGE LAYOUT tab, Page Setup group, click the Dialog Box 

Launcher to display the Page Setup dialog box. 

Or: From the VIEW tab. Show group, check Ruler to display the ruler. 

Then double-click on any shaded part of the ruler (to the right or left of the 

white part of the ruler) to display the Page Setup dialog box. 

Check and clear the Ruler box 
to display or hide the Ruler. 

Double-click on any shaded 
part of the ruler to display 

the Page Setup dialog box. 

3. From the Page Setup dialog box, click the Layout tab. 

4. Under Page, click the Vertical alignment list arrow; click Center, OK. 

0 PRACTICE (continued) 

GO TO 
Textbook 

1. Center the table vertically on the page. 

2. Select the table, and remove all borders to create an open table. 

3. Use Print Preview to view the centered table. 

4. Save changes to practice-38, and return to GDP. 
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j Ruled Tables With § 
I Number Columns 39 i 

■ .. ... I. iiti.ii. ..^ 

Table—Align Text Right 

To improve the readability and appearance of a table, change the alignment of 

column entries (the information in the cells under the column heading). Left- 

align text column entries. Right-align number column entries that could be 

used in mathematical calculations, such as dollar amounts or percentages. Phone 

numbers, account numbers, and so forth are aligned at the left as text column 

entries rather than number column entries. 

To left- or right-align selected text in column entries: 

1. Select the desired text or group of cells or click inside the desired cell. 

2. From the TABLE TOOLS, LAYOUT tab. Alignment group, click Align 

Bottom Left to align text column entries at the bottom left of the cell, or 

click Align Bottom Right to align number column entries at the bottom 
right of the cell. 

Or: From the HOME tab. Paragraph group, click the Align Text Left or 
Align Text Right button. 

Or: On the keyboard, use one of the keyboard shortcuts Ctrl + L or 
Ctrl + R. 

Cl f PRACTICE 

1. Select Row 1, and merge the cells. 

2. Click in Row 1, and type the title PRICE COMPARISONS centered 

using a l4-pt. bold font, and press Enter 1 time. 

3. Change to a 12-pt. font, type the subtitle New Cars in bold, and 

press Enter 1 time to insert a blank line below the subtitle. 

4. In Cell A2, delete the space between Vehicle and Category, and 

press Enter 1 time to create a 2-line column heading. 

Select Row 2; align cells at the bottom, center; and bold the row. 
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0 PRACTICE (continued) 

6. Select the column entries under the column headings for Columns B, 

C, and D; and right-align these number entries. 

7. Select the table, right-click over the table, and click AutoFit, AutoFit 

to Contents. Your table should look like this: 

PRICE COMPARISONS 
New Cars 

Vehicle 

Catecorv AutoMait SmartBuv Dealer 

Sedan $20,861 $21,216 $23,743 
SUV 28,700 29,562 32,270 
Truck 18,600 20,247 21,983 

Note: Keep this document open and continue reading. 

Table—Borders, Ruled 

REFER TO 
Reference Manual 

R-13C: Ruled Table 

L. 28: 

REFER TO 
Word Manual 

View Gridlines 

Ruled tables are formatted with a border on the top and bottom of Row 2 

and any total row and the bottom of the last row only. To create a ruled table, 

remove borders from the entire table, and then reapply them to the top and bot¬ 

tom border of Row 2 and any total row, and the bottom border of the last row. 

When borders are removed, use View Gridlines to see the individual table cell 

gridlines to guide you as you enter text. 

Advanced borders and shading features are covered in these lessons; 

• Lesson 51: Apply a bottom border to the first row of a resume. 

• Lesson 86: Apply a border to the bottom of a header. 

• Lesson 111: Apply advanced customized borders and shading. 

If you apply a border and get an unexpected border, such as an extra thick 

border or colored border, close all Word files, and restart Word to return to border 

default settings; or see the first Attention icon in Lesson 111 for another approach. 

To remove and apply borders in a ruled table: 

1. Remove all borders from the table, and activate View Gridlines if necessary. 

{Hint: Select the table; from the HOME tab. Paragraph group, click the 

list arrow next to the Borders button, and click No Border; click the list 

arrow next to the Borders button, and click View Gridlines.) 

2. Select Row 2; from the HOME tab. Paragraph group, click the list arrow 

next to the Borders button; then click the Top Border button to apply a 

border to the top of Row 2. 

3. With Row 2 still selected, from the HOME tab. Paragraph group, click the 

list arrow next to the Borders button; then click the Bottom Border button 

to apply a border to the bottom of Row 2. 
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4. Select the bottom row of the table. 

5. From the HOME tab, Paragraph group, click the Bottom Border button 

to apply a border to the bottom of the last row. 

^ Because a bottom border was just applied, the Bottom Border is the 

active button—there is no need to click the list arrow to find it. Simply click 

the Borders button directly. 

PRACTICE (continued) 

1. Remove all borders from the table, and activate View Gridlines. 

2. Select Row 2, and apply a top and bottom border. 

3. Select the last row and apply a bottom border. 

4. Center the table horizontally. {Hint: Select the table with the Table 

Move Handle; and from the HOME tab. Paragraph group, click the 

Center button.) 

5. Center the table vertically. {Hint: From the PAGE LAYOUT tab. Page 

Setup group, click the Dialog Box Launcher. From the Layout tab, 

under Page, Vertical alignment, click Center, OK.) 

6. Press Ctrl + P to view your table—it should look similar to this. 

GOTO 
Textbook 

7. Save changes to practice-39, and return to GDP. 
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I Letters With Indented Displays 
and Copy Notations and E-Mail 
With Copies 44 

_ _ .■>■■■■■■■ -rv - •»; ... --i, -V. 

Indentation 

Xo set off a direct quotation that has 4 lines or more of text or to emphasize 

a paragraph, format such text as an indented display. An indented display is 

indented 0.5 inch from both the left and right margins (double indent). 

To format a paragraph as an indented display: 

1. Insert 1 blank line above the paragraph to be displayed. 

2. Type the displayed paragraph, insert 1 blank line after it, and type the para¬ 
graph immediately following it. 

3. Select only the lines to be included in the displayed paragraph. 

4. With the text still selected, from the HOME tab. Paragraph group, click 

the Dialog Box Launcher. 

5. From the Par^raph dialog box, click the Indents and Spacing tab. 

6. Under Indentation, click the up arrow next to the Left and Right boxes to 

increase the paragraph indentation to 0.5 inch on both sides; click OK. 

Set Left and Right 
indent boxes to 0.5" 

Note the effects of the 
settings in the Preview box. 

Lesson 44 • Letters With Indented Displays and Copy Notations and E-Mail With Copies 

L
E

S
S

O
N

 



Increase Indent button 

Decrease Indent button 

INCREASE AND DECREASE INDENT 
You can increase the left indent of a paragraph to set off text, such as in a resume 

where you might describe your education and experience in paragraph style. You 

could follow steps 3 to 5 in the previous section; and in step 6, adjust the Left Inden¬ 

tation box setting only. However, it is faster to use the Increase Indent button. 

To increase the left indent for a paragraph: 

1. Click inside the desired paragraph, or click where the indented paragraph 

will begin. 

2. From the HOME tab. Paragraph group, click the Increase Indent button. 

Each click increases the indent by 0.5 inch, and subsequent lines will wrap 

around and conform to the adjusted left margin; or press Ctrl + M. 

3. Click the Decrease Indent button to decrease the indent as needed, or press 

Ctrl + Shift + M. 

REFER TO 
Reference Manual 

R-3A; Business Letter 
in Block Style (Indented 
display) 

PRACTICE 

1. Select the second paragraph (“Every owner shall. . .”). 

2. Format the selected paragraph as an indented display with a 0.5-inch 

double indent. 

3. Save and close the file. 

Note: Keep Word open and continue reading. 

L. 25: 

REFER TO 
Word Manual 

E-Mail a Document 

E-Mail—Copies 

Use the copy feature in your e-mail software to send a copy of an e-mail message 

to one or more recipients. The steps to send a copy will vary depending upon 

your e-mail program. In general, just fill in the desired e-mail address in the 

Copy box; separate multiple addresses with a semicolon or a comma. 

Some e-mail programs hide the Copy box, and you must take some steps 

to display it initially. The name of the Copy box is usually abbreviated as “Cc” 

(carbon copy). Refer to your e-mail software’s Help feature for steps to send a 

copy of an e-mail message. 

To send a copy of an e-mail message from Word: 

1. With your instructor’s permission, follow the steps in Lesson 25, page 38, 

to send an open Word document as the actual e-mail message. 

2. Click inside the Cc box, and type in the e-mail address of the desired 

recipient(s), or click the Cc button and select the desired name from the 

Contacts list. 
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GOTO 
Textbook 
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1 Letters in Modified-Block Style 45 ^ 
I |!.^pi • -     HM I ~ ''il I I.PJIHil ~i*;'riTMii 

Tab Set—Ruler Tabs 

Word sets automatic default tab stops every 0.5 inch starting at the left mar¬ 

gin. When you press Tab to indent text, the insertion point moves in 0.5-inch 

increments to these default tab settings. When you manually set a custom tab, 

Word clears (deletes) all the default 0.5-inch tab stops and their corresponding 

tick marks to the left of the custom tab; therefore, when you press Tab, you will 

move directly to the new tab stop. 

A custom tab is in effect from the point it was set in the document and 

for any text typed thereafter. If a document has already been typed, select the 

desired text or select the entire document (Ctrl + A), and then set tabs. 

Use the horizontal ruler to quickly set, move, or delete left, center, 

right, and decimal tabs. Other tabs must be set using menus as explained in 

Lesson 50. Each type of custom tab is displayed on the ruler with a different 

symbol. Display the ruler to see exactly where tabs have been set. 

To display the ruler: 

1. From the VIEW tab. Show group, check Ruler. 

2. Note the marks that appear on the horizontal ruler every 0.5 inch. 

___ 
. . . y . • 1 • • 1 • • 

t) 
^_ 

Tick marks for 0.5-inch default tab stops 

Four different kinds of tab settings are illustrated here. Below each tab marker, 

note the alignment of the corresponding text that was typed using each tab 

setting. 

Tab Selector button -L g 1 2 j. 5 " j. ' ‘ j 

Left Center Decimal Right 

tab marker tab marker tab marker tab marker 

Digital Electronics DEC .76 Up 3/8 

Dr. Pepper Pr.Pepp. 1.275 Up 3/4 

Consolidated Industries CIN 12 Unchanged 

Dow Chemical DowCH 2.4 Down 3/8 

Left-aligned Centered Decimal-aligned Right-aligned 
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Left Tab button 

Center Tab button 

j| 

Right Tab button 

Decimal Tab button 

To set a custom tab using the ruler: 

1. Display the ruler. 

2. Position the insertion point on the line where you want the new tab to start 

(or select the paragraphs where you want to change the tabs). 

3. When you want to set a different type of tab, click the Tab Selector button 

on the ruler until the desired tab button is displayed. 

4. On the ruler, click where you want the new tab to appear. 

Click the Tab Selector button 
to select the type of tab. 

Then click the ruler at the desired 
position to set the selected tab. 

To clear or move a tab: 

1. Position the insertion point on the desired line. 

^ For existing text, select the desired text and change the tabs. If you want 

to change the tabs throughout the document, press Ctrl + A to select the 
entire document. 

REFER TO 
Reference Manual 

R-3D: Personal-Business 
Letter in Modified-Block 
Style 

2. To clear (delete) a tab, drag the tab marker off the ruler. Or to move a tab 

setting, drag the tab marker left or right. 

To set a tab to position the date, complimentary closing, and writer's 
identification in a modified-block style letter: 

1. Set a left tab at 3.25 inches on the ruler. 

If the letter has already been typed, select all lines in the letter (Ctrl + A) 
before setting the left tab. 

2. Click in front of the date in the letter, and press Tab 1 time to begin the 
date at the 3.25-inch tab. 

3. Click in front of the complimentary closing and writer’s identification lines, 

and press Tab 1 time to begin these lines at the 3.25-inch tab. 

PRACTICE 

1. Select all lines of the letter, and set a left tab at 3.25 inches on the ruler. 

2. Click in front of the date, and press Tab 1 time to begin this line at 

3.25 inches; repeat this for the complimentary closing and writer’s 
identification. 

3. Turn on Show/Hide ^ to view formatting marks. The black arrows 

pointing to the right represent a tab character where you have pressed 

Tab. Your screen should look similar to the illustration that follows: 
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@ « PRACTICE (continued) 

GOTO 
Textbook 

November'29,-20-1 

Mr.-BradSickelj 

Bathtub-RefEnishing-lnc.1l 
989-Vermont-Ave.1| 

Los-Angeles,-CA-900291 

H 
Dear-Mr.-SwM^I 
H 
In-June,•you-refinished-some-bathtubs-in-ourhotel-and-Enstalled-a-bathmatas-part-of-the- 
refinlshing-process.-The-bathmatshave-lifted-up-from-the-bottom-of-the-tubs-in-three-of-our- 
suites.Since-you-offer-a-lifetime-guaranteeon-your-worlc.-l-am-requestjng-a-service-callto- 
refinishthe-tubs-and-feplace-the-fnats-in-the-suftes-listed-onthe-fticiosed-page-ll 
H 
Please-contact-meanY-morning*this-week-from-7-a.m.to-noon-at-661-555-3907-to-scheduleaf 
appoiiTtment.-Thank-YOu-for-expediting-my-fequest.1t 
H 

-* Sincerely,II 
H 

11 

EnclosureH 

PAGE 1 OF 2 AT:7.7‘ 129 WORDS Q? 

Nicki-Cfiar^ 

Hotel-Manager^ 

■ s - 

4. Move the insertion point to the end of the letter. {Hint: Press 

Ctrl + End.) 

5. Insert a manual page break. {Hint: Press Ctrl + Enter.) 

6. Clear the left tab from the second page. 

7. Use the ruler to set a left tab at 1.5 inches and a right tab at 4.5 inches. 

8. Type the following lines-—remember to press Tab 1 time before each 

building name and 1 time before each suite name. 

Building A Grand Suite 

Building B Presidential Suite 

Building C Del Mar Suite 

When you’re finished with the second page, your screen should look 

similar to this: 

Building-^ 
Building-B 
Building-C 

Grand-Suite^ 
Presidential-Suftel 

Oel-Mar-Suite^ 

9. Save changes to practice-45, and return to GDP. 
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Left-Bound Business Reports 
With Indented Displays and 
Footnotes 46 

REFER TO 
Reference Manual 

R-9A: Left-Bound Business 
Report 

Margins 

Margins represent the distance (blank space) between the edge of the paper and 

the typed text on all sides of a document. Word uses 1-inch default margins all 

around. If you change margins, the new settings affect the entire document, not 

just the current page. You will need to change the left margin for a left-bound 

report, which uses a wider 1.5-inch left margin. 

To change the left margin: 

1. From the PAGE LAYOUT tab. Page Setup group, click Margins, Custom 

Margins, to display the Page Setup dialog box. 

Or: From the VIEW tab. Show group, check Ruler to display the ruler; 

then double-click on any part of the shaded ruler (to the right or left of the 

white part of the ruler) to display the Page Setup dialog box. 

2. From the Margins tab, click in the Left box, and type 1.5 or click the 

arrows to increase or decrease margins as desired; click OK. 

Type 1.5 in the Left box 
to set the left margin for 

a left-bound report. 

In a multipage left-bound report, do not press Tab to position a page num¬ 

ber using the preset tabs inside the header. Preset tabs do not adjust automati¬ 

cally to accommodate margin changes. Instead, click the desired page numbering 
from the gallery of designs. 
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PRACTICE 

Before margins are changed, 
the shaded portion of the ruler 

displays 1-inch side margins. 

REFER TO 
Word Manual 

L. 32; Page Number 

After the left margin is 
changed, the ruler displays 

a 1.5-inch left margin. 

The page number remains 
aligned at the right margin. 

1. Display the ruler. 

2. Note the line endings in each line before margins are changed. 

3. Note the shaded part of the ruler indicates 1-inch left and right margins. 

L 1 ^ ' 1 2 3 4 5 6 7 • 

workers whn initially II n li il llirtrrhnnin[Tynrrliirr it is easy to learn and has 
- tj idbltd Ihem to compete with any business that has previously published such documents as 

reports, newsletters, and company brochures." The cost of laying out a page has now been cut 
considerably with this technology. It is no wonder, then, that companies worldwide are overly 
enthusiastic about hiring trained personnel with these skills.] - 

4. Insert a right-aligned page number set to start at “2.” {Hint: From the 

INSERT tab, Header & Footer group, click Page Number, Top of 

Page, Plain Number 3; from the HEADER & FOOTER TOOLS, 

DESIGN tab. Header & Footer group, click Page Number, Format 

Page Numbers; from the Page Number Format dialog box, under 

Page numbering, type 2 in the Start at box; click OK.) 

5. Close the header, and change the left margin to 1.5 inch. 

6. Note that the ruler now indicates a 1.5-inch left margin. 

7. Note the line endings in each line after margins are changed. 

8. Note that the page number is correctly aligned at the right margin. 

and those 'iflfnrlTnirrhnlnitiillv ii J'lli ill'hr technology declare it is easy to learn and 
RerfTto compete with any business that has previously published such 

documents as reports, newsletters, and company brochures."* The cost of laying out a 
page has now been cut considerably with this technology.! It is no wonder, then, that 

companies worldwide are overly enthusiastic about hiring trained personnel with these 
skills. 

9. Save changes to practice-46. 

Note: Keep this document open and continue reading. 

Footnotes 

When you insert a footnote. Word automatically numbers, positions, and for¬ 

mats the footnote for you. Do not type the footnote superscript number either 

in the document or in the footnote itself The number will appear in both places 

automatically when you insert a footnote. 
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To insert a footnote: 

1. Click directly after the character where you want the sequential superscript 

footnote number to appear. Do not insert a space between the last character 

in the text and the footnote number. 

Position the insertion 
point exactly where the 

footnote superscript 
number should appear. 

technology declare it is easy t 
that has previously publis 

ipany brocRlJre?f'| The cost of 

2. From the REFERENCES tab, in the Footnotes group, click Insert Foot¬ 

note. A footnote superscript number appears automatically in the text just 

before the insertion point. 

Or: On the keyboard, press Ctrl + Alt + F. 

Or: From the REFERENCES tab. Footnotes group, click the Dialog Box 

Launcher. From the Footnotes and Endnotes dialog box, click Insert. 

Footnote superscript numbers 
appear automatically in the 
text at the insertion point. 

technology declare it is easy to 
at has previously publisi 

ipany brochures?'^ The cost of 

3. Note that the insertion point moves automatically to the bottom of the 

page, and a divider line and sequential footnote number appear. 

4. Type the footnote entry at the bottom of the page where the insertion point 

appears—do not add or remove any spaces after the superscript. 

5. When you finish typing the footnote, do not press Enter. Click back inside 

the main text and continue typing. 

6. Repeat these steps for additional footnotes. Word will automatically adjust 

footnote numbers when entries are added or deleted. 

Note: The font size for the footnote entry is smaller than the text size in the 

body. Remember to italicize titles of major works, such as titles of books and 

magazines. 

Word formats footnotes in a 
smaller font size than normal 
text and inserts 1 space after 

the superscript number. 

* Louise Plachta and Leonard E. Flannery, Desktop Publishing Today, 2d ed., Computer Publications, Inc., 

Los Angeles, 2009, pp. 558-559. 

^Terry Denton, "Newspaper Cuts Costs, Increases Quality," The Monthly Press, October 2009, p. 160. 

To edit a footnote: 

1. Click inside the footnote entry. 

2. Make any desired changes; then click outside the footnote. 

To delete a footnote: 

1. Select the footnote number in the document (not in the footnote entry 

at the bottom of the page). 

2. Press Delete. 

3. Note that all footnotes are renumbered to reflect the deletion. 
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PRACTICE (continued) 

Note the wider ■ 
1.5-inch left margin. 

Note that the footnote ■ 
references are positioned 

at the bottom of a page 
regardless of how much 

text is on the page. 

1. Click immediately after the ending quotation mark in the first sen¬ 

tence, and insert the footnote shown below—do not type the footnote 
superscript number as it will appear automatically: 

Louise Plachta and Leonard E. Flannery, Desktop 

Publishing Today, 2d ed., Computer Publications, 

Inc., Los Angeles, 2009, pp. 568-569. 

2. Click immediately after the period in the second sentence in the body 
of the document, and insert this footnote: 

Terry Denton, "Newspaper Cuts Costs, Increases 

Quality," The Monthly Press, October 2009, p. 160. 

3. Edit Footnote 1 by changing the page references to pp. 558-559. 
4. Delete Footnote 1, and note that Footnote 2 is renumbered. 
5. Undo this action to restore Footnote 1. 

6. Press Ctrl + P to view your document; it should look similar to this: 

•ndvoss wo'ktrtwfto rcuntd SKiiftita tasytolurnins 
Vwm w compcw with tny Du$in«i tui prtvifrusff suO) 

»s rftportt, •nd compjoy brodWM.** Th* eon of ayin| out i 
MS* r«j now OMn cut C9«s*S*rab!y wftt> thit t*chn^ofy.* ti li r>e wondtr, thtn. th*t 

worl»ASO« ir* ovarly cmhutiastic tbOtrt Nrinf ptrtohnti with t*>*w 
skas. 

Ui AnttitL £09. (O.0H99 
‘T«nyOcfltan. ‘KeM«*»srCt(uCe>u*wtx)es MoinV 183. 

GO TO 
Textbook 

7. Save changes to practice-46, and return to GDP. 

■■ ' W.-j *,v. 

■i, ■. 
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Reports in APA Style 
o 
c/) 
c/3 
LU 

REFER TO 
Reference Manual 

R-10A: Report in APA Style 

REFER TO 
Word Manual 

L. 32: Page Number 

Headers 

A header is any information (such as a report title, name, page number, and/or 

divider line) that appears at the top of every page in a document above the 

body. You can suppress a header on the first page so that the header information 

appears only on the second and subsequent pages. 

An APA-style report includes a header that begins on the first page and 

includes a shortened title and an automatic page number set to begin with 3 

as the page number. An MLA-style report includes a header that begins on the 

first page and includes the author s last name and an automatic page number 

field that begins with “ 1 ” as the page number. 

If the Page Number feature is not behaving as expected in any of the steps 

that follow, do this: right-click over the header area, and click Edit Header, 

from the HEADER & FOOTER TOOLS, DESIGN tab. Options group, verify 

that Different First Page is unchecked. 

To insert a right-aligned header for an APA-style report that includes 
text followed by an automatic page number field: 

1. Right-click over the header area, and click Edit Header. 

2. From the HEADER & FOOTER TOOLS, DESIGN tab. Header & 

Footer group, click Page Number, Top of Page, Plain Number 3, from 

the gallery of designs to insert a right-aligned page number. 

3. Note that you are now inside the Header section with the document 

dimmed and the automatic page number inserted. 

4. Note that the HEADER & FOOTER TOOLS, DESIGN tab appears on 

demand whenever you are inside a header. 

5. Type any desired text, such as a shortened title, and insert a space between 

the text and the automatic page number. 

To insert a header for an MLA-style report with right-aligned text fol¬ 
lowed by an automatic page number: Follow steps 1 through 5 in the pre¬ 

vious steps. In step 5, type the author’s last name in place of the shortened title. 

94'^€ 

To start page numbering with a different number: 

1. Right-click over the header area, and click Edit Header. 

2. From the HEADER & FOOTER TOOLS, DESIGN tab. Header & 

Footer group, click Page Number, Format Page Numbers, to display the 

Page Number Format dialog box. 
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3. From the Page Number Format dialog box, under Page numbering, click 

Start at; type 3 in the Start at box; click OK. 

To dose a header and return to the document body: 

1. Double-click anywhere outside the First Page Header area inside the docu¬ 

ment area, or from the HEADER & FOOTER TOOLS, DESIGN tab. 

Close group, click the Close Header and Footer button. 

2. Note that the header is now dimmed, the document is active, and the 

HEADER & FOOTER TOOLS, DESIGN tab disappears. 

To edit a header: Double-click anywhere over the header area, or right-click 

over the header area and click Edit Header. (The document should now be 

dimmed and the header should be active.) 

To suppress a header only on the first page of a multipage document 
(subsequent pages will still include a header): 

1. From the PAGE LAYOUT tab. Page Setup group, click the Dialog Box 

Launcher; then click the Layout tab. 

2. Under Headers and footers, check Different First Page; click OK. 

3. Scroll down to the second page to view the header; or press Ctrl + Enter 

to force a page break to view the header on the second page, and then undo 

the manual page break. 

To remove a header: From the INSERT tab. Header & Footer group, click 

Header, Remove Header. Repeat this on the second page if you have sup¬ 

pressed the header on the first page. 

To italicize the header or make any font changes: Click inside the header; 

press Ctrl + A to select all text; then make any desired font changes. 

To add a bottom border to a header: Click inside the header; from the 

HOME tab. Paragraph group, click the list arrow on the Borders button, and 

click the Bottom Border button. 

PRACTICE 

1. Type the title Toll Free Telephone Service at the top of 

the first page. 

2. Press Enter 1 time, type Michael Dear as the byline, and press 

Enter again; center the title and byline. 

3. Click at the end of the period in the first sentence, press Enter twice, 

and delete the extra space at the start of the new paragraph. 

4. Press Tab to indent the new paragraph, click the up arrow to move up 

one line, and type the main heading Analysis of Costs and 

Benefits; center the heading. 
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0 I PRACTICE (continued) 

Page number on the first 
page is set to "3." 

Centered main heading 

Italicized side heading 

Click at the end of the period in the fourth paragraph ending in 

“800-number calls”; then press Enter. 

6. Type SmartToll Benefits as a subheading at the left margin 

in italic. 

7. Click at the end of the next paragraph, press Enter, and type 

SmartToll Fees as a subheading at the left margin in italic. 

8. Click anywhere inside the first page, and insert a right-aligned header 

with a page number that starts at 3. 

9. Type Telephone Service; space once. 

10. Double-click outside the header in the document body. 

Press Ctrl + P to view your document: 

0 GOTO 
Textbook 
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Report Citations 
O 
CO 
CO 
LU 

REFER TO 
Reference Manual 

R-9B: Bibliography 

R-10B: References in APA 
Style 

R-10D: Works Cited in MLA 
Style 

REFER TO 
Word Manual 

L. 45: Tab Set—Ruler Tabs 

Indentation—Hanging 

A paragraph formatted with a hanging indent displays the first line at the left 

margin, and indents carryover lines 0.5 inch. The list of sources in bibliographies, 

reference lists, and works-cited pages are all formatted with hanging indents. 

