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0 Microsoft Office Specialist Certification

Microsoft*

10.0ffice

What is Microsoft Office Specialist
Certification? Microsoft Office Specialist
certification validates through the use of
exams that you have obtained specific skill
sets within the applicable Microsoft Office
programs and other Microsoft programs
included in the Microsoft Office Specialist
Program. Candidates can choose which
exam(s) they want to take according to
which skills they want to validate.

CertiPort is the premier provider for
validating technology skills.

The Microsoft Office Specialist tests are
offered at authorized testing centers.

For more information on the MOS exam
topics or to find a testing center near you
please contact: www.certiport.com

What is the Microsoft Office Specialist Certification Program?

The Microsoft Office Specialist (MOS) Certification Program enables candidates to show that they have something
exceptional to offer — proven expertise in Microsoft Office programs. Recognized by businesses and schools around the
world, millions of certifications have been obtained in over 100 different countries. The Microsoft Office Specialist
(MOS) Certification Program is the only Microsoft-approved certification program of its kind.

The Microsoft Office Specialist Certification Series

Core Certification: Pass any 1 test:
# Of.f' Word 2013 Core: Exam 77-418
LU, ‘ ICe Excel® 2013 Core: Exam 77-420
Specialist PowerPoint® 2013: Exam 77-422
Outlook® 2013: Exam 77-423

Access® 2013: Exam 77-424

Expert Certification: Pass either test:

Word 2013 Expert Part 1: Exam 77-425
Word 2013 Expert Part 2: Exam 77-426
Excel 2013 Expert Part 1: Exam 77-427
Excel 2013 Expert Part 2: Exam 77-428

Master: Pass 3 required and 1 elective test:
Required

Word 2013 Expert Part 1: Exam 77-425
Excel 2013 Expert Part 1: Exam 77-427
Master PowerPoint® 2013: Exam 77-422

Elective
Outlook® 2013: Exam 77-423 or
Access® 2013: Exam 77-424

Please Note: Comma Productions, LLC. is independent from Microsoft Corporation, and not affiliated with Microsoft in any manner. While the Complete
Computer Guides may be used in assisting individuals to prepare for a Microsoft Office Specialist Certification exam, Microsoft, its designated program
administrator, and Comma Productions, LLC. do not warrant that use of these Complete Computer Guides will ensure passing a Microsoft Office Specialist
Certification exam.
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O The Benefits of Certification

For More Information:

www.certiport.com
www.microsoft.com

-

Why Get Certified?

For employers, the certification provides skill-verification tools that not only help assess a person's skills in using Microsoft
Office programs but also the ability to quickly complete on-the-job tasks across multiple programs in the Microsoft Office
system. (http://www.microsoft.com/learning/en/us/certification/mos.aspx). Certification proves a certain level of advanced
competency with the programs in question. Employers don’t have to wonder if the skills stated on the resume are honest
and without exaggeration. This can lead to further employment opportunities and increased pay.

A person holding Microsoft Office Certification shows not just a level of skill, but an ability to quickly complete tasks, due to
familiarity with the program and it's many time-saving features. The hard work that goes into learning Microsoft Office
programs to the level of proficiency necessary for successful completion of the Certification Exams also indicates a desire
on behalf of the student to learn and succeed.

The Benefits: Earn More, Find Jobs Quicker

Research indicates that employees with Microsoft Certification earn more and find jobs quicker than those employees
without certification. Furthermore, employees with certification report a greater feeling of confidence. These things
translate into greater job satisfaction. (http://www.microsoft.com/learning/en/us/certification/mos.aspx)

Research also shows that individuals with certification make up to 12% more than those without certification. In addition,
82% of Microsoft Office Specialists report a salary increase after receiving certification. Managers like the skills proven and
the ability demonstrated by those with Microsoft Office Certifications. http://www.certiport.com/Portal/desktopdefault.aspx?
page=common/pagelibrary/mos2003.html
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0 About Our Certification Program

e

, Microsoft Ward 2012

=

Books in this Series:
Beginning Guide to
Microsoft® Word 2013

Intermediate Guide to
Microsoft® Word 2013

Advanced Guide to
Microsoft® Word 2013

Microsoft Office Specialist (MOS) Certification for Word 2013

Overview: Our Microsoft Office Specialist certification program for Word 2013 has three levels of mastery: Beginning,
Intermediate and Advanced. In general, the CORE exam topics are demonstrated in the Beginning and Intermediate
Guides. EXPERT concepts are included where relevant, with the Advanced Guide only covering EXPERT concepts

Our Approach: In designing these Guides, we found that it made more sense to write the lessons based on the Ribbons
and Tasks. For example, the Beginning Guide to Microsoft Word 2013 shows all of the Picture Tools: CORE and
EXPERT. The beginning of each lesson provides an overview of the Ribbons and Tasks covered.

The Beginning Guide to Microsoft Word 2013 demonstrates the following Ribbons: Home, Insert, Picture Tools,
Drawing Tools, and SmartArt Tools: Design. The lesson activities focus on basic text and mouse commands, as well
as inserting and formatting graphics.

The Intermediate Guide to Microsoft Word 2013 demonstrates the following Ribbons: Page Layout, Mailings, Insert,
and Table Tools. The lesson activities focus on managing page layout, working with tables and creating Mail Merges in
practical applications such as newsletters and other workplace documents.

The Advanced Guide to Microsoft Word 2013 demonstrates the following Ribbons: Table Tools, Home, Header and
Footer Tools, References, Developer. The lesson activities further work with tables in addition to other document work,
such as for report writing and creation of forms.

Course Prerequisites: Students who enroll in Microsoft Office Specialist (MOS) program should have basic computer

skills including how to turn on the computer, how to use an Internet browser and how to select commands from a menu.
Students should know how to save files and send attachments by email as well.
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O Microsoft Word 2013 Study Guide: Intermediate Word

Microsoft Office Specialist (MOS): Exam 77-418 and Exams 77-425 and 426 for Word 2013

From the Word 2013 CORE Exam 77-418

4. Apply References

1.1 Create a Document

Create Documents: Apply Templates, Pg 51
Create Documents: Import Files, Pg 15
Open Non-Native Files in Word, Pg 222
Open a PDF in Word, Pg 222

1.2. Navigate Through a Document
Navigate: Insert Hyperlinks, Pg 162
Navigate: Insert Bookmarks, Pg 168

1.3. Format a Document
Format: Page Setup, Pg 98
Format: Themes, Pg 48

Format: Insert Watermarks, Pg 63

1.4. Custom Document Views
Document Views: Show/ Hide, Pg 17

1.5 Configure Documents to Print Or Save
Save Files to Remote Locations, Pg 204

From the Word 2013 CORE Exam 77-418
2. Format Text and Paragraphs

2.1. Insert Text and Paragraphs

Format Text: Append Text, Pg 16

2.3 Order and Group Text and Paragraphs
Create Columns in Sections, Pg 19

3.0 Create Tables and Lists
3.1. Create a Table
Table Auotfit Options, Pg 150

3.2. Modifty a Table
Tables: Modify Fonts, Pg 152
Tables: Merge Cells, Pg 151

5.0. Insert and Format Objects
5.1 Insert and Format Building Blocks
Building Blocks: Insert Quick Parts, Pg 64
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From the Word 2013 EXPERT Exam 77-425 and 426

1. Manage and Share Documents

1.1. Modify Existing Templates

Modify Templates, Pg 46

Building Blocks: Insert Quick Parts, Pg 64

2. Design Advanced Documents
2.1. Apply Advanced Formatting
Advanced Character Space Options, Pg 104
Advanced Character Attributes, Pg 104

3. Create Advanced References

3.3. Forms, Fields and Mail Merges

Mail Merge: Add Custom Fields, Pg 127
Mail Merge: Add Field Controls, Pg 81
Mail Merge: Insert Merge Fields, Pg 81
Mail Merge: Manage Recipients, Pg 79

Mail Merge: Modify Field Control Properties, Pg 138

Mail Merge: Modify Field Controls, Pg 81
Mail Merge: Preview Results, Pg 83
Mail Merge: Run a Mail Merge, Pg 78
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O How To Use This Guide

Microsoft Office Specialist Certification Training

The Comma Method E o e s oy [ e ana ]
Observation is a perceptual strategy that asks: why am | doing this _— = = G Ml eE
and which tools would be most effective? Each lesson begins With i i w50 0 i i, e T
a discussion of the purpose and the objectives. T [ e | I s i e S | s

Orientation helps students start at the right place. The screen
shots in the Complete Compute Guides show the entire window as
well as a close up of the particular button or command.

Notation There are "breadcrumbs" above each screen image. Like Charitte 5 Web Sife
Hansel and Gretel, the breadcrumbs show the pathway to a button 123 Main Street
or option. Our notation uses the following convention: Brighton, M 45116
Ribbon->Group->Button->Options Is Pleased to fnvite
Deater Pochbal
Menu Maps To Our Open House
The Comma Method recognizes that there is a difference in how ; Now. 7, 2013
men and women navigate the menus. Men typically have the ability Erom 100 B = 5:00 M

to see the map first. This method of acquiring knowledge is called
Breadth-first. [1] Women tend to work with the details first. They
learn several commands, such as copy, cut, and paste, then they
put those concepts under the label, “edit.” This method of learning
is called Depth-first.

The Comma Method uses menu mapping to assist men and Mailings-> Start Mail Merge->Select Recipients

women to see both the Breadth and the Depth. An example of the

menu map is can be seen here. FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILI

[1] Ford, Nigel, Sherry Chen, Matching/mismatching revisited: An El [ ’EI o o JﬂL D D B

Empirical Study of Learning and Teaching Styles. British Journal of = antd (" L

Educational Technology v.32 no1 (Jan. 2001) Envelopes Labels | Start Mail — Select Edit Highlight Address Greeting Inse

Merge = Recipients = Recipient List | Merge Fields Block Line f

Create Start Mail Merge Write & Insert
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Word 2013: Business Documents

Intermediate Word Objectives
In this lesson, you will learn how to:

1.

Enter, select and format headlines

2. Locate and insert a document

O©oO~NO O W

. Identify the Show/Hide option and what it reveals

. Use the Page Layout Ribbon to format two columns
. Review how to insert and format Pictures

. Use the Picture Tools to create a Watermark
. Use the Page Layout Ribbon to add a Page Border

. Investigate Paste Special options on the Home Ribbon
. Update a Chart in Word

Rain Washes Out Hamburg

Il.-. I

car e e

© 2013 Comma Productions
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1. Readings
Read Lesson 1 in the Intermediate
Word Guide, page 11-37.

Project

A newsletter formatted with two columns.
The graphics include a satellite photo and a
chart designed in Excel.

Downloads

Files used in the lesson:

Locally heavy rains soak southeast
Michigan.doc

Satellite2013.gif, Rainbow.jpg
Rainbow-over-barn.jpg

Rainfall 2013.xIsx

Microsoft Office 2013 Article.docx
Microsoft Office 2013 Pricing.xIsx

2. Practice
Complete the Practice Activity, page 38.

3. Assessment
Review the Test questions, page 39.

Lesson 1: Rain Washes Out Hamburg

Page Layout

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW
@ r‘-\'ﬁf IE ¥ Breaks - Indent Spacing EJ
_ _ D _ i[Line Numbers = | 3= Left:  |0" 1= Before: 0 pt .
Margins Orientation  Size Columns . g = "
> > S S bt Hyphenation ~ =# Right: [0" - | 4= After |0 pt - iJ
Page Setup lJ P Paragraph
Picture Tools->Format
FORMAT
L# pi = it - v = Alan P o
L# Picture Border .1 Bring Forward |¢_ Align :_F|- El] 397"
; - | & Picture Effects - — 0 Send Backward - Group -
_ Position Wrap - Crop =|g»
" | 5L Picture Layout - - Text~ DOli Selection Pane “k Rotate - oL
M iJ iJ Arrange Size
Menu Maps

This lesson shows options on the Page Layout and Picture Tools Format Ribbons.

1. Page Layout-> Page Setup->Columns, page 20

2. Design->Page Background-> Page Borders, page 28

3. Picture Tools-> Format-> Size, page 22

4. Picture Tools->Format->Arrange->Position, page 24

5. Picture Tools->Format->Arrange->Text Wrapping, page 26

Intermediate Microsoft Word 2013 Page 12 of 231




Rain Washes Out Hamburg

At work we communicate with our clients and our customers frequently. One good method of getting the
message across is to distribute a newsletter. If we take time and format this document with color, watermarks,
and a graph that automatically updates itself, maybe people will actually read it. <grin>

So, please Start Microsoft Word. When the Welcome page appears open a new, Blank Document.

What do you see, from the top of the screen? Is there a Home Ribbon? And the Insert, Design, Page Layyout,

References, Mailings, Review and View Ribbons? Yes.

If your screen looks similar to the example on this page, then you are ready to get started.

.il!. HOME INSERT DESIGH PAGE LAYOUT REFEREMCES MAILINGS
s x - - - — 11— 1— N
B £ Calibri (Body) ~|11 ~| A" A" |Aa- | A [iZ -2 -5 | &

Bact E|TE‘| Copy -

e - * - a5 - = = = = -

> ~ Format Painter I U -aex, X |A L . - - | -
Clipboard Ta Font a Paragraph
1 1 .

[T+]
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Ong Start -> Microsoft Word

BH% 8. D . W P a4 %
vomal | SGNT GRS PAGIAYIUT  RITRIRCIS MRSl eI W Dy i+ Y

Create a Newsletter - e e PR R P s FrTTpe——IT Tk
Business runs better on collaboration. et PR I Rr ey P PSS | P |
Many talented people need to work B . e ; _ g e
together. Microsoft Word is an excellent ' 1 ' : ' '

"container" to gather text, graphics, and

photos into one message.

This lesson shows the steps required to Rain Wathes Chut Hamnburg
create a newsletter. Let's begin by typing

the headline and inserting a text file with

the weather news already typed up.

1. Try it: Type the Headline
Type: Rain Washes Out Hamburg

Hit the Enter key on your keyboard twice
to give some room between this headline

and the text we will be adding. m

Keep going...

Rain Washes Out Hamburg

Intermediate Microsoft Word 2013 Page 14 of 231



.
OZ:G Insert ->Text-> Object ->Text from File

Oecamant D - Wi ¥
Insert a File P e S SR .
Before You Begin: Download the Sample File o | ,.f.".:_.._.:;“-.u_._-._.. - .".'.M s o DO s .,.....‘,h: - E — :;_. ;
Download the Sample File: Locally heavy rains L - PR P Y 2 o
soak southeast Michigan.doc ) 2

Save the file in your Documents folder.

2. Try It: Insert a File l

Go to Insert ->Text->Object. Raain Waribwrs Dt Hasmiburg
Select Text from File.

Keep going...

Did you See: The Object button has a small arrow
on the right. Click the arrow to see these options.

A |;| 4 @Signature Line -

i %Date&Time
Text Quick WordArt Drop _
Box~ Parts~ = Cap ] Object ~

Text [T Object...
't B B Textfrom File..

Exam 77-418 Microsoft Word 2013
2.0 Format Text, Paragraphs, and Sections
2.1 Insert Text and Paragraphs: Append Text to Documents

Intermediate Microsoft Word 2013 Page 15 of 231
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One

Insert ->Text->Object ->Text from File

= = arant [- 5" AL AL R AR BEL L) wiw Thnatmrs S4dy © l
:} Find the File e T T T AT T ST R TR
3. Try it: Browse for a sample file .':'::: o -.u';:;'..'_u.,.-,_....ﬂ... u._;. e .,,: Flmiest | oo Vot e P o it L TV i
Go to the Documents folder L ———— T - e
Find the sample file: Locally Heavy Rains ' : ' '
Soak Southeast Michigan. i @ e Y
# B s Vi ¢ Doy - . . ]
Double click on the file to insert it. ::m*'m — — i
The text from the sample file should by ) E |E @
placed into your Word document. fainiihey e —
B Dn=snidi ey g 1 i
b R g il
Keep going.... e = : =
= E E &E .
P
T v v e oo

Rain Washes Out Hamburg

Locally heavy rains soak southeast Michigan with more downpours on the way

% October 25, 2013, 2:00 P.M. EDT

Cloudbursts over southeastern Michigan early today dumped 2 to 3 inches of rain around the Hamburg
area with isolated totals of 4 to 6 inches. Additional heawy rainfall is likely through tonight and a Flash
Flood Watch may be required. The copious rainfall is being caused by a stream of moisture feeding
Exam 77-418 Microsoft Word 2013

2.0 Format Text, Paragraphs, and Sections
2.1 Insert Text and Paragraphs: Append Text to Documents

Intermediate Microsoft Word 2013 Page 16 of 231
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Show/Hide

All word processors are text based. Think of the
old-fashioned electric typewriters. If you wanted
your name by the signature, you had to enter
enough blank lines to get down to the bottom of
the letter. When you are working with Microsoft
Word, the text is anchored to a line, just like a
typewriter. You can see the paragraph marks if
you turn on the Show/Hide option.