To display the ruler to verify that a hanging indent has been correctly set: 

1. From the \TEW tab. Show group, check Ruler to display the ruler. 

2. Note that the hanging indent marker on the ruler moves 0.5 inch to the 

right when you format a paragraph with a hanging indent. 

To format a hanging indent: 

1. Position the insertion point where you want to begin indenting (or select 

the text you want indented). 

2. From the HOME tab. Paragraph group, click the Dialog Box Launcher. 

3. From the Paragraph dialog box, click the Indents and Spacing tab. 

4. In the Special box, click the down arrow and click Hanging; click OK. 

Or; On the keyboard, press Ctrl + T. 

Under Special, click Hanging. 

Indents and Spacing | Line and Page Breaks | 

General .. .. 

Alignment [left 

fiutllnelevel: [BodyTot ^ P 

jM 

Indentation - 

keft: !?■ 

0 |0 5' ±1 

Spacing -- -- - 

Before: }o pt ^ 

After: jo pt ^ 

LtQe spacing: 

jsingte 31 3 
P Don’t add spaje between paragraphs of the same style 

Set As default i 

5. Begin typing the first reference. Note that the first line begins at the left 

margin, and when you reach the end of a line, text wraps automatically to 

the next line and starts at the indention point. 

Lesson 49 • Report Citations 



6. Press Enter once or twice as appropriate, and type the next reference. 

Ql If you have already typed the document and want to apply a hanging indent, 

select the desired text first and then apply a hanging indent. 

To end a hanging indent: 

1. When you finish typing the hanging-indented text, press Enter. 

2. From the HOME tab. Paragraph group, click the Dialog Box Launcher. 

3. From the Paragraph dialog box, click the Indents and Spacing tab. 

4. In the Special box, click the down atrow and click (none); click OK. 

Hanging indent marker 

Hanging indent applied 

Or: On the keyboard, press Ctrl + Shift + T to return the insertion point to 

the left margin for all lines. 

To manually adjust the width of a hanging indent, drag the hanging indent 

marker on the ruler to the desired position—the box under it also moves. (Do 

not drag the box under the hanging indent marker.) 

Drag only the hanging 
indent marker (bottom 

triangle) to adjust the width 
of a hanging indent. 

PRACTICE 

Note: In this Practice exercise, you will format a bibliography page. Refer 

to the Reference Manual in the front of this book to cotrectly fotmat an 

APA reference list page (R-lOB) and an MLA works-cited page (R-IOD). 

1. Click at the end of the first reference, press Enter 2 times, and type 

this entry. 

Choi, Byong Sang, "Effectiveness of Interactive 

Online Ads," The New York Journal, July 20, 2010, 

p. R6. 
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PRACTICE (continued) 

2. Select the first two entries, and format them with a hanging indent. 

Your document should look similar to this: 

3. Save changes to practice-49. 

Note: Keep this document open and continue reading. 

AutoCorrect—Hyperlink 

REFER TO 
Word Manual 

Appendix A: GDP—Word 
Settings, AutoFormat As 
You Type Options 

11.2010, httD://ww¥/.cvbefads.( 

[Y 
Undo Hyperlink ^ 

Stop Automatically Creating Hyperlinks I 

“T Control AutoFormat Options.., 

AutoCorrect Options button 

When you type an e-mail or Internet address and then press the Space Bar or 

press Enter, that address is automatically converted to a hyperlink. When you 

type an Internet address that is surrounded by angle brackets (such as in the 

bibliography or footnotes for a report or in an APA reference list page) and type 

a punctuation mark and press the Space Bar or Enter, that address is automati¬ 

cally converted to a hyperlink, and the angle brackets are deleted and must be 

manually replaced. If hyperlinks are not behaving as expected, see Appendix A: 

GDP—Word Settings, AutoFormat As You Type Options, to verify your Word 

settings. 

To avoid creating an undesirable automatic hyperlink, do not insert a space 

or comma at the end of a Web address. However, when a space or comma must 

follow an electronic reference, use one of these steps to remove the hyperlink and 

replace any missing angle brackets: 

To remove an automatic hyperlink immediately after it appears: If the 

AutoCorrect Options lightning bolt button appears, click the list arrow, and 

click Undo Hyperlink. You could also press Backspace or click Undo or press 

Ctrl + Z. If any angle brackets were removed, they should be automatically 

replaced. 
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To remove a hyperlink later: Right-click the hyperlink; click Remove Hyper¬ 

link. If angle brackets need to be replaced, retype the angle brackets after remov¬ 

ing the hyperlink. 

To remove a trailing space, but still retain the hyperlink: Press the left 

directional arrow on the keyboard 1 time; then press DELETE. 

PRACTICE (continued) 

1. Click at the end of the last reference, and press Enter 2 times. 

2. Type this entry with a hanging indent; note that when you type the 

Internet address that is surrounded by angle brackets and type the 

comma, the brackets are removed and the Internet address is automati¬ 

cally converted to a hyperlink: 

"Online Advertising Trends," CyberAds, 

May 11, 2010, <http://www.cyberads.com/trends>, 

accessed on June 7, 2010. 

Your entry should look similar to this: 

"Online Advertising Trends," CyberAds, May 11, 2010, htto://wvvw.cvber8ds«com/trends. 

accessed on June 7,2010. 

3. Because this automatic hyperlink results in incorrect format, you must 

reverse it. Right-click over the Internet address, and click Remove 

Hyperlink. 

4. Type the angle brackets at the beginning and end of the Internet 

address. The revised entry should look like this: 

"Online Advertising Trends," CyberAds, May 11, 2010, <http://www.cyberads.com/trends>, 

accessed on June 7,2010. 

5. Click at the end of the last entry, and press Enter 2 times. 

6. Type this entry with a hanging indent; however, immediately after you 

type the comma that converts the Internet address to a hyperlink and 

removes the angle brackets, press Ctrl + Z or click Undo to reverse the 

undesirable results. The angle brackets should be replaced automati¬ 

cally. Finish typing the remainder of the entry. 

"Web Hosting," WebHosting, June 12, 2010, 

<http://WWW.webhosting.com/ads.html>, accessed 

on June 15, 2010. 

7. Verify that all lines include a hanging indent, and both Web page refer¬ 

ence citations include the angle brackets and have not been converted 

to hyperlinks. Your document should look similar to the following 

illustration: 
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GOTO 
Textbook 

0 PRACTICE (continued) 
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o 
CA) 
c/3 

I Preliminary Report Pages 

Tab Set—Dot Leaders 

L. 45: 

REFER TO 
Word Manual 

Tab Set—Ruler Tabs 

R-7D: 

REFER TO 
Reference Manual 

Table of Contents 

Before beginning this lesson, review the basics of setting tabs and using the ruler 

to set tabs in Lesson 45. In this lesson, you will use the menu to set custom tabs. 

However, you should still display the ruler, which provides a visual cue that tabs 

have been set correctly. To display the ruler, from the VIEW tab. Show group, 

check Ruler. 

To format a table of contents: Set two custom tabs; a 0.5-inch left tab to 

position the report subheadings and a 6.5-inch right dot-leader tab to insert 

dot leaders automatically and to position the corresponding page number at the 

right margin as shown in the illustration. Menus must be used to set a dot-leader 

tab. Once tabs are set, you are ready to type the table of contents. 

1. Position the insertion point on the line where you want the new tab to start 

(or select the desired text where you need the tab settings). 

2. From the HOME or PAGE LAYOUT tab. Paragraph group, click the 

Dialog Box Launcher. 

3. From the Paragraph dialog box, click the Indents and Spacing tab, and 

click the Tabs button. The Tabs dialog box appears. 
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Type the position of 
each tab setting in the 

Tab stop position. 

Click the desired 
Alignment button. 

Click the desired Leader 
option. Click 2 for dot leaders. 

Click the Set button 
after entering all settings 

to set the tab stop. 

4. Set a tab to position the subheadings: 

a. In the Tab stop position box, type the desired tab position. (Type 0.5 

to position any subheadings.) 

b. In the Alignment section, click the desired alignment. (Click Left to 

position any subheadings.) 

5. Set a tab to position the page numbers: 

a. In the Tab stop position box, type the desired tab position. (Type 6.5 

to position the page number at the right margin.) 

b. In the Alignment section, click the desired alignment. (Click Right to 

position the page number.) 

c. In the Leader section, click 2 to include dot leaders. 

6. Click Set and OK. 

To type a main heading with dot leaders and a page number: 

1. Type the main heading; then press Tab. 

2. Note that dot leaders (consecutive periods) fill the gap to lead the reader’s 

eye across the page to the right margin where the page number will be 

typed. 

3. Type the page number. 

To type a subheading with dot leaders and a page number: 

1. Press Tab to indent the line 0.5 inch; then type the subheading. 

2. Press Tab again to insert the dot leaders automatically and move to the right 

margin. 

3. Type the page number. 
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PRACTICE 

1. Display the ruler. 

2. Set a left tab at 0.5 inch and a right dot-leader tab at 6.5 inches. 

3. Press Enter 5 times. 

4. Center and type CONTENTS, select it, and change the font to 14 pt 

Bold. 

5. Press Enter 2 times, change to left alignment, and change the font 

size to 12 pt. if necessary. 

6. Type INTRODUCTION; press Tab 1 time (to move to the right tab 

stop at the right margin and to insert the automatic dot leaders); 

type 1 (for the page number); press Enter 2 times. 

7. Type INTERNET SECURITY; press Tab 1 time; type 3; press 

Enter 2 times. 

8. Press Tab 1 time (to indent the line by 0.5 inch); type Using 

Passwords; press Tab 1 time; type 3; press Enter 1 time. 

9. Press Tab 1 time; type Paying by Credit Card; press Tab 

1 time; type 4; press Enter 2 times. 

10. Type CONCLUSION; press Tab 1 time; type 5. 

Your document should look similar to this: 

CONTENTS 

INTRODUCTION 
tab 6.5' 

INTERNET SECURITY 

^ tab 0.5'^' Using Passwords. 

Paying byCredit Card 
.3 
.4 

CONCLUSION, .5 

^ GOTO 
Textboc Textbook 

11. Save changes to practice-50., and return to GDP. 
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Resumes 
o 
(/) 
OD 

Jiwasi ipsw^ 

51 
i j)" r' I', .1.1II ].i [lipwKBBBW 

Font 

“Font” refers to the general shape of a character. A serif font has short lines 

extending from the edges of letters. A sans serif font does not have these lines. 

Word s default font is Calibri, a sans serif font. Avoid using too many different 

fonts in the same document. In a traditional resume, use Cambria in Row 1. 

Serif Fonts Sans Serif Fonts 

Cambria Calibri 

Times New Roman Arial 

To change fonts: 

1. Position the insertion point where you want to begin using the new font (or 

select the text you want to change). 

2. From the HOME tab, Font group, click the down arrow to the right of the 
Font box. 

3. Click the desired font—scroll down the list if necessary. 

As you change fonts, the most recent choice is added to the font drop¬ 

down list under Recently Used Fonts. 

Font box 

Recently Used Fonts 
list with the most recently 

used fonts listed first. 

Q|I«S • 12 • A‘ a' Aa - >1- 

Theme Fonts a 
Cambria (HeadlngjJ' ;; 

Calibri (Body) 

Recently Used Fonts 

0 Imprint MT Shadow 

0 Arial Narrow 

0 Arial 

'4' Albertus ’ 

Antique Olive Compact 

0 Calibri 

All Fonts 

0 AgencyfB 

(} Aharoni Tin 1J3N 

Albertus 

Albertus Extra Bold 

'ft* Albertus Medium 

0 AL€ERIAJf 

0 Andaltu 

O' AngsuiiN«w 

0 AiiftuiUFC tffiffl 

'It Antique dive 

Antique Olive Compact . 
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Or: From the HOME tab, Font group, click the Dialog Box Launcher or 

press Ctrl + D, and make the desired choices in the Font dialog box. 

Use the Font dialog 
box to change any 

settings as desired. 

To change the font or font style, size, and effect: 

1. From the Font dialog box. Font tab, under Font, click the desired font. 

2. Under Font style. Size, and Effects, click the desired choices; click OK. 

If the font inside a table defaults to 11 pt. rather than 12 pt., see Appendix A, 

GDP—Word Settings, Default Font Size—Table, for help. 

PRACTICE 

REFER TO 
Reference Manual 

R-12A: Resume 

1. Select the table, right-click over the table, and click AutoFit, AutoFit 

to Window, to ensure that the table extends the full width of the page 

margins. 

2. In Row 1, center the name, and change the font to Cambria 14 pt. 

Bold. 

3. Center both lines below tbe name; change the font to Cambria 12 pt. 

Bold. (Row 1 should look similar to the illustration at the end of this 

lesson.) 

4. Save changes to practice-51. 

Note: Keep this document open and continue reading. 
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Table—Change Column Width 

Resize pointer 

In Lesson 36, you learned to change the table column width using AutoFit to 

Contents. However, you can also change the column width using the mouse. 

Whenever you adjust column widths, begin by displaying the ruler. 

To change column widths by double-clicking the right border: 

1. Point to the right border of the table column until the mouse changes to a 

resize pointer. 

2. Double-click the right border of the desired column to adjust the width to 

the widest cell entry. 

When you double-click the right border of the last column, the width of 

that column will adjust to extend that column to the right margin, such as for 

the right border of the last column in a resume. 

To change column widths by dragging on the right border: 

1. Display the ruler, and point to the right border of the table column until 

the mouse changes to a resize pointer. 

2. Click and hold the mouse button; note the dotted vertical line that appears 

along the full length of the border extending up to the ruler. 

3. Drag the column border until the dotted vertical line points to the desired 

position on the ruler above. 

As long as the cell is not selected, dragging the right border adjusts the entire 

column width, not just the selected cell’s width. Hold down Alt as you drag to 

see the exact ruler measurements. 

PRACTICE (continued) 

REFER TO 
Word Manual 

L. 37: Table —Borders 

1. Press Ctrl + Home, and press Enter 5 times. 

2. Remove all table borders. {Hint: Select the table; from the TABLE 

TOOLS, DESIGN tab. Table Styles group, click the list arrow under 

the Borders button, and click No Border.) 

3. If necessary, display table gridlines. {Hint: From the TABLE TOOLS, 

LAYOUT tab. Table group, click View Gridlines.) 

4. Select Row 1, and apply a bottom border to Row 1. {Hint: From the 

TABLE TOOLS, DESIGN tab. Table Styles group, click the list 

arrow under the Borders button; then click Bottom Border.) 

01 If you apply a border and get an unexpected border, such as an extra 

thick border or colored border, close all Word files, and restart Word to 

return to border default settings; or see the first Attention icon in Lesson 111 

for another approach. 
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# I PRACTICE (continued) 

REFER TO 
Word Manual 

L. 44; Indentation, Increase 
and Decrease Indent 

5. Bold all the headings in Column A. 

6. In the EXPERIENCE” section in Column B, italicize the job titles 

and business names. 

7. Increase the indent for the job description paragraphs by 0.5 inch. 

8. Double-click the right border of Column A to fit the widest entry. 

9. Double-click the right border of Column B to expand it so it extends 

to 6.5 inches on the ruler (the right margin of the document). 

If you are unsuccessful using the mouse to adjust column widths, 

undo your actions; select the table, and right-click over the table; click 

AutoFit, AutoFit to Contents. 

10. Press Ctrl + P to view your document. Your document should look 

similar to this. 

GOTO 
Textbook 

Print Layout Print view 

11. Save changes to practice-51-, and return to GDP. 
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Special Correspondence g 
Features 67 I 

Sort 

You can sort text alphabetically, numerically, or by date in ascending order (for 

example, A to Z or zero to nine) or descending order (Z to A). Information in 

tables may be sorted; however, steps vary from these. 

To perform a sort: 

zi 

Sort button 

1. Select only the paragraphs to be sorted. 

2. From the HOME tab, in the Paragraph group, click the Sort button. 

3. From the Sort Text dialog box, in the Sort by box, click Paragraphs; in the 

Type box, click Text; then click Ascending. 

To sort the bulleted list 
in the Practice exercise 

alphabetically from 
A to Z, use these settings. 

My list has -- - --- 

^ Header row No header row 

Options.,. I Cancel 

4. Click OK. The list is sorted alphabetically from A to Z. 

To sort a table column with a column heading, select the desired cells to be 

sorted in the column to be sorted; from the HOME tab. Paragraph group, click 

the Sort button; from the Sort dialog box, note that the Sort by box displays the 

name of the selected column; the Type box displays Number or Text depending 

upon the content of the selected cells; and the Using box displays Paragraphs; 

check either Ascending or Descending, OK. 

To undo a sort: Click Undo, or press Ctrl + Z immediately after sorting. 

Lesson 67 • Special Correspondence Features 109 



PRACTICE 

1. Select the text to be sorted, and note the unsorted list order: 

As you know, your health care plan will be changing effective April 1. In order to help you plan 
for any anticipated future expenses, you should go to your Summary Plan Description booklet 

and research the following topics: 

• Dental plan program 

• Pharmacy co-pay structure 

• Member-managed care 

• Deductibles 

• Office visits 

Please contact us if you have any questions at 800-555-1212. 

2. Sort the list, and note the sorted list order (alphabetical from A to Z) 

As you know, your health care plan will be changing effective April 1. In order to help you plan 
for any anticipated future expenses, you should go to your Summary Plan Description booklet 

and research the following topics: 

• Deductibles 

• Dental plan program 

• Member-managed care 

• Office visits 
• Pharmacy co-pay structure 

Please contact us if you have any questions at 800-555-1212._ 

GOTO 
Textbook 

3. Save changes to practice-67, and return to GDP. 
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More Special Correspondence g 
Features 68 i 

Table—Shading 

To give your table a more finished look and increase readability, add shading to 

desired rows, columns, or cells. Shading is a design element—don’t overuse it. 

Shading choices should be purposeful and attractive. 

To add shading: 

1. Select the desired cells, rows, or columns. 

2. From the HOME tab. Paragraph group, click the list arrow to the right of 

the Borders button; click Borders and Shading. 

Or; Click inside the table; from the TABLE TOOLS, DESIGN tab. Table 

Styles group, click the list arrow at the bottom of the Borders button; click 

Borders and Shading. 

3. From the Borders and Shading dialog box, click the Shading tab. 

4. Select the desired shading option by clicking the down arrow in the Style 

box; then click OK. 

• Clear (the default setting) provides no shading. 

• Solid (100%) provides solid black shading with white text. 

• 10%, 20%, or 25% shading provides gradient gray shading with black text. 
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@ I PRACTICE 

1. If necessary, activate View Gridlines. {Hint: From the HOME tab, 

Paragraph group, click the list arrow to the right of the Borders but¬ 

ton. From the drop-down menu, click View Gridlines.) 

2. Click after the last word in the first paragraph, and press Enter 1 time 

to insert 1 blank line before the table. 

3. Click before the first word in the second paragraph, and press Enter 1 

time to insert 1 blank line after the table. 

4. Select Row 1. 

5. From the HOME tab. Paragraph group, click the list arrow to the 

right of the Borders button; click Borders and Shading. 

6. From the Borders and Shading dialog box, click the Shading tab, and 

apply a Solid (100%) shading style to Row 1. 

7. Select Row 2, and apply a 25% shading. 

8. Apply an outside border to the entire table. Your table should now look 

similar to the illustration at the end of this lesson. 

Note: Keep this document open and continue reading. 

REFER TO 
Word Manual 

E-Mail a Document 

E-Mail—Blind Copies 

The Blind Copy box is usually abbreviated as Bcc (blind carbon copy), and some 

e-mail programs hide it. Refer to your e-mail software’s Help feature for steps to 

use this feature. Standard practice is to simply fill in the desired e-mail address 

in the Bcc box. 

To send a blind copy of an e-mail message from Word: 

1. With your instructor’s permission, follow the steps in Lesson 25, page 38, 

to send an open Word document as the actual e-mail message. 

2. Click inside the Bcc box, and type in the e-mail address of the desired 

blind-copy recipient. 

Or: Click the Bcc button, and select the desired name from the Contacts 
list. 
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PRACTICE (continued) 

Do not send an e-mail message without consulting your instructor! 

1. Follow the steps in Lesson 25, page 38, to send an open Word docu¬ 

ment as the actual e-mail message. 

2. Fill in any desired address in the To and Bcc boxes; then type 

American Landscape Price List in the Subject box. 

Note: If you use Outlook, you will likely need to display the Bcc box by 

clicking an Options button and checking Bcc; your message would look 

similar to this: 

Bcc button 

Blind copy box - 

Options button 

Solid (100%) shading 

25% shading 

Clear shading 

m H o = 
HOME INSERT 

practice-^.doo • Word 

DESIGN PAGE UYOUT REFERENCES hUflJNGS REVIEW VIEW 

=E35endaCopy Accounts» 

? ® - n X 

YcurName ^ 

.mtestalMd.com 

Dtions.., •» 

‘"fc: 
Ofitions... 

. 
x' Bcc . - ■■ -= 

i From ^ 

1 AmgpcafrtSndscape Price Lst 

i 

Thank you for hiring us to design your new corporate logo and the corresponding stationery. 

Within a couple of weeks, we will submit to you and your committee several basic designs. 

Here is a modified price list for the printed stationery; 

AMERICAN UVNDSCAPE LOGO 

Stationery Cost 

Letterhead (500 sheets) $ 80.00 

Business cards (1,000 cards} | 39.50 

Coated brochures (1,000 sheets)T 219.30 
Envelopes 92.00 

Please let me know if you need any further details. 

Lucas 

Lucas Jones 

E-mail: lk>nes0anvmail.com 

Phone: 818-555-3476 

PAGE 1 OF l AT; 1.8* 33 WORDS 0* 

GOTO 
Textbook 

3. Save changes to practice-68, and return to GDP. 
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Multipage Memos 
With Tables 

o 
c/) 
c/) 
LU 

Find and Replace 

Use Find to search for text, numbers, and so forth. Use Replace to both find 

and replace the found text with revised text. For example, you could replace all 

occurrences of “James” with “Jim” in one step. 

To find text: 

1. From the HOME tab. Editing group, click the Find button to open the 

Navigation pane. 

Or: On the keyboard, press Ctrl + F. 

Click the Find button to 
open the Navigation pane. 

Type the characters you want 
to find in the Search box. 

Click the Close button 
to end your search. 

Click the Find Options list 
arrow to explore Options 

and Advanced Find. 

Browse through the summary 
of search results and click the 

desired one to move to that 
search result in the document. 

HOME IMS£RT DCSIGR 
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i Paragrepn r> StyTei O Editing a 

FROM: Michael Dear, Manager 

DATE; May 5, 20- 

SUBJECT; Toll-free Telephone Service 

In order to determine the feasibility of providing a toll-free telephone service to United 

Manufacturing domestic spare-parts customers, the management team evaluated the costs and 

benefits. 

Incoming telephone call time usage was recorded the week of November 12-17,409 domestic 

customers were surveyed in October/November, and a telephone interview was conducted 

with a phone company toll-free representative in October. The criteria used when interviewing 

respondents regarding a tolFfree service and the number of survey responses to each question 

are as follows: 

lntBivi«w Topics 

Number of 

Reponses 

Costs and beneftts 932 

Customer value 879 

Current communications carrier 921 

United Manufacturing currently uses Digital Connect as their long-distance telephone carrier. 

2. In the Search box of the Navigation pane, type the characters you want to 

find. 

3. Note that as you type. Word matches characters and highlights matches in 

the document; scroll down the document to view all matches, and note the 

summary of all search results in the Navigation pane. 

You can edit the text in the document without closing the Navigation 

pane, but the highlighting will disappear. To resume the search, click inside 

the Search box, and press Enter, or click the up or down arrow to the right 

of the Search box. 

If you get unexpected search results, click the Find Options list arrow 

to the right of the Search box; click Options, and verify the accuracy of the 

selected Find Options. 

4. Click the Close button to the right of the Search box to end your search; to 

close the Navigation pane, click the Close button on the Navigation bar. 
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To find and replace text: 

1. From the HOME tab, Editing group, click Replace to open the Eind and 

Replace dialog box. 

Or: On the keyboard, press Ctrl + H. 

Under the Replace with box, click More >> to expand the dialog box 

and display other options. Click << Less to collapse the box. 

2. Type the text you want to replace in the Find what text box. 

3. Press Tab, and type the replacement text in the Replace with text box. 

4. Click Find Next. 

If Word highlights the desired text in the document, click Replace to 

replace the text; to leave the text unchanged, click Find Next. 

O To automatically change all occurrences of the text in the document 

without stopping to verify each change, click Replace All. 

5. When Word finishes, follow the prompts to continue or end the search, 

close any related dialog box, and return to the document. 

Use Find and Replace to find and replace incorrect spaces that might be missed 

when you proofread, such as an extra space between words or sentences or an 

extra trailing space following any punctuation in the last line of a paragraph. 

To find and replace trailing spaces: 

1. On the keyboard, press Ctrl + H. 

2. From the Find tab, click the More >> button to expand the menu. 

3. Click in the Find what box, and if necessaiy, select and delete any charac¬ 

ters and spaces in the box. 

4. Under Find at the bottom of the dialog box, click Special; and click 

White Space from the list of choices. 

5. Click Special, and click Paragraph Mark from the list of choices.^ 
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6. From the Replace tab, click in the Replace with box; if necessary, select 

and delete any characters and spaces in the box. 

7. Under Replace at the bottom of the display, click Special; click Para¬ 

graph Mark. The boxes should look like this: 

8. Click Find Next. Any trailing space should be highlighted. 

9. Click Replace to remove the trailing space and replace it with only a para¬ 

graph mark, which represents a hard return (line break). 

10. When Word has finished searching, click OK and Close. 

To find and replace extra spaces: 

1. Follow steps 1 through 3 in the previous section. 

2. Click in the Find what box, and press the Space Bar 2 times. 

3. Click in the Replace with box, and press the Space Bar 1 time. (Both boxes 

will appear to be blank because spaces don’t display.) 