4. Try it: Proof the Paragraphs
Go to the Home Ribbon

Find the Paragraph Group
Click on the Show/Hide option

When you select Show/Hide, Word displays the
formatting codes. Notice, each time you hit the

Enter key on the keyboard, you have a new blank

line. The symbol is a backward facing "P."

There should be only one paragraph mark, or
blank line, between the paragraphs.

Delete the extra blank lines.
When you are done, you can turn off the
Show/Hide option.

Keep going...

Home -> Paragraph ->Show/Hide

[ G . DT - Wk a =
| I T L T T Vst st + )
ColpniBedd =1 - K & | Aa- | 4p cEe e L oo ascce A AB| wa o ] -": .
i B
I I TR T S ) o b fueat
LR v 1ose ’ — >
[ . ! ' — 1i— i— —— —— Al
.— z— a—
iz | EE= | 7] |(T
Rain-Waakes-Owt-H,
1 ====|1=- Q - Mk o
—_ p— pu—— 4'_ HE
Liscally-Foeavy-rains s
Cctober-25, 2013, 2: Paragraph F
1
1

ClyudBunitvover southestoon Michigan sarhriodaypdumped 2 1o Jinchesal-rsincansund 1he-Hemburg
areawith-olated 108 ab-of 4 to-f-inches -Additicral heavy raiedallis Skeby thasughtonight-and-a-flash:
Flood Watch-may be-reguired.- The-coplous-rainfall - bsing cavsed by stream-of motstwe-feeding
inland drom Ahe-Gull-of Mesice - Thisadho-ol juicy-air- Bebywill persist-inio-Thssday-as-high peossuro 1o
thewasthavanchosed-itislFand will continue to-lor e the woggy airnortheand through estenn Michigan
and-west ern - Ohio - Sy-tomonow-the stream-of moliure will resch-all-the wav-to the Canadian-border-as:

Rain-Washes-Out-Hamburg1
|

Locally-heavy-rains-soak-southeast-Michigan-with-more-downpours-on-the-way-1

October-25,-2013,-2:00-P.M.-EDT-
A
1

Cloudbursts-oversoutheastern-Michigan-early-today-dumped-2-to-3-inches-of-rain
area-with-isolated-totals-of-4-to-6-inches.-Additional-heavy-rainfall-is-likely-throu

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.4 Customize Options and Views For Document: Demonstrate How to Use Show/Hide

Intermediate Microsoft Word 2013 Page 17 of 231
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Format the Text

5. Try it: Format the Headline

Select the first line
Go to the Home Ribbon
Format the Font:

Home ->Font

o g - Bl
L L.

ol ] - [M - W W7 A | 0" pmmrany | ammcacs BAH| w BT BT
L . " .

e

] 'II.II (1]

||il||||i|

Calibri, 36 point, Bold, Centered, Blue. - e

Keep going...

HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW

ﬂD b Cut Calibri Body) ~[36 -| A" A" | Aa- | #0 |- 1. '2- &=
Paste L_EI CDP}I u aby = = = | = (:;‘
- ¥ Farmat Painter I U-amex, x| -7 -l S===|(=- -
Clipboard [ Fant B Automatic
L L 5 N . Theme Colors - |

Dain Wiachae Mid Lans b

Standard Colors
R EEEEN
% More Colors...
@ Gradient

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.4 Customize Options and Views For Document: Demonstrate How to Use Show/Hide

Intermediate Microsoft Word 2013 Page 18 of 231
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Page Layout: Columns
6. Try This: Format Two Columns
First, select all of the text EXCEPT for
the headline.

Go to Page Layout->Page Setup.
Select Columns and click on Two.

Made You Look: Two and Three
Columns are used in newspapers.

Left and Right have uneven Columns.
These layouts are good for training
manuals. The wide Column can have
text and images. The narrow Column
can include icons, tips or quotes.

Keep going, please...

Page Layout ->Page Setup->Columns

FH% Ot -
T T WRCH wsel e v
* (A et Ly Ay,
i Hoaiiers Lo T i lrew Gp

Uigoe, Teerdgine. o Gahammen L = wriecene
- - . - o Lol djm Fara

g v e s v as

HOME
ndin \ @ @ IE

Margins Orientation

IMNSERT

b b -

Leszally Brbavy raind

Page 5
Denckse 5, 2003, 1

L 1

Cloudbanits over &
areawith halated | S
Flosod Watch may b

inland from the Gu -

-

2.0 Format Text, Paragraphs, and Sections
2.3 Order and Group Text and Paragraphs: Create Multiple Columns within Sections

Intermediate Microsoft Word 2013 Page 19 of 231
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Y Line Numbers = | 3= Lef

Size. Columns
bt Hyphenation -

One

Two
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Left
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Format the Columns
There are several more options you
can use to format the Columns in
your newsletter.

7. Try This: Edit the Columns
Before your begin, select the two
Columns of type.

Go to the Page Layout Ribbon.
Go to Page Setup ->Columns.
Select More Columns.

== Maore Columns..,

What Do You See? You can adjust
the Column Width and Spacing.

By default, the gutter (or white space)
between the Columns is set at half
an inch (.5"). You can change that if
you wish. You can also add a line
between the columns.

These two Columns are equal but
you can make them different widths.

Click OK. Keep going...

Page Layout ->Page Setup ->Columns -> More Columns

BE %0
T T ———

¥ P - [r— T -

10 e by« W0 Lo T T Lalrew D@ B

R [ ST W R F T P

g v g v as -

Dot - W v 5 H

i

Presets

MNumber of columns: IZI [ ] Line between

Width and spacing
Col#  Width:

Preview

Spacing:

los
|
|

Equal column width

Start new column

Apply to: | Selected text

Exam 77-418 Microsoft Word 2013
2.0 Format Text, Paragraphs, and Sections
2.3 Order and Group Text and Paragraphs: Create Multiple Columns within Sections

Intermediate Microsoft Word 2013 Page 20 of 231




Insert Pictures

Before You Begin: This lesson has
Sample Files. You can save them to
your Documents folder and use them
to create this newsletter.

8. Try it: Insert a Picture

Go to Insert->lllustrations->Pictures.

Browse to the Documents folder.

Select: Satellite2013.qif

and Insert it.

Keep going...

Sample satellite photos
Copyright © the Weather Channel.

Insert ->lllustrations->Pictures -> From File

B % O Dt - W =
B o oo | cieee et RDBEGE waeed et ww [ty |
B Comrr Fage - | P = G Hpind, : Y, ¥ e e + | TT lipuaiiom, -
P | Old & Tl oo # 5 / d (EE 4 M2 —" =
T Blas Page [ P [ AL Ypowbani

Tobde | Fickem Grbre Shapn et Chat dowmshet | dppfos | Ginkiny Comment | Homder Foolr g | Bodl Gk Woridel Drop
4 Fuge v [T v i L] 3 P T Y e [

gl (] e dpp | mira Limin Cuament1 R B o st oo -
6 6 80 e .. M [ r 1 4 r [ 5 1! ' CECEE N B

Rain\ .~ R |

TATRLLITH

Locally heavy rain [ur ‘tonight
with mone downp he
Ootober 15, 2003 :ﬂh-
Ve et ey
m— TR r—rrReprerrenerrll plange all
Cloudburses ever southeastern Michigan earty thee way to Narthern Califarmia tomoer ce.

today dumped I 1o 3inches of rain sourd the
Hamburg area with isolated tofals of 4 to &

.il!. HOME INSERT DESIGM PAGE LAYOUT REFEREMCES
B3 Cover Page - % L_‘ L
- E @ Il a.

[ Blank Page ] :

L Table | Pictures Online Shapes SmartArt Chart Screenshot

'— Page Break o Pickures - -
Pages Tables Hlustrations
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O:,:' Layout Options -> With Text Wrapping

2 H % ‘ S el - M " WO, e ——
Layout Options —. »rqm'»‘.:nn j_ml.-:e,.r: '!.J::,;.h'ﬂ,:'l-"nrfn't'l‘. m.u:--— r:-a: r:: .!vuu-!:“-‘."k‘%. : : T “,~__._.. Adolt 8
When you insert a picture, Microsoft Word oy | Gl Bithnpbon | ol el o] oo o O Picnurs K St o & Bl2 :

Prvtmn Womp » Crop T
T i, Pactumn inywet < Tauns D) Selocts Faw " Ratske - =

displays a little Layout icon. By default, the

picture is In Line with Text. It is part of the ~ T P
text. You can drag and drop it with the same ndill vwdoslico VUL rndinuui B

mouse moves you use to move words.

B s oFeen ® Bana of the area. The Nostheast

Where Have You Seen This Before? Think of
the Medieval prayer books that began the
readings with a stylized and ornamented letter.
Important days began with a red icon, hence
the term "Red Letter Days."

A rondes bt withoat the

3

S |< LAYOUTOPTIONS X

Im Line with Text
You can change the Text Wrapping if you

wish. There are three ways to do anything in ™
“Hﬁleireof’so&\e/\{%:%u,\sﬂeepg’ tli\gzuse and Keyboard' ¥ Locally heavy raint soak southesorville Baach
p . with more downpours on the 5\!: Wednk With Text Wrapping
3 Y. ) aley
1. Try It: Edit the Layout Options : R
Click once on the picture to select it. ittt P K E ariE ot ~F
Go to Layout Options->With Text Wrapping. i
Select: Tight. St Augsliva Barach
_anﬂ MatRAran
m = I

2. What Do You See? There are two options:

Move with Text (Anchored to a line) [Fiaginr Baach
Fix Position on the page (Absolute Position) Bunal * Move with text
Select: Move with text Ormond B - ;
Keep going... - ix position on

A LM

7 s Peds
<u]
L. See more...
Michigan

Exam 77-418 Microsoft Word 2013
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Add Another Picture

1. Try it: Insert Another Picture
Go to Insert->lllustrations->Pictures.
Browse to the Documents folder.

Select the Rainbow-over-barn.jpg picture.
Click Insert to place it into the newsletter.

The Layout Options should be available.

Select With Text Wrapping->Tight.
There should be two pictures in the first

column. The text from Column one will
move to Column two as needed.

You can resize these pictures to look like
the ones shown on this page if you wish.

Keep going,,,

Exam 77-418 Microsoft Word 2013

Layout Options->With Text Wrapping -> Tight

BEHS O Deocamaral? - W T
“ coms GGINT N RAlavBLT  ETRACTE ARGl BhAm  vEw Foma
-~
L o et |1 - * L L T, " A Aad
¥ o | =
Fase R A"
o sl et
Inman

Teslary, nhar uppart air disturbance than will
wnhsnce the Colorsda vorm lamancw is
bringing gusty winds, cooler sk, and seattered
showers and thusdesstorms 1o the

LATUTOFTIORE ¥ @i, o showsds are coating
el i T foen of the srea, The Northesns
B cooles, but without the
wecipitation. Much of 1he

i Mississippi femaing

A A om e dey

[a]

Wk Feul Wi oy

& Ve wdh b Farific Nosrhwedt i beacing for
Vapaineg oa

W Pacilic spanm, Atmospheric
e

Bulf of Alaska are nove-diving
" ngthens and drops

¥ Locally beavy raing soak soaheast Michigas soithiaitward. Hgh Wind Watihes fof tanght
i .

m: < LAYOUTOPTIONS X

In Line with Text

P!

With Text Wrapping

Hatl - abEaE
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One Picture Tools ->Format -> -Arrange -> Position

BH% i ¥
Arrange the Picture e et 2
2. Try This: Arrange the Pictures S B e ey ||t e = e | e
Select the Rainbow over Barn picture. : :

Go to Picture Tools->Format -> Arrange->Position.
Select a Position: Middle Right.

Meanwhile, the P | = - - cing for
. ) . ) arathar pawerful haric
The picture will be placed in the right Column. presvares in the € diving

a4 the s1odm stre

Lestally By raing scak scutheast Michigan =
with more dowepauns cn the way

.1 Bring Forward ~ | Align ~

» 0 Send Backward - Group
Position Wrap _ .
+  Text- Ol Selection Pane k Rotate -

In Line with Teaxt

southeastward, High Wind Watches for tanight

3 ' ' ' 1 0 aed nomoerow have Been issued Tor the
[ %]
With Text Wrapping
D |l a a cing for
1 heric
C diving
[ =] [ %] [ %]
|
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o,,:” Insert ->lllustrations->Online Pictures->Office.com ClipArt
BHEH S O ool - Wesd n
1 H HOAM | sERE | GEBOW  RASELAYOUT  REFDREGCEY MM ERAEW VW ot Bady, +
Add a Third Picture e O Pl L 8B DIRDD EE A A DT
This newsletter has two Columns of text. The DRSPS | P Oni g i Gt St gt | ot | TP ot e P | Yot Gk et Gy (ST
two pictures have been formatted with Tight Text 7" . ™ e e T e it T T o
Wrapping. : : : : i : ‘ r
The next picture will be a rainbow that will be - Ra in Wd BN TO ST
formatted and placed behind the text and all of 1 e mibos

the other pictures.

1. Try it: Insert ClipArt

Go to Insert ->lllustrations->Online Pictures.
Select a site: Office.com ClipAtrt.

Search for: rainbow.

2. Select a Clip from the Gallery
Browse through the ClipArt Search Results.
Click on any rainbow picture and Insert it.

What Do You See? The rainbow picture may be
so large that it forces the rest of the stuff onto a
second page.

Rain Washes Qut Hamburng

-

Let's find some Picture Tools that can help
arrange these pictures better.

Keep going.

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Office Online.com ClipArt
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o:z" Layout Options->With Text Wrapping-> Behind Text

H -.-: . - ; _-:-\-.--a.-: Foml .
Send Behind Text Tem = FEE PR B =il =
Arranging Text and Graphics makes more R | it i % B Rttt | e s A

et ooy lpes e

sense if you know that Microsoft Word has
layers. Text is always on its own layer. The s
background is the bottom layer. You may have Rain Washes Out Hamburg
many layers if you have many graphics.

3. Try This: Send Behind Text 3
Select the rainbow picture. s nen e s
The Layout Options should be available. D i e gy, | 2
Go to Layout Options->With Text Wrapping. % -3 f’ .ﬂ LA
Select Behind Text. ol ]
L _
4. What Do You See? Behind Text will place = Y
the rainbow picture behind the text and the : ElaH a LAYOUT OPTIONS X
other pictures.
P I_‘ showers and thunderstorms to th{ | 1:ne with Text
Where Have You Seen This Before? el Intermountain West. Snow showe
Microsoft PoyverPomt also uses Layers to ! the higher elevations of the area. o
create the Slide Master as well as to arrange et ; ) —
objects in front or in back of each other. " also is breezy and cooler, but with
e aggravation of precipitatjon. Muc|  With Text Wrapping

country east of the Mississippi rer

unseasonably warm and dry. Ha N aEE ~

N (== | B 4

W i g O MovewithEhind Te:ld:

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
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Opg View ->Zoom -> One Page
FE % 0. Decumantl? - Wosd P VOO FE - & X
Zoom Out and Look LN O (o Q3 O | 8 [ 3 [ < mense )
Please resize the rainbow picture so that e B T e N :
it fills the page. This step is easy if you e e them

change the View, first. =

1. Try It: Change the View
Go to View->Zoom->One Page.

2. Try This, Too: Resize the Picture
Select the Rainbow picture.

Use the Handles to drag and stretch the
picture so that it fills the page. "

OK, that works. Rain Washes Out Hamburg

B L

example is a light pastel. If your rainbow
picture is very dark, it may be difficult to
read your text. You can use the Picture
Tools to adjust the Brightness and
Contrast if you wish.

Memo to Self: The rainbow in this )

L] e EE R
b canr b o
s ot ol i e e
e e e el

e IR
i e )y

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.4 Customize Options and Views For Documents: Demonstrate How to Use Zoom
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o::” Design ->Page Background->Page Borders

E FEH% -} B Washam Ot | gy - Wt

:’ Add a Page Border S L T

A page border adds elegance to a design, . TE L0 e T Do D o fom s
much as a picture frame surrounds a good . —
image. Here are the steps to format a page - -
border. 1

Radén Waghes Out H

1. Try This: Add a Page Border ' e E B i
Go to the Design Ribbon. X
Go to Page Background ->Page

Borders. ) | Borders Page Border -_ Shading |

1 Setting: Style: Preview
2. What Do You See? There should be a = 1A Click on diagram below or
new window with three Tabs: Borders, : == | Hone use buttons to apply borders

Page Border and Shading. You should be
on the Tab that has the Page Borders.

Boy | | - ) -

IR Jg =

3. Try This. Too: Edit the Page Border

Setting: Select Box

Color: Select blue. B e
Width: 1/2 pt

Click OK.

Shadow

o

(51 I

Do This, Now: Save Your Work.
Go to File->Save.

You can name this document: :
Your Name Newsletter. {nang) E]

Cystom

Apply to:
Whole document E’

: Options...

oK Cancel

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Modify Page Borders and Shading
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O,,:’ Preview of the newsletter as it will look at the end of the lesson when it is completed

BE%s o i b (ot sy - et
Linking Word and Excel T & oo oo s s s o -
The example on this page shows a chart e T A - "
that was created in Microsoft Excel then o= = _ - e
copied, pasted and linked to Word. P

i V.ol i T, il ] s iy

1 o e il R Tl it e B PR W a7
Linking a chart to a newsletter or report is i e e s o AR et
an excellent example of how to use e veimms ks b
Microsoft Office effectively. ! e TN )

B = B

Say someone corrected the data in the
spreadsheet. The chart in Microsoft Excel

will change. Any chart that is linked with
Paste Special in Word will update, too. b

Rain Washes Out Hamburg
m"‘"‘E_ : I :m :.'.'.':: | . s =

Before You Begin The Beginning Guide
to Excel 2013 demonstrates how to create
charts. It is available online here.

You can also make your own chart for this !
demo if you wish.
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O,,:' Start Microsoft Excel
@ - Bt 301 - Lt v a =
- coud SN PASILeS dolanad B VW W Guilesls e A

Welcome to Excel il ——
This is a simple exercise that points out the - A
similarities of the toolbars in both Microsoft
Word and Excel.

- v Wy Tt Sy - h > 7| E . 'l.
$ong e || Se

g & Coviden =

1. Try It: Open a Sample Spreadsheet
Go to Start -> Microsoft Excel.
Open Rainfall 2013.xIsx

What Do You See? Microsoft Word, Excel,
PowerPoint, Outlook and Access were
designed to work together.

Most of the options you use in Word can be
found on the same Ribbons in Excel.

Keep going...

Memo to Self: Files that are downloaded from
the Internet are disabled for security reasons.
Go to the Security banner and click Enable so

that you can edit the spreadsheet.
FILE HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
ﬂ - - —
B db Cut Calibri AN IE=o | ® | S WepTed
g ER Copy -
aste - - - === eE s
- ¥ Format Painter gr g & e - B T T MEFQE&
Clipboard M Font Fa Alignment

Intermediate Microsoft Word 2013 Page 30 of 231



Ta
on:f Microsoft Excel-> Home -> Clipboard->Copy
- 5] Wbl 341 - sl
Copy and Paste -‘. ‘c:u et il LS m.ﬂ. fain v wim [Ee ] =T L] - <
ST S I “E
2. Try it: Copy the Chart ol PN e b b ot |
Click once on the chart to select it. Dusses - et . sippncen o taeas [
You should see a light border oent - [ -k
surrounding tlhe chart. This tl)ordgr e — e ! ] BB o8 8
has handles in the corners, just likea 1.+ B 1] b7 ] T} 43
picture in Word when you select it. 4 +
' - -~
Go to Home -> Clipboard->Copy. Sl ' H -
' A
Keep going... 2 ‘d:- L - E . o : E -
11 L April May June July August september
- 4.3 2.8 1.5 0.78 0.3 9.6
13 |
' 4|
:5_. . 1 : 7T
: 6 1o g 1 - -
=) g
7| 3
I 8 | 8 '
g 7 my B
6 : P : . ,
"I_'IE 5 i ._ . . " 1 : St "% : . iy
13 3 v u NN s Ml
1‘4 3 m & . m, o & g |
15 | '
= 1
| s =
17 April May June July August  September October
18 |

Exam 77-420 Microsoft Excel 2013
Create Cells and Ranges
2.1 Insert Data in Cells and Ranges: Enter Data to Worksheets
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Paste Special in Word

In the next steps, you will be working in
Microsoft Word. You do not have to close
Excel. You can have both programs

open at the same time.

Where are We At? The newsletter is still
open in Microsoft Word. You should see
it on the Task bar at the bottom of your
screen. Click on the Task bar to restore

the window for Word.

3. Try it: Paste Special

In Word go to Home->Clipboard.
Select Paste Special.

Keep going...

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Paste Special

Microsoft Word ->Home ->Clipboard->Paste Special

gg5 o
AR T [= L2t PASE LAYOUT R ERENCLY Lt W ww

Feame, b Tl Mgy - Womid

o ey St
) M Fra -
" e Magince

T CalbriBody} - [M -\ K o [Au- | 80| S-S0 68| DLW | een | damecotc AaBibr Asilt AdB! ssane
'-.*' o Rt Puanes U 7 B - x| Q- 0F- 4 - 2 . b ekt <
Pavia Opiions Fant . . u»ml 1 Srghat W Baseg
Rain Washes Out.Hamburg
e S el g AT -4 e ¥ -m::plnm Whuch of the
5 o
FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS
) ' - - | ’ L= — e,
M — [Calibri (Body) ~[36 ~| A" A" | Aa~ | A8 i 1= .z
E & '—‘l-“. _
Paste - 2 - abr LlEE=E=|
. ' Format Painter B I U -abex. x|~ A - - T | #
Paste Options: | Font M | Paragra
-ﬂD llglll
Paste Special...
-
Set Default Paste... Ra l n Wa
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Paste Special

Paste Special asks two questions:
First, what kind of object do you want to
paste? You can paste this chart as a
Picture, a Bitmap, or as an embedded
Microsoft Excel Chart Object.

Second, how do you want to paste this
Chart? If you choose Paste Link, the
Chart in Word will look up the values in
your Excel Spreadsheet.

4. Try it: Choose the Link

Choose: Paste link.

Select: Microsoft Excel Chart Object.
Click OK.

Keep going...

Microsoft Word ->Home ->Clipboard->Paste Special->Paste Link

BE s 0. P r———
- ardnt [- 5= AL e LU LSy AR BEL L] VIW
-
o ety BT U ¥ B W |y O et | Wb Hasiing
- . = “ fr— ] e

Rain Washes Qut.Hamburg

”
T
L e e e

] i
' e [l Tl Somd St ] D A
rd Ptiars i Vel

LS

L
P Wy ey, o B Chpdriard 1 0 by

L O ——
e i st

Doy
1oy
g el wsth solebed ILa o L 168

wahun dchifond S sy ieniel i Bindy iHeoagh
taegrs el b Pt Plood] Wisich man Ee

C:I Paste:

o | Picture (Windows Metafile)
Paste link:
@ - Bitmap
Microsoft Office Graphic Object

4

Compei Byt - - WA Aa- | e -G |EE i B AsSCeDr A " Bab| s

Exam 77-418 Microsoft Word 2013
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O::e Page Layout->Arrange ->Wrap Text->Tight

BEH% & B Wb Ot b - W
Paste Special — sl wE. S oE
What Do You See? You should see a e R e | | e [ e e
Microsoft Excel Chart in your newsletter. It e im trem e
worked. <grin> )
However, the chart may be so big that is ends Rain Washes QulHa T

up on the second page.

5. Try it: Format the Chart

Click once on the Chart to select it.

Resize the Chart with the handles, as if it is
just like one of your pictures.

Edit the Text Wrapping:
Go to Page Layout -> Arrange ->Wrap Text.
Select: Tight.

Arrange the Layout:
You can place the Chart wherever it looks best
in your newsletter.

Save your work, please.

Keep going...

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Paste Special
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o::° Microsoft Excel
. A B | C D | E F G
Chang.e the D.ata , 1| April May lune July August September  October
The chart in Word is linked to your data in | I:]
Excel. The technical term for this 2 4.3 2.8 1.5 0.78 0.8 9.6 4.3 -

relationship is: OLE: Object Linking and

Embedding. Now, edit the data in Excel yr A B C D E F
and watch what happens. ;-) 1 April May June July August

2 4.3 2.8 1.5 0.78 0.8
6. Try This: Edit the Data in Excel I

Go to the rainfall spreadsheet in Excel.

@a% i Ward 8 3071 - st
Bl - eoin bt G Bl BN W Gules
Select: Cell G2. = Xoa — T x| Bl & | Emt — | F | A i
Type the number: 10. o e W T U e S| B+ | § % 0 [ o e G | Dot | D e et
Hit the Enter key on your keyboard. = I rom . s | e o s o= by -
[ = Ik & ! -
What Do You See? The chart in Excel will — e e ———— L ! 4 K b M B BT B

automatically update. So, what happened
to the chart in Word?

-
-
F]
=
E
B

H

BIESEEESRSE = w8 wme il
!
-l
‘|
‘n

L

Exam 77-420 Microsoft Excel 2013
Create Cells and Ranges
2.1 Insert Data in Cells and Ranges: Modify data in worksheets
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Onc® Microsoft Word ->Right Click -> Update Link

!;}i b 3 - Bir dgiram T Ve ansg - Aot T .‘i
Update the Chart in Word T = e s s e s o e .
When you return to the newsletter in Word, == .. ™ co A- . ) B| s
the chart should show the new data. T 0 i L — : AT )
Way cool. e g z

b Ve Lol N Thon il o s e My

7. OK, Try This: Update Link Sometimes, e S e, »‘,_::..::::‘:."
the chart in Word does not update. Here is i I R
how you can do the update by hand. s B + - - . .
Right click the chart to select it. - - -3 | %
Select: Update Link. vegpn 0| l e -

£ B

: : X Cut

o SR ~ B copy

&D Paste Options:
=
[
: _ _ (4! Update Link
- - - 2 Linked Worksheet Object *

Grouping L
July Ausust September  October
- Crder ¥

Exam 77-418 Microsoft Word 2013
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This newsletter was developed using the
Home, Insert and Picture Tool Ribbons. . .

The goal of the lesson was to design an — Rain Washes Qut Hamburg k|
appealing newsletter that will encourage ‘ . .
our users to read the articles or at least

browse the important information.

inpreaten of praciptston. bk of tha
eimrtep il ol TR s rerraam
Ay w8

Aot bt Vet Ut AT Lo o |
St powarfil Parlis dar A TuHph
[ o ok Dol o MRS 348 Cuiris T
Bt pTen cengthena and decpa

noutheataarel High Wirel Wislchas 2o 1
wnd b Pt e, Bt o ek
‘Whanhingicr coaet Bas mort of the Deegon

The lesson also demonstrated the
effectiveness of linking Word and Excel
with Paste Special.

AT e e K R, 8 T by

You done good.
You get the cookie.

Rain Washes Out Hamburg
g e
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Practice Activities

R

ain Washes Out Hamburg

Try This: Do the following steps

0 NOoO O WN -

B e N T T I N U U S (o ]
0 NOoO Ok~ WN -~ O

. Open a new, blank document in Microsoft Word.

. Insert the text from the sample file: Microsoft Office 2013 article.

. Insert a picture from Online Pictures of a person working at a computer.

. Format the Text Wrapping to be Top and Bottom.

. Format the text to have three Columns.

. Insert a second picture from Online Pictures.

. Format the second picture to have Text Wrapping Tight.

. Move and resize the second picture so that it overlaps the edge of the first picture.
. Insert a third picture from Online Pictures.

. Format the picture to have text wrapping Through.

. Format the picture: edit the Brightness and Contrast.

. Format the picture to be Behind Text.

. Insert a Chart from the Spreadsheet Microsoft Office 2013 Pricing.

. Format the Text Wrapping on the Chart to be Tight.

. Move and Resize the Chart so that it is at the bottom of the third Column.
. Adjust text and picture sizes so that everything fits on one page.

. Add a Page Border.

. Save the file as My Name Intermediate Word Practice 1.docx
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Test Yourself

1. Which of the following is true about the - 3. Which of the following is true 6. Which of the following is true
Show/ Hide button? about resizing a picture in Word? about a Chart pasted into Word?
(Select all correct answers.) (Select all correct answers) (Select all correct answers.)
g' tgg:tgg i‘:]”t:‘eev"i':\,ryg:_?)'sbo” a. Can be done by dragging the a. It can have Text Wrapping

' . P handles on a picture b. It can be resized using handles
c. Shows formatting codes, such as . . . . .
paragraph marks 9 b. Can be done using the Size c. It can be linked so it automatically
Tip: Intermediate Word, page 17 command_ on the Picture Tools updgtes if chaqges are made to the

Format Ribbon original Excel file.

2. Which of the following is true about c. Cannot be done to specific Tip: Intermediate Word, page 34
columns? (Select all correct answers.) measurements
a. The command to create columnsis on  Tip: Intermediate Word, page 22 7. Which Ribbon has the command
the Insert Ribbon _ for adding a border to a document?
b. The command to create columns is on 4 \which of the following is a Text  a. Design
the Page Layout Ribbon Wrapbing option? b. Insert
c. The More Columns command opens a S pping op . ’ Vi
box with more options for creating ( eleclt all C,O"eCt answers) C. |.ew
columns a. In Line with Text d. Picture Tools
d. Two columns can be different widths ~ b. Square Tip: Intermediate Word, page 20
Tip: Intermediate Word, page 20 c. Top & Bottom

d. Behind Text
Tip: Intermediate Word, page 23

5. The new Layout Options includes
Text Wrapping and In Line with Text.
a. True

b. False

Tip: Intermediate Word, page 26
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Test Yourself

8. How do you format two columns of text in
Word ?

a. Go to Page Layout ->Page Setup->Columns
b. Go to Insert ->Columns

c. Go to Format ->Columns

Tip: Intermediate Word, page 19

9. Indicate the ways you can format two
columns. (Select all that apply)

a. Column width

b. Column spacing

c. Equal or different column width

Tip: Intermediate Word, page 20

10. There are two pictures overlapping each other in your newsletter.
Both pictures are formatted with the Text Wrapping at Tight.

How would you place a rainbow picture behind a satellite photo? (Select
all that apply)

a. Click the rainbow and go to Page Layout ->Arrange ->Send to Back.
b. Right-click the rainbow and select Send to Back.

c. Click the rainbow and go to Picture Tools ->Format ->Send to Back.
Tip: Intermediate Word, page 26
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Word 2013: Business Documents

Two Open for Business

Intermediate Word Objectives
In this lesson, you will learn how to:

. Add content to customize a Template.
. Apply a Theme to a document.

. Save a document as a Template.

. Use a Template to create a resume.

N O OBk WODN -

. Use Quick Parts to edit the resume.

© 2013 Comma Productions, LLC

. Open a new document from Template.
. Edit the Building Blocks in a Template.

FEH % &

B G P - |

Y Bk P

o P ek
g o

Resume (Median

o
Tabls  Fefumny COndme hapey fmastled Chard Sommmbat | dgps e

Do et [ty bdonta | - oad gt Iam b L ’ T = s N
- -
DM A LAY RIFTRIRCI  MARNGL R VW D e O al® . |
™ i & B Hoparied — P T ——
[
i P bemirmark £ e & T TR g —

s 5 —s 3 Cova-sharmnct
mtaan ipn | e o

— i & 1
Elizabeth

Fax (Median theme) -

Intermediate Microsoft Word 2013 Page 41 of 231



Tivg

1. Readings
Read Lesson 2 in the Intermediate
Word Guide, page 41-68.

Project
A custom FAX template and a Resume.

Downloads
Charlotte FAX.docx

Graphic files used in the lesson:
HamburgFestivall,HamburgFestival2,

HamburgFestival3, HamburgFestival4,

HamburgFestival5, 1Logo, Farm

2. Practice
Do the Practice Activity on page 68.

3. Assessment
There are no Test questions

% Lesson 2: Open for Business

Design Ribbon

FILE HOME IMNSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW W

j Title TITLE Title Title TILE . __,,r.' Til* . T:.e
TTTY HEm DA | Hesaling 1 Heodieg | Megdiag 1 HEADEG | Heted

P S R RS e e i, Caren e e e
Ther‘nes = Ll e L S —— P PP

[y TR S S— S

-

1 Daocument Formatting

Design Ribbon

T I AR s
e Hermiong 1 (— - @ Effects =

= Smet— IIIIITIIT moee——s ) Colors Fonts T e
- - @ Setas Default - Color - Borders
Page Background

=

34
Menu Maps

This lesson shows the Design Ribbon.

1. Design->Document Formatting-> Themes page 48

2. Design-> Page Background-> Page Borders , page 49
3. Design-> Page Background->Colors page 61

4. Design-> Page Background->Fonts page 62

5. Design-> Page Background->Watermark page 63
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Open for Business

When you open a new business there are a million things you need to setup. When the Computer Mama
opened the office, she got 15 computers, 15 monitors, 15 keyboards, 15 mice and 15 chairs...but no
tables. OK, where is the business-in-a-box so a newbie can figure out what's needed?

Microsoft Office Templates Microsoft Office 2013 has a rich library of business templates that make it
easy to gather all of the documents you need for work. A template is a business document that is already
formatted with a lot of options. This lesson will demonstrate how to find business templates and how to
customize a template with your own content.

So, Start Microsoft Word...

° =y
@ Aa File a
Take a
tour
Tithe 2l¢ i
- — AWARD
HE EEER ERTEEE AEEE
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T.::" Start ->Microsoft Word ->Blank Document

Create a New Document
When you start Microsoft Word 2013, you will
see a gallery of document Templates. A
Template is a formatted document. It gives

you a place to start. Take a
tour

1. Try This: Open a New Document

Select a Template: Blank Document.. - .
Search for online templates

2. What Do You See? Microsoft Word opens
a new Blank Document. The name, "Blank" is
misleading. A plain piece of paper in Word is
actually loaded with built in Quick Parts and
formatting.

—— o5 Suggested searches: Letters Resume

Please Close this Blank document.

Keep going...