4. Click Find Next. (Any extra spaces should be highlighted.) 

5. Click Replace to remove the extra spaces, or edit the text manually. 

6. When Word has finished searching, click OK and Close. 

© I PRACTICE 

GOTO 
Textbook 

. Use Replace to find all occurrences of “United Manufacturing” and 

replace it with “Global Industrial.” (You should have 4 occurrences.) 

2. Press Ctrl + Home to move to the top of the document. 

3. Turn on Show/Hide H, and note that there is a trailing space after 

“President” at the end of the first line and another after the period at 

the end of the first paragraph. 

4. Use Replace to find and replace both trailing spaces. 

5. Press Ctrl + Home to move to the top of the document. 

6. Note that there are 2 spaces after “Vice” in the first heading line. 

7. Note the 2 spaces after the period following “October” in the second 

paragraph. 

8. Use Replace to find and replace the extra spaces. 

9. Click OK and Close. 

10. Save changes to practice-69, and return to GDP. 
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Procedures Manual 

Footers 

A footer is any information (such as a page number or text) that usually appears 

at the bottom of every page in a document below the body. 

To insert a footer with text and a page number into every page of a 
document: 

Right-click over the footer area, and click Edit Footer. (The document 

should now be dimmed and the footer should be active.) 

Note that the HEADER & FOOTER TOOLS, DESIGN tab appears on 

demand whenever you are inside a footer. 

From the HEADER & FOOTER TOOLS, DESIGN tab, Header & 

Footer group, click Page Number, Bottom of Page, Plain Number 2 

from the gallery of designs to insert a centered page number. 

Note that you are now inside the Footer section with the document 

dimmed and the automatic page number inserted. 

Type any desired text, such as Page, and press the Space Bar 1 time to 

insert a space between the text and the automatic page number. 

To start page numbering with a different number: 

1. Click inside the footer. 

2. From the HEADER & FOOTER TOOLS, DESIGN tab. Header & 

Footer group, click Page Number, Format Page Numbers to display the 

Page Number Format dialog box. 

3. From the Page Number Format dialog box, under Page numbering, click 

Start at, and type 3 in the Start at box; click OK. 

To close a footer and return to the document body: 

1. Double-click anywhere outside the Footer area, or from the HEADER & 

FOOTER TOOLS, DESIGN tab. Close group, click Close Header and 

Footer. 

2. Note that the footer is now dimmed, the document is active, and the 

HEADER & FOOTER TOOLS, DESIGN tab has disappeared. 

To edit a footer: Double-click anywhere inside the footer area. (The document 

should dim and the footer should be active.) 

To remove a footer: From the INSERT tab. Header & Footer group, click 

Footer, Remove Footer. 

REFER TO 
Word Manual 

L. 32: Page Number 

1. 

2. 

3. 

4. 

5. 

.. ^.< i- ,1 
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n If you are having trouble removing a footer, try this: Double-click anywhere 

inside the footer to reopen it; press Ctrl + A; click Delete, and click outside the 
footer to return to the document. 

To italicize the header or footer or make any font changes: Click inside 

the header or footer; press Ctrl + A to select all text or select the desired text; 
then make any desired font changes. 

To add a top border to a footer: Click inside the footer; from the HOME 

tab. Paragraph group, click the Borders button list arrow; click Top Border. 

PRACTICE 

REFER TO 
Word Manual 

L. 32; Page Number 
L. 47: Headers 

GOTO 
Textbook 

1. Right-click anywhere over the header area, and click Edit Header. 

2. Display the ruler; note the default header tabs—a center tab is preset at 

3.25" and a right tab is preset at 6.5". 

3. At the left margin, type this: 

American Bistro, Employee Manual 

4. Press Tab 2 times to move to the right tab position; press Ctrl + I, 
and type this: 

Training Program 

5. Close the header. The header should look similar to this: 

American Bistro, Employee Manual Training Program 

A high-quality dining experience doesn't happen without a careful plan. A systematic plan for 
training and then mentoring must occur. Our training program includes a structured plan for 
'Lgainjpg for the foli^wiQ£ posi^ns: 

6. Right-click anywhere over the footer area, and click Edit Eooter. 

7. Insert a centered page number that starts at 8 for this continuation 

page. {Hint: From the HEADER & FOOTER TOOLS, DESIGN 

tab. Header & Footer group, click Page Number, Bottom of Page, 

Plain Number 2; click Page Number, Format Page Numbers Start 
at, 8, OK.) 

8. Type Page and press the Space Bar 1 time to insert a space 

between the text and the automatic page number. 

9. Close the footer. The document footer should look similar to this: 

Closing Out. When 3 meal Is over, the check must be presented, a method of payment must be 

determined, and a farewell statement Is in order. A guest should not feel rushed when it is 

Pages 

10. Save changes to practice-73-, and return to GDR 
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Reports Formatted 
in Columns 

r<iS?-:57'- 

Columns 

You can prepare a document in newspaper-style columns or add columns to any 

part of your document. Text flows from the bottom of one column to the top 

of the next column. 

In newspaper-style columns, 
text flows from the bottom 
of one column to the top of 

the next, is full-justified, and 
uses automatic hyphenation. 

TIME AND PERCEPTION 

Shannon Jonos 

Tim* is a method human ticinp ust to 

measure and sequence events, to compart 

theduratiensofevents, and to measure the 

intervals between events. Time is a hot top¬ 

ic in terms of religion, philosophy, and 

sciance. However, definingtime in an objec¬ 
tive, accepted way has been nearfy imposs¬ 

ible amongst scholarly types. How, in fact, 

do you compare one moment to the next? 

Our perception of time as human beinp 

has grown out of a natural series of rhythms 
that are linked to daily, monthly, and yearly 

cycles. No matter how much we live by our 

wristwatches, our bodies and our lives will 

always be somewhat influenced by an in¬ 

ternal dock. What Uof even greater inter¬ 

est, though, are the many uses and 

perceptions of time based on individuals 

and their cultures. 

RHYTHM AND mtPO 

Rhythm and tempo arc ways we relate to 

time and are discerning features of a cul¬ 

ture. In some cultures, people move very 

slowly; in others, moving quickly is the 

norm. Mixing the two types may create 

feelinp of discomfort. People may have 

trouble relating to each other because they 

arc not synchronized.To besynchronixed is 
to subtly move in union with another per¬ 

son; it is vital to a strong partnership. 

In pneral, Amcricansmove at a fast tempo, 

although there are regional departures. In 

meetinp, Americaru tend to be impatient 

and want to 'fit down to business* right 

away. They have been taught that rt is best 

to come to the point quickly and avoid va¬ 
gueness. Because American butiness oper¬ 

ates in a short time frame, prompt results 

are often of more imerestthanthe building 

of long-term relationships. 

PQtCEPTION AND MEMORY 

Picture yourself in a room watching some¬ 

one enter, walk across the room, and sit 

down. By the time the person sits down, 

your brain must remember the actions that 

happened previous to the act of sitting 

down. All these memories and perceptions 

are Bled as bits of data in the brain. The 

perception of the passing of time from the 

first event of entering the room to the last 

event of sitting down occurs only if the ob¬ 

server is aware and comparing the events. 

What would happen if the observer could 

not remember one or more of the events 

from the time the person entered the room 

to the time that person was seated? The 

brain might interpret the scene and assign a 

time frame, but unless the observer re¬ 

members, the perception of time passing 

would not exist. 

To add balanced columns to an existing document: 

1. Type the document without columns. 

2. With Show/Hide H on, position the insertion point where you want the 

columns to begin, and carefully select the text to appear in columns. 

a. Position the insertion point just before the first character in the desired 

text. 

b. Scroll to the end of the document, press and hold Shift, and click 

just after the last typed character in the document and just before the 
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Paragraph formatting mark. (You must exclude the Paragraph formatting 

mark to create a continuous section break and create balanced columns 

that are evenly divided on partial pages.) 

3. From the PAGE LAYOUT tab, in the Page Setup group, click Columns. 

4. Then click One, Two, Three, and so forth, for the desired number of col¬ 

umns. Or click More Columns for more detailed choices. 

Click More Columns for 
additional column options. 

== Breaks 

l:D Line Number 
Columns ^ 

- be Hyphenation 

m ! One 

iji
ll 

tii
li 
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IM
II
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ll 

Left 

Right 

== More Columns... 

5. Note that a Section Break (Continuous) formatting code will appear at the 

end of the column, and the columns will be automatically balanced. 

To fix any large gaps in between the words in the last line of the last 
paragraph in a document that uses balanced columns and Justified 

alignment: Press Enter directly after the last typed character in the line. 

As you’re typing, when you reach the bottom of one column, the insertion point 

automatically moves to the top of the next column. Sometimes, you may want 

to force a column to break at a certain point. Or you may want to have the text 

distributed equally among the columns to balance the text across the page. 

In any document processing jobs with columns, always fix any large gaps 

between words in the last line of a document as described above. 

To insert a column break: 

1. Position the insertion point where you want to start the new column. 

2. Press Ctrl + Shift + Enter. 

To balance the columns: 

1. Position the insertion point at the end of the text you want to balance. 

2. From the PAGE LAYOUT tab, in the Page Setup group, click the Breaks 

button. A list of Page Breaks and Section Breaks appears. 
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Breaks (Insert Page and 
Section Breaks) button 

Click Continuous to 
balance the columns so the 

text is evenly distributed 
among the columns. 

*1—(Breaks'' Indent Spacing 

P»ge Breaks 

Page 

Mark the point at which one page ends 

and the next page begins. 

Column 

Indicate that the text following the column 

break will begin in the next column. 

lext Wrapping 

Separate text around objects on web 

^•^1 pages, such as caption text from body text. 

Section Breaks 

Next Page 

Insert a section break and start the new 

section on the next page. 

Continuous 

Insert a section break and start the new 

section on the same page. 

Even Page 

Insert a section break and start the new 

section on the next even-numbered page. 

Odd Page 

Insert a section break and start the new 

section on the next odd-numbered page. 

3. Click Continuous to divide text evenly among all the columns. 

Unbalanced column Balanced columns 

PRACTICE 

1. Turn Show/Hide H on; then position the insertion point just before 

“Time,” the first 'word in the first paragraph. 

2. Drag the scroll box down until you can see the end of the document. 
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PRACTICE (continued) 

be' Hyphenation •' Ef Right 

None 

Automatic 

Manual 

be" Hyphenation Options... 

Hyphenation button 

3. To select the text to be formatted in 2 columns, press and hold Shift, 

and click just after the last typed character in the document—you must 

exclude the Paragraph formatting mark to create a continuous section 

break and balance the columns. 

4. From the PAGE LAYOUT tab, in the Page Setup group, click Columns. 

5. Click Two to format the body into 2 columns. 

6. Note the Section Break (Continuous) formatting code. The continuous 

section break should look like this. If it does not, repeat the preceding 

steps being especially careful with step 3. 

7. 

LIVINGIN-THE-MOMENTH 

H 
Ifahumanbeingperceiveshimselftobeof- 

a-certainage,thisisbecausehehas- 

accumulateddata.remembers-thatdata,- 

and-hasabasisforacomparison.lfa-person- 

H 

cannot-rememberhis-past/suchasaperson- 

wlth-dementia,thenhewouldnotbeaware- 

ofthe-existence-of-such-apast.He-would- 

only-be-experiencing- the-single-"moment"- 

he-WaS-living-in.™™..Serto(i Break CConSnuous)- 

With the body still selected, from the PAGE LAYOUT tab, in the 

Page Setup group, click Columns. 

8. Click Three to format the body into 3 columns; then click Columns, 

Two, to reformat the body once more into 2 columns. {Hint: Change 

the zoom setting to Two Pages for a better look.) 

9. With the body still selected, save changes to practice-74. 

Note: Keep this document open and continue reading. 

Hyphenation 

Hyphenation reduces the ragged appearance of unjustified text because it divides 

words as needed at the end of a line rather than moving the entire word to the 

next line. Automatic hyphenation is off by default. Reserve automatic hyphen¬ 

ation for text formatted in narrow columns, such as a magazine article with 

justified text or a newsletter formatted in columns. The hyphens Word inserts 

in words are called “soft hyphens” because they appear and disappear as text is 

typed and deleted. 

To hyphenate words automatically: 

1. From the PAGE LAYOUT tab, in the Page Setup group, click the 

Hyphenation button. Hyphenation Options. 

2. In the Hyphenation dialog box, check Automatically hyphenate 

document if it is not already checked. 
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Check Automatically 
hyphenate document. 

Set Limit consecutive 
hyphens to 2. 

3. In the Limit consecutive hyphens to: box, click the up arrow until 2 is 

displayed; change all Hyphenation settings to match those in the illustra¬ 

tion that follows; click OK. 

REFER TO 
Word Manual 

L. 32: Widow/Orphan 
Control 

lyp In any document processing jobs with columns, always set Hyphenation 

options as shown above. 

To eliminate a widow (a one-liner at the bottom of a column): 

1. Select the lines to be kept together—for example, select the heading, the 

blank line below it, and the first line of the following paragraph. 

2. From the HOME tab, Paragraph group, click the Paragraph Dialog Box 

Launcher. 

3. From the Paragraph window, click the Line and Page Breaks tab. 

4. Check Keep with next, OK. 

L. 31: 

REFER TO 
Word Manual 

Alignment 

PRACTICE (continued) 

1. With the body still selected, from the PAGE LAYOUT tab, in the Page 

Setup group, click the Hyphenation button. Hyphenation Options. 

2. From the Hyphenation dialog box, check Automatically hyphenate 

document. 

3. In the Limit consecutive hyphens to: box, click the up arrow until 2 

is displayed; verify that all settings match those in the previous 

Hyphenation dialog box illustration; click OK. 

4. Note that line endings have changed, and note the one-line heading at 

the bottom of page 1. 

5. With the body still selected, from the HOME tab. Paragraph group, 

click the Justify button or click Ctrl + J to justify the lines so that the 

line endings at the right margin are even. 

6. Select the heading “LIVING IN THE MOMENT” at the bottom of 

page 1, the blank line that follows it, and the first line of the paragraph 

at the top of the next page. 

7. from the HOME tab. Paragraph group, click the Paragraph Dialog 

Box Launcher. 

8. From the Paragraph window. Line and Page Breaks tab, check Keep 

with next; click OK. (Do not check Keep lines together, or you will 

get unexpected results.) 
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0 PRACTICE (continued) 

REFER TO 
Word Manual 

L. 32; Page Number 
L. 47: Headers 

9. Note that square bullets (formatting marks indicating that the desig¬ 

nated lines will be kept together) appear next to the selected lines. 

10. Right-click over the header area in the first page, and click Edit 

Header. 

11. From the INSERT tab. Header & Footer group, click Page Number, 

Top of Page, Plain Number 3 from the gallery of designs to insert a 

right-aligned page number. 

12. Type Jones and press the Space Bar 1 time. “Jones” should now 

appear before the page number. 

13. From the HEADER & FOOTER TOOLS, DESIGN tab. Options 

group, check Different First Page to suppress the header on the first 

page. 

14. Double-click over the body to close the header; scroll down to the 

end of the document; note that the header appears only on the second 

page. 

15. If any large gaps appear between the words in the last line of the last 

paragraph, click just after the last typed character (a period), and press 

Enter to eliminate the gaps between words. Your document should 

look similar to this: 

Tim*' It' »- m»tl>ed- numto' b*|<nt' um-t« 
rrKuur* tnil't*C|u*ntt-«v*nti,'tO'COmDtr«’ 
ift*4uritioft*«f*««ntt.'*MTe'm«ujr«-tb« 

k- in’ l•rmt' 9f miifion, pniiatapriT, and 
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tiva.aee^pud-iirtyntt »**fi impoo* 
lb)*'t'Tranpt-tcnoi*rrtvP*t HOMi.'in'tacl.' 
dO'YOu comptrt'OAa momcnt 

Our p*r<«ption' of' tim* ti' numvi' p*in|i' 
nn't'awndirtdf* n«tu<wM'<*i'0fmTtrimt 
tnM«r*'llnk*dTO'dMlv,Tnontrily,'and'ir«*riv 
CY<l*i-'No-ni*R*r'now-mwcft'w«'Uv« brPur 
wrinwttcri*t,'aitrtio<)l*M(<d‘Sur'llv«l'Wl»' 
Wivtvi' b*-iQm«wntt'lnflu*n<*d'Dytn-[(i- 
i(m«-clbek.'Wnit'li'o('*>*ft'|r*«t*r int*'- 
*!(/ tnautb,' If*' tb*' mHTy wmi- *f>d 
p*ic*ptioni bl-tim* biMd' bti' lndiv<du*<i 
ind'th*ircullur*lt 1 
WrTHM-ANO-TtMm 1 
pfiytbm'bnd l•mpO'»!*'»»»•■ w*'f*i»»*'tc 
timi'ind ir*-diK*ir>tnf HMurbi otrcul* 
lur* In wm«'<ullu'*l. p*apt*'mDiM >r*rv 
Hbwiy: Ifi’ btn*fi, mevifti' quldoy it in* 
nenn.- Muni- th*- r«« (vp*i miy- cr*tt*' 
<*«linp'bf-dl<CQiTTfon Nbpi* miyniv* 
iroubl*f*i«infTe«icnbtn*'b*<luH in*Y 
*r*‘not-tvncnTsnlt*d.'TeP*iYnchronii*dii' 
tO'tubltV'fnbvi'ln'uAlen'wlin'Wiotnaf'pif- 
len; )|'li'vlui't«'i'tlron|'Pinn*'0Mp.t 

TlMEANOPERCEPnON^ 
« 

Shannon-Mnatl 
.V Section Breal; (Contlnuou9)irK 
i|<nt' UM-IP lnt*n*fil,'Air 

Itinp, Am*ri< 

ietntmflv* «l'i'fui't«mpo,' 
IT* r*|i9nii'd*pinjr*>.-ln' 

butlAitr'rlfnt' 
iwiv.-'T>>*v'nM-b**A iMcni'inn .t■l|b•n- 
10' com*' tO'tn*'polnt-quicuv'ind'iTOW’v»- 
|u*n*n. B*<igi* Ambrcin euj>niuep*r- 
itai'In-i-tneTt'limb'nim*, prompt'f*iulu- 
ir*ofl*nofmof«4ni*r*nin*nin* Pwiidmi' 
efiOAt4*rm'r*inlonin;pt1 

PERCEPTKW'ANO-MtMOKYI 

down.- By tli*-timi'tn«'p*rton'tlt>'dewn,' 
voufbninYnuttramimbir mi-Ktloni'thit' 
niop»r>*d' prtrloui' 10- lh«- Kt' of iluinr 
down A»-th*M'm*inpriii ind'pirciptlbni' 
*r« fllid'tt b:trefdili'ln'tn*'br*ln.''ni*' 
p*rc*ptlon-o('in*'ptQjn|-eftlm*'freiii'tti*' 
Ant'ivant'OfbnKrTnftni'rbem'te'in* 'ifl 
•vontdf utiinrdbwn'Occun oniy'iftni-eb- 
i*r««riiiwi<*-*nd «amp«Hi\f-tn*'*v*nuq 

wnil'Wbuld n*pp*n'iftn*'ObMn>*fcould 
noi'r*m*mb*r eoi'or inor*'aftn*'«**ntt 
fromth*tlm«*fi*p*fto/i*nl*r*dTn*'f»om' 
la tn«'t'lm*'tnit p*nen'WU-i**l*d7'Tn*' 
briln'mj(ni‘lnitror«l'tn*pcini'*nd'«uitn'l- 

mambart,' in*- o*rc«ptlon' of tim*' puiinf- 

• UVmOdN-TMBMOMCNTI 

• if-1- nunuTv Md^- obfctwu «b be-of 
a|4,-vyi-d'Maidb-f«'Mi'teeu- 

miAMd- dia,- ftmomMci' Vut- na. pnd 
lai- *' biM- for- »■ cocnparttoA,- if- t-poetan- 

a'rv rbmemB«f-ra.pMv-iwO>'it b'peft#*- 
w«>-Mf»bf«»,-»d'M-w*id-nO( so-bobf*- 
ol' M- pcdttnsi' of' luov •' PUL' ne-wMP 
oMy- be- tapefienonf' v*- tintib' ‘mombm*- 

Sk(i0i }t*« (CvtaAoJas 

GOTO 
Textbook 

16. Turn off Show/Hide H. 

17. Save changes to practice-74, and return to GDP. 
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Tables With Source Notes § 
or Footnotes 76 I 

Table—Text Direction 

The default orientation for text in a table is horizontal. Sometimes, however, you 

may have a table that includes cells with long column headings that look more 

balanced if a vertical orientation is used. 

Aa 
Text 

Directi n 

Text Direction button 

Text 

Direction 

Text Direction button 
(vertical from bottom to top) 

Resize pointer 

To change the text direction or orientation of text in a table: 

1. Click the cell or select the row that contains the text to be changed. 

2. From the TABLE TOOLS, LAYOUT tab. Alignment group, click the 

Text Direction button repeatedly until you see the desired text direction. 

Note that the Text Direction button changes to give you a preview of the 

alignment. 

3. Click the Align Bottom Center button. 

4. Point to the bottom border of the row containing the vertical text until you 

see the table resize pointer. 

5. Drag down using the table resize pointer until the vertical text appears in 

one continuous line without wrapping. 

PRACTICE 

1. Select Row 1. 

2. From the TABLE TOOLS, LAYOUT tab. Alignment group, click the 

Text Direction button repeatedly until you see the desired text direc¬ 

tion set to vertical from bottom to top. {Hint: The button should match 

the one shown in the next illustration.) 

3. From the TABLE TOOLS, LAYOUT tab. Alignment group, click the 

Align Bottom Center button. Your table should appear similar to this: 

practice-76.doa • Word TA8LE TOOLS 

JSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN LAYOUT 

IBM Table 

•es*f 

jiavs 

j'.'.Tl RTH w Below 

liX EU gg Insert Lrft 
Delete Insert 

• Above BB Insert Right 

Rows & Columns 

3 Split Cells 

3 Split Table 

Mctge 

Merge Cells £Oj0.79* C |Bf E (3 Cl TTTTT 

wf riffl E10Q “=° 
._ _ __ Text Cell D 

AutoFrt ' £□ CD CB Direction Margins 

Cell Size ti Alignment 
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5/24 $699 $799 $299 

6/31 799 899 350 

7/17 899 999 400 
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REFER TO 
Word Manual 

L. 36: Table —AutoFit to 
Contents 

REFER TO 
Word Manual 

L. 38: Table —Center 
Horizontally; Table —Center 
Page 

PRACTICE (continued) 

4. Drag on the bottom border of Row 1 until the column headings appear 

in one continuous line (without wrapping text) and without leaving too 

much blank space above the longest item. {Hint: Drag the Zoom slider 

to zoom in.) 

5. Click inside the selected table and apply the AutoFit to Contents 

feature. Your table should appear similar to this: 
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5/24 $699 $799 $299 
6/31 799 899 350 

7/17 899 999 400 

6. Center the table horizontally. {Hint: From the TABLE TOOLS, LAYOUT 

tab, Table group, click Properties; from the Table tab, click Center, OK.) 

7. Center the table vertically on the page. 

8. Save changes to practice-76. 

Note: Keep this document open and continue reading. 

Table^lnsert, Delete, and Move Rows 
or Columns 

Table rows and columns can be inserted, deleted, or moved in a variety of ways. 

The on-demand TABLE TOOLS, LAYOUT tab includes buttons in the Rows 

& Columns group to help you. 

To insert a row: 

1. Click in the desired row. 

2. From the TABLE TOOLS, Ia\YOUT tab. Rows & Columns group, click 

Insert Above or Insert Below as desired. 

Or: 

1. Click inside the desired row. 

2. Right-click and from the Mini toolbar, click the Insert button; from the 

drop-down list, click Insert Above or Insert Below. Note that a new, blank 

row appears above or below the selected row. 
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1 d 
T3 
< 

5/24 $699 $799 $299 

,6/31 799 899 350 
W/17 R99 999 400 

Insert Control 

Or: Point just to the left of an existing row until you see the Insert Control 

appear (a circled plus sign) between rows; click the Insert Control to insert a 

new row at that spot. 

Or: Click just to the right of the last cell in the desired row, press Enter, and a 

new row will be inserted just below that row. 

'Q| To insert a new row at the end of the table, click inside the last table cell, 

and press Tab. 

To insert a column: 

1. Click inside the desired column. 

2. From the TABLE TOOLS, LAYOUT tab. Rows & Columns group, click 

Insert Left or Insert Right as desired. 

Or: 

1. Click inside the desired column; right-click and from the Mini toolbar, click 

the Insert button; click the desired choice, such as Insert Columns to the Left. 
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•0 5 1 O ^ ^ Synonyms ► 

5/24 $699 $799 $299 ^ 

6/20 759 859 325 Sgarth with Bing 

6/31 799 899 

7/17 899 999 
—^52. Qelete Cells... ^ Insert Columns to the Eight ® 

@ Sfilit Cells... y Insert Rows Above 

gorder Styles * @ Insert Rows geiow 

■ jljj T^t Direction,.. ^ Insert Cells... 

F?. -- - 

2. Note that a new blank column is inserted. 

If any table rows were merged and a new, undesired column appears, 

select the row, and merge cells again for that row to remove the undesited new 

column. Merge cells last when creating a table to avoid unexpected results. 

Or: Point to the border of the desired column until you see the Insert Control 

appear (a circled plus sign) between columns; click the Insert Control to insert 

a new column at that spot. 
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5/24 $699 $799 $299 

6/20 759 859 325 

6/31 799 899 350 

7/17 899 999 400 
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To delete a row or column: 

1. Select the desired row or column. 

2. Right-click, and click Delete Rows or Delete Columns, or press Ctrl + X. 

If you press Delete, you will delete only the contents of the row or 

column—the blank row or column will remain. 

To move a row: 

1. Click anywhere in the desired row to be moved. 

2. Press Alt + Shift + t (the directional up arrow) or Alt + Shift + 4- (the 

directional down arrow) as needed. 

Or: 

1. Select the desired row. 

2. Right-click and click Cut, or press Ctrl + X. 

3. Click in the first cell of the desired row (the row will be inserted above that 

row), and paste (press Ctrl + V). 

On 

1. Select the desired row. 

2. Drag and drop the row into place. 

To move a column: 

1. Select the desired column to be moved. 

2. Drag and drop the column into place. 

Or; 

1. Select the desired column to be moved. 

2. Right-click and click Delete Columns, or press Ctrl + X. 

3. Click in the top cell of the desired column (the column will be inserted 

to the left of that column), and press Ctrl + V. 