Blank document 2

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.1 Create a Document: Create New Blank Documents
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Ty File ->New ->Suggested Searches

New Templates | -
3. Try This, Too: Open a Template ew , ,
Go to File ->New. _ _ L et
Go to Suggested Searches. —_—— £ e
Click Fax. e E
4. What Do You See? The fax templates search for online templates
include many different layouts. Some of the
templates include eFax options. “| Suggested searches: Letters Resume Fax Labels Cards Calendar SN 1Y
Do This, Now: Select a Template ‘ WL_“ : mErm- g
Search for a template: Fax Median. R T B | o
Select Fax (Median theme) template. — _ " ' 4
Click Create. - Thie -

AWARD i :

Keep going... N
EEEEEE EENEEE L J ‘J

Memo to Self: When you open a new
template, you make a copy of the file,
just like the Blank Document you open
each time you start Word, you need to
save your changes.

o
e , .
fax 5 x
P—— )
L4 3
[, }
[ = -
PR,
L L}
P 1
B — e R 1 N end L

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.1 Create a Document: Create New Blank Documents from Templates
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T.::" File ->New ->Sample Templates -> Median FAX

% ' Dot} Foommpatibiny blodde] - Waed ! r = T »
Edit the Fax Template Iy e T Py —T
What Do You See? At the top of the FAX ~ #e= .. w iy muw = 4 AT [y v s - - i (1o
template is a field that asks you to type the o R - _ — (| twmg

Sender Company Name.

5. Try it: Edit the Company Name
Click on the field that says: Type the
sender company name.

Type: Charlotte's Web Site.

Try This, Too: Edit the Address
Click on the field that says: Type the To: [Type the reciplem name]
sender company address.

Type: 123 Main Street, Brighton, M1 48116

[TYPE THE SENDER COMPANY NAME]

[1¥ps s imacier companry asdosn]

Phepna: [1yps $a raopsemt phoss sbai|

TSPy TRy | S —

Keep going...

Pam [T5pe o rociphent fax mber]

Fram: oBath

ElCharlnI'le’s Web Site| |
[Type the sender company address]

FAX

Exam 77-426 Microsoft Word 2013 Expert
1.0 Modify Existing Templates
1.1 Manage Multiple Documents: Modify Existing Templates
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Take . .
T, Insert ->lllustrations ->Pictures
Add Your Own Content M s O PR e ® B BB D EE A A Ewa—e [T .
A Template is just the beginning-like a et | e e it o et b | DS o b et | fet Gt it o DRI S
pattern or a rough cut. You can add your e —— Lo | vy oo | mbtew | - wmn
own graphics fo the Fax. o . R )
Before You Begin: Please place your 4 . :,'._.,,m' — S '
cursor in the top left corner of the FAX, ; =ty -
above the little Date Picker. S Mook o
e
6. Try It: Insert a Picture el | I Tl Y
Go to Insert-> lllustrations->Pictures. & o
Browse for a picture in the Documents - ey - E
folder. The example on this page is o e bl et o [iaen -
HamburgFestival5, s e e

ety Wi [T ryem Sun 1 ipuimnd owmpaeey mosma |
You may need to resize your picture to fit
this layout depending on the one that was
selected, OK?

3

Charlotte’s Web Site
123 Main Street Brighton, M1 48114

[Fick the date]

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Insert Images
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Choose a Theme

The Design Ribbon includes Themes, Styles
and Page Background. These options can help
customize the document formatting. The
Theme formats everything on the page: Fonts,
Colors and Effects. Let's change the Theme.

Before You Begin: Work with a Template
The example in this lesson continues with the
Median Fax template.

1. Try It: Change the Theme

Go to Design->Document Formatting.
Go to Themes.

Choose one of the Built-ln Themes: View.

2. What Do You See? The Theme formatting
may be subtle, not dramatic. Look especially at

the Font and size of the text. The colors may or
may not change, depending on which Template

you are editing.

Keep going...

Design ->Document Formatting->Themes

B N [ T S py— L TR ABLE PN T M - & x
- O Rt [ 150 A LAVOUT R RENCY AL, Y elw W (1= P Ty [ 150 Lot Phasbern, Mody + R
A | Tae TmE e m owm, (A2 [ &

,“ : —A [ 5 = Rt : i L

st | Gk Fants

[umirg amprsy

_J 8 ] [0 [2<]

AL 1 A
S0 [da=]y |S1s) | |S8
Aa ] as W[4 l Aa l
- :. e 'l';‘j-r Charlotte's Web Skte
5 1 - 123 Mass Sareet Braghvon, MI 45116

A Aa Ao Aa E: ’}s;
.......l == == “...I &
Aa Aa Aa T8 Aa —_——

Eae QY e

e - i * Pick the dute]

To: [Type the recipient name)

Phame: [Typs the recplant phans sumbs]

To: [Type the recipient name]

"l Phone: [Type the recipient phone number]

Companv Name: [Tvoe the recipient companv namel

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Change Document Themes
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r:.';” Design ->Page Background -> Page Borders
BEH % ¢ et} ol Kiediel - Werd . X
Format the Page Borders \i.]‘:-cﬂ r:\:ll .un-.u ::t:.umf"“mm:'l n:;m l!i“- Vl:'"ml.::‘ -..‘-‘_4:-x- . l A r‘--wwﬁ l:t—' oy l
Look again at the Design Ribbon. You can use e s | R £ e e D 2 S e BT e I G e e o
these tools to format the Page Borders. - — : e——

1. Try It: Change the Theme Color
Go to Design ->Page Background. ‘
Click on Page Borders.

Edit the Page Border: o 0 = Page Border | Shading
. g 4
Select a Setting: Box. o B - —_— .
Select a Width: 10 pt. i B = setting: Style:
Select a Style (Art): Apples. ] | g — N *
Click OK to apply the Page Borders. Pk the dus | [ = | fone
22000
2. What Do You See? The Fax should have a
Page Border formatted with little apples. Box
Phone: [Type the recipiand g
Made you look... M\ || -
2 F =—|| shadow e
W

— Caolar

= 3-b

- | Automatic

Width:
=|| custom | [10pt |
=[pe
Art:

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Edit the Page Borders
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File ->Save

Save Your Work
Please review the main points to keep
in mind when you save a file.

Save As
Ml Eraben Wodrs Sigvive

1. Where Are You Saving It? L] compses

Go to the Documents folder.

+ Add s Place # [N tieies » Decemmmis »

[ L @

B Do

B Dowsisn — —— — =
e Paxant placm — — =
- ST — —

P Py ey

File name: | Charlotte FAX

2. What Is The File Name?
Charlotte's FAX EAN,

where EAN are your initials.
Save as type: Word Document

3. What Are You Doing?

Click on Save.

You will be prompted that the FAX
document will be upgraded to the
newest file Format. Click OK.

Save as type: ‘ Word Document

Memo to Self: The default file type in
Microsoft Word 2007, 2010 and 2013 is
the docx format. The file type for Word
97-2003 was the .doc format. Your document will be upgraded to the newest file format.
While you'll get to use all the new features in Word, some minor layout
changes are possible, If you prefer not to upgrade, press cancel and
check the maintain compatibility checkbox.

This is a reminder that that there may
be compatibility issues between old 3
and new versions of Microsoft Word.

[ ] Do not ask me again

Tell Me More... OK || Cancel

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.5 Configure Documents to Print Or Save: Save
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File ->Save As

Save As a Template
Say you wanted to use the letterhead you
designed for Charlotte's Website as your

own template. This is good, very good. o, moan —
Using your own template saves a lot of iy
time and gives your business or Compe wy
department a professional image. B i Des

Before You Begin: This lesson continues
with the document you just saved:
Charlotte FAX.

[

Save As

1. Try This: Save As Template Go to
File-Save As.

Keep going... & Elizabeth Nofs's OneDrive

Memo to Self: Templates are saved in a

default folder, Custom Office Templates,

and should stay there is you wish to find ras

them easily! 'j:% Other Web Locations

El:l Computer

ml=  Add a Place

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents

1.5 Configure Documents to Print Or Save: Save as a Template
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Save As a Template
2. Where Are You Saving It:
Select the Documents Folder on
your Computer.

3. What Is The File Name?
Type a File Name: Charlotte FAX.

What Do You See?
The default file type is the new Word
(.docx.) format.

Select Word Template from the
extensive list of file types that
Microsoft Office 2013 supports.

A Word Template is a .dotx file.

4. What Are You Going to Do?
Click Save, please.

After you save this template, please

Close it. There should be no
documents open in Word, now.

Keep going...

File ->Save As -> Word Template

Save As
il  Eraaben hobis SiyDvive

[ Gompae

©

T ) « eBeth » MyDocuments » Customn Office Ternplates

Organize « MNew folder

~  Name Date modified
& Homegroup
Mo items match y-
/S Computer v £ 3
File name: | Charlotte FAX

Save as type: : Word Temnplate

IMPORTANT: You need to save the Template in the Custom Office Templates 4
folder. Otherwise, it will not be available when you go to File->New...

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.1 Create a Document: Create New Documents Apply Templates
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Twe File ->New -> Templates->Personal

New

Use Your Template
So, how do you use your own templates?
Here are the steps.

1. You Gotta Try This:
Go to File ->New.

Search for online templates
The Backstage window will open.

Suggested searches: Letters Resume Fax  Labels
What Do You See?
The Suggested searches include:

Featured (Online templates)
Personal (Your templates)

FEATURED PERSOMAL

2. Do This: Find Your Templates
Select Personal.
Your custom FAX should be available.

Please Open it. Keep going...

Memo to Self: The Default location for
saving templates is the folder called
Custom Office Templates. If you saved
your Fax template to a different folder,
the Fax Template may or may not be
available when you click Personal.

Account

Charlotte FAX -

Options

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.1 Create a Document: Create New Documents with Custom Templates
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T.,:" File ->New ->Templates->Personal

ad [reS—— — a w

POA REINT DESGN BAGILAVODAT  RETERINOE MRS DWW DO VORI FPEH R

A New Document ) Cotry Y- [U - | W7 |- [ 2 - SAUNY D s aatibCs AsBbU AafRccl AsbCc AcBbfc AmEhE i 3
3. Hello, Personal Template T e i o~ la — K ' ->~— -~

A new document should open: formatted : ' ' — -a . = -
with pictures, theme and Quick Parts, such

as the date picker. :

The purpose of creating personal templates
is to make routine jobs more efficient. This
FAX template looks good. It is ready to go:
just fill in the blanks.

Charbotie's Wels Site
123 Main Stoeet Brighton, M1 45116

[Pick the date]

23/26/2013 | ~ |

4 March 2013 2
Su Mo Tu We Th Fr 5a
1 2

3 4 5 6 7 8 9
10 11[12] 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31 '

Today Phone: [Type the recipient

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.1 Create a Document: Create New Documents with Custom Templates
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File ->New -> Templates->Personal

g o Pucwment!  Werd

Working with Templates R~ e T e E—————
What Else Do You See? Like a new, blank P Fematiae |2 TV mn kAL D . . e Shodn. ek
document, this Fax template is a new file, o — = : . =

Document1. This is the clue that you are
working on a new document which you can
save if you wish to keep your changes.

OK, that's enough of the Fax template.
Please Close Document1. You do not need
to save your changes.

J J_‘ ’ Charlotte's Web Site

123 Muin Steeet Brighten, MI 45116

Memo to Self: It may say Document2, 3 or 4
depending on how many new documents or

templates you opened. ;-) 3 [Pick the date] F j X

Tos [Type the recapient name)

El E - Documentl - Ward

FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES
wlln (™ - - b= i—
st CenturySchoc~ |12 -~ | A A | Aa~ | 4 | := - iz
Copy
Paste . z . aby _ L= =
- ~ Faormat Painter i e eE g b AR L —

Clipboard M Font M

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.1 Create a Document: Create New Documents with Custom Templates
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T:f:e File ->New -> Suggested Searches->Resume

More Templates

A resume is a grown-up version of a scout brag
vest. Each skill is added like little merit badges.
Some skills are impressive because of the effort
that it takes to accomplish them. Mastering
sophisticated software is an excellent merit badge
and worth bragging about.

This lesson will walk through the options you can
use to create and format your resume.

1. Try This: Search for a Resume Template
Go to File->New->Suggested Searches.
Click on Resume.

What Do You See? The search should return
hundreds of resume layouts. The Resumes are
Grouped by Category.

The Functional Resume highlights skills, which is
good for people with little work experience or
someone with gaps in their employment record. A &
Chronological Resume is more traditional. The
focus is on work history, with related
achievements, more than skills.

Do This: Select a Template
Select: Photo Resume (Median theme).

Photo resume (Median t... -

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.1 Create a Document: Create New Documents with Online Templates
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Category

Resume
Business
Hiring
Personal
Hurman Resources
Industry

Basic

Design Sets
Chronological
Individual
Education
Functional

Praofessional

35
25
24

21
21
19
15
12
o
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Hello, Resume Template
The resume template has places for your
name and address. The template also
includes a placeholder for a picture.

1. Try It: Edit the Resume Template
Enter your name and address.

Enter an E-mail address. Most firms prefer
to contact you by E-mail.

Do you have a web site? Wait, wait! Before
you post a link please consider: is it
professional? A web site with screaming
yellow zonkers may not be the merit badge
to add to your brag vest, hmmm?

Keep going...
The Computer Mama sez: This exercise

becomes more meaningful if you edit your
own resume and add a picture of yourself.

File ->New -> Templates ->Resume

FEH % O Dmana } [ Doty bt - ot Al Fou3ti LI
IR o | ot pees eaduouT  RIRCE  MMGRGE B VW G st el |
gy - - e . P How At -

[ TalmiBE N5 - & & M- |4 = EC. @ H Frrrrr T ,Aqe.ha EEBT kol AoBbe .,
+ O " . " 0 T " N - - ~
P ATy | B-F-A- B L 1 - TS (TPt M TS P fondes 1ichencn 1 Comgs i

Frv e . tasr : FrsR 3 sen

[Type your wekaite oddrem]

r

Rezume Mame |£| =

T

123 Main Street

Brighton, Ml 48116

thecomputermama(@hotmail.com
' [Type your website address] |

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.1 Create a Document: Create New Documents with Online Templates
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r
r.f,:” Picture Tools->Format->Adjust->Change Picture
BE % i v} vtk bt - P T, ARIE 1OCRT ] 2
Change the Resume Picture WMo e s wswsr wos "‘"f_"_ “_f: :_ ,;;,,.“‘“f e e
This template comes with an interesting picture .:i ?;:*:' h::::-'m o o |==| == E @ |y Sttt - By wf"..w
of someone. However, this image is probably not ~“*== ~ """ = " s Bt B
a good likeness of you (or me!). So, here are the - — . o CERERTERE REEARTs o E—
steps to Change the Picture.
2. Try It: Change the Picture in the Resume ==
Click once on the sample picture to select it. Elizabeth
The Picture Tools should be available. [ felaseten §
Go to Picture Tools->Format -> Adjust. § | (2 e e
Click on: Change Picture. Frocomprotermamnafffcinol com
. | [Fype poas webane oddnea]
Keep going...

OBRBJECTIVES
[Type yous cisjecivve)

EDUCATION

I Type ;h.— spihnal same

[ . ti - C Pict
Eﬂ orrections :IZ|: ompress Pictures
Color~ 7 Change Picture pre i
Remove — —
Background 23] Artistic Effects ~ %] Reset Picture =
Adjust

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Change Picture
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T.
r.::’ Picture Tools->Format->Adjust->Change Picture
TR T 3
Browse for a Picture  [[SSRN R ) = o b oo e ]
3. Try It: Browse for a Picture et Sow:  Gowpron | md o o8 of of - A |y Dimant - W |
Microsoft Word 2013 will ask you where == =" = o s Ik ~ & .
you want to look for the picture. L I : ] : RSN L S
You can Insert Pictures from: .
From a file (on your computer) ;o
Office.com Clip Art .
Bing Image Search mzrm |Nsert Pictures
Your SkyDrive b i
Keep in mind this is a resume. A Clip Art
cartoon may not be your best choice! : v .
From a file A

OK, Go Get a Picture Browse files on your computer or local network

Select From a file.

Browse to the Documents Folder and
select a picture for your resume.
Click Insert.

Office.com Clip Art

Royalty-free photos and illustrations

Keep going, please.

Bing Image Search
Search the web

Elizabeth Nofs's SkyDrive

thecomputermama@outlock.com

Browse #

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Change Picture
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Ty Picture Tools->Format -> Picture Styles
[ TR ] ..._.. g, ke [ )

Format the Picture Style "= .— .-

4. Try it: Change the Picture Style e
Select the picture.

¥ bone

—— e e

o | ol e s
g

The Picture Tools should be available. e

Go to Picture Tools->Format. [ mebes |
Select a Picture Style. s

What Do You See? The Picture Styles j ——

include thick and thin frames. The Styles

also format the Picture Border (line,
color, thickness) and the Picture Effects
(shadow, shape and reflections.

Looking good.
Keep going.

123 Main Street

Brighton, Ml 48116
thecomputermama({@hotmail.com
www_thecomputermama_com

k3
ki
ki
ki
¥

Picture Styles

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Format Picture Style
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r:.:" Design ->Document Formatting ->Colors
BEH S & Dornamanl gty blista] - W .