To move a column to the right of the last column in the table, click just 

to the outside of the top right-hand corner of the cell of the desired column 

before pasting. 

0 PRACTICE (continued) 1 

Lesson 76 • Tables With Source Notes or Footnotes 



PRACTICE (continued) 

5. Type the following information in the cells of the new column: 

{Hint: Type the dollar sign and then insert 3 spaces for “$899” to 

allow 2 spaces for each digit and 1 space for each comma. This action 

causes the dollar sign to align with the longest amount of “1,099” in 
the column.) 

Junior Suite 

$899 

959 

1,099 

6. If necessary, align “Junior Suite” in Row 1 at the bottom center. 

7. Move Row 3 down 1 row. {Hint: Click inside Row 3 and press 

Alt + Shift + i.) 

8. Change the date from 6/29 to 8/29. The table should look like this: 
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5/24 $699 $799 S 899 $299 

7/17 839 939 1,099 400 

8/29 759 859 959 325 

9. Delete the blank row at the end of the table, and cut Column A. 

10. Click just to the outside of the top cell of the last column. Your inser¬ 

tion point should be positioned like this: 
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S699 $799 S 899 $299 

899 999 1,099 400 

759 859 959 325 

Click just to the right of the 
top cell of the last column 
to paste a column as the 
last column in a table. 

11. Paste the cut column. It should appear as the last table column. 

12. Cut the newly pasted column and move it so it is the first column 

in the table. {Hint: After cutting the newly pasted column, click in 

Cell Al, the top cell of the desired column, and press Ctrl + V.) 
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0 PRACTICE (continued) 

GO TO 
Textbook 

13. Insert a new row at the end of the table. {Hint: Click inside the last 

cell and press Tab; or click outside the last table cell and press Enter.) 

14. Merge the cells in the new row; if necessary, change to left alignment; 

and type this: 

Note: Prices may change. 

15. Your table should look similar to this: 
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5/24 $699 $799 $ 899 $299 

7/17 899 999 1,099 400 
8/29 759 859 959 325 
Note: Prices may change. 

16. Save changes to practice-76, and return to GDP. 
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Tables in Landscape § 
Orientation 78 i 

Page Orientation 

D 
Orientation Size C 

Portrait 

Landscape 

Orientation button 

Use Words Landscape feature to change the default page orientation for 8.5- by 

11-inch paper from vertical to horizontal. Use the Portrait feature to change the 

page orientation from horizontal to vertical. 

To change the page orientation: 

On the PAGE LAYOUT tab, in the Page Setup group, click the Orientation 

button, and click either Portrait or Landscape. 

Or: Press Ctrl + P; under Settings, click Portrait Orientation; then click 

Landscape Orientation. 

GOTO 
Textbook 

@1 I PRACTiCE 
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j Multipage Tables 
mem 

f 

Table—Repeating Table Heading Rows 

To repeat a table heading on subsequent pages: 

1. Select the rows of text (including the first row) that you want to use as a 

table heading. 

MANUSCRIPT PROCESSING 
McGraw-Hill Higher Education 

Rejected Accepted 

Short Title Editorial Reviewer Editorial Reviewer 

2. From the TABLE TOOLS, LAYOUT tab, Data group, click Repeat 

Header Rows. The headings are now repeated on each page. 

0 PRACTICE 

REFER TO 
Word Manual 

L. 32: Page Number 

GO TO 
Textbook 

1. Insert a page number to display at the top right of the second page 

only; scroll to view the top of the second page, note the new page 

number, and note the absence of a header row. {Hint: Double-click over 

the header area; from the HEADER & FOOTER TOOLS, DESIGN 

tab. Header & Footer group, click Page Number, Top of Page, Plain 

Number 3; from the Options group, check Different First Page; click 

outside the header to close it.) 

2. Select the first 3 rows of the table on the first page. {Hint: You may 

need to drag all the way across the rows to select all cells.) 

3. From the TABLE TOOLS, LAYOUT tab. Data group, click Repeat 

Header Rows. 

4. Note that the header rows are now repeated on page 2. 

5. Save changes to practice-79, and return to GDP. 
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Tables With Predesigned g 
Formats 80 I 

" I" II n mi , rr 

REFER TO 
Word Manual 

L. 49: AutoCorrect— 
Hyperlink 
L. 38: Table—Align Bottom; 
Table—Center Horizontally; 
Table—Center Page 
L. 37: Table —Borders 
L. 39: Table—Align Text 
Right; Table—Borders, 
Ruled 
L. Ill: Table—Borders and 
Shading, Custom 

TABLE TOOLS 

VIEW DESIGN LAYOUT 
-- A. ; Ait ~ r 

— 
[—lllJ 

Shading Border^ 
- Styles - 

More list arrow button 

FXPFNSF*; 1 

Resize arrow 

Table—Styles 

The Table Styles feature is used to format a table with predesigned headings, 

borders, shading, and so forth. The styles available in the Table Styles group 

vary slightly in upgraded files. Such differences are not cause for concern as they 

do not affect Word’s functionality. You can preview a wide variety of styles and 

choose the one that enhances the design and readability of the table’s content. 

In general, begin with a table with plain text (no bolding) in Row 1 and no 

active hyperlinks in e-mail or Web addresses—the hyperlink style often clashes 

with table styles and decreases readability. Apply a table style, and customize 

any table formatting as desired. For example, you might wish to center the table 

horizontally and change cell alignment, font size, and bolding. 

Use Table Style Options to format different parts of the table in unique 

ways to distinguish them and improve readability. For example, to distinguish a 

table title in Row 1, from the TABLE TOOLS, DESIGN tab, under Table Style 

Options, check Header Row. To distinguish text in Column A, check Eirst 

Column. To distinguish a bottom row with a total line, check Total Row. 

To format a table automatically: 

1. Scroll and increase your Zoom level so that your table is larger and posi¬ 

tioned at the bottom of the window so the Live Preview is easier to see. 

2. Click anywhere in the table. 

3. From the TABLE TOOLS, DESIGN tab. Table Styles group, click the 

More list arrow button to the right of the Table Styles group to expand the 

gallery. 

4. Point to each style, and pause to read the ScreenTip style name. 

5. Look at the Live Preview of the table as you point to the desired style and 

as you check and uncheck Header Row, Total Row, Banded Rows, First 

Column, Last Column, and Banded Columns in Table Style Options. 

Note also that the design gallery changes dramatically depending upon 

which options are checked in the Table Style Options group. 

v@ If a Live Preview does not display as described in step 5, apply any Table 

Style, and then repeat steps 3 to 5 above. You can also resize the drop-down list 

of tables by pointing to the lower-right-hand corner of the drop-down style list 

until you see a diagonal 2-sided arrow; then drag up on the corner to resize the 

list so it does not block the view of the Live Preview. 
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As you point to each Built-In 
style, note the Live Preview 

in your table below. 

Note that when Total Row 
and First Column are 

checked, the format of the 
last row and the first column 
is unique, alerting the reader 

to content that is different. 

As you point to this corner, 
a double-sided resize arrow 

will appear; drag upwards on 
it to adjust the height of 

the drop-down style list so 
the Live Preview is 

more visible. 

Clear 

New Table Style... 

01 s ^ ‘ C* = practice-80.doo( - Word TABLE TOOLS 

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAIUNGS REVIEW VIEW DESIGN UYOUT 

Header Row L? First Column 

i^TotalRow ...Last Column 

2 Banded Rows D Banded Columns 

Table Style Options 

PUki Tables 

Shading 

Grid Tables 

6. Under the TABLE TOOLS, DESIGN tab, in the Table Style Options 

group, point to each button and read the descriptive ScreenTip. 

[5/] Header Row 0 First Column 

Q Total Row n Last Column 

Banded Rows d Banded Columns 

^ Table Style Options 

Banded Rows 

1 A 1 A 

2 B 2 B 

3 C 3 C 

4 D^4 D 

5 E 

6 F 6 F 

7 G 7 G 

6 H 8 K 

Display banded rows, in which even 

rows are formatted differently from 

odd rows. 

This banding can make tables easier 

to read. 

7. When you have settled on a style choice, click the desired style in the Table 

Styles group and the desired checkboxes in the Table Style Options group. 

8. Center the table horizontally; adjust any fonts (color, size, and bolding), 

spacing, and alignment as desired. 

To clear a table style: 

1. Click anywhere inside the table. 

2. From the TABLE TOOLS, DESIGN tab. Table Styles group, click the 

More list arrow. 

3. Click Clear at the bottom of the style list. 
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0 PRACTICE 

BEFORE beginning work, ALWAYS convert (upgrade) any Word file 

opened in [Compatibility Mode]! From the FILE tab, Info, click Convert, 
OK. 

1. Click anywhere in the table. 

2. From the TABLE TOOLS, DESIGN tab. Table Styles group, click 

the More list arrow. 

3. Under Grid Tables, point to the Grid Table 5 Dark-Accent 3 style, 

and apply it to this table. {Hint: This style is located in the fifth row in 

the center.) 

3 

s- o- 

I Grid Table 5 Dark - Accent 3 L-j 

rr;i- 

4. Under the TABLE TOOLS, DESIGN tab. Table Style Options 

group, point to each button and read the descriptive ScreenTip. 

5. In the Table Style Options group, check and uncheck Header Row, 

Total Row, Banded Rows, and First Column; note the effect in the 

Live Preview of the table. 

6. From the TABLE TOOLS, DESIGN tab. Table Style Options group, 

check these choices only: Header Row to apply a unique style to Row 1, 

Total Row to apply a unique style to the last row, and Banded Rows and 

First Column to apply a unique style to the rows and first column. 

7. Center the table horizontally, and bold all entries in Rows 1 and 2 if 

they are not yet bolded. 

8. Verify that numerical column entries are right-aligned; adjust any 

settings and borders as needed. Your table should appear similar to this: 

ANNUAL FUND OPERATING EXPENSES 

American Growth and income Fund 

@1 GOTO 
Textbook 

Category 

Mariagement fees 

Distribution fees 

Other ekpehses 

Total operating expeiKes 

Class A Class B Class C 

0.37% 0.37% 0.37% 

0.23% 1.00% 0.25% 

0.15% 0.15% 0.19% 

9. Save changes to practice-80, and return to GDR 

D 
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International Formatting— 
Canada 

Paper Size 

The default paper size is the standard 8.5 by 11 inches. You can, however, 

change the paper size if your printer has the capability of handling different- 

sized paper. 

To change the paper size: 

1. From the PAGE LAYOUT tab, in the Page Setup group, click the Size 

button. 

A4 metric size paper has 
been selected. A4 size is only 
slightly narrower and slightly 

longer than Letter size; so 
look at the ruler carefully 
to note the changes after 
selecting this paper size. 

2. From the expanded list, click the desired paper size. 

3. To display more sizes, click More Paper Sizes at the bottom of the pane. 
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GO TO 
Textbook 

0 PRACTICE_ _ 

I 1. Display the ruler, and note the right margin is positioned at 6.5 inches. 

I 2. Note the line ending of the first line in the first paragraph. 

H 3. Change the paper size to A4. 

I 4. Note the right margin is now positioned at 6.25 inches and the line 

■ ending of the first line has changed. 

I 5. Save changes to practice-81, and return to GDP. 
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International Formatting— 
Mexico 

Symbol—Insert 

Many foreign languages use diacritical marks or a combination of characters to 

indicate phonetic sounds. The Symbol dialog box contains many of the charac¬ 

ters needed to type words with special accents. 

To insert a symbol: 

1. Click where you want to insert a symbol, or select an existing letter. 

2. From the INSERT tab, Symbols group, click the Symbol button. More 

Symbols. 
Once you have selected the 

desired Subset, use the 
down and up arrows on the 

keyboard—not the scroll box— 
to navigate through the list. 

An international character 
can also be inserted by using 

a shortcut key. Microsoft 
Word Help provides a list of 
symbols and shortcut keys, 

or check the internet, or see 
a brief list in this lesson. 

The Recently used symbols 
list changes dynamically. 

Tjxl 

N 6 6 S' X 0 U U 0 u Y P IS a ^ 

a 

a 

a a a a ae 5 e 1 1 T T a 

6 6 6 6 o -f 0 U u u U A 

A a A c c c c C c c c 5 d"' 
Recently used symbols: 

♦ a € £ ¥ © TM 
± < > X 

Unicode name: 

Utin Small Letter N With Tilde 
Character code: joOFl from: [unicode (hex) ^ 

AutoCorrect,.. | Shortcut Key... | Shortcut key; Ctrl-p*,N 

Insert 

3. In the Font box, click (normal text). {Hint Click the Font box list arrow; 

scroll up to the first choice directly under the Font box.) 

4. In the Subset box, click the Subset box list arrow; scroll up to and click 

Latin-1 Supplement. 

5. Click the down arrow under the scroll bar {not the scroll box) repeatedly 

until you see the desired symbol. 

6. Click a symbol to see a highlighted view. 

7. Click Insert to insert the symbol, and click Close. 

After you click Insert, the inserted symbol is automatically added to the 

Recently used symbols area under the Symbols button for easy insertion 
next time. 

8. Check the capitalization of the symbol. It may be necessary to change from 
uppercase to lowercase. 
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To insert a symbol using the keyboard and the numeric keypad fnot the 
numbers on the top row of the keyboard) with Num Lock active: 

Symbol Name Example Shortcut 
/ 

a a acute Yucatan Alt +160 
f 
e e acute Queretaro Alt +130 
/ 

1 i acute Garcia Alt +161 

n n tilde Senor Alt +164 

6 o acute Torreon Alt + 162 

li u acute Canciin Alt +163 

ii u umlaut Niirnberg Alt +129 

PRACTICE 

1. Note that your practice file opens as shown without any special sym¬ 

bols in Column C: 

Note the absence of' 
special symbols. 

Symbol Name Example Shortcut 

a a acute Yucatan Alt +160 

e e acute Queretaro Alt +130 

i i acute Garcia Alt +161 

n n tilde Senor Alt +164 

6 Torreon Alt +162 

u u acute Cancun Alt +163 

u u umlaut Nurnberg Alt +129 

Note the presence of" 
special symbols. 

2. Insert symbols as shown using either the Insert, Symbol feature or 

the keyboard shortcuts if your computer keyboard includes a numeric 

keypad; then delete the extra letter. 

Symbol Name Example Shortcut 

a a acute Yucatan Alt +160 

e e acute ^ Queretaro Alt +130 

1 i acute Garcia Alt +161 

n n tilde Senor Alt + 164 

6 o acute Torreon Alt +162 

u u acute Cancun Alt +163 

u u umlaut Nurnberg Alt +129 

GO TO 
Textbook 

3. Save changes to practice-82, and return to GDP. 
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Styles 

REFER TO 
Word Manual 

Appendix A: GDP—Word 
Settings, Style Set—Word 
2003 
Appendix A: Style 
Set—Word 2010, Style 
Gallery-Word 2010 

A default Style Set is a group of embedded styles that automatically control 

“normal” formatting for fonts, indents, line spacing, and so forth. When you 

open a Word document through GDP, a modified “Normal” Style Set is in 

effect. The base font is Calibri 12, the line spacing is single, and the spacing after 

paragraphs is 0 pt. 

On the HOME tab, in the Styles group, a Quick Style gallery is displayed on 

the ribbon with choices like Normal and Heading 1. Normal is highlighted in a 

new document because it is the default style in use. All the styles in the Quick Style 

gallery change when a different default Style Set is selected from the DESIGN tab. 

Document Formatting group. The order of styles may change based upon styles 

recently used. The styles also vary slightly in upgraded files. Such differences are 

not cause for concern as they do not affect Word’s functionality. 

^ When you modify an individual style, any text that uses that style in the cur¬ 

rent document will automatically update the text to reflect any change. Apply¬ 

ing a style is a powerful, efficient editing tool because its use results in global 

changes throughout a document. 

The Normal style is the 
default style in the Styles 

group. The order of the style 
buttons changes dynamically. 

The styles available in the 
Quick Styles group vary 

slightly in upgraded files. 
Such differences are not cause 

for concern as they do not 
affect Word's functionality. 

Click the More arrow to 
the right of the Styles 

group to display the 
Quick Style gallery. 

To apply an individual style: 

1. Position the insertion point in the paragraph where you want the style for¬ 

matting to be applied, or select the desired text. 

2. From the HOME tab. Styles group, click the Styles Dialog Box Launcher. 

3. From the bottom of the Styles pane, click Options. 

4. From the Style Pane Options window, in the Select styles to show box, 

click the list arrow, AllStyl es, OK. 

5. Click the desired style from the Styles pane; then click the Close button on 
the Styles pane. 
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Or: 

The Style gallery is dynamic 
and changes depending upon 
the default Style Set in use 

and styles recently used. 

Point to the desired style in 
the Quick Styles gallery, 

and note the Live Preview 
in your document. 

1. From the HOME tab, in the Styles group, click the desired style; click the 

More button to see additional styles in the Quick Styles gallery. 

2. Point to each style to see a Live Preview in the selected text or the entire 

paragraph; then click the desired style. 

After you apply a style and press Enter, the next line should revert to the 

Normal style. 

To remove a style: 

1. Select the desired text; from the HOME tab. Styles group, click the Styles 

Diagonal Box Launcher. 

2. From the Styles box, click Normal from the style list; then close the Styles 

box. 

BEFORE beginning 
work, ALWAYS convert 
(upgrade) any Word file 
opened in [Compatibility 
Mode]! From the FILE tab. 
Info, click Convert, OK. 

REFER TO 
Word Manual 

L. 47: Headers 
L. 32: Page Number 

PRACTICE 

1. Apply the Title style to the report title “VACATION RESORTS.” 

2. Apply the Subtitle style to the report byline and date, and bold them. 

{Hint. Click More to see additional styles.) 

3. Apply the Heading 2 style to the three side headings. 

Note: Next, you will insert a header that looks like this: 

VaavionResorts 

r 
Page-2f 

rangingfrom-the'inconvenient-totruly-serious.Travel-protection-plans'Offer-comprehensive- 

benefitsto-meet-the-challengesoftravel-and-helpyou-enjov-a-worry-free-trip.-When*you-think- 

4. As a precaution before beginning, double-click over the header area on 

the first page; from the HEADER & FOOTER TOOLS, DESIGN 

tab. Options group, verify that Different First Page is unchecked. 

5. Close the header. 

6. Right-click over the header area on the second page, and click Edit 

Header. 
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PRACTICE (continued) 

REFER TO 
Word Manual 

L. 37: Table —Borders 

7. From the HEADER & FOOTER TOOLS, DESIGN tab, Header 

& Footer group, click Page Number, Top of Page, Plain Number 3 

from the gallery of designs to insert a right-aligned page number. 

8. Type Vacation Resorts, and press Tab twice to reposition the 
words at the left margin. 

9. Type Page and press the Space Bar 1 time. 

10. Press Ctrl + A to select all header text, and change font to Cambria 

10 pt. Italic. 

11. Press the right arrow on the keyboard to deselect the text; click in the 

blank line below the header. 

12. To add a bottom border, from the HOME tab. Paragraph group, 

click the list arrow on the Borders button, and click the Bottom 

Border button. 

13. From the HEADER & FOOTER TOOLS, DESIGN tab. Options 

group, check Different First Page. 

^ The First Page Header section should be blank. If the page number 

is still in the First Page Header, select the page number and cut it with 
Ctrl + X. 

14. Note that the header on page 2 contains text, a page number, and a 

bottom border. 

15. Double-click over the document area to close the header. Your report 

should appear similar to this: 

finf«fffamtr>*iTO>n«»ni»nttotru»T»»ri3Ui Tr»,*i orgttabfi o»ni9<t*rcomprtn«»vv« 
5*n*fttit3(Tn*ttr»«cMII»ft|«isftr»,«l«ndn*lp>oij*nJo»i»3frT4r**inp WrwnvPutn.nk 
«bejltrMCaM.nposlKtOtninkMoutrtowvejMDu>dtMi if you la* ill nonrifundi&lifMi, 
mlirM, iK.ThieaBbii^ns (9 leM mar* martrsusniei*. 

GOTO 
Textbook 

16. Save changes to practice-86, and return to GDP. 
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I Formal Report Project—C 

Clip Art—Insert 

One of the easiest ways to make a document interesting is to add an image, such 

as clip art (also referred to as online pictures) or a photograph. Images like this 

(also referred to as “objects”) can be sized easily and positioned within a docu¬ 

ment. If you have an Internet connection, a wide selection of online clip art and 

photographs is readily available via Word. You may use other images as long as 
they are compatible with Word. 

To add clip art or a photograph to a document: 

1. Click in the document where you want to insert an image. 

2. From the INSERT tab. Illustrations group, click the Online Pictures button. 

3. Note that an Insert Pictures window opens over the Word window. 

4. In the Office.com Clip Art search box, type a keyword or phrase describing 

the type of image you want; press Enter. 

Insert Pictures 
X 

# # 

rt Office.com Clip Art 
Royatty-free photos and illustrations 

resort 

It 

5. Note the search results that display in a new window; double-click the 

desired image to insert it and to close the clip art windows. 

6. Note that the inserted picture is selected (sizing handles appear on the cor¬ 

ners of the picture), and a Layout Options button appears next to the top 

right corner of the inserted picture. 

7. Note that the PICTURE TOOLS, FORMAT tab appears on demand 

while the clip art or picture is selected. 
Layout Options button 
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-i Bring Fon.vard 1^ 

-i Send Backward J§j 
Wrap „ 
Text - [ 5i> Selection Pane 

(^1 In Line wtth Text 

i)j| Square 

1)8 light 

i)8 Through 

i)8 Top and Bottom 

1)8 Behind Text 

In Front of Text 

_ ■-■•'Poit'' 

More Layout Options.., 

Wrap Text button 

i: ’ 
-Kl i. "Ti.si" * 

li Align Left 

$ Align Center 

#1 Align Right 

DQt Align Top 

•fi{} Align Middle 

oQ* Align Bottom 

DO” Distribute Horizontally 

§ Distribute Vertically 

Align to Page 

V Align to Margin 

y/ Use Alignment Guides 

View Grvdlines 

m Grid Settings... 

Align Objects button 

TEXT WRAPPING 
Text will wrap around inserted clip art in different ways depending upon the 

Text Wrapping choice in use: 

• In Line with Text. Text moves around the picture as if the inserted picture 

were another very large character in a line of text. 

• Square. Text wraps in a square shape around all sides of the image. 

• Tight. Text wraps around the actual shape of the image filling in any white 

space around the picture shape. 

• Through. Text wraps around the actual shape of the image filling in any 

white space around the picture shape similar to but even closer than the 

Tight option. 

• Top and Bottom. Text is placed above and below the image, but never 

beside the image. 

• Behind Text. The image appears behind the text without rearranging the text. 

• In Front of Text. The image appears on top of the text without rearranging 

the text. 

To set text wrapping and visually position a picture: 

1. Click the picture to select it, to display the Layout Options button, and to 

activate the on-demand PICTURE TOOLS, FORMAT tab. 

2. From the PICTURE TOOLS, FORMAT tab. Arrange group, click Wrap 
Text. 

Or: Click the Layout Options button. 

3. Click the desired text wrapping. 

4. Position the mouse pointer over the selected graphic until a 4-headed move 

pointer displays. 

5. Drag the image into position. 

7b position a picture precisely, relative to the document margins: 

1. Click the image to select it, to display the Layout Options button, and to 

activate the on-demand PICTURE TOOLS, FORMAT tab. 

2. From the PICTURE TOOLS, FORMAT tab. Arrange group, click the 

Align Objects button. 

3. Verify that Align to Margin is checked. 

^ If the alignment choices are dimmed, set text wrapping to something 

other than In Line with Text, and try setting alignment again. 

4. Click the desired horizontal alignment—^Align Left, Align Center, or Align 

Right; or click the desired vertical alignment—^Align Top, Align Middle, 

or Align Bottom. 

Or: Drag the picture to the right until a green Alignment Guide line 

appears at a margin, and then release the picture. 
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When an image or WordArt is inserted and you wish to position it at 

a margin or paragraph (left, right, bottom, or top) or at any edge of the 

page, or at the horizontal and/or vertical center of the page, drag the picture 

to the desired position until a green Alignment Guide line appears; then 

release the picture at the desired position. 

f^SERT OESWN 

on»* JeC 

prsctice-dS.doo - Word PICTURE TOOLS 

VIEW FORMAT 

% Bring Fofwstd > If - 

^ ^ % Send B«ckw«rd ♦ 

..tAlUNGS REVIEW 

Border* 

O Picture Effects* ^ 
n Posilton Wrap _ 

Picture Layout* , je^* gtr Selection Pane 

Ti Arrange 

July 13.20- 

When you are planning a vacation to any point on the gtobe,ins 

always important to think about the various choices available to 

you in terms of a resort at your final destination. The variety of 

hotels, locations, and vacation packages can be exciting, but 

overwhelming at the same time. The ultimate objective for 

either type of resort is to provide you and your family or guests 

with the finest quality vacation experience at the lowest prices. 

No matter how long you plan to stay, you won't have to spend a 

single unexpected extra penny while you are there. 

To align this clip art precisely 
at the right margin of the 

document, verify that Align 
to Margin is checked; then 

click Align Right, or drag 
the picture to the right until a 
green Alignment Guide line 

appears at the right margin, 
and then release the picture. 

To rotate and size an image visually: 

1. Click the image to select it. 

2. Click and hold the round rotate arrow as you drag the image in a circle; 

release when the desired rotation is reached. 

3. Position the mouse pointer over any corner sizing handle until the pointer 

changes to a double-sided arrow; drag as desired. 

<Q| Drag on a corner sizing handle, not a handle in the middle, when you 

visually size an image to prevent distortion of the image. Try dragging on a 

middle sizing handle; note the distortion to the picture. 

4. Release the mouse button when the desired size is reached. 

A selected picture has 
top, middle, and bottom 

sizing handles and a round 
rotate arrow above the 

center of the picture. 

Drag the round rotate arrow 
to rotate the image. 

Drag one of the top or 
bottom sizing handles 
to adjust the height. 

Drag one of the middle sizing 
handles to adjust the width. 

Drag one of the corner sizing 
handles to adjust the width 
and height and to maintain 
the original proportions! 