Change the Theme Color -!‘.1 .:u.- __T'" j:c-..-. :-:o.wmlnll nlln:n“- l.u:_ml\. j“. ‘“j." .-:. :- :- . b ) e |.;-a.-
One of the best upgrades in Word 2013 e T | B e B o B o T B e | e e
is the Design Ribbon. Finally, all of the - e : : ST
tools for Document Formatting have ' i i e

been gathered together: Themes, Theme e ——

Style, Color and Effects. g

B EErErE a o

5. Try It: Change the Theme Color aansesss _:: .

Go to Design->Document Formatting. —

Click on Colors. B mmemen

Select a Color: Blue

OK, that works. Keep going.

we |l A
Haodag | -

Caolors Fonts

Office

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Modify Document Theme Colors
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_E‘p‘ Paragraph Spacing -

Effects =

S=imemEne | . - @ setas Default

C ]
C ]
B
EONEEEEE
C L
| ] ]
C ]
C ]

EON N
IIIIIIIIDDIIIII

Office

Office 2007 - 2010
Grayscale

Blue Warm

Blue

Bluell

Blue Green

Green

Green Yellow

Yellow




'r.k. . .
Twg Design ->Document Formatting -> Fonts
FH% i Dol [Companbiiny bode] - Wend
Choose the Theme Fonts -M T = e m o= o= 5 ome = - v P [A] -

6. Try This, Choose the Theme Fonts e (SRS | S DT i WD
Go to Design ->Document Formatting.

. = [ S || Cote (R
—— cnn s e - PR - R T

[

Click on Fonts. ' - ‘ ! ' ' o |
S
What Do You See? There are two Font - .*_"H
Formats in each set. The first Font formats Elizabeth - '
the headlines. The second Font formats {5alect tha Drta) o
the rest of the text. _ 113 My et fa | SRR
- —# Paragraph Spacing ~

What Else Do You See? Some Fonts are ] v— n A - graph »pacing
easy to read, others not so much. Keep in @ Effects -
mind who will read your resume. It should Colors Fants O S
be clear and easy to read. v v et as Default
Keep going... 7 Calibri

Calibri

Calibri

Arial

Arial

Arial

Corbel

Corbel

Corbel

Candara

Candara

Candara

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Modify Document Theme Fonts
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r.:':“ Design ->Page Background ->Watermark
FHS 8. Do [oemgandiry bhota] - Wi Aot hin ¥ W 4 = 7
Add a Watermark T::u .:n"l -.. 4 Ir:o.wmlul n-:n:::- m.-::a-. j.-u- w“j." .-:. :- - = h - — I.‘.-\'.\-l - ‘
There are three options for formatting the =~ = === === o o = e S T T e e g, M
Page Background: Watermark, Page : . _ St ey _ . -
Color and Page Borders.
A Watermark can be text or images. — T
Usually, the Watermark is very light so —

that the text in front of it can still be read. m_ " e

123 wawes Svmat
Rrighacas, bl 80104

7. Try It: Add a Watermark e oo
Go to Design ->Page Background.
Click on Watermark.

What Do You See? The gallery includes

the two most common Watermarks:

CONFIDENTIAL and DO NOT COPY.

There are two different text alignments: Fops pomsobtmtio

horizontal and diagonal. ] T — L & -—+

OK, Now Try It: Add a Watermark

Please select one: Confidential.
OBJECTIVES
[Type your objectives]

EDUCATION

[Type the school name]

[Type the completion daote)

[Type list of degrees, awards and accomplishments]

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Modify Document Theme Insert a Watermark
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Tiwg Insert ->Text->Quick Parts
B %S & Do [oempandsibey [T & % 8
Add a QUiCk Part Er:“— e ,,.;..,.”n.:..:.. ;..u .,.:.W:“ w p o “I-‘-_-” R
The lesson introduced the concept of creating [0 e oo e s i it s e ooy | T ot o o G i e 2 =
documents with your own Building Blocks and Fre o — e i
Templates. This little resume template uses Elizabeth

Quick Parts to add more Experience,
Education, History, References and Skills.

FIT Mawm Sargar
e

N s |
B

Before You Begin: Place your cursor at the
just below the Skill section bullet point. This is
where we will add the new Quick Part.

8. Try This: Use Quick Parts to Add a Skill
Go to Insert->Text->Quick Parts.
Select a Quick Part: Skills Section.

OBJICTIVES
e

IBUCATION
[Typs tha schesl

Keep going...

[T ok B i i
[Tyees bius of chegieat, oeond aas oncomplabmenn]

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects

rpme

Q,"Signature Line -

E.;'g. Date & Time
Quick WordArt Drop _
Parts = - Cap ] Object ~

pe your name]

—

[Type your addres)
[Type your phans numbar]
[Type your s-moil oddrea]

[Ty pe your wabsite addrea]

Resume Sections and Subsections

Education Section

EDUCATION
IType the school name]

1 [Typre the com plekion das]

la and ac iy

[ [Type ki of dogroes,

5.1 Insert and Format Building Blocks: Insert Quick Parts
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Tiwg Insert ->Text-> Quick Parts->Skills
FEH % 0 Dt [Coomganry bl - et ' = a n
Edit the Skills '.,E,:“_"'_.“““ "‘“'_:;*"”"":“‘ ST P T A Bl Do i R 9
9. Try This: Edit the Skills o | M [P e B i G e | oy | StV kP | 1ot ok wetn £ 2 ST | SN
Edit the Title: Microsoft Office Specialist S == e e e e L = trmaen

EPUCATION
[Type the schasl sams)

Type the List of Skills: Microsoft Word MOS o T T T
Certification Exam 77-418. ‘ )

PEFERIEHESR

b [Type the job tila] | [Type tha company sams)
Here's Your Chance: Please fill in the rest s et b s e i i
of the resume with your education and
experience. You can use the Quick Partsto -

add the Reference Section if you wish.

MICROIGFT GFFICE SPECIALISE
O sicrosoh Wiord MOS Carificotion Lxom 77418

Better Do This Now: Save

Go to File->Save. SKILLS

Go to Computer-> My Documents. ! L] [Type list of skills]
Type a File Name: ResumeEAN, where

EAN are your initials. i

Click SAVE.

MICROSOFT OFFICE SPECIALIST|
Don't close...one more thing. ] Microsoft Word MOS Certification Exam 77-418

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.1 Insert and Format Building Blocks: Edit Quick Parts
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r:,:" File ->Save As

Save as Plain Text

You should have two versions of your
resume: professionally formatted and plain
text. The good looking one gets you in the
door. The plain text resume can be
submitted or pasted in the applicant
tracking database online.

1. Try This: Save As
Go to File->Save As.
Go to Computer-> My Documents.

File name: | Elizabeth

Type a File Name: ResumeEAN-TEXT,

where EAN are your initials. Save as type: | Word Document

Word Document

What Do You See? The default file format AUhors: |y ord Macro-Enabled Document
is Word Document (docx.) Weard 97-2003 Docurmnent
. ) Word Template
Change the File Type: Plain Text. Word Macro-Enabled Template
Click SAVE. Word 97-2003 Template
, , POF
But wait, there's more... XPS Document

Single File Web Page
de Folders Web Page

Web Page, Filtered
Rich Text Format

Word XML Document
Word 2003 XML Document
Strict Open XML Document
OpenDocument Text

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents

1.5 Configure Documents to Print or Save: Save Documents in Alternate File Formats Plain Text

Intermediate Microsoft Word 2013 Page 66 of 231



Ta
T»:’ File ->Save As

File Conversion to Text E-:_.W!_“: ....:.,“ ":" ;m T N (F B A A D e 2
2. What Do You See? Saving a file as Plain 177 e s o iis o smiis me TE e e e e

Text strips away all of the formatting, g L e e = o

pictures and objects. Plain Text is just text.

The Compatibility Checker will prompt you
with a warning and show a preview of the
resume after it is converted to text.

Click OK. (Remember, this is a copy of the
professionally formatted resume.)

& s fea At (e sy
e

[t b v
W ey it CHOUF
B P R

flo e mrd e et

Warning: Saving as a text file will cause all formatting, pictures, and objects in your file to be lost.
Text encoding:

(®):Windows [Default); () M5-DOS () Other encoding: | Wang Taiwan

Options: Western European (DO5)
. Western European [IA5]

Dlnsertllne breaks Western European (150]

End lines with: | CR / LF u Western Euroiean Mad

Dglluw character substitution A . .
L Text marked in red will not save

correctly in the chosen encoding

OoERe
&l
i

Preview:
Elizabeth[Select the Date] 123 Mam Street ~
Erighton, MI 48116
thecomputermama@hotmail com
www. thecomputermama com

OBJECTIVES

Exam 77-418 Microsoft Word 2013

1.0 Create and Manage Documents
1.5 Configure Documents to Print or Save: Save Documents in Alternate File Formats Plain Text
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o

Lesson 2: Opening Day
Business Documents Before You Begin: Start Microsoft Word 2013.

When you open a business you need to create and use many Try This: Do the following steps
documents. Microsoft Office 2013 has an extensive collection of 1. Open the sample template: Resume (Essential Design).
Templates that can get you started. We just looked at two. 2. Enter your Name, address, E-mail and website.

Well, you done good. 3. Edit the Theme: Damask.
You can get two cookies. 4. Edit the Theme Colors: Aspect.

5. Select your Name. Format the type: 18 pt Bold.
FEATURED PERSONAL 6. Save as a Template: Use the default location for Templates.
File Name: YOUR NAME Resume Template.
Save as Type: Word Template (dotx).
7. Close Microsoft Word.

== 1 8. Start Word and open a new template: YOUR NAME Resume

n S Template.

9. Format your name: Blue.
— 10. Save as YOUR NAME Opening Day Practice.docx

Charlotte FAX

Resume (Median theme) =™
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Word 2013: Mail Merges

The Guests Are Invited

j”"F‘Vrta

One

Intermediate Word Objectives

In this lesson, you will learn how to: i B o rtrr e [

1. Identify the parts of a Mail Merge . 2 y @ o T T & M4l _|»
2. Start a Mail Merge G |t | g g g et S e |
3. Use the Mailing Ribbon to create a new — = = ki eeeeds -

data source

4. Locate and add Mail Merge fields to a
document

5. Identify Mail Merge options for Envelopes
and Labels

6. Create custom watermarks

Charkotte s Wb Site
127 Main Street
Brgteron, MI 45116
Is Plgased to fmvite
wFirst Mames «last Names
T Qewr Opare Howse

Is Pleased to In foé

«First Name» «Last Name»
To Our Open House
Nov. 7, 2013
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Takg Lesson 3: The Guests Are Invited

Ong

1. Readings

Read Lesson 3 in the Intermediate Word

guide, page 69-107.

Project

Several mail merge documents to publicize
your business including letters, envelopes,

labels and custom notes.

Downloads

Charlotte's Invitation.docx
Charlotte's Envelope.docx
Sample Client List.docx
Friends and Family.xlsx

Graphic files used in the lesson:
1Logo, Farm, FarmersMarket1.qif,
FarmersMarket2.qif,
FarmersMarket23.qif

2. Practice
This lesson has no Practice Activity.

3. Assessment
Review the Test questions, page 108.

Mailings

EJME lJISERTiJDESIGN EJPAGE LAYOUT  REFEREMCES MAILEJL

=] = @& &
Envelopes Labels | Start Mail  Select Edit

Merge = Recipients = Recipient List | Merge Fields Block  Line

Create Start Mail Merge
Mailings lJ
AYOUT REFEREMCES MAILINGS REVIEW VIEW

G Rules -

S Match Fields

5 B B B

Highlight Address Greeting Insert Merge
Merge Fields Block Line Field =

Write & Insert Fields

Update Labels

Menu Maps

This lesson shows the Mailings Ribbon.
1. Mailings-> Start Mail Merge, page 78
2. Mailings-> Select Recipients, page 79
. Mailings-> Insert Merge Field, page 81
. Mailings-> Preview Results, page 83

. Mailings-> Finish and Merge, page 84
. Mailings-> Edit Recipient List, page 91

ONO O~ W

. Mailings->Create->Labels, page 97

Intermediate Microsoft Word 2013 Page 70 of 231

. Mailings-> Write and Insert Fields->Address Block, page 92

2 B B E

Highlight Address Greeting Insert Merge

Field -
Write & Insert Fields

4) L)

& My E,

) E} Find Recipient .
Preview Finish &
Results Q Check for Errors Merge -

Preview Results Finish




&

Pk - | f-%-4-E

B o | e binew sasouT  HFDENCI s mew e

CalbriBodyd (1N = N & Aa- Bp | = v ="

Creating A Mail Merge
We are open for business! It's time to send an announcement. Today we're going to create an Open House flyer and
automatically customize this flyer for each of our clients. This is called a Mail Merge. It is an effective way of advertising

and it's simple to do.

Start Microsoft Word. When the Welcome page appears, open a new, Blank Document. What do you see at the top of
the screen? Is there a Home Ribbon? And the Insert, Design, Page Layout, References, Mailings, Review and View
Ribbons? Yes. If your screen looks similar to the example on this page, then you are ready to begin.

"\-le‘l

+ q ) s -

) - b AEE halibLit l.:.uilr:n AgPOOny 5 Raptecs
- Documentl

IMSERT DESIGHM PAGE LAYOUT REFEREMCES MAILIMGS REVIEW VIEW
[Calibri (Body) ~[11 -| A" &™ | Aa- | 80 |2 - 32 -2- | &= 352 | 81| T || papbe
I
> 3 - Ak I EeE=E= =
~ Format Painter I U ~ake X, X Al ¥ .& B = = = | = T Mor
a Font M Paragraph a

1---|---E---.---1---.---2---.---3-
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Oﬂ: Home -> Editing ->Select -> Select All

FdH% 0 Tocwmst - e ¥ X A x

oas | BAEET DM PGBl RIPRACT  Maedi  Eeie Ve [t Lioh A

The Main Document e T e p— L
A Mail Merge has three parts: main =Sl M [P | - S i et e . e Jiiantn ot |
document, data, and the merged document.
A merge is where you marry the data—in

this case the customer list—with the main

document. Begin with the main document.

1. Try This: Enter the type 1 S
Type in the company name and address: S
Charlotte's Web Site R

123 Main Street e 7, 3881
Brighton, MI 48116 —

2. Try This, Too: Make an Invitation Charlotte’s Web Site
Type the following, too:
Is Pleased to Invite
You

To Our Open House
Nov. 7, 2013

From 1:00 - 5:00 PM

123 Main 5treet

Brighton, MI 48116

Is Pleased to Invite
Please keep going..
You
To Our Open House

MNov. 7, 2013

From 1:00 PM — 5:00 PM

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.1 Create a Document: Create New B;ank Document
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One Home -> Editing->Select->Select All

Format the Text A e e
3. Try Something New: Select All SR [T dl T
Go to Home->Editing->Select. — =

Click on Select All.

A EEEROEE

4. Now, Try This: Format the Text slllllllll
Go to Home->Font. P
Font: Tahoma .

Size: 16 Point
Format: Italic
Color: Blue

Go to Home->Paragraph
Align: Center.

Keep going...

Exam 77-418 Microsoft Word 2013
2.0 Format Text, Paragraphs, and Sections
2.2 Format Text and Paragraphs: Change Font Attributes

Intermediate Microsoft Word 2013

i

Chariptte & Wed Sire
123 Mawn Stroet
Brighvton, MI 45116
Is Pleased to fnvite
You
To Our Cpan House

A

Mow, 7 20

13

From 1:00 PM = 5:00 PM

Charlotte’s Web Site
123 Main Street
Brighton, MI 48116
Is Pleased to Invite
You

To Our Open House
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Insert -> lllustrations->Picture ->From File

Add a Picture

We need to add a picture for the company |

logo. Then, format the picture so that it is
centered over the text.

Before You Begin: Please download the
Sample files and save them in your
Documents folder.

5. Try It: Insert a Picture

Click at the beginning of the Document.
Go to Insert->lllustrations->Picture.
Browse to the Documents folder.
Select a picture: 1logo.jpg

Try This, Too: Format the Picture
The picture is still selected.

Go to the Layout Options.

Select: In line with Text.

Place your cursor to the right of the picture
and hit ENTER on the keyboard to create a
new line. This should force the text onto
line two, centered under the picture.

Memo to Self: It is not necessary to match
the examples on these pages. You can
use your own pictures of you wish.

Docmany! . Sitad

DR PAMRANEA TR

™ il w. . . Py ] i _"q ¥ e k-

Ty Pucturmy Dndre ‘Sogen Srstley (Pud Somembaet  dgpe b Gy Cpremgmt Hamgn Pde Page Fad Thmb Wenddd

MEREL  Eiw W ot

- S— s e [ sampr Fiants & Framar Tt

Chariatte § Wab Sive
A23 Main Stroet
Sregivton, M 45116

Charlotte’s Web Site
123 Main Street

Brighton, MI 48116

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Insert Images
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T
o;:" Picture Tools->Format -> Picture Styles->Picture Effects

& e —

Format the Picture = —=FEE L - —EL o | o
Let's look at three picture options: = b e [ €%
Reflections
Color = e |
Text Wrapping

»
7
|

Tt

6. Try it: Create a picture effect
Select the logo again, please.
The Picture Tools should be available.

B UK

Go to Picture Tools->Format. L# Picture Border - = L Bring Forward
Go to Picture Styles->Picture Effects. . E R
Select a Reflection. L4 Picture Effects = — Send Backward
foction Wrap
: L - Selection Pane
Nice. Keep going... g Preset » Text~ Ol
Arrange s
Cle e B e A
__.| Shadow r
- :
Reflection . Mo Reflection
el Glow r =
Reflection Variations
-ma Soft Edges 3 — — —
’ - - - -
Charlotte’s Web Site :
g Bevel 3

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Format Picture Effects
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o,,:’ Picture Tools->Format -> Adjust ->Color
BH% O R — P Pote O W 5 N

Adjust the Picture Color '-= e e ey 7

There are three ways to adjust the picture color: B e e i P

Saturation: How much color i ; - : e

Tone: Warm (more red) or Cold (more blue color) gJ 3" 33 9') 3-3 8‘3 8"‘3 . '

Recolor: Applies a color filter i 33 BJ 8"’ 8"’ QJ g& 8"’

Before You Begin: Insert a Picture 0 8_, 8‘, p 2 s_s ’3 .

Go to Insert->lllustrations->Pictures.

Browse to the Documents folder. ! ‘0 " ‘. :- ) ’3 ” g) B

Select a picture: FarmersMarket23.jpg g\\; 'fjd '}) 2 33 g\;

7: Try it: Create a Washout

Select the new picture.

Go to Picture Tools->Format->Adjust.
Click on Color->Recolor.

Choose WASHOUT.

Chariotte’s Web Site

" .
What Do You see? The washout effect is created Corrections = :El: s B

by adjusting the Brightness and Contrast. : z 5 |
Brightness changes how much light is shining on Colar = E’EI Change Picture 1
the picture. Contrast is the difference between =
absolute black and absolute white. Color Saturation

Did you notice that the text moved after the ] [Zl L i :

picture was added? We'll change that in a minute. 1 1 \ 3

Keep going... Color Tone

Exam 77-418 Microsoft Word 2013

5.0 Insert and Format Objects

5.3 Insert and Format Images: Format Picture Color
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Ong Layout Options ->Behind Text

il I
t |
g LAYOUT OPTIONS x

Use Text Wrapping
Text wrapping is how the text works
with the pictures. By default, when an

= In L ith Text
image is added it is placed In Line Charlotte’s Web Site e i e
With Text. These steps will place the

picture Behind the Text. 123 M -
ain Street
8. Try it: Change the Text Wrap With Text Wrapping

Select the WASHOUT picture. 7

Go to the Layout Options. Bﬂghmn’ MI 48116 i
Go to With Text Wrapping. . —_—— e —
Click on Behind Text. Is Pleased to Invite

OK the main document is done.
Now, we can begin the Mail Merge. You

P!

Al =-==E==

) i (i)
Do This, Now: Save the Document ) Move with text

Go to File->Save. To Our Open House ) Fix position on

Browse to your Documents folder. page

Name the file: Charlotte's Invitation. NOV 7 2013
-

See mare...

o s T | - e -

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Format Text Wrapping
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o;:’ Mailings -> Start Mail Merge ->Start Mail Merge ->Letters

- ] i Saemant’ . ol

Start the Mail Merge - et n-un _:.w. PR TR -

A Mail Merge has three parts: g :__u--:

1. The Main Document i S B ee e
2. The Data ; ‘ .

3. The Merged Document

The Main Document is complete.
We are ready to begin the Mail Merge.

Read the Mailings Ribbon from left to ! Chariotte’s Wb Site
right. This is a great collection of the tools 127 Main Street

you need to create the data and make a ¥ fic HOME INSERT DESIGN PAGE LAYOUT

mail merge. The tools are presented in a
logical sequence from Start to Finish.

1. Try This: Start the Mail Merge EI E 'I_I_ﬁ g."—'

Go to Mailings -> Start Mail Merge. Envelopes Labels | Start Mail  Select Edit Highlight
Click on Start Mail Merge: Merge = Recipients » Recipient List | Merge Fields
Choose Letters from the list. ' -

I Create | B Letters
Keep going... = E-mail Messages

=
E1 Envelopes..

TE  Labels..

E Directory

E| Mormal Word Document

- [%] Step-by-Step Mail Merge Wizard...

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage forms, Fields, and Mail Merge Operations: Start Mail Merge

Intermediate Microsoft Word 2013 Page 78 of 231

REFEREMCES MAILINGS &

Address Greeting Insert Mer

)

Line Field
Write & Insert Fields



T
o;:" Mailings ->Start Mail Merge ->Select Recipients ->Type New List
IR F® - &

Select Recipients _ .-:.u- :-ta-u T:w. baavoL]  RFIRRCIS | s Mol v tiaamars vt + J 2
Reading from left to right on the Mailing o ke | Sttt

Ribbon, the first step is Start Mail Merge. o= B e Bl Fraes e -
The second step is Select Recipients. | '

Where is the data? Do you already have a list

of names and addresses in Word, Excel, or -

Access? Do you want to use your Contacts e

from Outlook? g

This time we will type a new list.

Here are the steps. FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS
2. Try This: Select Recipients

Select Type New List to start a new list of EI B [

names and addresses for the Mail Merge. o

| Envelopes Labels | Start Mail  Select Edit Highlight
Keep going Merge = |Recipients = Recipient List | Merge Fields
I Create ER Type a Mew List...
L

M Usean Existing List...
- B2 Choose from Qutlook Contacts...

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage forms, Fields, and Mail Merge Operations: Manage Recipient Lists

Intermediate Microsoft Word 2013 Page 79 of 231



Ta kﬂ
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Type New Recipients List
When you create a New Address List you
should see a database table. There are
fields for the name, address, phone
number and E-mail.

The fields at the top of the list--Title, First
Name, etc.--can be used to sort and filter
the Address List.

3. Try it: Create an Address List

Please add four or five names to this list.
New Entry adds another name to the list.
Delete Entry deletes a name from the list.

And Do This: Save the Database

After you add some names, click OK.
You will be asked to Save the database.
By default, the Microsoft Address List will
be saved in a folder called "My Data
Sources" in the Documents folder.

Enter a File Name: Open House Names.
Click OK .

Keep going. The next step adds the Merge
Fields to this main document.

Mailings ->Start Mail Merge->Select Recipients ->Type New List

Type recipient information in the table. To add more entries, click Mew Entry.

T. v |First.. w|last.. v |Com.. v |Address Line 1

Mr. Deeter Poohbah
Ms,  Mary Contrary
Mr.  Timothy Allen
Mrs.  Alpha Beta

£

Comma

w | Address Line 2 | City
123 Main Street Brighton
24 Elm Street Pinckney
789 Second Street Ann Arbor
123 Practice Street My Town

t « My Docurnents » My Data Sources W

File name: | Open House Mames|

Save as type: | Microsoft Office Address Lists

L

‘ New Entry ‘ | Find...

| Delete Entry ‘ | Customize Columns... ‘

Steps to Save the Address List:

Where Am | Saving it? My Document->My Data Sources

What am | Naming it? Open House Names

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage forms, Fields, and Mail Merge Operations: Manage Recipient Lists

H Cancel |
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Insert Merge Field

Each Field on this list came from the
database form you just filled out and
saved. You can use these fields to Write
the Mail Merge.

4. Try It: Insert Merge Fields:

Double click the word “You” in the Open
House Flyer and delete it. This is where |
want to insert the Merge Fields.

Go to Mailings->Write & Insert Fields.
Click Insert Merge Field and click on
First_Name. Insert the Last_Name as
well. Please add a space between the
two fields.

Address block is another way to add
Mail Merge Fields to your Main
Document. The Address Block is a super
field that includes the title, name,
address, city, state and zip.

Keep going, please...

Mailings -> Write & Insert Fields-> Insert Merge Field

FEH % 0 et - ad
| I T L T R
" . — — . = e - W M
1Y & & o o e
- an® T Akt ke e | —
Urerioprs Gsbeks | S Ml ok [ Hughinpe  dedckrrs Lovrdmg st blarge Prrirm .
Sy~ Riplank - Aocipimt 1t | Mmnfais et tine. TS pral] - T. WTREE

Ly rreprepree. - Frrt s

wres Wed Sie

= aee Mpin Street
Brgihton, MI #5116
Is Pleased to Invite
«First_Name= =last Names
[fre Our Oparr House
Now. 7 2013

From 1:00 PM - 5:00 PM

b

REFERENCES

5 E

MAILINGS

e 4
REVIEW

[5 Rules -
S % Match Fields

Address Greeting Insert Merge

= Block Line
Write&lf
N T T

Field = Update Labels
Title

First_Mame
Last_Mame
Company_Mame
Addresz_Line_1
Address Line 2
City

State

ZIP_Code
Country_or_Region
Home_Phone
Work_Phone "1t

'I
e e i

Email_Address

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage forms, Fields, and Mail Merge Operations: Insert Merge Fields
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o:,:° Mailings -> Insert Merge Field

BH% St e

o

The Mail Merge Fields
What Do You See? A Merge Field
connects the Main Document to the
Open House Names in the little
database you saved in the My Data o g
Sources folder. e S

The Fields are Visual Basic for

Applications (VBA) code. _ Charogei Hiah ke
127 M Street

Brahion, MY 45116
I5 Plgased to fnvite
wfirst_ Mame> «Last Name=
T Our Open House
Mewe 7 2013
From 100 PM = 5:00 oM

Keep going. This is getting good....

Memo to Self: You cannot create a
Mail Merge Field by merely typing the
carrots:<< >>

Is Pleased to Invite
«First Name» «lLast Name»

To Our Open House
Nov. 7, 2013

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage forms, Fields, and Mail Merge Operations: Insert Merge Fields
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Preview the Results

This is a good place to proof your work. The
Mailings Ribbon lets you preview the results
before you run the mail merge.

5. Try It: Preview the Results
Go to Mailings->Preview Results.
Click on Preview Results.

What Do You See? There are right and left
arrows so you can view the next or go back to
the previous record if you wish.

Memo to Self: If you need to change the
names or addresses, you can go to Edit
Recipient List. Keep going-we'll see how to
edit the database in a few pages.

Mailings -> Preview Results->Preview Results

BEH % O Scumpm - W W - A X

BRI o sonr  peen et BRI | et R viw e |
. _ - T Ha: bH
" 2 B & "
A ek P I P Rt
Urvriopes Rebrks | i Mad it [ Highighe  davirmss Copriesy msast bharge Pk [
Vimge - Brogeanty - Bacgered Lot Mesge Vuichy Bk himp  Parkd - Mty | i e [t
ey [TEIPETTres e Pt B -t

M) [» M

E} Find Recipient
|} Check for Errors

B

Finish &
Merge =

-:@:
Preview
Results

Charlotte 5 Web Site
123 Myn Street
Brighton, MIf 45116
Is Pleased to fnvite
Deater Bochbalh
To Our Cpen House
MNow. 7, 2013
Froem 100 PM = 5:00 °PM

Preview Results Finish

Is Pleased to Invite
Deeter Poohbah

To Our Open House
Nov. 7, 2013
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onre Mailings -> Finish->Finish & Merge
BE % O sttt - e ¥ ¥ 4 %
Finish the Mail Merge - L n-... :...... :.....“w. vecs [ | I tis s+ )
If it all looks good, go to the last step and rericpes abe ".::.“.‘..Jﬁ.,,z’:._ Jiwage oo .,::‘,,,Tr-‘“-"-* b il e
complete the merge. There are three = = ot o by L bt Bt 2

options for completing the Mail Merge.
Edit, Print and E-mail.

The Compter Mama sez: | usually choose E.}
to Edit Individual Letters. Microsoft Word i
will create a new, merged document that ] 39 ; 5 H;ﬁ e Firnish &
you can edit, save and print. mﬂ:ﬁs Merge -

% ' ; . .
6. Try it: Finish & Merge «F&;mw- 'ETM, I ED Edit Individual Documents...
Go to Mailings->Finish->Finish & Merge. i, Et, Print Documents...
Select: Edit Individual Documents. O - U .

¥ B Send Email Messages...

Froem 1200 PM = 5:00 °PM

You will be prompted to Merge:
All Records

Current Record

Some records from...to...

Merge records

Select All. Click OK. A new document will
open which merged the data with the main
document. Each person gets a flyer with
their own name. Done and done.

........

{:} Current record

) From: |

Save the new merged document.
Close your work.
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Mail Merge Options

Your marketing campaign is off to a good
start. The following pages demonstrate how
to create the other documents that are often
used with an event or meeting:

Envelopes

Labels

Tent-fold Place cards.

The lesson on envelopes will illustrate how
to create a Mail Merge with names listed in a
Microsoft Excel spreadsheet.

Before You Begin: Open a new, Blank
document in Microsoft Word.

Also Before You Begin: There is a sample
spreadsheet, Friends and Family.xlsx,
available online for this lesson. You can
use the sample file or create your own
spreadsheet similar to the ones pictured on
these pages.

Please note: It is important that the first row
of labels in your spreadsheet MATCH the
labels in this lesson. Spelling counts!

Example of an envelope and a set of labels

BEH %8 i |
| T
¥ ' : :‘_ W - F s - & !.' 40 FH .
- - 1 Mk b i 1 Pl B g
Imeriope Gabek Ml e [ Haghighy Lk Loard g i Lhacge Prrsis | [—
Ve - Bagennty - Raqqered st Mg Vuichy Bk L Faia- Bty L b b [
v Hpe bt aigge — i P -
ey
Chardotte § Web Site
123 M Street
Brighion, MI 45116
EH*% -
| B T T
. _— s . = TP "iE ¥
k T Y. | M i
LRSI 2 Pl B gnd
Imeriopr bk M e [ Haghlgbe Sy, Tasring inars Klange o [—
Vgt - Brcgeanty - Roqgarmd ol Mg ik Bk Lmg  Fadd- Rty | (P b L [
ey e bt ndaoge [ETT ey Prspebnam P
P
Chadatte's Wek Ste
LA Madn 5 rowi
Brighton, M1 4115
Wir. johin Lagars
Typograpkic insight

G109 lackion Roed
dnn arboe, M1 AR10H
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c::” Mailings -> Start Mail Merge->Start Mail Merge ->Envelopes

(- 5] Smcwrmant’ - Word
[ I R T e I
W -

Mail Merge: Envelopes
Look at the Mailings Ribbon. There are

_. - H 4 M
Imveiope kobeky | Sl e

MAILINGS

two ways to make envelopes: Envelopes _ D — - -~+_—--"-- —
and Start Mail Merge. - e
The first button, Envelopes, is a quick
way to type in the name and address for I
one recipient. This process gives you
one envelope that you can print.
Done & done.
FILE HOME IMNSERT DESIGM PAGE LAYOUT REFEREMCES
The second button, Start Mail Merge, F‘ =
combines the envelope with a list of :: o == ’E 4 E
recipients. Each recipient on the list gets El A

Start Mail  Select Edit
Merge = Recipients = Recipient List

Letters

their own envelope. We will use the
Friends and Family spreadsheet in this
example.

Envelopes Labels

Create

Highlight Address Greeting Insert Mel
Merge Fields EBlock Line Field

oo
og
oo

Write & Insert Field:48

1. Mail Merge: Select Document Type L

E-rnail M
Go to: Mailings->Start Mail Merge. = mall Miessages

E,

T

Click on Start Mail Merge. - Envelopes...

Select: Envelopes... -

Keep going... Labels...
Directory

Maormal Word Docurnent

ARMz00 D

Step-by-Step Mail Merge Wizard...
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Envelope Options

When you Start a Mail Merge and select
Envelopes you will be prompted to choose
what kind of envelope you want to create.

A Size 10 envelope is a standard business
size. It fits a sheet of paper folded in thirds.
There are other sizes on the drop down list.

2. Try This: Select an Envelope
The Envelope Options are open.
Select Size 10. Click OK.

What Do You See? Word will create a new
document: a Size 10 business envelope.

Keep going...

Mailings -> Start Mail Merge ->Start Mail Merge->Envelopes

x

i Envelope Cptions |

.................................................... Erinting Options
Envelope size:

Size 10 [41/8x91/2in)

Delivery address

From |eft:

Font...
From top:

Return address

Font... From left:

From top:
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One Mailings -> Start Mail Merge ->Select Recipients-> Use an Existing List...
BE S0 g’ - Wosd Ol A x
Mail Merge Recipients _ -u..- ntun I:-u.u VO EITRRCTE | sl R VW B — : e l® . | 3
The Mail Merge is started. It is a business — imwm v s e
envelope. Next: Select the Recipients. e B e __n e : LS o - n

mi=R"T

i

3. Try This: Select Recipients
Go to Mailing->Start Mail Merge.
Click on Select Recipients.

There are three options:

e Type a New List

e Use an Existing List

e Choose from Outlook Contacts

Click on Use an Existing List...