To size an image using exact measurements: 

1. Click the image. 

2. From the PICTURE TOOLS, FORMAT tab. Size group, type the desired 

size in either the Shape Height or Shape Width box to resize the image 

in proportion to the measurement entered in either the Shape Height or 

Shape Width box, and press Enter. 
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To change the overall visual style for a selected image: 

Experiment freely with all the buttons and tools in these groups from the 

PICTURE TOOLS, FORMAT tab—^Adjust, Picture Styles, Arrange, and Size. 
The Live Preview feature is very helpful as you experiment with these tools: 

• In the Picture Styles group, point to any Picture Style button for some 

dramatic results. 

• In the Adjust group, use the Color button to change image colors. 

• In the Arrange group, use the Rotate Objects button to flip your image. 

• In the Size group, click Crop, Crop to “cut” part of your image by dragging 

directly over a crop line in the same way you would use scissors to cut a real 

picture. 

Experiment freely with the Format Picture pane choices. Right-click the selected 

image, click Format Pictme. Click the Fill & Line button, expand FILL and 

LINE and experiment with choices. Click the Effects button; expand SHADOW, 
REFLECTION, GLOW, SOFT EDGES, 3-D FORMAT, 3-D ROTATION, 
and ARTISTIC EFFECTS; and experiment with choices. Click the Layout & 
Properties button, expand TEXT BOX and ALT TEXT, and experiment with 

choices. Click the Picture button; expand PICTURE CORRECTIONS, PIC¬ 
TURE COLOR, and CROP; and experiment with choices. 

To copy any clip art, point to the desired clip art, hold down Ctrl, and drag 

and drop the duplicate clip art into the desired position. 

OBJECT ANCHOR 

A 
Object anchor 

When an object such as clip art is inserted. Word anchors that object to the 

paragraph in which the insertion point was positioned when the object was 

inserted. When Show/Hide H is active and an object is selected, an “object 

anchor” displays in the margin next to the paragraph. The object must have 

text wrapping set to something other than In Line with Text for the anchor to 

The object anchor appears 
in the margin next to the 

paragraph to which the 
object is anchored. 

The object anchor can 
be dragged and dropped 

to any paragraph mark 
on the page. The clip art 
will not move when the 
anchor is repositioned. 

appear. 

© 

VACATIONRESORTSf 

Edna-Freezelj 

Iulyl3,-20-1f 
11 
When-youareplanning-avacationto-anypointontheglobe,-it-is-always- 

importantto-thinkaboutthevarious-choicesavailableto-youintermsofa- 

resortatyourfinaldestination.-Thevarietyof-hotels,-locations,-andvacation- 

packagescan-be-exciting,-butoverwhelmingatthe-same-time.The'ultimate- 

objective-for-either-type-of-resort-is-to-provide-you-and-your-family-or-guests- 

If lines are added above the paragraph with the anchored object, both the para¬ 

graph and its anchored object move down the page. If you delete text and an 

image is unexpectedly deleted, undo the deletion, drag the object anchor, and 

drop it on a paragraph that is not likely to be deleted. 
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Object anchor with 
move handle 

Object anchor being 
dragged 

To anchor an object, such as a text box or picture, to a particular line: 

Display formatting marks by turning on Show/Hide 
Double-click the image (or click the edge of the text box) to select it. 

Note the object anchor in the selection bar area. 

Point slightly to the top right side of the object anchor until you see the 
4-sided move handle. 

Drag and drop the anchor next to the desired paragraph. 

Note that the object anchor symbol is attached to the mouse pointer as you 
drag the anchor into position. 

PRACTICE 

GOTO 
Textbook 

7. 

Note: If a Styles box appears, click the Close button to close it before 
beginning. 

1. Click in front of the first word in the first paragraph. 

2. Insert clip art related to resorts. 

3. Change the wrap style to Square. 
4. Set the image width to exactly 1 inch. 

5. Drag the image to the middle of the first paragraph. 

6. Observe changes as you change the wrap style to In Line with Text, 
then Tight, then Behind Text, then In Front of Text, undoing each 

choice as you go; change the wrap style back to Square. 
Turn on Show/Hide H, and drag the image to the right to position it 

visually at the right margin of the first paragraph—if you stop drag¬ 

ging when you see the green Alignment Guide at the right margin, 

the image will not extend into the right margin or above the line of 
type. 

Position the selected picture exactly at the right margin. {Hint: From 

the PICTURE TOOLS, FORMAT tab. Arrange group, click the 

Align button; verify that Align to Margin is checked; click Align 
Right.) 
If necessary, drag and drop the object anchor in the margin next to 

the first paragraph. The picture position and anchor position should 

look similar to the previous illustration. 

Bold the report subtitle and date; save changes to practice-88, and 

return to GDP. 

8 

10 
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Formal Report Project—D 
o 
C/) 
C/D 
LU 

File—Insert 

Click the arrow next to 
the Object button and not 
the Object button itself to 

display the object menu. 

To insert the contents of a Word document into the current active 
document: 

Inserted files do not need to be converted/upgraded before you insert them. 

1. Position the insertion point where the inserted contents should appear. 

2. From the INSERT tab, in the Text group, click the arrow next to the 

Object button; then click Text firom File. 

n Object... 

Te)ct from File.. 

Symbols 

Insert Text from File 

Insert the text from a file into your 
publication. 

3. Note that the Insert File dialog box opens. 

Your dialog box will differ depending on your computer, your Windows 

version, and your Windows settings. File extensions may or may not appear. 

See your Windows documentation for help with displaying file extensions 

and browsing to files. 

4. Browse to the desired location and file. 

5. Double-click the desired file name to insert the file contents. 

If the desired file does not display, you likely have a file filter in effect. 

Consult your Windows documentation for steps to display All Files (*.*) 

when you are browsing. 

o PRACTICE 

1. Press Ctrl + End, and press Enter 2 times. 

2. Insert the file named practice-89-insert. (Inserted files do not need to 

be converted before insertion.) The last two paragraphs of your docu¬ 

ment should look similar to this: 
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PRACTICE (continued) 

TRA VEL PROTECTION PLANS 

You might also want to consider purchasing some sort of travel protection plan. Anyone who 
has traveled for any length of time knows that travel plans can be interrupted by unexpected 
events ranging from the inconvenient to truly serious. Travel Insurance Associates offers a 
variety of insurance packages with comprehensive benefits to meet the challenges of travel and 
help you enjoy a worry-free trip. When you think about the cost, stop also to think about how 
you would feel If you lost all nonrefundable fees, airfares, and so forth. The cost begins to look 
more and more reasonable. Visit their Web site at www.tia.com forfull details. 

Comprehensive travel protection plans are designed for the travelers who are looking for things 
like trip cancellation and interruption benefits and other coverage benefits such as medical 
expenses, baggage and personal belongings recovery, baggage delay, travel delay, and 
emergency evacuation. 

Note: Keep this document open and continue reading. 

REFER TO 
Word Manual 

L. 49: AutoCorrect— 
Hyperlink 

REFER TO 
Word Manual 

Appendix A: GDP—Word 
Settings, AutoFormat As 
You Type Options 

Bookmarks and Hyperlinks 

A hyperlink is a linked object (usually text or a picture) you click on to jump 

from one place to another. When you type an e-mail or Internet address and 

press the Space Bar, that address is automatically converted to a hyperlink. 

Hyperlinked text is underlined, and the mouse pointer displays as a hand icon 

when you point to it. A manual hyperlink can be created to move quickly from 

the hyperlink to a bookmarked location within a document. First, the electronic 

bookmark, which is the destination of the hyperlink, must be created. 

Q) If hyperlinks are not behaving as expected, see Appendix A, GDP—Word 

Settings, AutoFormat As You Type Options, to verify your Word settings. 

To create a bookmark: 

1. Click at the desired position in the text—this location will become the des¬ 

tination of the hyperlink. 

2. From the INSERT tab. Links group, click Bookmark. 
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3. From the Bookmark dialog box, click in the Bookmark name box; type a 

descriptive, short bookmark name without spaces or hyphens; click Add. 

Click in the Bookmark name 
box, and type the desired 

name without spaces or 
hyphens. The bookmark will 
be inserted where the cursor 

is positioned in the text. 

IP If you type a space or hyphen in a bookmark name, the Add button will 

dim, making it unavailable. Remove the space, and insert an underscore between 

words as a substitute for a space, or use different capitalization to distinguish 

words. 

To move to a bookmark without using a hyperlink, press Ctrl + G; under 

Go to what, click Bookmark; under Enter bookmark name, select the desired 

bookmark, and click Go To, Close. Your insertion point will now be positioned 

at the bookmark. 

To create a text hyperlink to an existing bookmark: 

1. Select the text for the hyperlink. 

2. From the INSERT tab. Links group, click Hyperlink. 
3. From the Insert Hyperlink dialog box, under Link to, click Place in This 

Document. 
4. In the Select a place in this document box, under Bookmarks, click the 

desired bookmark name; click OK. 

Select the text to 
be hyperlinked, click 

Hyperlink, click Place in 
This Document, and click 

the desired bookmark. 

DESIGN PAGE LAYOUT 

i [X/ ^SmartArt 

REFERENCES MAILINGS REV-IW VIEW 

D 
Comment 

^Hypertink 
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Appsfor r'.mt 
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Uustiattons Apps Media Urrtcj Comments 

■Trawl nrntnrtinn frtnnc.arB.flwaHaKIm.en.yrMJ-through TrA\/pl <n«tiiranrr».Accnriatn<.go.that.Yf>it. 
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5. Note that the selected text is converted to a hyperlink. 

6. Click the new hyperlink to move the insertion point to the bookmark. 

If the hyperlinked text does not automatically convert to a hyperlink 

or if you click the hyperlink and a ScreenTip displays telling you to use 

Ctrl + Click to follow a hyperlink, see Appendix A, GDP—Word Settings, 

REFER TO 
Word Manual 

Appendix A; GDP—Word 
Settings, AutoFormat As 
You Type Options 

AutoFormat As You Type Options, to adjust your settings. 

To remove a bookmark: 

1. From the INSERT tab. Links group, click Bookmark. 

2. From the Bookmark dialog box, select the desired bookmark name, and 
click Delete, Close. 

To remove a hyperlink: 

1. Use the directional arrow on the keyboard to position the insertion point 

inside the hyperlinked text. 

2. From the INSERT tab. Links group, click Hyperlink; note that at the 

bottom of the Edit Hyperlink dialog box, the hyperlink address appears in 
the Address box. 

3. Click the Remove Link button to the right of the Address box. 

@1 PRACTICE (continued) 

GOTO 
Textbook 
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Formal Report Project—E 
C/D 

i c/) 

Cover Page—Insert 

You could manually create a cover page for a formal report, but Word includes 

a Cover Page feature that you can use to create a preformatted, professionally 

designed cover page. This feature can retrieve some content from Microsoft; so 

the gallery list may vary. 

To insert a cover page: 

1. Open a blank Word document. 

2. From the INSERT tab. Pages group, click the Cover Page button. 

3. From the gallery of cover pages, click the desired choice. 

Depending upon your choice, a cover page will appear with fields to enter infor¬ 

mation, such as the company name, document title and subtitle, author name, 

year, and company address. You can click inside these fields to display the field 

name, to type the desired information, or to select the field and delete it. 

PRACTICE 

1. From the INSERT tab. Pages group, click the Cover Page button. 

2. Scroll down the gallery list, and click Motion (or another suitable 

choice if Motion is unavailable) to insert that cover page. 

3. Save this document as practice-90. 

4. Note that the various fields have generic text, such as Year and Docu¬ 

ment title, in their respective boxes; click inside the various fields to 

display the field name, such as Year and Title. 

5. Click in the list arrow next to the Year box, and select the current 

date. The current year should appear. 

6. Click in the Title field (the name displayed in the field box is 

Document Title), and type Vacations by Rail. 

7. Double-click in the Author box to select any text that might already 

be entered, and with the text still selected, type Edna Freeze. 

8. Click in the Company box, and type this: 

EuroTravel 

9. Click inside the Date field, point to “Date” at the top of the date box to 

select the entire field, and press Delete to the remove the field entirely. 
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d I PRACTICE (continued) 

GO TO 
Textbook 

10. Select the text in the Author and Company fields, and increase the 
font size to 24 pt. 

11. From the DESIGN tab, Document Formatting group, click Colors; 

under Office, point to Grayscale, noting the change in color in the 

Live Preview; click Grayscale. 

12. Press Ctrl + End to move to the end of the document, and press 

Backspace twice to remove the blank page. Your document should 
look similar to this: 

13. Save changes to practice-90, and return to GDP. 
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Medical Office Documents—B 92 
o 
CO 
c/) 

REFER TO 
Word Manual 

L. 45: Tab Set—Ruler Tabs 
L. 50: Tab Set—Dot 
Leaders 

Table—Tab 

When you press Tab inside a table, the insertion point moves to the next cell and 

automatically selects any text in that cell for possible editing. 

To indent text inside a table with the Tab key: Press Ctrl + Tab to move 

in 0.5-inch increments to the default tab settings, or set custom tabs to indent 

text or to align text in a different way within the same cell. For example, if a row 

includes text aligned at both the left and right cell borders, set a right tab at the 

right cell border; type the left-aligned text; then press Ctrl + Tab to move to the 

right tab; then type the right-aligned text. 

To set custom tabs inside a table: ^J^Taen you set tabs, type all table contents 

first, use AutoFit to adjust the column widths to the contents, and then work 

with the tab settings to indent any text inside the table. 

To insert a blank line above the first line of text in Row 1, space 1 time 

inside Row 1; press Enter and type the desired text on the second line; delete 

the extra space in the first blank line. 

PRACTICE 

Note; Begin by using default tab settings to indent text: 

1. Display the ruler, and turn on Show/Hide H. 

2. In the last line of Row 1, click after the last digit in the telephone num¬ 

ber; then press Ctrl + Tab once. 

3. In Row 2, click after the colon in each line, and press Ctrl + Tab once. 

4. In Column A, replace the ” with the current year (in black). 

5. In the last row, click after “Total Due,” and press Ctrl + Tab once. 

6. Select the table, right-click anywhere in the table, and click AutoFit, 

AutoFit to Contents. 

7. Note the effects of the default tab settings on text alignment: 

• Row 1 has an acceptable amount of white space between the telephone 

and e-mail information. 
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Slide the Left Tab marker 
into position until this 
guideline is positioned 

approximately 1 space after 
the colon following "ZIP." 

Point to the Left Tab marker; 
wait for the ScreenTip; 
then slide the Left Tab 

marker into position. 

PRACTICE (continued) 

• In Row 2, a left tab should be set at approximately 1.5 inches to align 

the information after the colons. 

• In the last row, a right tab should be set at the right margin to adjust 

the spacing after “Total Due.” 

Note: Next, set custom tabs to align text attractively: 

1. Verify that the Left Tab marker to the left of the ruler is displayed. If it 

is not, click the Tab Selection button until it displays. 

2. Scroll up so that Row 2 is positioned just under the ruler, zoom in so 

you can see Row 2 clearly, and select the 3 typed lines in Row 2. 

^ Do not select the row itself, or you will not be able to set tabs using 

the ruler. 

3. On the white part of the ruler, hold the mouse over the 1.5-inch position. 

4. Click, hold, and drag the Left Tab marker into position; use the dot¬ 

ted lines that shoot down over the table to guide you into the desired 

position to align the text after the colon following the longest heading. 

Your screen should look similar to this. 

11 
! 

-fiat^nt: - LisaWeptheringH 

AddressT^ ■~40ia:yorth-UnionStreet1] 

City,State,-and-ZIP: -»$hawnee,OK748011| 

n 3 
3 

tt 

5. Release the mouse to set the custom left tab. Row 2 and the tab settings 

should look similar to those in the next step. 

6. If the custom left tab is set incorrectly, with the lines still selected, 

point carefully to the Left Tab marker until the “Left Tab” ScreenTip 

appears; then drag the marker. (Waiting for the ScreenTip assures you 

that you are not going to set a new tab accidentally.) 

^ ’ ■ • ’ * : 

^ a 

11 
Patient: -* Lisa-WeatheringH 

Address: -* 4010NorthUnionStreet11 

City,-State,-and-ZIP: - Shawnee, OK748011l 

H 

7. Click in the last row, and click the Tab Selection button until the 

Right Tab marker appears. 
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L. 80; 

REFER TO 
Word Manual 

Table—Styles 

PRACTICE (continued) 

8. On the white part of the ruler, point to the 3.5-inch position; click, 

hold, and drag the Right Tab marker into position until it stops at the 

right table border. The right tab setting should look similar to this just 

before you release it: 

Total-Due - $379.48H 

9. Note that after you release the right tab setting, the last row should be 

right-aligned and look similar to this. 

Total-Due $379.48®^^ 
--J.Rioh Right Tab[ 

Note: Next, apply a table style to format the table attractively and 

improve readability: 

1. From the TABLE TOOLS, DESIGN tab. Table Style Options group, 

check only Header Row, Total Row, and Banded Columns. 

O If a table includes a bottom row with a total line, that row should 

be formatted differently to improve readability and comprehension. 

Under Table Style Options, check Total Row to format the last row in 
a unique way. 

2. From the TABLE TOOLS, DESIGN tab. Table Styles group, click 

the More list arrow; and apply the List Table 4-Accent 1 style (or any 

desired style) to this table. {Hint: List Table 4-Accent 1 is positioned in 

the fourth row from the bottom in the Style gallery. Column B.) 

3. Center the table horizontally. 

4. If necessary, remove any bolding in Row 1 from all typed lines except 

the first two; bold the last row if necessary. 
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Note the Table Style 
Options that were used 

to design this table. 

Note the List Table 4- 
Accent 1 style appears 
in the Table Styles box 
after it has been applied. 

GO TO 
Textbook 
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i Legal Office Documents—C 98 

Line Numbering 

Use Word’s Line Numbering command to number lines in legal documents for 

ease of reference in a court of law. Line numbers can be positioned, formatted, 

and turned on or off as needed and restarted within a document. Word can add 

line numbers to every line in the document and also restart line numbering on 
each page. 

To begin line numbering: 

Position the insertion point at the start of the page where you want line 

numbering to begin. 

Change the Zoom level to Page width so that you will be able to see the 

line numbering in the space between the left edge of the page and the left 
margin. 

From the PAGE LAYOUT tab. Page Setup group, click the Line Num¬ 

bers button. Line Numbering Options. 

From the Page Setup dialog box, click the Layout tab. 

From the bottom of the Layout tab, click the Line Numbers button to 

display the Line Numbers dialog box. 

Check Add line numbering, and click OK twice. 

Check Add line numbering. 

REFER TO 
Word Manual 

L. 24: Zoom 

1. 

2. 

4. 

5. 

6. 
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PRACTICE 

GO TO 
Textbook 
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i Using Correspondence 
I Templates 

Templates—Correspondence 

When you create a new document, Word automatically uses its default tem¬ 

plate, also known as the normal Style Set template. Default margins, tabs, 

line spacing, and other settings are defined by the settings embedded in this 

template. You can also create a document by opening one of Word’s predefined 

correspondence templates that includes formatted content, such as a memo or 
letter template. 

REFER TO 
Word Manual 

L. 102; Templates—Report 

To download and use a memo template outside of GDP: 

1. Go online; then from the FILE tab, click New. 

2. In the Search for online templates box, type “memo” and press Enter to 

display a list of available memo templates. 

^ The list of available templates is Web-based content retrieved from 

Microsoft that may vary or become unavailable. Therefore, at the start of 

any template job, GDP will automatically open a preselected memo or 

report template with an assigned name ready for input. In GDP, follow 

steps 6-10 in this section to use a memo template. In the workplace, follow 

the steps 1-5 in this section to download a memo template and steps 6-10 

to use it. The differences in the template gallery choices are not cause for 

concern—the concepts and procedures to use a template are comparable 
regardless of the chosen template. 

In the Search for online 

templates box, type 
"memo" and press Enter. 

To change template 
categories, click the 

desired category under 
the Category pane. 

New 

_ fS Home nwno 

I*mMnn 

AdmmtniMion 

Cwd 

Grey 

Inventorv Menegement 

InvCKe 

Note Ce<d 

Ofwitsbon 
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3. From the list of memo templates, click the desired memo template. 

4. Note the preview in the pop-up window that opens; close the window when 

you’re finished examining the template or go to step 5 if you wish to down¬ 

load the template. 

Click the desired memo 
template to open a preview 

of it in a pop-up window; 
click the left and right arrows 

to preview other templates 
in the selected category. 

Click Create to download and 
open the template in Word. 

(8 Votes) 

Interoffice Memo 

(Professional design) 
Piovidedby. Microsoft Corporation 

Ihe clean format of this memo template makes it 

rriii III I iliillll iii,|ii niiTTri yniirTrim or 

department. — 

Download sue 22 K6 

Rating; -k it if f: ii 

Q 
Create 

5. Click Create to download and open a copy of the template in Word with a 

generic file name. 

To reformat the template using a different style set, from the DESIGN 

tab. Document Formatting group, click the desired style, color, and font set. 

& The fonts used in the template downloaded via GDP may vary from 

illustrations in this lesson. Any differences in fonts are not cause for concern. 

The concepts and procedures to use a template are comparable regardless of 

the font. 

Click any placeholder to select 
the temporary placeholder text 

in brackets, and begin typing 
to replace it automatically 

with your own text. 

Read and follow any directions 
included with the template. 

The body style of many 
templates often inserts extra 

space between paragraphs. 
In general, press Enter only 
once between paragraphs. 

Iffi B *>• O = 

HOME INSERT DESIGN 

practice-101.dooi • Word 

PAGE LAYOUT REFERENCES MAIUNGS REVIEW 

? tE - a X 
VIEW Your Name ’ 

Memorandum 

■“[Click here and type name) 

cc: [Otck here and type name] 

From [Click here and type name] 

DM* 1/28/2013 

R* [Click here and type subject] 

* How to Use This Memo Template 
Select text you would like to replace, and type your memo. Use styles such as 

Heading 1-3 and Body Text In the Style control on the Formatting toolbar. 

To delete the background elements—such as the circle, rectangles, or return 

address frames, dick on the boundary border to highlight the “handles.” and press 

Delete. To replace the picture (n this template with a different one, first dick on the 

picture. Then, on the Insert menu, point to Picture, and click From File. Locate the 

folder that contains the picture you want to insert, then doubie-dick the picture. 

To save changes to this template for future use, on the File menu, click Save As. In 

the Save Type box, choose Document Template (the filename extensions should 

change from -doc to .dot) and save the template. Next time you want to use the 

updated template, on the FHe menu, click New. in the New Document task pane, 

under Templates, dick Qu my computer. In the Templates dialog, your updated 

template will appear on the General tab- 
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6. Read the instructions on the template, and follow any that apply. 

7. Click any desired placeholder text in brackets to select it. 

The date placeholder may change dynamically to display the current 

date. Therefore, the dates in the template illustrations might vary from 

those you will see when the template opens. 

8. With the text still selected, type any desired replacement text. 

9. Select and delete any parts of the template text you don’t want to use. 

10. Save the document as you normally would. 

©I PRACTICE 

1. Note that the memo template shown in the previous illustration 

opens automatically ready for input with an assigned name in the title 

bar. Turn on Show/Hide H to see formatting marks. 

2. Click the placeholder text after “To” to select it; with the placeholder 

text still selected, type Helen Lalin as the recipient’s name. 

3. Click the placeholder text after “CC” to select it; with the placeholder 

text still selected, type Jose Limon as the copy recipient’s name. 

4. Click the placeholder text after “From” to select it; with the placeholder 

text still selected, type Shannon Newsome as the sender’s name. 

5. Click the placeholder text after “Date” to select it. 

6. Drag across the date field from the start to the end, delete it, and type 
this: 

February 14, 20-- 

7. Click the placeholder text after “Re” to select it; with the placeholder 

text still selected, type this: 

Luncheon Invitation 

8. Select the body of the memo from the first bold line of the memo tem¬ 

plate instructions to the end of the last paragraph of instructions. Your 

selected text should look like this: 

162 Lesson 101 • Using Correspondence Templates 



PRACTICE (continued) 

Re: -» Luncheondnvitatlonll 

Howto-Use‘Thls*Memo-Temp!ate1[ 
Select-text ■youwouldliketoreplace.-and-type-YOur-memo.Use-styles-such-as- 

Heading-l-a-and-Body-Text-in-theStyle-control-on-the-Formattingtoolbar.H 

To-deiete-the-background-elements—such•a5•the•c^rcle,•rectangles,■o^-retum■ 
address■trames,■click•on•the■boundary•border■to•highlight■the-"handles,"•and•p^ess• 

Delete.-To-replacethepicture-inthi5teinplate-witha-different-one,-first-clk:k-onthe- 

picture.-fhen,-on-the-lnsert-menu,point to-Pieture.-and-click-From-File.-Ujcate-the- 

folderthat-contains-the-picture-you-wantto-insert/then-double-click-the-picture.'J 

To-savechangesto-thistemplate-for-futu re-use,-on-the-File-menu,-dick-Save-As.-ln- 

the-Save-As-Type-box,-choose-Document-Template-(the-filenameextensions-should- 

change-fronn-.doc-to-.dot)-and-save-the-template.-Next-time-you-want-to-use-the- 

updated-temp!ate,-on-th€-File-menu,-dick-New.-ln-the-New-Document-task-pane,- 

under-Templates,-dick-On-my-computer.-ln-the-Templates-dialog,-your-updated- 

template-wlll-appear-on-the-General-tab.l 

H 

9. With the instructions still selected, type this paragraph: 

I will be happy to attend the luncheon meeting of 

the Purchasing Managers' Association with you next 

Tuesday at the Friar's Club. Since I'll be at a 

workshop until 11:15 that morning, I'll meet you 

in their lobby at 12:15 p.m. 

iQl If you delete the selected instructions instead of typing in the 

replacement text while the instructions are still selected, you will likely 

delete the embedded paragraph styles. If you make this mistake, click 

Undo to reverse your actions and try again. 

10. Press Enter 1 time; note that an extra blank line is inserted 

automatically. 

01 If a blank line is not inserted, press Enter as needed to insert 1 

blank line between paragraphs. 