Keep going, please...
FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS

= BB E

Envelopes Labels | Start Mail  Select Edit Highlight Address Greeting Insert Mer

Merge - Recipients = Recipient List | Merge Fields EBlock  Line Field
Create | E Type a New List... | Write & Insert Fields
= 0] Use an Existing List... b2 e e 3

[B5] Choose from Outlock Contacts...

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage forms, Fields, and Mail Merge Operations: Envelopes

Intermediate Microsoft Word 2013 Page 88 of 231



T
o::° Mailings -> Start Mail Merge ->Select Recipients
LR i’ - Wt :
Find the Recipients — -u.- -tun T.m.m P LAVELT  EIRRCTE | ssaneh R VW : Tt it + ) 4
Where are the Recipients? The browser may i e o .":“: B @ = ¥ [ e ¢ O+ ]
take you to a folder called My Data Sources in = T i - O @ e

- - — - ; ' ra——
B Dommisidn

W Pace place Ej
- e L

D Gobes.

the Documents folder.

By default Microsoft Word is looking for a

database. This is useful to know, but it is not §T—"

where we are headed right now. You can also A —
use an Excel spreadsheet for the recipients list

in a Mail Merge.

We already have a list of recipients: the
Friends and Family spreadsheet. It was saved
in the Documents folder.

i | All Data Sources L

All Files

All Data Sources

Office Database Connections
A Access Databases

Access 2007 Database
Microsaft Office Address Lists
Microsoft Office List Shortcuts
Microsoft Data links

QDBC File DSMs

Web Pages

Rich Text Format

Word Documents

All Word Documents

Teut Files

Database Queries
OpenDocurnent Text Files

4. Try This: Click on All Data Sources
Go to All Data Sources.
Select: Excel Files.

You should be able to see the Excel files, now.
Doubile click the Friends and Family
spreadsheet to select it.

Keep going...
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Choose a Sheet

5. Do This: Select a Sheet

After you find and select the Excel file,
you will be prompted to Select a Table.

By default, the first spreadsheet in an
Excel file is named “Sheet1$.” The dollar
sigh means get all the data, everything.

What Do You See? There is a check
mark where it says First row contains
column headers. Column headers are
the labels-first name, last name that are
typed in the top row of the our Friends
and Family list.

Click OK. Keep going...

Mailings -> Start Mail Merge ->Select Recipients

FH% - -]
| I e T e
—— — M4 -
rd
-
Irveiopes Gabel et Ml el
Uit - Rawgeanty -
v SR [E—— Pomni Sl

Fas Cuvrpias. badfad Crnshed tae

FEE R RY AT TR AT SRR
=11 LAalEid ki B Hrhie i
|- BRI A0 BRI 3RS L LA

@ 5

T e

P

Mame Description  Modified
I Sheet1§ 2/18/2013 3:3%:18 PM
Sheet2§ 2/18/2013 3:3%:18 PM

Sheet3s 2/18/2013 3:3%:18 PM

£

Created

2/18/2013 3:3%:18 PM
2/18/2013 3:3%:18 PM
2/18/2013 3:3%:18 PM

Type

TAELE
TAELE
TAELE

First row of data contains column headers
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onre Mailings -> Start Mail Merge -> Edit Recipient List
. L. . FE % O -
Edlt the Rec|p|ents LISt | | -uui sednt _m _m;ur.m -mf:u‘n : . n::.- iw ey |
6. Try This: Edit the Recipients List D s 2 e M [ o
After you select a spreadsheet (Sheet$1), | e e - _,‘;T..,,'.“Ev EI ’E 7.
you should see the Mail Merge Recipients. x e i : . u'_
e Envelopes Labels | Start Mail ~ Select Edit
ot | [ e Merge - Recipients - Recipient List

By default, every name should have a check |

o
mark. You can use the check marks to select Rehmited F leree Create Start Mail Merge
specific recipients. Each name with a check oot et Lz b B s 08 |
Foirait e Vel [ ol siciond Ly, Lt Corle Tocwl Tevvcm MRS

mark will be addded to the merged
document when the Mail Merge is finished.

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.

The other options include: Use the checkboxes to add of remove recipients from the merge. When your list is ready, dick OK.

Sort , Deta Source [ [ostome o [FrstName [ THe [ Conpany w | Addre A
Filter (choose one city or state)
Find duplicates " Friends and Famil... [ Jarerna Ann Mrs. Wedding Chapel of the... 5530
Find recipient. Friends and Famil... [¥ Johnson Sally Mrs. Lowry Computer Pred...  T100
Friends and Famil.. [¥ King Buriel Mrs. King Associates 9705
This Mail Merge now has a real-time link Friends and Famil... [¥ Lazars John Mr. Typographic Insight 6109
fro_m Microsoft Word to Excel. When you Friends and Famil... [¥ McCrickard Mary Mrs. Catholic Social Services  1029°
ed't’ SO!’tl, and filter th.e data here you are l Friends and Famil... [* Mesicko Maureen Mrs. Medical Management ... 276E
also editing the data in Excel. Friends and Famil.. [* MNash Stephen Mr Michigan Job Commis... 3310
Click OK. Keep going... Er?“d_s mé Eaml E ?IHM ?wlme M; ‘_:ﬂmiiu. o
€ >

Data Source Refine recipient list
Friends and Family.dlsx 2] som..

7] Eiltes..

a.?_: Find duplicates...
10 Eind recipient.,,

[ Validate addresses...
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One Mailings -> Write & Insert Fields
(- 15 B R Smcermgnt’ - Yol T >
- - -] L1 o A LAt i 11 BARE P wiw w Toatenn b40é
Edit the Main Document EIW e o e . T e
.. % 2 =4 ¥ o
After you select the Recipients, you should see i i s s it deaing st ga P i e
. . Uiergs + Rty + Baq s Lot T Pk - o Chr e Ly [ri—
a new document: A business envelope. PRS- ey e -

s e I G 1 F f 3 . T

Read the Mailings Ribbon from left to right:
We have completed the all of the steps in the
first Mailings group: Start Mail Merge.

Start Mail Merge :
Start Mail Merge: Envelope i
Select Recipients: Use Existing List.

¥ Charotie's Web Site
130 Main Strewt

Now, we'll go through the steps in the second . TORCr R S
group: Write & Insert Fields.

7: Before You Begin: Edit the Envelope
Please add a picture and return address to the
upper corner of the envelope.

Now, click in the center of the envelope. - e . = -
You should see a Text box. The borders are m 2 Py
light blue.The mail merge fields go here.
Keep going...

Box for the addresses. This Text Box is

specifically placed according to US Postal F‘ F N B D B
gzidelinesys% that the addre%ses can be EI ’El ﬂ*f- :l*d :
scanned with a bar code reader. Envelopes Labels | Start Mail  Select Edit Highlight Address Greeting Insert Merge?~'
Merge = Recipients = Recipient List | Merge Fields Block  Line Field - o

Create Start Mail Merge Write & Insert Fields & f
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Write & Insert Fields

8. Try it: Add the Address Block

Go to Mailings->Write & Insert Fields.
Click on Address Block.

The Address Block is a combination of
many merge fields. The merge fields are
the column headers in our data: in our
example, it's the labels in Row 1 in the
Excel spreadsheet.

What Do You See? You can preview how

the names will look when they are printed.

Coorect Problems: Look at the bottom
right corner of the Insert Address Block
window for a button called Match Fields.

If the column headers or labels in your
Excel list do not match the default fields in
the Address Block, you can match them

up. In this example, the Address Block City

is paired with the header called City.

Click OK. Keep going, please.

Memo to Self: There will be a more on
errors and corrections in the next lesson.

Mailings -> Write & Insert Fields ->Address Block

BEH %S
T T T ———
o r Lt - of = F e - 40 [ 3
P v} H H
Irrdepey. ebek e e e [

PR
i N e L [y
Mgt + Rawgessety + B qperes Lt 8 s -

[ o O [
v g g
- e

ey vty | [y e .

e Frcra
- ¥ e gt ey B Tl

T Preview
¥ charlotte's Wedb Sa . . = == -
e | = Here is a preview from your recipient list:

Brighton, M1 48115 _. ..... -

—— [Kl E D

Ms. Dorothy Hermann
21d Kent Bank

7500 M-36

Hamburg, MI 43139

Correct Problems

If items in your address block are missing or out of order, use
Match Fields to identify the correct address elements from

your mailing list.

Ok
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Mail Merge: Preview Results
9. Try This: Preview Results

Go to Mailings->Preview Results.

This group lets you see how the merge
will look when it is finished. You can
browse through the results with the record
selectors. The record selectors are the
arrows going left and right.

Made You Look: When you click on
Preview Results, you will see the Mail
Merge with your recipient's name and
address as it should look when you print
these envelopes.

When you click off the Preview Results,
you will see the Mail Merge Field. In this
example, it is the <<AddressBlock>>.

Keep going, please.
The Merge is almost done...

Mailings -> Preview Results-> Preview Results

BEH % 0 camnr - Yoo
R s e oo st mncn | usasc | eem v

= :_ g - } B - "'i‘. H 4w L "

- - L USRS, -' Vot By gned
mveiopes Robel | BAlisd  Selech ™ Highingpe e _a..-.,n-—u-p Frruara F—y

Mwpr~ Rapients- Aot ot | Mppriuhls Beck e Fimd B G i tomn i
Shot kg S B P Py :
: 10
«&} I" "
: : ) E} Find Recipient
- Preview Q
Check for Errars
L Charotta's Web Site REU|E
123 Main Street

Brighton, MI 48116 Preview Results

Mr, ishn Lagsry

Mr. John Lazars
Typographic Insight
6109 Jackson Road
Ann Arbor, MI 48103
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Takg - - L.
O Mailings -> Finish-> Finish & Merge
- 5] . Draiganl - Weed ¥ 4 ®
.- . [ R R T re———— |
Finish the Mail Merge - miaar T ot 20| #|2 -5 [ ] 819 [mca, samons e pwe— T

Do This: Finish the Mail Merge B | A-*-A
Go to Mailings->Finish->Finish & Merge. fost
Select: Edit Individual Documents.
Select ALL records, please.

The Mail Merge will create a new
document by combining the mail merge
fields from the main document with
recipient data in an Excel Spreadsheet.

The new merged document will be a Size
10 business envelope with one page for
each recipient selected from the Friends
and Family list.

The new merged document, Envelopes1,
does NOT have any data linked to it. It
does NOT have any merged fields.

M40 [» M D“

ind Recipient
| [DFind Recipi i
Preview Finish &
Results Q Check for Errors Merge

Preview Results | ?D Edit Individual Docurments...
I e 4

It is a new Word document without any
mail merge formatting.

You can Save and Close your work.

E:g, Print Documents...

B Send Email Messages...
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e -3 — v
Just One Envelope - oA BAERT  CEBEN  PASELAVELT  RPTEINGIS | Maanei EDADE VW Iistars bt R
Say you wanted to print just one envelope and 1= M = E_
not a stack of envelopes for everyone in the ey -

e U gy

recipients list. Here are the steps. . —

Before You Begin: Open a new document.

Deli ddress: cw
Try This: Create One Envelope =Elvely address EE

Go to Mailings->Create->Envelopes.

Mary Contrary )
423 Fourth Street

= MyTown, M| 48116

Envelopes Labels

W
Create [] add electronic postage
Beturn address: [3 - |:| Omit
What Do You See? There are two tabs. . . .
You should be on the Envelopes tab. . |Charlotte's Website ~ | Preview Feed
Type the Delivery Address. 1323 Main Street
Type the Return Address. Brighton, MI 48116 — B

Before printing, insert envelopes into the following printer tray: Paper Feed Switch.

The Envelope options include:
Print, Add to Document, and E-Postage.

W

Do This, Now: Print this envelope, please.

Print Add to Document Options... E-postage Properties...
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Just One Label

There are always last-minute arrivals and
substitutions with any event or meeting. Here are
the steps you can take to create just one label.

Before You Begin: Open ONE MORE new
document! Yes, one more!

Try it: Create a Single Label
Go to Mailings->Create->Labels.

B

Envelopes Labels

Create

What Do You See? There are two tabs. You
should be on the one for labels. You can type in a
sample name and address.

Print What? This option lets you print one label on
a sheet of stickers. You can select, say, the next
blank label on row 3, column 1.

When you click Print, your label will print.

Mailings->Create->Labels

- %

B e s oo

A LAVEUT  RIFTRINCIE | s Mmoo

&
[T
Vienge - Rty +
Crvmy E

meviopes | sbrk

g o

Envelopes | Labels

Address:

Frrts fiam

[: hd |:| Use return address

Deeter Poohbah
335 Msin 5treet
Brighton, MI 48116

]

Print

n ) Full page of the same label

(®) single label

4k

Row: |1 =| Column: |1

Before printing, insert labels in your printer's manual feeder.

Print lew Document
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O:ZG Page Layout->Page Setup -> Orientation

BEH % 0 Scwmsnt] - Wosd ¥ X 4 x
Custom Thank You Notes P e et ——D o o
If someone took the time to come to your e Dlaairtwemndl el e e
event or open house, you could follow up with - L e — ==

a personal Thank You note. It is an old-
fashioned concept that is back into favor.

This example demonstrates how to create a
custom document by editing the page layout,
size and background.

Try it: Create a Custom Document
1: Change the Orientation

Open a new, blank document. FILE HOME  INSERT  DESIGN | PAGELAVOUT | REFERENCES  MAILINGS
Go to Page Layout ->Page Setup.

Go to Orientation ->Landscape. @ D-;;, IE "~ Breaks - Indent Spacing

- [ Line Numbers - | 3= Left:  |D" "= Before: |0
Keep going... Margins Orientation Size Columns :=
. = After |8
=

= = > > bt Hyphenation= | =& Right 0"
up P Paragraph
| D Portrait 1
L [ E LI BRI SRR BRI S B

- D Landscape

4 K4k
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Custom Size

A Thank You note can be a different size
to draw attention to itself. You can choose
a size that matches a pre-cut invitation or
card stock that is available at the local
office supply store.

2. Change the Size

Go to Page Layout ->Page Setup->Size.
Select a Paper Size: 4" x 6"

Keep going...

Memo to Self: By default, a new page
in MS Word is 8 1/2" x 11" in the US,
or the standard metric equivalent in
other countries.

Page Layout->Page Setup ->Size

FH%S O Decurmnt] - Woed
MoA  MGINT BN | Gl EITERGTE MG e W
: I" £ ey + e gy
el :M‘?';nw- e T D iE e B
» = 5 T o yphesain | D g Hi - T

Redier B3 w1T" L )

A e S
i

iBi

il 1] fm
Ll [T

i Bl

1 e T

Margins Orientation

INSERT

a %

FE -
Lk ]

[/

= 0
Size

-
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L
'— Breaks =

Y Line Numbers ~

Columns
= bt Hyphenation -

Letter 8.5"x11"

85" x 11"
Legal

8.5" x 14"

A5

583" x 8.27"
Ad

8.27" x 11.69"
B5

T 102"

4"x6™ 10x15cm
4" x "

2

DESIGN | PAGE LAYOUT |_

Indent
3= Left:
=& Righ

F
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Ong Page Layout->Page Setup ->Margins

EHS . Tatempsr] - eteid W A4
Custom Margins | s | iy raiw h.,:.m e e R |
By default, the Margins are 1" on the Top, s s o coe =7 08 2 0 m e
Bottom and both sides. When you select a e ) . R - -
different page size, the 1" margins may not -
adjust automatically. T b
3. Change the Margins T F Page Set -
Go to Page Layout -> Page Setup. - sl :
Click on Margins. . : L I ' ' ' g ' ' ' I ' ' ' 1
Select: Narrow.

What Do You See? Look at the ruler on
the top of your document. The ruler starts '
at the edge of the paper. The Margin is

marked by blue and there is a cluster of FILE HOME INSERT DESIGN PAGE LAYOUT

controls at 0.5"
@ D-@' IE = BEreaks - Indent

The ruler on the left side of your screen T Line Nurmb, B G
" i a8 ine Mumbers = = '
should show a 0.5" Margin, too. m Margins Orientation Size Columns :

Keep going.... - - - - bt Hyphenation =
| Mormal I =

Memo To Self: If you do NOT see any Top: 1" Bottom: 1"
rulers, go to View -> Show->Ruler Left: 1" Right: 1"
and select it with a check mark.

Marrow

Top: 05" Bottom: 0.5"

Left: 05" Right: 0.5"
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Custom Page Colors

4. Change the Page Color

Go to Design -> Page Background.
Click on Page Color.

You should see a palette of colors.

Select : Fill Effects.

Standard Colors

| B EEEERENR
Mo Color

More Colors...

Eill Effects...

Microsoft Office has a wonderful set of
effects that you can play with. Each
Texture evokes an image. For example,
banks are solid as marble.

For this example, please select a light
background so that it will be easy to
read the text in this note.

Keep going...