11. Type this as the final paragraph: 

Thanks for thinking of me. 
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^ I PRACTICE (continued) 

12. Press Enter 1 time, and type your reference initials. Turn off 

Show/Hide tf. Your document should look similar to this: 

Memorandum 

To: Helen Uite 

CC: Jo$eUmon 

From: Sh8ni>on Newsome 

Oatt: FebfU8fVl4,20- 

R#: Luncheon ln\rft«tion 

I will be happvtodttefxJ the luncheon meeting of the Purchasing Managers' 

Association with you next Tuesday at thegds^ Oub. Since I'll be at a workshop 

until 11:15 that morning. I'll meet you In their lobby at 12:15 p.m. 

Thanks for thinking of me. 

UCL 

1 

GOTO 
Textbook 

13. Save changes to practice-101, and return 
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Using Report Templates 

Templates—Report 

REFER TO 
Word Manual 

L. 101: Templates— 
Correspondence 

To download and use a report template outside of GDP: 

^ The list of available templates is Web-based content retrieved from Microsoft 

that may vary or become unavailable. The differences in the template gallery 

choices are not cause for concern—the concepts and procedures to use a tem¬ 

plate are comparable regardless of the chosen template. Therefore, at the start of 

any template job, GDP will automatically open a preselected memo or report 

template with an assigned name ready for input. In GDP, follow steps 6-10 in 

this section to use a report template. In the workplace, follow the steps 1-5 in 

this section to download a report template and steps 6-10 to use it. 

1. From the FILE tab, click New. 

2. In the Search for online templates box, type “report” and press Enter; 

from the Category pane, click the desired report category, such as Project, 

to display a list of available report templates. 

3. From the list of report templates, click the desired report template. 

4. Note the preview in the pop-up window that opens; click More Images to 

preview each page in a multipage template; close the window to exit or go 

to step 5 if you wish to download the template. 

In the Search for online 
templates box, type 

"report" and press Enter. 

Click the desired category 
under the Category 

pane, such as Project. 

Click the desired 
template, such as 

Project Communication 
plan, to preview it. 

Lesson 102 • Using Report Templates 165 



5. Click Create to download and open a copy of the template in Word with 
a generic file name in the title bar. 

T^he fonts used in the template downloaded via GDP may vary from 

illustrations in this lesson. Such font differences are not cause for concern. 

To reformat the template using a different style set, from the DESIGN tab, 

Document Formatting group, click the desired style, color, and font set. 

6. Read the instructions on the template and follow any that apply. 

7. Click any desired placeholder text in brackets to select it. 

8. With the text still selected, type any desired replacement text. 

9. Select and delete any parts of the template text you don’t want to use. 

10. Save the document as you normally would. 

PRACTICE 

1. Note that the report template shown next opens automatically ready for 

input with an assigned name in the title bar. Turn on Show/Hide H- 

2. On the first line of the first page, select the company name “Trev 
Research.” 

3. With the name still selected, type this new company name: 

Digital Media Associates 

In this step or those that follow, if you delete the selected text rather 

than typing in the replacement text while the original text is still selected, 

the embedded paragraph styles will also be deleted. If you make this mis¬ 

take, click Undo to reverse your actions, and try again. 
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PRACTICE (continued) 

4. On the second line of the first page, click over the “Address” place¬ 

holder to select it—the selected placeholder should look like this: 

•^Pigitahjyiedia'Associates^ 
4/ ^ 

5. With the placeholder text still selected, type these lines—remember to 

press Enter after the street address; then click outside of the text box 

when you are finished. 

4066 Main Avenue 

Orlando, Florida 32806 

6. On the first page, select both lines of the title “FilmWatch Division 

Marketing Plan.” 

jQl Although the Address placeholder also appears highlighted, it will 

not be deleted when you type the new title. 

7. With both lines of the title still selected, type this new title: 

Business Solutions 

8. Select all lines of the subtitle “Trey’s Best Opportunity to Dominate 

Market Research for the Film Industry.” 

9. With the subtitle lines still selected, type this new subtitle: 

Digital Media Products 

The first page of your unfinished report should look similar to this: 

10. Move to the top of the second page of the template, select both lines of 

the title “FilmWatch Division Marketing Plan,” and type this new title: 

Business Solutions 

11. Select the subtitle “Trey’s Best Opportunity to Dominate Market 

Research for the Film Industry,” and type this new subtitle: 

Digital Media Products 
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PRACTICE (continued) 

GO TO 
Textbook 

12. Click in front of the second paragraph under the first heading that 

begins with This report.. hold down Ctrl + Shift + End to 
select all remaining text in the template; press Delete. 

13. Triple click inside the remaining paragraph to select it; press Ctrl + C 

to copy it, click immediately in front of the side heading **How to Use 

This Report Template, and press Ctrl + V to paste the paragraph. 
14. Select the first newly pasted paragraph, and type this: 

Digital Media Associates specializes in e-cotnmerce 
and e-learning solutions. We are committed to 

designing, developing, and marketing the world's 
best digital media products. 

15. Select the side heading How to Use This Report Template”; with the 

heading still selected, type E-Cornimerce Solutions as the new 
side heading. 

16. Select the first paragraph below the new side heading; with the para¬ 
graph still selected, type this: 

Our e-commerce solutions make buying and selling 

of goods and services on the Internet simple 
and cost effective. We deliver integrated, 

customizable online shopping cart solutions for 
companies of all sizes. 

17. The last page of your finished report should look similar to this: 

Business'SolutionsU 
Digitsf' Media * Products f 

Oiytal- AssoD^e- spe6«Jtes- in-e-comwefce- antJ’ e^wnfn9- j^utiare.- ttVar*- 

csFTfrJttefl' OMioping/ anO-frori«t.ng- Best tfo'W- 

- E-Commerce* Solutions^ 
Our e^ommerte- ttiiXiCrs- mflke-ftjying' teC- s«Mtrtg- cT-geeias- etS- sen^- w the- 

Kemst- anfl e«t-^ecOv«.- dtfw rftegreted.- eustarriia&l* a<tne- shc^png- 
cart'sctgCiont' for-earpenie*- af-«n-srzcs.1 

Q The remaining paragraphs and headings in the report template would 
be completed in a similar manner—select existing side headings and 

paragraphs; then copy, paste, and edit them as needed. If a Paste Options 

box appears, click Keep Source Formatting, Merge Formatting, or Keep 
Text Only so that the pasted text will take on the template’s styles. 

18. Save changes to practice-102, and return to GDP. 
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Designing Letterheads 

Text Boxes .. 

Text inside a text box can be formatted, the borders and fill can be changed, and 

the box can be positioned and sized freely. 

^ The Shape Styles gallery varies slightly in upgraded files. Such differences 

are not cause for concern as they do not affect Word s functionality. Because the 

textbook illustrations depict Word 2007 documents, the appearance of any text 

box fills and borders will differ slightly. Such differences are not cause for con¬ 

cern. Use a comparable style when choosing a Shape Style. 

7b insert a text box: 

1. Change the zoom to Page Width. 

2. From the INSERT tab. Text group, click the Text Box button; then click 

the Draw Text Box button at the bottom of the list. 

- 3. Position the cross hair pointer where you want the text box to appear; then 

"ll drag to insert the text box. 
Cross hair pointer Note that an on-demand DRAWING TOOLS tab with a FORMAT tab 

below it appears when you insert or select a text box. 

Lesson 103 • Designing Letterheads 169 



gi B *5 - O = 

On-demand DRAWING- 
TOOLS, FORMAT tab 

iid' ■-.aoa jEi- 

Inwit snipes 

S00- 
Shipc Styles 

^ShtpefOl- H*T«tOtrertion' pj m ^Bringfp^ird- . 

SshepeOuthne- ifc' GJAfignTed- Send- .1-d 

OShipeEffWi* SdechonPine 'I- 

fi W*»dM Stjlei r. Tert Afring ^ 

To size a text box: 

Resize pointer (text box) 

1. Display the ruler, and click on the outside border of the text box to select 

it—the text box outline should appear solid. 

2. Position the mouse pointer on a sizing handle until the pointer changes to 

^ resize pointer; then drag to size the box using the rulers to help 
you visually size the text box. 

3. Repeat this step for all sides of the box. 

Or With the text box still selected, from the DRAWING TOOLS, FORMAT tab. 

Size group, enter exact measurements in the Shape Height and Shape Width boxes. 

X 

A selected text box 
displays a solid outline with 

square sizing handles. 

Refer to the white section of the displayed rulers to draw a text box to 
an approximate size, and use the Height and Width size boxes to set 

>.^ct measurements. This text box is 1 inch high and 7.8 inches wide. 

HOME INSERT 

A?* 

DE3GN PAGE LAYOUT 

p \ \ noizi 
;Al-"Ur0>O(3P 

Intert Shapes 

Word 

Abt Abe Si Shap 

—i''- O Shape Effects 

DRAWING TOOLS 

REVIEW VIEV; FORMAT 

Text Directionl.f^j 

Align Text-' 

Link 

Shape Styles 

Bring Forward 

Send Backward ' 
Position Wrap 

» Text-' Pane 

Arrange 

? ® - n 
Your Name ^ 

O/iD 1 ^; 

Z i 

Si2« fi 

To enter or edit text inside a text box: 

1. Click inside the text box to enter text—dotted lines appear outside the solid 

Dotted lines appear ^..^__^^text box Outline, and the insertion point and I-beam cursor are visible, 
outside the solid 
text box outline. 

Insertion point 

I-beam cursor 

Move pointer 

2. Type and format the desired text inside the box, and drag on the bottom 
border to display any hidden text. 

To visually position the text box: 

1. Change the Zoom level to Page width. 

2. Click on the outside border of the text box to select it—the text box outline 
should appear solid. 

3. Position the mouse pointer on any edge of the text box until the pointer 

changes to a 4-headed move pointer; then drag the text box to position it. 

Note that an outline of the box appears as you drag the text box. 
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REFER TO 
Word Manual 

L. 88: Clip Art—Insert, 
Text Wrapping 

If you lose sight of the desired text box, change the Zoom level to Page 
width or click the Zoom Out or Zoom In button or drag the Zoom slider. 

Or: Select the text box, and use the directional arrows to position the box. 

To precisely position a text box relative to the document margins: 

1. Double-click the border of the text box to select it and to activate the on- 

demand DRAWING TOOLS tab and FORMAT tab. 

2. From the FORMAT tab. Arrange group, click the Align Objects button. 

3. Verify that Align to Margin and Use Alignment Guides are checked. 

4. Click the desired horizontal alignment—^Align Left, Align Center, or Align 
Right; or click the desired vertical alignment—^Align Top, Align Middle, 
or Align Bottom. 

Or: Drag the text box up, down, left, or right until a green Alignment Guide 
line appears at a margin, at the center of the page, or at a page edge; then 

release the text box. 

If you are using clip art, insert it before you change the text box outline, shape, 

line style, and fill. In this way, you can coordinate text box settings described 

next with the clip art to create a unified, attractive design. 

To change the text box shape in a selected text box: 

Edit Shape button 

1. Under the DRAWING TOOLS tab, click the FORMAT tab. 

2. Under the Text Box Styles group, click the Edit Shape button and click 

the desired shape. 

To remove the border, under DRAWING TOOLS, FORMAT tab. 

Shape Styles group, click Shape Outline, No Outline. 

This text box Shape Outline 
is set to Rounded Rectangle. 

To change the text box fill and shape outline in a selected text box: 

1. Under the DRAWING TOOLS tab, click the FORMAT tab. 

2. Under the Shape Styles group, click the Shape Fill button and click the 

desired fill color, picture, gradient, texture, and pattern—experiment freely 

with all choices. 
3. Under the Shape Styles group, click the Shape Outline button and click the 

desired color, weight, dashes, and so forth—experiment freely with all choices. 
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To apply a compound line style, click inside the text box; from the 

DRAWING TOOLS, FORMAT tab. Shape Styles group, click the Shape 
Outline list arrow; click Dashes, More Lines; from the Format Shape pane 

under SHAPE OPTIONS, LINE, click the Compound type list arrow; 

choose the desired type; click the Width list arrow, and choose the desired 

line width—increase the width (usually a minimum of 3 pts.) until the 

compound outline appears as desired around the selected text box; click 
Color and choose the desired color. 

4. Under the Shape Styles group, click the Shape Effects button—experiment 
freely with all choices. 

To make the text box fill transparent, from the Shape Styles group, Shane 
FiU, click No Fill. ^ F 

To change the overall visual text box style in a selected text box: Under 

TEXT BOX TOOLS, FORMAT tab. Shape Styles group, click the More list 

arrow at the right of the gallery of styles; point to one of the predefined styles, note 

the Live Preview, and click the desired style. Use Undo to reverse any choices. 

To change the overall design of the entire document including any 

text boxes within it: From the DESIGN tab, in the Document Formatting 
group, click the Colors, Fonts, or Effects button as desired; point to the various 

choices; and watch the Live Preview. Click any desired choices. 

This Text Box Style is 
set to Subtle Effect— 

Orange, Accent 6. 

I ffl a *5 • o 
HOME 

:E1\S.IZ]0D 
A-L-uc>-&or.lE 

i** ( 1 \i*i 
1 mm 

Insert Shapes Shape Sfytei 

'■ § Subtle Effect • Onnge. Accent 6 i 

FORMAT 

ptactice-103.docx • Word DRAWING TOOLS 

^GE LAYOUT REFERENCES MAILINGS REVIEW VIEW 

^ Shape Fill • ^ 

^ Shape Outline* ^ 

O Shape Effects 

? ffl . 

VourName • 

QukIc 
Styles * « * 

i WofdArt Sijlet 

lllj Twt Directieiv* 

[^Align Tert* 

OD Create Link 

Tert 

1^1 % Onng Forward 

% Send Backward * z. ‘ 
Position Wrap 

* Tert - ob Selection Pane Ti 

Arrange 

n X 

n • 

CaliforniaAquaSportsT 
759WllshlreBoulevBrd-»-LosAn*eles,CA40017"*-323-555-172X-«-«ww.calaquasport5.comJ 

BEFORE beginning 
work, ALWAYS convert 
(upgrade) any Word file 
opened in [Compatibility 
Mode]! From the FILE tab. 
Info, click Convert, OK. 

PRACTICE 

1. Turn on Show/Hide H, and display the ruler. 

2. Change the top, left, and right margins to 0.3 inch. 

^ The printable area varies with each printer. If you see a message 

about margins being outside the printable area of the page, click Fix to 

accept the new margins. Your finished job will looks slightly different 

from the illustration, but this is not cause for concern. 

3. Insert a text box at the top of the page 1 inch high and 7.8 inches wide. 
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REFER TO 
Word Manual 

L. 49: AutoCorrect— 
Hyperlink 

REFER TO 
Word Manual 

L. 88: Clip Art—Insert, Text 
Wrapping 

PRACTICE (continued) 

To determine the printable area for your printer, from the PAGE 

LAYOUT tab, Page Setup group, click Margins, Custom Margins (at 

the very bottom of the drop down pane); from the Page Setup dialog box 

set all margins to 0; click OK, Fix; note the settings in the Page Setup dia¬ 

log box. Margins tab. Top, Left, Bottom, and Right boxes; click Cancel. 

4. Position the text box relative to the margins by aligning it horizontally at 

the center and vertically at the top. {Hint. From the DRAWING TOOLS, 

FORMAT tab. Arrange group, click the Align Objects button; verify 

that Align to Margin is checked; click Align Center and Align Top.) 

5. Click inside the text box, and change the text alignment to right. 

6. Change to Calibri 24 pt. Bold; then type this: 

California Aqua Sports 

7. Press Enter 1 time, and change to Calibri 11 pt. Bold. 

8. Press Enter 1 time, and type this: 

759 Wilshire Boulevard 

9. Press the Space Bar 2 times, insert a diamond-shaped Wingding sym¬ 

bol, and press the Space Bar 2 times. {Hint-. From the INSERT tab. 

Symbols group, click Symbol, More Symbols; from the Symbols tab. 

Font box, select Wingdings; scroll down about 6 rows until you see the 

first, smallest diamond-shaped symbol numbered as Wingdings: 115 

(the Wingding number displays when you click the desired Wingding 

under the row of Recently used symbols); click it, and click Insert.) 

10. Drag the Symbol window over so you can type; then type this infor¬ 

mation in one continuous line inserting the 2 spaces, the Wingdings 

symbol, and 2 spaces between each one: 

Los Angeles, CA 90017 

323-555-1721 

WWW.calaquasports.com 

11. If necessary, remove any active hyperlinks from the URL. (The hyper¬ 

link style often clashes with the design.) 

12. Click outside the text box to close it. 

13. Insert clip art (also known as online pictures) related to sailing or 

water sports, and change the wrap style to In Front of Text. 

14. Drag the clip art to the lower left side on top of the text box as shown 

in the preceding illustration. 

15. Set the width of the clip art to approximately 1 inch. 

16. Change the text box shape to Rounded Rectangle. 

17. Change the text box style and font color to coordinate with the clip art. 

18. Click anywhere inside the first line of text. 
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I PRACTICE (continued) 

19. From the HOME tab, Paragraph group, click the arrow next to the 

Borders button, and click Borders and Shading. 

20. From the Borders and Shading dialog box. Borders tab. Color box, 

select a color that coordinates with the font and clip art. 

21. Under Preview, click on the Bottom Border button (second button to 

the left of the diagram) to apply a bottom border to the diagram, or click 

on the bottom of the diagram directly to apply a bottom border; click OK. 

22. Save changes to practice-103. 

Note: Keep this document open and continue reading. 

Font—Small Caps 
You can vary the appearance of text by changing the font to small caps. Com¬ 

pare the normal text with text typed in small caps: 

Normal Small Caps 

ALL CAPS ALL CAPS 

Initial Caps Initial Caps 

lowercase lowercase 

To apply small caps: 

1. Position the insertion point where you want to begin using small caps, or 

select the text you want to change. 

2. From the HOME tab, click the Font Dialog Box Launcher; from the Font 

dialog box. Font tab. Effects, check Small caps; click OK. 

Or: Press Ctrl + Shift + K. 

0 PRACTICE (continued) 

1. Select the first line of text in the text box, and apply small caps. Your 

document should look similar to this: 

California Aqua Sports 

759 Wlishire Boutevntd • lo5 Angeles, EA 90017 • 323-555-1721 > wwvv.cetequaspom.com 

GO TO Q 2. Save changes to practice-103, and return to GDP. 
Textbook 
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Designing Notepads 104 

Print Options 

To print: From the FILE tab, click Print to view the Print pane with print 

options. 

Or: Press Ctrl + P to go directly to the Print pane. 

The Print pane allows you to set the desired number of copies, select a printer, 

and adjust other settings. Clicking the FILE tab. Print, Print button sends all 

pages of the document directly to the default printer. The document preview 

in the right pane allows you to see how your document will look when printed. 

For easier access to printing options, you can add the Quick Print and Print 

Preview and Print buttons to the Quick Access toolbar. Click the list arrow to 

the right of the Quick Access toolbar, and click any desired choices to add that 

button to the Quick Access toolbar. 

You can print specific pages, all pages, or use a specific paper size. For example, 

if you have created a 4-page document, such as the notepad illustrated on 

page 177, and you wanted all 4 pages to print on one sheet of paper, under 

Settings (the last option), select 4 Pages Per Sheet, and click Print. The 4 pages 

will be automatically scaled down and reduced to fit on the selected paper size. 
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To access print options: 

1. From the FILE tab, click Print. 

Or; Press Ctrl + P. 

2. Under Settings (the last option), select 4 Pages Per Sheet, and click Print. 

If your pictures or text boxes wont print, you may need to adjust your print 

settings. Click the FILE tab. Options; from the ^?tk)rd Options left pane, click 

Display; under Printing options, check Print drawings created in Word 
click OK. 

PRACTICE 

' Always check with your instructor before printing. 

1. Display formatting marks by turning on Show/Hide H. 

2. Change to a whole-page view, click outside any objects, and select the 

entire document by pressing Ctrl + A. 

3. Copy the entire document by pressing Ctrl + C. 

4. Move to the end of the document by pressing Ctrl + End. 

5. Insert 3 manual page breaks by pressing Ctrl + Enter 3 times to cre¬ 
ate 3 additional blank pages. 

6. Use Ctrl + V to paste the copied document into each of the 3 newly 

created pages: Click in the fourth page and paste; click just before the 

Page Break formatting code on the third page, and paste; click just 

before the Page Break formatting code on the second page, and paste. 

7. Change the zoom level until you can see all 4 pages, and note that all 
4 pages are identical. 

8. Use the print option to print 4 pages per sheet on 8.5- by 11-inch paper. 

This illustration represents practice-104 after using the Print option, 

4 Pages Per Sheet, which causes all 4 pages to print on a single page. 
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PRACTICE (continued) 

GOTO 
Textbook 

9. Save changes to practice-104, and return to GDP. 
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Designing Cover Pages 106 
o 
CO I 
CO ' 

WordArt 

WordArt is a drawing tool used to create text with special effects. A WordArt 

object can be formatted, rotated, realigned, and stretched to predefined shapes. 

The color and fill of the WordArt object can be changed. If your design includes 

clip art or a photograph, use the colors as inspiration for the colors and design 

of the WordArt object. ^ 

'9* The WordArt Styles and text effects vary slightly in upgraded files and ^ 

vary from those available in earlier Word versions. Because the illustrations 

in your textbook show Word 2007 WordArt choices, the appearance of the 

shape, fill, and outline of WordArt will differ slightly. Such differences are not ( 

cause for concern as they do not affect Word’s functionality. Use comparable ^ 

choices when making selecrions for WordArt in Word 2013. 

To insert and format WordArt: 

1. From the INSERT tab. Text group, click the Insert WordArt button; then 

click the desired style from the WordArt gallery. 

WordArt button 

WordArt gallery 

^ Quick Parts* 

^ WordArt* 

^ Signature Line * 

^ Date 8d Time 

7Z Equation * 

fi Symbol * 

A A A A ^ 

A A A A A 

A Gradient Fiii - Purple. Accent4, Outline-Accent4 

f 

2, Note that a WordArt object appears in the document with highligh ted text, 

and an on-demand DRAWING TOOLS tab appears with a FORMAT tab 

below it. 

On-demand DRAWING TOOLS tab 
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3. With the generic text still highlighted, type the desired text, and click the 

Layout Options button to change text wrapping as needed. 

4. With the desired text selected, point to the top part of the selected text 

until the brightened Mini Font toolbar appears; then click the Grow Font 

button as desired and make any other desired font choices. 

d When you click inside a WordArt object, note that the appearance of the 

text can change. When you click outside the WordArt object, the text represents 

its final stylized appearance. 

From the DRAWING TOOLS, FORMAT tab, click on the various tools, and 

experiment freely with these features: 

1. In the WordArt Styles group, click the Quick Styles button to view other 

gallery styles; point to each style, look at the Live Preview, then click the 

desired style to change it. 

2. In the WordArt Styles group, click the Text Fill, Text Outline, and Text 

Effects buttons to change fills, outlines, and effects. Under Text Effects, click 

Transform to display a gallery of shapes. Point to a shape to display the shape 

name. Look at the Live Preview as you point; then click the desired choice. 

3. From the Shape Styles group, click the More list arrow to display the style 

gallery; point to different styles and note the effect. 

4. From the Shape Styles group, experiment with Shape Fill, Shape Outline, 

and Shape Effects buttons. 

Or: From the DRAWING TOOLS, FORMAT tab, WordArt Styles group, 

click the Dialog Box Launcher to display the Format Shape pane. With the 

WordArt selected, click on the various options: 

1. Click SHAPE OPTIONS, hold your mouse over each button below to dis¬ 

play a ScreenTip, and experiment with these buttons and their submenus: 

Fill & Line, Effects, Layout & Properties, and Picture. 

2. Click TEXT OPTIONS, hold your mouse over each button below to dis¬ 

play a ScreenTip, and experiment with these buttons and their submenus: 

Text Fill & Oudine, Text Effects, and Layout & Properties. 

To edit WordArt text: Click inside the text box, and edit the text as desired. 

To align WordArt: Select the WordAi-t object; from the DRAWING TOOLS, 

FORMAT tab. Text group, click the Position button; click the desired position. 

Or: Drag the WordArt up, down, left, or right until a green Alignment Guide 

line appears at a margin, at the center of the page, or at a page edge; then 

release the object. 
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To display a WordArt Quick Styles gallery name: 

1. From the DRAWING TOOLS, FORMAT tab, WordArt Styles group, 

click the Quick Styles button. 

2. Point to a style, and pause until the ScreenTip displays the style name. 

PRACTICE 

BEFORE beginning 
work, ALWAYS convert 
(upgrade) any Word file 
opened in [Compatibility 
Mode]! From the 
FILE tab. Info, click 
Convert, OK. 

Initial WordArt Style: 

Fill-Black, Text 1, Shadow 

Edited WordArt Style: 

Text Fill & Outline, Text 
Fill; Solid fill; Color Orange, 

Accent 6, Darker 25% 

Text Fill & Outline, Text 
Outline: Solid line 

Text Effects: Shadow, 
Presets, Outer, Offset Top 

Text Effects; Transform, 
Warp, Inflate and 

Inflate Bottom 

Ariel Rounded MT Bold, 72 

GOTO 
Textbook 

1. Display formatting marks by turning on Show/Hide H. 

2. From the INSERT tab. Text group, click the WordArt button; then 

click the desired style from the WordArt gallery for the new WordArt. 

3. Type “Employee” as the WordArt. 

4. Make any desired font changes in the WordArt object. 

Experiment with all features from the DRAWING TOOLS, 

FORMAT tab and from the Format Shape pane until you achieve the 

desired result. 

Drag the WordArt object to the top of the page until it is positioned 

and has a transformed shape approximately as shown in the next illus¬ 

tration; align the WordArt object horizontally at the center. 

7. Select the WordArt object; point to the bottom border until you see a 

move pointer; hold down Ctrl while dragging down on the object to 

create a duplicate; edit the text to read “Benefit Plan” and transform 

the shape as desired. 

8. Arrange your finished WordArt similar to this illustration. 

Employee 
Benefit Plan 

■ 
Sun Industries 

759 Wtlshire Boulevard 
Los Angetes, CA 90017 

9. Save changes to practice-106, and return to GDP. 
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Designing Announcements 
and Flyers 

Table—Move 

The easiest way to move a table is to point to it until the table move handle 

appears just above the top left-hand corner of Cell Al. Next, point to the table 

move handle, and drag the table into position. To add overall style and design 

to your table, use the TABLE TOOLS, DESIGN tab groups. 

Table move handle 
On-demand TABLE TOOLS tab _ DESIGN tab , LAYOUT tab 

^ ' C5 Q 1^ Rulef 

HOME D«vetoper INSERT 

'4' ’ DocumentZl - Word TOOLS / 

DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN LAYOW 

Header Row First Column 

Total Row D Last Column ^ -Ii-r rEEEE EE”: ^ - 

Banded Rows O Sanded Columns d ---—-1- - -I-(^Shading Bordef^^ Borders Border 
» Painter 

To move a table: 

Mouse pointer over table 
move handle 

1. Place the mouse pointer over the table until the 4-headed table move handle 
appears. 

2. Point to the table move handle until the mouse pointer displays a 4-headed 

table move handle over the table move handle. 

3. Drag the table to the new location. 

Reduce the Zoom level if necessary for a better view of the table position 

on the page. 

PRACTICE 

1. Move the mouse pointer over the table to display the table move handle. 

2. Point to the table move handle, and drag the table to position it as 

shown in the illustration at the end of this exercise. 

3. Click inside the table, and use the TABLE TOOLS, DESIGN tab. 

Table Styles, to add overall style and design to your table; customize 

the text and any other design elements as desired. 

4. Save changes to practice-107. 

Note: Keep this document open and continue reading. 
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Page Color 

To add a background page color: From the DESIGN tab, Page Background 

group, click the Page Color button; click the desired color from the color pal¬ 

ette. If you print this, you will likely end up with a non-printable area of white 

around the borders of the document. See page 176 for a tip on the printable area 

as it relates to margins. 

Or: Click the Page Color button. More Colors to display the Colors dialog 

box; experiment with settings in the Standard and Custom tabs. 

Or: Click the Page Color button. Fill Effects to display the Fill Effects 

dialog box; experiment with settings in the Gradient, Texture, Pattern, 

and Picture tabs. 

PRACTICE (continued) 

1. Add a page background color or fill effect. 

2. Click More Colors to display the Colors dialog box. 

3. Experiment with settings in the Standard and Custom tabs. 

4. Click Fill Effects to display the Fill Effects dialog box. 

5. Experiment with settings in the Gradient, Texture, Pattern, and 

Picture tabs. 

6. Experiment with table styles, borders, shading, fonts, spacing, and 

WordArt as desired. 

7. Your finished document should look similar to this illustration: 

Font, Aria! Narrow 90 ' 

Table Styles, List Table 5 
Dark (with table fill 

and font changes) 

Page background. Page 
Color, Fill Effects, Texture 

tab. Water droplets 

GOTO 
Textbook 

Luis J. Bachman 

Austin Engerrand 

Louise Chang 

Robert Romero 

8. Save changes to practice-107, and return to GDP. 
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o 
CO 
CO Designing an Online Resume 

REFER TO 
Word Manual 

L. 89: Bookmarks and 
Hyperlinks 

Table—Borders and Shading, Custom 
■aliHW'fin-'f 'iini'itahLllitWjtfejjaeMiliiia.   ... 

An online resume uses advanced formatting features, such as customized bor¬ 

ders, customized shading, and themes. If desired, you can create electronic 

hyperlinks to items noted in the text shown in brackets, such as [Transcript]. 

You will not create hyperlinks in this Practice exercise. But if you wish to do so 

for your own purposes, review Lesson 89. 

Text shown in brackets 
would be converted to a 
hyperlink to jump to the 

related item or document 
in an electronic resume. 

EDUCATION . 
Allied Medical'Coiiege7[accredifed bv CM^^^ 

ssociate of Science Degree 

12_ 
Major: Medical AssisfaFl 

GPA: 3.9 in majorLn 4.0 scale [Transcript] (Skills Checklist] 

REFER TO 
Word Manual 

L. 37: Table —Borders 
L. 68: Table —Shading 

^ When you customize border settings as described in this lesson, those 

settings become the new default for rhe current document or other new docu¬ 

ments in that Word session. So when you apply borders using the Borders but¬ 

ton from the HOME tab. Paragraph group, and the Borders button or Border 

Painter button from the TABLE TOOES, DESIGN tab. Borders group, any 

customized borders you previously set will be applied. To reset defaults, close 

all instances of Word and restart it, or reverse the customized settings you 

made in the Borders group. 

To apply the same border with customized colors and widths to a 
selected row, column, or cell: 

1. Select the desired row, column, or cell. 

2. From TABLE TOOLS, DESIGN tab. Borders group, click the list arrow 

next to the Line Style button. 

3. Click the desired Line Style—the first choice is the solid line style. 

4. From TABLE TOOLS, DESIGN tab. Borders group, click the list arrow 

next to the Line Weight button. 

5. Click the desired weight from the drop-down list. 

6. From TABLE TOOLS, DESIGN tab. Borders group, click the list arrow 

next to the Pen Color button. 

7. Point to a color from rhe drop-down color palette, and pause until the 

ScreenTip with the color name appears. 

8. From TABLE TOOLS, DESIGN rab. Table Styles group, click the list 

arrow under the Borders button, and click the desired border. (Do not click 

the Borders button itself or you will apply a border.) 
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Border 

Painter 

Border Painter button 

To apply the same border with customized colors and widths to a 

deselected cell immediately after following the preceding steps: 

1. Click in the desired cell. 

2. Click the desired Line Style, Line Weight, and Pen Color as explained in 

the previous section. 

3. When you click the desired Pen Color, the mouse pointer should change to 

a Pen Color tool; if necessary, click the Border Painter button to activate 

the Pen Color tool; point to any desired border with the Pen Color tool, 

and click exactly on the border or just below it to apply the new border. 

Q Experiment with selecting a group of desired cells to apply borders more 

efficiently for large areas. 

When the mouse pointer 
changes to the Pen Color 

tool, click any desired border 
to apply the border choices. 

I PA6EUV0UT REFERENCES MAILINGS RE^iw ^ 

f A 
^ Shading 

2Hlrt - . 

SlylB' 12 Pen Color' 

Sign 

J- 
orders Bordet 

Painter 

•S -- 
* 1 ‘ ‘ j.» 

Lillian J. Contev 
40/l West Short Street, Lexirtgton, KY 40507 

559-555-4567 

OBJECTIVE ' 

4. If necessary, press Esc to drop the Pen Color tool. 

@ If the mouse pointer does not change to a Pen Color tool or if border 

choices are not behaving as expected, do this: from TABLE TOOLS, 

DESIGN tab, Table Styles group, click the list arrow below the Borders 

button; then click the desired border to apply the border choices to the 

selection. Click and release the border button until the desired border appears. 

5. If desired, change to a different Line Style and/or Line Weight and/or 

Line Color, and repeat the preceding steps until all desired borders have 
been applied. 

To apply shading with a customized color: 

1. Select the desired row, column, or cell. 

2. From TABLE TOOLS, DESIGN tab. Table Styles group, click the list 

arrow under the Shading button. (Do not click the Shading button itself 

or you will apply a shading.) 

3. Point to a color from the drop-down color palette, pause until the 

ScreenTip with the color name appears, and note the Live Preview. 

Point to a color, pause to 
see the ScreenTip with 

the color name, and note 
the Live Preview. 

Lesson 111 • 

•* ‘ * ptertite-Ul.doa-Wotxl 

HOK1E WiERl OtaGN PAGEUVOUT REFERENCES MAEJNGS REWTA 
TAblE TOOiS ? » 

VKW DESIGN LAVtKIT 
Rom FirtI r nliimn 

>* lUtCohimn , aaaJ 

Romi . Bended Cokimni 

SW* OpUoAl 

a C Z-2 Z r * 

TeOte Vlym 

'^1' fUM - 
Shading Border ^ Bo.dm 

• Styles* WiPMCelCf , , 

THeMeCoEer^ n 

Lillian J. Contey 
40} West Short Street, Lexington KY 40507 

■ 11 ^PX&««kgroijnd2.Dadi«r2S% 45(, 

~ ‘(ihoo.m 
OBJECTIVE 

boCoiet 

Wotecoiot,., 'rtunitytt To obtain a full-time position as a medical se 
If nnlinn at t diet snr» 

4. Click the desired color to apply the shading to the selection. 
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THEME 

After you have applied customized borders and shading, you can apply a theme 

color palette to change border and shading colors and/or a theme font selection 

to change font styles. 

To apply a theme color or change theme colors: 

1. From the DESIGN tab, Document Formatting group, click the Themes 

button. 

2. Point to any theme, note the Live Preview, and click the desired theme. 

3. Click the Colors button, point to any color group, note the Live Preview, 

and click the desired color. 

To apply a theme font: 

1. From the DESIGN tab. Document Formatting group, click the list arrow 

under the Fonts button. 

2. Point to any theme name noting the font changes in the Live Preview. 

3. Click on the desired selection. 

PRACTICE 

REFER TO 
Word Manual 

L. 45: Tab Set—Ruler Tabs 
L. 50: Tab Set—Dot 
Leaders 

1. Turn on View Gridlines, and remove all table borders. 

2. In Row 1, select “Lillian J. Contey,” and change the font to Calibri 

24 pt. Bold. 

3. Select Row 1 and apply italic. 

4. Carefully drag across to select only the text in Row 1 (do not select the 

entire row), and set a right tab at the right margin. {Hint. Display the 

ruler, click the Tab Selector button until the Right Tab button dis¬ 

plays, click just before the right margin on the ruler, and drag the tab 

marker over to the right margin.) 

Or; From the HOME tab. Paragraph group, click the Dialog Box 

Launcher; from the Paragraph dialog box. Indents and Spacing tab, 

click the Tabs button; in the Tab stop position box, type 6.5; in the 

Alignment section, click Right; click OK. 

5. Note that the phone number and e-mail address are now aligned at the 

right margin. 

6. Select each heading, and change the font to Calibri 14 pt. Bold. 

Or: From the HOME tab. Clipboard group, double-click the Format 

Painter tool to apply identical formatting to the remaining headings. 

Press Esc to release the tool. 
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L. 92: 

REFER TO 
Word Manual 

Table—Tab 

PRACTICE (continued) 

7. Select all bulleted items, and change the font to Calibri 11 pt. 

8. Italicize everything (all words and punctuation too) in both lines 

with the two job titles, “Medical Secretary” and “Volunteer,” in the 

EXPERIENCE section. 

9. Increase the indent on the line under the REFERENCES section to 

align with the text following the bullet in the bulleted lists. {Hinf. 

Press Ctrl + Tab; or from the HOME tab. Paragraph group, click 

the Increase Indent button.) 

10. Select the last line of text in the resume, center it, and change the font 

to Calibri 9 pt. Italic. 

11. Select Row 1; select a solid Line Style with a 6-pt. width and this 

Pen Color: Tan, Background 2, Darker 25%; apply these choices 

using the Top Border button or the pen. 

12. Press Esc to release the pen tool, deslect Row 1, and change the Line 

Weight to 214-pt .; leave all other border settings the same. 

13. When the Pen Color tool appears, point to the bottom border of 

Cell Al, and click to apply the new line width; repeat this for the bot¬ 

tom border in Cell Bl; release the Pen Color tool when finished. 

If the border is not applied as expected, make sure you are pointing 

the pen directly to the top of the gridline before clicking the pen; or try 

releasing the active Border button, and then try again until you achieve 

the desired results. 

14. 

15. 

16. 

17. 

18. 

19. 

20. 

21. 

Select the last row in the table, and use the Border button to apply a 

Bottom Border with a 214-pt. width; leave all other border settings 

the same. 

Click in Cell A2, scroll down, hold down Shift, and click in the last 

cell of Column A to select the range of cells. 

From TABLE TOOLS, DESIGN tab. Table Styles group, click the 

list arrow below the Shading button. 

Point to Tan, Background 2, Darker 25%, from the drop-down color 

palette; then click that color square to apply the shading to the selection. 

Change the font color of “Lillian J. Contey” in Row 1 and the font 

color of each heading to Tan, Background 2, Darker 50%. 

From the DESIGN tab. Document Formatting group. Colors button, 

point to the various choices, and observe the changes in the Live Preview. 

From the DESIGN tab. Document Formatting group. Themes but¬ 

ton, scroll down and apply the Wood Type theme; note the changes in 

the colors and fonts. 

Apply the Office theme for a gray color palette. 
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PRACTICE (continued) 

22. With the Office theme still applied, change the font color for the name 

in Row 1 and all the headings to Green, Accent 6, Darker 50%. 

23. Apply the Wood Type theme again, and notice the font and color 

change to the name in Row 1 and to all the headings. 

24. From the DESIGN tab. Document Formatting group, click the list 

arrow under the Fonts button and point to various custom theme 

fonts; note the Live Preview and apply the Calibri font. 

25. Turn off View Gridlines. Your resume should look similar to this: 

Lillian J. Contey 
401 West Stre^ Lej(if^:onJ(Y40507 

~l OBJECTIVE 

I To obtain a htll-time position as a medicai secretary vdth an opportunity to 
v.'ork online at a oistarKe. 

1 EDUCATION 

? Allied ^d€d^cat College, (accredited by CAAHEPk Frankfort, Kentucky 
I AssodateofSderKe Degree 

• Graduited. Jur>a 2010 

• i\4ajor. k-tedinl Assistar.t 

• GPA: 3.9 in major on 4.0 scale (Transcript] (Ski<ls Checklist] 

; EXPERIENCE 

; Medical Secretory (porr-time). Urgent Care 
I Brigadoon, Kentucky 
! May 2007 to present 

• Plan and schedule meetings, manage projects, conduct rssearcn, and 

disseminate information via teleohone, mail services, Web sites, and e- 

mail. 

* Assist m developing treatment plans and evaluating t^tient responses. 

! Volunteer, American Red Cross 

Bell Court, Kentucky 

July 2007 to July 2008 
• Taught first aid aodCPR (Instructor Ce'tifiatjon]. 

* Interacted with ad verse studem population. 

R.. ^ COMPUTER SKILLS 

• Micfosoft Word, Excel, and Powe'^inc 

• All aspeas of internet research 

REFERENCES 

Available on request- 

IC‘«m»de'sAugu7Tl5.2010.lamioaci»aet<\oi'»fnb€r25 2Di0.i 
.. —.. ill 

GOTO 
Textbook 

Note: If you need to convert the e-mail address in Row 1 to a hyperlink, 

select the e-mail address; right-click and click Hyperlink, OK. 

26. Save changes to practice-ill, and return to GDP. 
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Form Letters—A 112 
«>iyj»giWMWWW!!i8WWWWBWWWWB^ 

REFER TO 
Word Manual 

L. 115: Mail Merge- 
Envelopes and Labels 

Mail Merge—Letters 

To execute a mail merge, follow four basic steps: 

1. Create the main document (such as a form letter) that includes standard 

content. 

2. Create a data source file (such as a recipient list with the names and 

addresses of those receiving the letter) that contains unique information that 

varies in each merged document. 

3. Insert placeholder fields (codes that will be replaced with actual text) in the 

main document that link unique content from the data source file to the 

standard text in the main document. 

4. Merge the two files to create a number of finished documents that combine 

the main document with the variable text (the inside address and greeting). 

LETTERS-MAIN DOCUMENT 

Before creating a main document and its data source file, always close any 

open Word files to avoid linking data sources to an open file! 

To create the main document for a form letter: 

1. Open a blank document. 

2. Press Enter 5 times, type the date, and press Enter 8 times after the date to 

allow space for the placeholders, which will insert the variable information for 

the Address Block and Greeting Line placeholder fields later in the merge. 

The Address Block field 
placeholder for the inside 

address will be inserted here. 

The Greeting Line 
field placeholder will 

be inserted here. 
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3. Type the rest of the letter (the body, closing, and so forth), save the main 

document, and name it descriptively (use “main” in the file name) so it will 

be easy to recognize later—for example, practice-112-main-letter. 

LETTERS-DATA SOURCE FILE 

To create the data source file with an address list: 

1. Open the main document for the letter. Click Yes if you see a warning that 

opening the document will run an SQL command. 

This warning occurs after the main document and data source files are 

created and linked and is expected behavior. When a main document is 

created and an existing data source file is specified as described in the next 

section, the two files will be “linked” to each other. Thereafter, when you 

open the main document, a warning appears regarding an SQL command. 

Click Yes to open the main document. 

If you accidentally create a link to a normal Word file and try to open the 

file, you will see the message about running the SQL command. Click Yes to 

open the file and then break the link. 

To detach (unlink) a main document (or a document mistakenly linked 

to a data source file) from the data source: From the MAILINGS tab. 

Start Mail Merge group, click the Start Mail Merge button, and click 

Normal Word Document. 

2. From the MAILINGS tab. Start Mail Merge group, click the Select Recip¬ 

ients button; then click the Type a New List button. 

3. In the New Address List dialog box, type the information for the first 

recipient in each of the desired fields, press Tab to move from field to field, 

and skip any fields that are not applicable, such as Company Name and 

Address Line 2. Be careful not to add any extra spaces after the last typed 

Type a New List button character in each field. 

n DESIGN PAGE LAYOUT REFl 

Select Edit Highlight A< 
Recipients ”, Recipient Lirt ^ 

^ Type a New List... ^ | 

n Us£ an Existing List... h 

lO Choose frgm Outlook Contacts... 

The insertion point is in the 
Title field ready for input. 

4. When you finish with one entry, click New Entry to begin the next address 

block until all entries are completed; then click OK. 
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5. Note that the MAILINGS tab, Write & Insert Fields group, is dimmed 

behind the open dialog box. This group will become active when you save 

the address list in the next step. 

6. From the Save Address List dialog box, in the File name box, type a name 

that will be easy to recognize later (use “data” in the file name)—for exam¬ 

ple, practice-112-data-letter. mdb. 

7. Click Save to save the file in the default My Data Sources folder, or browse 

to the desired location. See GDP Flelp for details on the location of the 

directory in which mail merge data source files are stored. 

‘^1 Microsoft Office Address List files are stored as a *.mdb file (Access 

database file) in the My Data Sources folder by default. In this way, that 

data source can be used by all Microsoft Office applications. The “mdb” file 

extension will be added automatically. 

8. Note that the Write & Insert Fields group on the MAILINGS tab is now 

active; therefore, you can now insert merge placeholder fields. 

^j| If the Address Block button is dimmed, browse to the data source again 

to reestablish a link from the main document to the data source. 

To reestablish a link from the main document to the data source: From 

the Start Mail Merge group, click the Select Recipients button; click Use 

Existing List; from the Select Data Source dialog box, browse to the loca¬ 

tion of your data source *.mdb file, click the file name, and click Open. Your 

Address Block button should now be active. 

LETTERS - PLACEHOLDERS 

To add merge placeholder fields for the Address Block (inside address) 

and Greeting Line (salutation) in the main document: 

1. Open the main document; click Yes if you see a warning that opening the 

document will run an SQL command. 

2. Click where the inside address would normally be typed. 

3. From the MAILINGS tab. Write & Insert Fields group, click the Address 

Block button. 
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Click the Address Block 
button to add an address 

to your document. 

JXYOUT REFERENCES MAIUIWS REVIEW 

.viiteailn5<rt Fields 

December* 

n 
n 
1i 
n 
n 
II 
n 
Thank-you-for-your-recent-contribution.-Gener 

] Mdreyf Block 

■ Add an address to your letter. 

, You specrFy the formatting and 
location, and Word will replace it 
with actual addresses from your 

■ recrprent list when you finish the 
mail merge. 

4. From the Insert Address Block dialog box, review the choices, make any 

desired changes, and click OK. 

Click where you want the 
Address Block field to be 
inserted, and then insert it. 

5. Click where the salutation would normally be typed. 

6. From the MAILINGS tab. Write & Insert Fields group, click the 

Greeting Line button. 

7. From the Insert Greeting Line dialog box, review the choices, make any 

desired changes (such as choosing a colon for the salutation), and click OK. 

Change the punctuation 
after the salutation from a 

comma (,) to a colon (;). 

8. From the MAILINGS tab. Write & Insert Fields group, click Highlight 

Merge Fields to view the inserted placeholder fields. 
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9. Review the placeholder and its position, and edit as needed. Your merge 

field placeholders should be positioned like this: 

Decemberl2,-20--1l 

H 
H 
H 
«AddressB!ock»5) 

H 
«GreetingLine»11 

Thank-you-for-your-rec 

To edit any merge field placeholders: 

1. Right-click the placeholder. 

2. Click Edit Address Block, Edit Greeting Line, and so forth. 

To delete a merge field placeholder: Select the placeholder and cut it. 

LETTERS-MERGE 

To begin the merge process and preview or save merge results: 

1. From the MAILINGS tab. Write & Insert Fields group, click Highlight 

Merge Fields to see the merge fields in the main document clearly. 

2. Adjust any spacing around the merge fields as needed. 

3. From the MAILINGS tab. Preview Results group, click Preview Results. 

4. Click the Next Record (>) and Previous Record (<) buttons to page 

through your finalized merge files. 

5. From the MLAILINGS tab, Preview Results group, click Preview Results 

to toggle it off and to view the placeholders in the main document again. 

6. Edit the main document or data source as needed; preview your results. 

Preview Results button 7. When you’re satisfied with the merge results, from the MAILINGS tab. 

Finish group, click Finish & Merge; make any desired choice from the 

drop-down menu. 

gt To collect all merged letters into one new file: From the Finish 

group, click Finish & Merge, Edit Individual Documents, All, OK. Save 

this file if desired, and name it descriptively so it will be easy to find later— 

for example, practice-112-letter. 

8. Save and close the main document. 

Always save and close your main document before opening or creating 

any other Word files! 
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7b edit the data source: 

1. Open the main document; click Yes if you see a warning that opening the 

document will run an SQL command. 

^ If you move the data source file after creating a merge document, the link 

to it will be broken and error messages will appear when you try to open the 

main document. 

To reestablish a broken link from a main document to the data source: 

Open the main document file. Click Yes to the warning regarding an SQL 

command. Browse to the data source as described in this paragraph; or if nec¬ 

essary, click OK to the warning that the *.mdb file could not be found. Click 

Cancel to close the Data Link Properties dialog box. Click OK to the warn¬ 

ing regarding a database engine error. Another dialog box will appear prompt¬ 

ing you to find the data source file for a mail merge main document—click 

Find Data Source. In the Select Data Source dialog box, browse to the loca¬ 

tion of the *.mdb file, click the file, and click Open. 

^ To detach (unlink) a main document from the data source: From 

the MAILINGS tab. Start Mail Merge group, click the Start Mail Merge 

button, and click Normal Word Document. 

2. From the MAILINGS tab. Start Mail Merge group, click Edit Recipient 

List. 
3. In the Select Data Source dialog box, browse to the desired data source; 

click Open. (By default, data source files are saved in the My Data Sources 

folder. See GDP Help for details on the location of the directory in which 

mail merge data source files are stored so you will browse to the correct 

location if necessary.) 
4. In the Mail Merge Recipients dialog box, under Data Source (in the bot¬ 

tom half of the dialog box), click the data source file name; click Edit. 

5. In the Edit Data Source dialog box, click in any desired field; edit data as 

needed. (You can also click New Entry and Delete Entry if needed.) 

6. Click OK when you’re finished, and answer Yes to the prompt to update 

your recipient list and save changes to the data source file; click OK. 

7. Preview your merge results again; repeat this process as needed. 
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PRACTICE 

Note: Close any other Word files that might be open outside of GDP 

before beginning! You will now create a new data source file, insert place¬ 

holder fields, and finish creating the main document. 

1. Turn on Show/Hide H; then create a new data source file. {Hint. From 

the MAILINGS tab. Start Mail Merge, click Select Recipients, Type 

a New List.) Click OK when you have finished typing the list. 

Title First Name Last Name 
Address 

Line 1 City State 
ZIP 

Code 
Dr. Michael Quon 1501 

East 

Capitol 

Avenue 

Bismarck ND 58501 

Ms . Maryanne Coldwell 31 

Anthony 

Avenue 

Augusta ME 04330 

2. From the Save Address List dialog box, save the data source file as 

practice-112-data-letter. The extension “mdb” will be added to the file 
name automatically. 

3. Click Save to save the file in the My Data Sources folder or browse to 
the desired location. 

4. In the main document, click in the blank line where you would nor¬ 

mally type the inside address (the fourth blank line under the date). 

5. Insert an address block field placeholder. {Hint: From the MAILINGS 

tab. Write & Insert Fields group, click Address Block, edit any 
choices, and click OK.) 

01 If the Address Block button is dimmed, refer to the Letters_Data 
Source File section, step 8, page 190. 

6. Click where you would normally type the salutation, and insert a greet¬ 

ing line field placeholder. {Hint: From the MAILINGS tab. Write & 

Insert Fields group, click the Greeting Line button; under Greeting 

Line Format, select the desired punctuation, and click OK.) 

Note: Now you will begin the merge process and preview your merge 
results. 
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01 PRACTICE (continued) 

GOTO 
Textbook 

7. Preview your results; edit the main document or data source as needed. 

The address block and greeting line areas of the first letter should look 

like this: 

Decemberl2,-20—11 

II 

Dr.-Michael-QuonH 

1501-EastCapitol-Avenuell 

Bismarck,-ND-SSSOm 

H 
Dear-Dr.-QuontH 

H 
Thank-you-for-your-recent-c 

8. From the Finish group, click Finish & Merge, Edit Individual 

Documents. 

9. From the Merge to New Document dialog box, click All; click OK. 

10. Note that a new document opens with a generic file name, such as 

Lettersl. 

11. Save the merged letters file as practice-112-letter. 

12. Save changes to practice-112-main-letter, and return to GDP. 
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t Form Letters With Envelopes 
j and Labels—D 
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115 

REFER TO 
Word Manual 

L. 112; Mail Merge—Letters 

Mail Merge—Envelopes and Labels 

In Lesson 112, you learned how to use mail merge to create a main document 

file (a form letter with inserted placeholder fields) and its corresponding data 

source file (an address list). That same data source file could be used again to 

create envelopes and labels. However, in this lesson you will continue to create 

new data source files and new main documents for envelopes and labels. 

To execute a mail merge for envelopes and labels: 

1. Create the main document file (such as an envelope or label) that includes 

boilerplate content that is the same in the finalized merged documents. 

2. Create a data source file (such as a recipient list with the names and 

addresses of those receiving a mailing) that includes unique information for 
each merged document. 

3. Insert placeholder fields (codes that will be replaced with actual text) in the 

main document to link unique content from the data source file to the main 
document. 

4. Merge the two files to create finished documents (envelopes and labels with 

addresses) that combine the main document with the variable text, such as 
an inside address block. 

ENVELOPES-MAIN DOCUMENT 

To create the main document for an envelope: 

1. Open a blank document. 

2. From the MAILINGS tab. Start Mail Merge group. Start Mail Merge 

button, click the Envelopes button. 

REFER TO 
Word Manual 

L. 28: Envelopes and 
Labels 

- / 

Start Mail Select fdit 

Merge’- Recipients’-Recipient List 

Q Letters 

Q £-mdil Messages 

O Envelopes... K 

Ubels... 

n Girectory 

Q] Normal Word Document 

553 Step'by-Step Mail Merge ^i^izard... 

L 

Hig 

Mergi 

3. From the Envelope Options window, Envelope Options tab, make any 

desired changes, and click OK to close the dialog box 
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4. Edit the return address as desired in the new main document either delete 

the existing one or type a new one. 

The return address may 
be edited or deleted or 

placeholders for a return 
address could be inserted. 

The Address Block 
placeholder for the inside 

address will be inserted here. 

5. Save the main document for the envelope, and name it descriptively (use 

“main” in the file name) so it will be easy to recognize and reuse—for 

example, practice-115-main-envelope. 

Select Edit Highlight 

Recipients ’'^cipient Lirt 

Type a New List... 

r*1 Use an Existing List... 

ST] Choose from Outlook Contacts... 

Select Recipients button 

ENVELOPES-DATA SOURCE FILE AND PLACEHOLDERS 

To add the Address Block merge field placeholder from a new data 

source file to the main document for the envelope: 

1. Open the main document for the envelope. 

2. If you see a warning that opening the document will run an SQL command, 

click Yes. 
3. From the MAILINGS tab. Start Mail Merge group, click the Select 

Recipients button; then click the Type New List button. 

4. In the New Address List dialog box, type the information for the first 

' recipient in the desired fields, pressing Tab to move from field to field, 
skipping any fields, such as Company Name and Address Line 2, that are 

not applicable. Be careful not to add any extra spaces after the last typed 

character in each field. 
5. When you finish with one entry, click New Entry to begin the next address 

block until all entries are completed; then click OK. 
6 From the Save Address List dialog box, save the data source file; in the File 

' name box, name the file descriptively (use “data” in the file name) so it will 

be easy to recognize later—for example, practice-115-data-envelope.mdb. 

7 Click Save to save the file in the My Data Sources folder or browse to the 

desired location. See GDP Help for details on the location of the directory 

in which mail merge data source files are stored. 

8. Click on the envelope data source file where the inside address would 

normally be typed. , .jj 
9. From the MAILINGS tab. Write & Insert Fields group, click the Address 

Block button. 
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10. From the Insert Address Block dialog box, review the choices, make any 

desired changes, and click OK. 

^|l If the Address Block button is dimmed, browse to the data source again 

to reestablish a link from the main document to the data source. Refer to 

the Letters—Data Source File section, step 8, page 190. 

11. From the MAILINGS tab. Write & Insert Fields group, click Highlight 

Merge Fields to view the inserted placeholder field. 

An envelope with a return 
address and an Address 

Block placeholder field 
for variable addresses. 

LABELS-MAIN DOCUMENT 

To create the main document for labels: 

1. Open a blank document. 

2. From the MAILINGS tab. Start Mail Merge group, click the Labels 
button. 

Labels button 

Start Mail Select Edit Hk 

Merge Recipients ’’.RecipJent List Merc 

g l-etters 

^ £-mail Messages 

E3 Envelopes... 

tg Labels... 

rn Qirectofy 

Q) l^ormal Word Document I 

Step-by-5tep Mail Merge ^Vizard,.. 

REFER TO 
Word Manual 

L. 28: Envelopes, View 
Gridlines, and Labels 

3. From the Label Options window, under Label vendors, click Avery US 

Letter (or the desired label vendor). 

4. Under Product number, click 5160 Easy Peel Address Labels (or the 

desired product number). 
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Click the desired vendor. 

Click the desired 
product number. 

5. Click OK to create a page of blank labels. (Turn on View Gridlines if 

necessary.) 

The Address Block 
placeholder for the inside 

address will be inserted here. 

6. Save the main document for the labels, and name it descriptively (use 

“main” in the file name) so it will be easy to recognize and reuse—for exam 

pie, practice-115-main-labeL 

LABELS-DATA SOURCE FILE AND PLACEHOLDERS 

To add the Address Block merge field placeholder from a new data 

source file to the main document for the labels: 

1. Open the main document for the labels. (If you see a warning that opening 

the document will run an SQL command, click Yes.) 

2. From the MAILINGS tab. Start Mail Merge group, click the Select 

Recipients button; then click the Type New List button. 

3. In the New Address List dialog box, type the information for the first 

' recipient in the desired fields, press Tab to move from field to field, and 

skip any fields that are not applicable. 
4. When you finish with one entry, click New Entry to begin the next address 

block until all entries are completed; then click OK. 

5 Ftom the Save Address List dialog box, save the data source file; in the File 

name box, name it descriptively (use “data” in the file name) so it will be 

easy to recognize later—for example, practice-115-data-label. mdb. 

6 Click Save to save the file in the My Data Sources folder or browse to the 

* desired location. See GDP Help for details on the location of the directory 

in which mail merge data source files are stored. 

7 Click in the first label cell where the address block will be inserted. From 

the MAILINGS tab. Write & Insert Fields group, click Address Block. 

Lesson 115 ^ Form Letters With Envelopes and Labels-D 199 



If the Address Block button is dimmed, browse to the data source again 

to reestablish a link from the main document to the data source. Refer to 

the Letters—Data Source File section, step 8, page 190. 

8. From the Insert Address Block dialog box, review the choices; click OK. 

9. To include the same Address Block placeholder field in each label, from 

the MAILINGS tab. Write & Insert Fields group, click Update Labels. 

A sheet of labels with an 
Address Block placeholder 

for variable addresses 
appears in each cell after 
clicking Update Labels. 

«AddressBtockwf 

ts 
■ «Next-Record»«AddressBIock»5I 

! Q 

«Next-Record»«AddressBlock»T( 
a 

«Next'Record»«AddressBlock»f j «Next*Record»«AddressBlock)>f 
: «Next-Record»«AddressBlock»f 
‘ n 

10. From the MAILINGS tab. Write & Insert Fields group, click Highlight 

Merge Fields to view the inserted placeholder field. 

11. Edit any placeholder position as needed. 

Q To create a full page of the same label: From the MAILINGS tab. 

Create group, click Labels. From the Envelopes and Labels dialog box. Labels 

tab, type the address in the Address box. Click New Document. 

ENVELOPES AND LABELS-MERGE 

To begin the merge process and preview merge results: 

1. From the MAILINGS tab. Preview Results group, click Preview Results. 

2. Click Next Record (>) and Previous Record (<) to page through the final¬ 

ized merge files for the envelopes; for labels, review the page of labels. 

3. From the MAILINGS tab. Preview Results group, click Preview Results 

to toggle it off and return to the main document with the placeholders. 

4. Edit the main document or data source as needed, and preview results 
again. 

5. When you’re satisfied with the merge results, from the MAILINGS tab. 

Finish group, click Finish & Merge; make any desired choice from the 
drop-down menu. 

01 To collect all merged envelopes or labels into one new file: From the 

Finish group, click Finish & Merge, Edit Individual Documents, All, OK. 

Save this file if desired, and name it descriptively so it will be easy to find later. 

6. Save and close the main document with the desired merge results. 
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PRACTICE 

Note: In the first part of this exercise, you will create the data source file 

{practice-115-data-envelope) for the main document {practice-115-main- 

envelope) for envelopes. 

1. Close any Word files that might be open outside of GDP before 

beginning. 

2. Turn on Show/Hide 

3. Create a new main document for envelopes. {Hint: From the 

MAILINGS tab, Start Mail Merge group, click the Start Mail Merge 

button; click Envelopes. From the Envelope Options window. Enve¬ 

lope Options tab, make any desired changes, and click OK.) 

4. Edit the return address in the main document envelope to this address: 

Suzanne Wehde 

PetFinders USA 

1032 Viceroy Avenue 

Santa Clara, CA 95051 

5. Save the main document as practice-115-main-envelope. 

6. Create a new data source file with this information. {Hint: From the 

MAILINGS tab. Start Mail Merge group, click the Select Recipients 

button; click the Type New List button.) 

Title 

First 

Name 

Last 
Name Address Line 1 City State 

ZIP 

Code 

Mr. Samuel Keller 155 North 

Franklin 

Street 

Juneau AK 99801 

Mrs . Maude Arthur 200 Chopin 

Plaza 

Miami FL 33131 

7. From the Save Address List dialog box, save the data source file as 

practice-115-data-envelope in the My Data Sources folder or browse 

to the desired location, and click Save. The extension “mdb” will be 

added to the file name automatically. 

8. On the envelope data source file, click in the blank line where you 

would normally type the inside address. 

9. From the MAILINGS tab. Write & Insert Fields group, click 

Address block; click OK. 

(i^l If the Address Block button is dimmed, browse to the data source 

again to reestablish a link from the main document to the data source. 

Refer to the Letters—Data Source File section, step 8, page 190. 
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PRACTICE (continued) 

202 

10. Preview results; edit the main document or data source as needed. 

11. From the Finish group, click Finish & Merge, Edit Individual 
Documents, All, OK. 

12. Save the merged envelopes as practice-115-envelope. Your first finished, 

merged envelope should look similar to this: 

$uzanng-Wghde11 
Pet-Finders-USA^ 
1032-Yiceroy-Avenuefl 
Santa<nara,'CA*9505lf 

.^Section Break (Next Page}=& 

Mr.-Samuel-Kelierll 
155*North-Franklin-Street1f 
Juneau,•AK-9980l1f 

13. Save practice-115-envelope, and close the file. 

14. Save changes to practice-115-main-envelope, and close the file but leave 
Word open. 

Note; Next, you will create the data source file {practice-115-data-label) 

for the main document for labels {practice-115-main-label). 

1. Open a new, blank document. {Hint: Press Ctrl + N.) 

2. Save the main document for the labels as practice-115-main-label 

3. From the MAILINGS tab. Start Mail Merge group, click the Start 
Mail Merge button; click Labels. 

4. From the Label Options window. Label vendors, click Avery US Letter. 

5. Under Product number, click 5160 Easy Peel Address Labels; click 

OK to create a page of blank labels; turn on View Gridlines if necessary. 

6. Save the main document for the labels as practice-115-main-label 

7. Create a new data source file. {Hint: From the MAILINGS tab. Start 

Mail Merge group, click the Select Recipients button; click the Type 
New List button.) 

Title 
First 

Name 
Last 

Name Address Line 1 City State 
ZIP 

Code 
1 Mr. Ismael Juarez 1212 Champa 

Street 
Denver CO 80202 

Dr. Byron Orey 420 East 

Sixth 

Street 

Topeka KS 66607 
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0 PRACTICE (continued) 

GOTO 
Textbook 

8. From the Save Address List dialog box, save the data source file as 

practice-115-data-label in the My Data Sources folder or browse to 

the desired location. The extension “mdb” will be added to the file 

name automatically. 

9. Click in the first label cell where the inside address would normally be 

typed. 
10. From the MAILINGS tab, Write & Insert Fields group, click the 

Address Block button. 

% If the Address Block button is dimmed, browse to the data source 

again to reestablish a link from the main document to the data source. 

Refer to the Letters—Data Source File section, step 8, page 190. 

11. From the Insert Address Block dialog box, review the choices, make 

any desired changes, and click OK. 

12. Fiighlight the merge field placeholders and edit as needed. 

13. To include the same Address Block placeholder field in each label, 

from the MAILINGS tab. Write & Insert Fields group, click 

Update Labels. 
14. Preview your results, and edit the main document or data source as 

needed. 
15. From the Finish group, click Finish & Merge, Edit Individual 

Documents, All, OK. 

16. Save the merged labels as practice-115-label. Your finished, merged 

labels should look similar to this: 

Mr.'IsmaelOuareiD 

1212-Chanfipa-Street5i 

. Denver,•CO-8020211 

' DrcByron-Oreyl! 

420'East-S*xth'Street11 

Topeka,•KS'6660711 

P 

17. Save changes to practice-115-main-label, and return to GDP. 
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Using Microsoft Word in the 
Workplace A 

REFER TO 
Word Manual 

L. 21: Orientation to Word 
Processing—A 

When you first install and launch Word outside of GDP, some initial default 

(automatic) settings, such as margins, line spacing, and font choices, are in 

effect. However, initial defaults do not have lasting impact because most users 

customize Word at the onset. This appendix focuses specifically on workplace 

settings that might differ from those used in GDP. 

Start Word From Windows 

To start Word from Windows: 

im Word 2013 | 

Microsoft Word 2013 icon 

1. On the Windows Start menu, point to Programs (or All Programs), 

Microsoft Office 2013 to expand the menu. 

2. Click the Word 2013 icon. 

Or; On the Windows desktop, double-click the Word 2013 icon. 

3. Note that Word opens to a list of templates with Blank document selected; 

click Blank document to open a blank document with a generic file name 

in the title bar, such as Documentl, ready for input. 

Quit Word From Windows 

L 22: 

REFER TO 
Word Manual 

File—Save 

To quit Word from Windows: 

1. Click the Close button (the “X” in the upper right-hand corner of the win¬ 

dow) to close Word from Windows. 

Or: On the keyboard, press Alt + F4. 

2. If you have not saved your document. Word prompts you to save it. 

GDP—Word Settings 

204 Appendix A 

In order to create a standardized, trouble-free computing environment, GDP 

automatically opens Word documents with the modified Normal Style Set 

already in place. (See Modified Normal Style Set in the next section for details.) 

However, before you begin typing any Practice exercise or document processing 

job, you must manually set (or verify) certain Word options. After you change 

these Word settings, they will hold until you reset them. 

Using Microsoft Word in the Workplace 

A
P

P
E

N
D

IX
 



REFER TO 
Word Manual 

Appendix A; Style Set- 
Word 2013 

1^1 Read the following sections carefully: STATUS BAR, AUTOCORRECT 

OPTIONS, AUTOFORMAT AS YOU TYPE OPTIONS, and SPELL¬ 

ING. Then, open Word, and verify or change your settings to match the ones 

described in each section. If you have maintained the “out-of-the-box” Word set¬ 

tings, the only ones you will have to change are those shown with the ^|| icon. 

MODIFIED NORMAL STYLE SET 
A default Style Set is a group of embedded styles that control “normal” format¬ 

ting for fonts, paragraph spacing, line spacing, and so forth. When you open a 

Word document via GDP, a modified “Normal” Style Set is in effect, which uses 

conventional document formats found in standard style manuals. The modi¬ 

fied Normal Style Set in place in GDP document processing jobs controls the 

settings shown in the highlighted column. Compare these settings to the Word 

2013 default Normal Style Set: 

GDP’s Modified 
Normal Style Set 

Word 2013 Default 
Normal Style Set 

Font Calibri 12 Calibri 11 

Margins 1 inch 1 inch 

Line spacing Single Multiple at 1.08 

Spacing after paragraphs 0 pt. 8 pt. 

Do not override GDP’s modified Normal Style Set while typing documents 

via GDP. If you wish to use Word 2013’s default Normal Style Set to format 

documents in other environments, refer to the next section. Style Set—Word 

2013, for the appropriate steps. 

To change Word 2013's default Normal Style Set to GDP's modified 

Normal Style Set: 
After following these steps, all new blank Word 2013 documents will have 

settings shown in steps 3 and 4. 

If you do not have access to a GDP file: 

1. Open Word 2013, and click Blank document. 

2. From the HOME tab. Font group, click the dialog box launcher; from the 

Font window. Font tab. Size box, click 12; click the Set As Default button 

at the bottom of the Font tab; click All documents based on the Normal, 

dotm template, OK. 

3. From the HOME tab. Paragraph group, click the dialog box launcher; from 

the Paragraph dialog box. Indents and Spacing tab, click in the Spacing, 

Before box, type 0, and type 0 in the Spacing, After box; under Line Spacing, 

click Single; click the Set As Default button at the bottom of the Indents and 

Spacing tab; click All documents based on the Normal.dotm template, OK. 

DEFAULT FONT SIZE-TABLE 
The font size inside a table created via GDP should default to 12 pt. If the font 

size inside a table is not 12 pt., see Word Help for instructions on changing the 

default font size; or select the desired text, and change the font size manuall^^ 
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STATUS BAR 

^ To display the Vertical Page Position button on the status bar: 

• Point to Word’s status bar and right-click. 

• From the Customize Status Bar pane, click Vertical Page Position. 

AUTOCORRECT OPTIONS 

To disable the capitalization of the first letter of a new line: 

1. From the FILE tab, click Options at the bottom of the drop-down menu. 

2. From the Proofing group, under AutoCorrect options, click the 

AutoCorrect Options button. 

3. From the AutoCorrect tab, uncheck Capitalize first letter of sentences; 
click OK twice. 

lyl In Lesson 26, you will type a letter with reference initials. If you type a space 

or press Enter, after typing your reference initials, AutoCorrect will capitalize 

the first letter of your reference initials, and you will be charged with a typo 

when you score the job. If you uncheck Capitalize first letter of sentence, the 

capitalization of your reference initials will not be affected. 

To undo the capitalization of the first letter of a new line immediately 

after it happens: On the keyboard, press Ctrl + Z or click Undo on the 
Quick Access toolbar. 

AutoCorrect Options button 

AUTOFORMAT AS YOU TYPE OPTIONS 

To change any of these AutoFormat As You Type options in effect in GDP, 

open the AutoFormat As You Type tab as explained next; then complete the 

bulleted steps that correspond to each option. (If an AutoCorrect Options 

lightning bolt button appears as you type, click the button’s list arrow to display 

AutoFormat Options you might wish to stop or control.) 

To open the AutoFormat As You Type tab: 

1. From the FILE tab, click Options. 

2. From the Proofing group, under AutoCorrect options, click the 

AutoCorrect Options button. 

3. Click the AutoFormat As You Type tab. 

4. Under Replace as you type, adjust the desired option; then dick OK twice. 

5. Return to the document; then delete and retype the text in question. 

Straight single or double quotes ( straight ) will be converted to smart 
quotes (“curved”) automatically: 

REFER TO 
Word Manual 

L. 49; AutoCorrect — 
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If you type a quotation mark or an apostrophe, curved double or single 

quotes should automatically appear. If they do not, under the AutoFormat 

^ You Type tab. Replace as you type, check "Straight quotes" with 
“smart quotes.” 

O To change a smart quote to a straight quote to type a measurement 

(such as 1 ), press Ctrl + Z immediately after typing the quotes 

Using Microsoft Word in the Workplace 



• Internet and network paths will be converted to hyperlinks automatically: 

If you type an e-mail or Internet address and then press the Space Bar or 

Enter, an automatic hyperlink should appear. If it does not, under the 

AutoFormat As You Type tab. Replace as you type, check Internet and 

network paths with hyperlinks. 

:|Q| To create a manual hyperlink, select the desired text, right-click, click 

Hyperlink, type the address to be hyperlinked in the address box, and click 

OK. If the shortcut menu does not display Hyperlink, see Lesson 89, Book¬ 

marks and Hyperlinks, for steps to create a hyperlink using the INSERT tab. 

(iQl To click to follow a hyperlink, from the FILE tab, click Options. 

From the Advanced group, under Editing options, uncheck Use Ctrl + 

Click to follow hyperlink; click OK twice. 

• Ordinal numbers will be converted to superscripts: 

If you type an ordinal number such as “Ist” or “2nd” and press the Space 

Bar, the ordinals should appear as “T'” and “2"^.” If superscripts do not 

appear, under the AutoFormat As You Type tab. Replace as you type, check 

Ordinals (1st) with superscript. Or select the desired text; press Ctrl + 

Shift + = or on the HOME tab, in the Font group, click Superscript. 

• Double hyphens will be converted to a solid, formatted dash: 

If you type text followed by two hyphens (—) followed by more text and 

then press the Space Bar, a solid em dash (—) should appear. If a solid 

dash does not appear, under the AutoFormat As You Type tab. Replace as 

you type, check Hyphens (-) with dash (—). Return to the document, 

and delete and retype the text in question. 

^ If you insert two hyphens between two words you have already typed, 

click immediately after the second word and press the Space Bar 1 time to 

create a formatted dash. 

• # Paragraphs will not be indented automatically: 

If you press Tab to indent the first line of the paragraph and then press 

Enter and the second paragraph is indented automatically, do this: under 

the AutoFormat As You Type tab. Automatically as you type, uncheck 

Set left- and first-indent with tabs and backspaces. 

SPELLING 
To activate the spelling tool to check spelling automatically as you type: 

1. From the FILE tab, click Options; click Proofing. 

2. Under When correcting spelling and grammar in Word, click Check 

spelling as you type. 
3. Under Exceptions for, click the list arrow and select All New Documents; 

then verify that these two boxes are unchecked: Hide spelling errors in this 

document only and Hide grammar errors in this document only; c^^^C 
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Style Set—Word 2013 
If you prefer to use the Word 2013 default Style Set outside of GDP to type docu¬ 

ments, simply change the default Style Set once, and it will be in effect from that 
point forward. 

To change the modified Normal Style Set used in GDP back to the Word 
2013 default Normal Style Set- 

Note: After following these steps, all new blank documents will have settings 
shown in steps 2 and 3. 

1. Open Word 2013, and click Blank document. 

2. From the HOME tab. Font group, click the dialog box launcher; from the 

Font window. Font tab. Size box, click 11; click the Set As Default button at 

the bottom of the Font tab; click All documents based on the Normal.dotm 
template, OK. 

3. From the HOME tab. Paragraph group, click the dialog box launcher; from 

the Paragraph window. Indents and Spacing tab, click in the Spacing, After 

box and type 8; under Line Spacing, click Multiple; click in the At box and 

type 1.08; click the Set As Default button at the bottom of the Font tab; click 

All documents based on the Normal.dotm template, OK. 

If you use the Word 2013 default Normal Style Set, you must make some adjust¬ 

ments to maintain conventional document format spacing. Because line spacing is 

multiple (1.08) rather than single and spacing after paragraphs is 8 pt. rather than 0 
pt., you should make these generic adjustments. 

To accommodate the extra spacing used by the Word 2013 Style Set: 

1. Press Enter 3 times (rather than 6) to begin a document 2 inches from the top 
of the page. 

2. Press Shift + Enter to single space lines. 

3. Press Enter 1 time (rather than 2 times) to insert an 8-pt. blank line between 
paragraphs and headings. 

4. In a letter, press Enter 2 times (rather than 4 times) after the date and compli¬ 
mentary close. 

5. Experiment with the No Spacing style button from the HOME tab. Styles 
group, to adjust the spacing. 

For more help on the Word 2013 or GDP’S modified Normal Style Set, visit 
http://gdpkeyboarding.com/. 
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STYLE GALLERY-WORD 2013 

Styles in the Quick Style, Table, Shape, WordArt, and other gallery groups vary 

slightly in GDP due to the modified Normal Style Set and file conversions. Compa¬ 

rable choices are available, and such differences are not cause for concern as they do 
not affect Word’s functionality. 

Templates 

See Lesson 101, Templates—Correspondence, and Lesson 102, Templates—Report, 
for steps to use templates in the workplace. ^ 
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Using GDP Features in 
Document Processing 

GDP features that you will use when you begin to type practice exercises and 

document processing jobs are introduced in this manual on a “need-to-know” 

basis. The order of introduction of these relevant GDP features is shown in the 

GDP feature index that follows. 

GDP—Feature Index 

GDP—^Word Settings .... 

GDP—Help . 

GDP—Start Word. 

GDP—Quit Word. 

GDP—Scoring. 

GDP—Proofreading Viewer 

Getting Started; Appendix A 

.Getting Started 

.Lesson 21 

.Lesson 21 

.Lesson 25 

.Lesson 25 

& The Proofreading Viewer feature is also known as Scoring Results and 

includes keystroking scoring and formatting alerts. 

GDP—Reference Manual 

GDP—Reference Initials. 

. . . Lesson 25 

. Appendix B 
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GDP—Reference Initials 

In Lesson 26, business letters with reference initials are introduced. Because 

reference initials are unique for each person, GDP must compare the initials 

you specify as your own against the ones typed in the document for scoring 

purposes. The initials must match exactly to avoid a scoring error. 

Q See GDP Help for details on entering your unique reference initials. If you 

space or press Enter after typing your reference initials, AutoGorrect will capital¬ 

ize the first letter of your reference initials, and you will be charged with a typo 

when you score the job. If you uncheck Capitalize first letter of sentence, the 

capitalization of your reference intials will not be affected. Refer to Appendix A, 

GDP—Word Settings, AutoCorrect Options for details. 
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Saving a Word File in 
PDF Format 

You might want to save a Word file, such as a resume or newsletter, in a fixed- 

layout format that is easy to share and print and hard to modify. You can now 

convert your fdes to PDF format directly from Word without installing an 

add in. 

To save a Word file in PDF format: 

1. Click the FILE tab, and click Export; under Export, click Create PDF/ 

XPS Document; under Create a PDF/XPS Document, click the Create 

PDF/XPS button. 

2. From the Publish as PDF or XPS dialog box, click the list arrow next to 

the Save as type box, and click PDF or PDF (*.pdf), depending upon your 

Windows settings. 

3. Type the desired name in the File name box. 

4. Check Open file after publishing if you wish to view the PDF file after 

publishing. 

5. Under Optimize for, click either Standard (publishing online and 

printing) or Minimum size (publishing online) if the print quality is less 

important than the file size. 

6. Click Publish. (If you checked Open file after publishing in step 4, the 

file should open in a PDF reader. Close the reader when finished.) 

To send a copy of a Word file in an e-mail message as an attachment in 
PDF format: 

Do not send an e-mail message without consulting your instructor! 

1. Follow the applicable steps in Lesson 25, E-Mail Messages, to send an open 

Word document as an e-mail attachment. 

2. From the FILE tab, click Share. 

3. Under Share, click Email; under the Email pane, click Send as PDF. 

(If you see an error message regarding MAPI compliance, open your e-mail 

software outside of Word and send the saved PDF file as an attachment.) 
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