Design->Page Background ->Page Color

FH% ' CE - F W A #
L A T T —— ——
:1 - Tk - - N ‘ | 5 Pt gy by
f E — S =3 3 - [LET
Ty e = = d e “fm IN.-F ) ot i Bl *-Fmi::';::-
— v
H ENEEEAEE
IIIIIIIIII

Gradient | Texture | Pattern @ Picture

Texture:

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Modify Page Background Color
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Ong Design->Page Background ->Watermark
BH® ‘ I - o 4 =
Add a Watermark -1“. st | pain I....:..m.l.,...,.:.,_ C o .T,.. - B — P & '.;# wt l'_ 5
5. Add a Custom Watermark — . e B e B o EEE B = | i = e W P P
Go to Design -> Page Background. emat tommameg it
Go to Watermark. i :
Select: Custom Watermark.

@ More Watermarks from Office.com
[[] Custom Watermark...

an Bemove Watermark

As we saw earlier, a Watermark refers to a

light text message that is added to the page = =Jp o Freaimm
background. Some of the common Title n A = Paragraph Spacing D @ D

watermarks include: I Heading 1 @ Effects -

Confidential :| Colors Fonts Watermark Page Page
Do Not Copy - - @ Setas Default - Color - Borders
Dratt Confidential

Sample =

You can also add your own picture in the
Watermark as well as edit the text.

Keep going...

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Add a Watermark toi a Page Background
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One Design->Page Background ->Watermark -> Custom Watermark
&
Custom Watermarks -J B e e
6. Edit the Custom Watermark = = : s BN e 5 i e S 7] o e
Enter the Text: Thank You! : R
Select a Font: Calibri. T -
Change the Size: 60. i
Choose a Color: Brown. ==
Layout: Diagonal. e . s
e a1
You can select a picture for your el
watermark. Many first responders mark o (—]
their documents with their official =i = :
County or State logos.

What Do You See? Notice the check
marks for Semitransparent. This makes
the Picture or Text watermark subtle

and not overpowering. ® Text wat v
®) Text watermar

Click OK. m Language: |English [United States) w

Memo to Self: Some departments use Text: Thank You! |E|
a Text watermark as a security feature-

say a copyright or confidential notice. e Calibri ~

The Text watermark may make the Size: 60 "

document difficult to read or print (it may B

not photocopy well). Color: I Semitransparent
Layout: [El Diagonal [:] Horizontal

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Add a Watermark to a Page Background
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o;:" Home-> Font ->More->Advanced->Character Spacing
BEH S @
custom Formatting ! I.; a u—a-,v‘h"uua- Iv‘.uu‘.rsl_im--‘ n-:::u:.. n‘-u‘a,af_\‘ jx.-ni :w.‘m“-'(' — YT, , — 7
Character spacing determines how much white space ~ m= /™ = s sy wew 0. 4 | [T P - sasm .
is between the letters. In technical terms, this is the Cusars . tase resnn T - | = -
Kerning. (Think of it like the spaces between kernels of R
corn.) The trends in recent times is to add more space, .

whereas a few years ago the kerning was set as TNT:
Tight Not Touching.

7. Edit the Character Spacing

Please add the text: Charlotte's Website.

Go to Home ->Font.

Format the Font: Tahoma, 28 pt.

Click on the Option arrow in the bottom right corner of
the Font group.

What Do You See? The first tab has options for the
Font size, color and effects.

Go to the Advanced tab.

Change the Spacing to: Expanded by 2 pts.

e | e Em
Pwshem  Nrma v [

[P — b P vy g

Charlotte’s

Cmeppe Pasban
——— —
vt ey Bk
M s, et
Yy oy tateae
[T R —

P

Charlotte's Web Sit

T 1.8 T ppe Vel Ty Pt el o enrd o . ks e s

e el et e o Famn

Click OK. Font | Advanced

Keep going... Character Spacing
Scale: 1005 W
spacing: |Expanded wv| By |Ppt =
Position: |MNormal | w By: =
|:| Kerning for fonts: =| Points and above

Exam 77-419 Microsoft Word 2013
Expert 2.0 Design Advanced Documents
2.1 Apply Advanced formatting 2.1.4 Set Character Space Options
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o,,:" Design->Page Background->Page Borders
FH% Q. FR— -
Custom Page Border MR ~ [ a— 8
A Page Border completes a page design. It is as —e e T S e o e G o et o b

elegant as placing a picture in a frame.

8. Edit the Borders
Go to Design -> Page Background. (= e Tt
Go to Page Borders.
Please select the following: =
Setting: Box ] s ——1,
Style: Scotch Rule (thick and thin lines) A= =
Color: orange = poon v o sz
Width: 1 1/2 pt i ] o | jaur ——] | s -

Apply to: Whole document. e | J Fage Border | Shading
What Do You See? You should see a Preview of - setting: Style:
your Page Border. = I ‘

HNone

Click OK. One more step...

i | | [0 { | (7 | L | 10
| %

Custom 1% pt

\

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Add a Custom Page Border
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Create a Mail Merge
Before You Begin: Finish the Layout
Please edit the Thank You Note:

Insert a Picture for the logo.

Enter the sample text.

Format the type.

8. Create a Mail Merge
Go to Mailings ->Start Mail Merge and
choose Letters.

Go to Mailings ->Start Mail Merge.

Click on Select Recipients.

You can use the sample spreadsheet we
discussed earlier in this Level, or create a
new recipient list and add your own names
and addresses.

Insert Merge Field: Select the FirstName
field.

Mailings->Start Mail Merge->Select Recipients

Charlotte’s Web Site

Thank you«First_Name»

For Coming to our
Open house -9

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage forms, Fields, and Mail Merge Operations: Finish & Merge
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Mail Merge Labels

A mail merge is NOT limited just to
demographics: name, address or e
phone number. Your recipient lists, or e R
data tables, can also have
information about what your
customer purchased and when it was

Chariptte § Heb Sire

shipped. ! 123 Main Street
Bragivion, MI 45116
Done and Done. Is Ploasad to Invite
We be good cuz we be smart! Deater Poohbah
Go get the cookies. To Our Cpen House
<grin> ; M. 7, 2013

Fronr 100 FM = 5:00 PM

Intermediate Microsoft Word 2013 Page 107 of 231
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Test Yourself

1. Which fields are included in the
Address Block Mail Merge field?
(Select all correct answers)

a. Title

b. Name

c. Address

d. City

e. State

f. Zip

Tip: Intermediate Word, page 81

2. You can insert Mail Merge fields
simply by typing a field name inside
carrots, such as <<name>>

a. TRUE

b. FALSE

Tip: Intermediate Word, page 82

3. What types of documents are listed
when you start a Mail Merge?

(Select all correct answers)

a. Letters

b. Envelopes

c. Place Cards

d. Labels

e. Directory

Tip: Intermediate Word, page 78

4. In the Mail Merge Recipients list,
names with a checkmark will be

a. Included in the merged document.

b. Not included in the merged
document
Tip: Intermediate Word, page 91

5. What is a Watermark?

(Select all correct answers)

a. A light image behind the text

b. Light text message added to the
page background

c. Security feature that doesn't
photocopy well

Tip: Intermediate Word, page 103

6. How do you access the menu to
change character spacing?

a. Format ->Font

b. Click the arrow at the bottom
corner of the Font Group on the
Home Ribbon

c. Click the arrow at the bottom of
the Format Group on the Home
Ribbon

d. Double click the Font Group on
the Home Ribbon

Tip: Intermediate Word, page 104

7. The Mailings Ribbon is devoted to

Mail Merges.

a. True

b. False

Tip: Intermediate Word, page 78

8. Which of the following can be

used to create a Mail Merge? (Select

all correct answers.)

a. List of names in an Excel
spreadsheet

b. List of names in a Word table
c. List of names in an Access
database

d. List of names in Outlook

Tip: Intermediate Word, page 79

9. By default the Word Mail Merge
command may look for a database
(.mdb).
a. True
b. False
Tip: Intermediate Word, page 89

CY
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Word 2013: Mail Merges

Add Me To The List

Intermediate Word Objectives B e e e e ret] o

In this lesson, you will learn how to: LEEEDRESEEEREEE B i el Eaa o [

1. Edit a new Recipient List for a Mail Merge = :.m:ti_ = ‘ ..:L.:_ 'P . = & '. “wEEREE T e “T‘” u.,.:. :
2. Insert a Table into a document i

3. Identify and Access Table Tools Ribbon )

4. Add rows and columns to a Table :- .w: :.; ““:.:“ T 7 :.m Ma|l Merge

5. Use the Mail Merge Wizard Vit i el i s

6. Trouble shoot Mail Merge Errors e “°  Select recipients

7. Create and Use Mail Merge rules # Use an existing list

Select from Qutlook contacts
Type a new list
Use an existing list

Use names and addresses
from a file or a database.

D Browse...

Edit recipient list...
© 2013 Comma Productions
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1. Readings
Read Lesson 4 in the Intermediate Word
guide, page 109-144.

Project
Create Mail Merge, troubleshoot Mail
Merge errors, edit Recipient list, choose

alternate Recipient list, and Match Fields.

Downloads

Sample Client List.docx

Charlotte Open House.docx
Charlottes Samples Sales 2013.xlsx
Friends and Family.xlsx

Charlottes Marketing Cards.docx
Microsoft Office 2013 Pricing.xlsx

Graphic files used in the lesson:
1Logo, Farm, FarmersMarket2.gif

2. Practice
Complete the Practice Activity, page 142

3. Assessment
Review the Test questions, page 144.

L2 Lesson 4: Add Me To The List

Table Tools-> Layout

HDME ‘
N i Qs = o

IMNSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW

Select  View Properties | Draw Eraser | Delete | Insert Insert Insert Insert | Merge Split  Split
=~ Gridlines Table = Above Below Left Right Cells Cells Table
Table Draw Rows & Columns P Merge
i 4
Mailings
FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS

=B E R 2B BB B

Envelopes Labels | Start Mail  Select Edit Highlight Address Greeting Insert Merge
Merge = Recipients = Recipient List | Merge Fields Block  Line Field~ |
Create Start Mail Merge Write & Insert Fields
EJ iJ W
Menu Maps

This lesson shows the Table and Mailings Ribbons.

. Table Tools-> Layout-> Insert Right, page 115

. Mailings-> Start Mail Merge-> Step by Step Wizard, page 118
. Mailings-> Write and Insert Fields ->Update Labels, page 129
. Mailings-> Start Mail Merge-> Select Recipients, page 133

. Mailings->Write and Insert Fields->Match Fields, page 137

. Mailings->Write and Insert Fields->Rules, page 138

OO WN =
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Add Me to the List

In the previous lesson we walked through the basic steps required to create a Mail Merge. The focus of these pages is the
data: the data, the data, the data. A Mail Merge is only as good as the information you use to make the merge. We will
create a couple of different data sources including tables in Word, Excel and Access.

Microsoft Office: Wizards and Demons
This lesson introduces the Mail Merge Wizard. Folks who are familiar with Word 97-2003 will recognize this Wizard. This
lesson also looks at some of the problems that happen when you merge the data. And how to troubleshoot the errors.

Start Microsoft Word. When the Welcome screen appears, open a new, Bank Document. What do you see, from the top
of the screen? Is there a Title Bar that says Document1- Word? Yes. Is there a Home Ribbon? And the Insert, Design,
Page Layout, References, Mailings, Review and View Ribbons? Yes. If your screen looks similar to the example on this
page, then you are ready to begin.

= Documentl

@ H

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

Cut i T Py
i Calibri (Body) 11 A A | A3 AaBb
:‘_-\-l'\-
L E II? - ab L -
Format Painter Ood v eE g o = 7 - A M Nor
Clipboard s Font ] Paragraph s
1 1 P |

L 1---....5....
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T.::° Page Layout -> Page Setup->Orientation -> Landscape
B %0 Sramgar’ - g
Create the Recipient List _ H:.n- erdnt “v:_ll_" | mE H:n:mx K v _
When you open a new Word document, the e el bl S e
page layout is Portrait: 81/2" x 11". In this : B . e d__ -

lesson, we are going to create a list of clients
who purchased our products. This data will be
the Recipient List for the Mail Merge.

Picture in your mind the information that is
needed: it is a Table. Each client will have a
row in this table. In the first column will be the
client's name. To the right of the name will be
many, many columns for the address, so it
makes sense to change the Page Layout.

1. Try This: Change the Page Layout
Go to Page Layout ->Page Setup.

Go to Orientation-> Landscape. FILE HOME  INSERT  DESIGN | PAGE LAYOUT

Keep going... m @ @ IE "= Breaks ~ Indent

) ) _ _ f[Line Numbers -~ | 3= Left: p»
Margins Orientation Size Columns 2 L
- - = - bt Hyphenation - =¢ Right

_ _ up E
N D Portrait . E T
~ D Landscape

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document 1.3.1 Modify Page Setup
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r::e Insert -> Tables->Table

BH %0 Smcumant’ - Wasd F X - & X
Insert a Table T e T
There are several methods for creating a | ";:ﬁ';'“?"""" 2t e b st | ke ok g | bt ot mestia e 2 BT o
new Table. Here are the basics. P e T - - '

- AT .il!. HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES
2. Try This: Insert a Table 1_ A=

Go to Insert ->Tables->Table.

B3 Cover Page~ D E @ @:u r|:| II g

o : COCOCOOOC0 T [ Blank P
Yf\llg?;[?c?fazuTs;ile:rIgﬁLe ,I:saygﬂdh?);[/er B Dot 1 E - o . EQE Table | Pictures Online Shapes SmartArt Chart Screenshot
. |3 -
over the grid, the Table will be shown on ' acae | B - Pictures - -
your page in Live Preview. e — : Pages 8x5 Table itions
Please make a Table with 8 Columns = DD — ' :
and 5 Rows. The Cells that you select . L]
will be orange. ] |:| |:|
Keep going... |:| |:|
5 LI
N O [
I O [
N o o [ [
ER Insert Table...
™ Draw Table
- -
b ot - Eg'a Excel Spreadsheet
= - Bl CQuick Tables 3

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.1 Create a Table: Create a Table
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Add Sample Data

3. Try This, Too: Add Sample Data
Enter the following labels from left to right
in the first Row of this Table:

First Name, Last Name, Address1,
Address2, City, State, Zip, Phone.

Please add several names to the Table.
You can use the data on this page or
create your own if you wish.

Your Table should include one person
who does not have all of the blanks filled
in. For example, Elizabeth does not have
a Last Name entered into the Table.

In real life, the data may not be complete.
We can use this data to test the Errors
and Corrections later in this lesson.

What Do You See? At the top of the
screen are the Table Tools. There are
two new Ribbons in the Table Tools:
Design and Layout.

Keep going...

Table Tools -> Layout

b %

S

Table Styles

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.1 Create a Table: Enter Table Data
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Border

s e T e T e
e T —
&
First Name | Last Name | Addressl Address2 City State
Deeter Poohbah 123 Main Street Brighton M
Mary Contrary 24 Elm Street Finckney Pl
Elizabeth 555 State Street | Apt 5 Ann Arbor Ml
Timothy Allen 123 Practice 5t Brighton M
Eli“ﬂ'l"m
Document] - Word TABLE TOOLS
REFEREMCES MAILINGS REVIEW VIEW DESIGM LAYOUT
e N e e e e =———-—= <_Z-Z-_C “\% -
e N e e e e J=--Z ZZZ-ZZC - Yapt

- Styles ~ EPEH Color -

Baorders



T
T.::’ Table Tools -> Layout ->Rows & Columns-> Insert Right
- G o A T ———
Think Outside the Box KN mu__‘.m.._f e \ .,.;.1‘1.. 4.,“4... v _ ” -
This Table will be used to create a Mail Merge. Most et Wew bpeie | G i e et ' e e e | et .
people think a Mail Merge is just for printing the mailing - ey g

address on an envelope or label.

Think outside the box: You can use a Mail Merge to
create unique business cards, customized for each
person in your list. Here are the steps to add another
Column and enter custom data.

[T T e
[ Dwited 170 iy Mreet
[“nary
| iaana

| Addrwsar

twrey

4. Try It: Add a Column
Select the Last Name column by highlighting the Cells. —

Go to Table Tools ->Layout->Rows & Columns. ® k)

Click on Insert Right. First Name | Last Name Address1
Deeter Poohbah 123 Main

What Do You See? As you add another Column to the

right, the Table will adjust the width of the other street

Columns so that the Table stays the same width. Mary Contrary 24 Elm Street

_ E Elizabeth 555 State

The text in the address Column may become two or

three lines deep. That's OK. Street
Timothy Allen 123 Practice 5t

New for Word 2013: This Table has new design
elements that make it easier to modify the layout. When
you select a Row or Column, you should see a little blue
plus (+) sign. Clicking the plus sign adds a new Row or
Column.

HHE

T | B | B

e (5] [

Select View Properties | Draw Eraser | Delete | Insert Insert Insert Insert
~  Gridlines Table = Above Below Left Right
Table Craw Rows & Columns

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.1 Create a Table: Insert a Column
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Table Tools -> Layout

Ed it You r Data _ Hu__.lra-l_f u_-w.-. :J L ;:q.-: -7--I|-|an|-. - ML R 11* : mrll L . - n - e R 5
Say you wanted to mail a card to each bt Yn P G o | S | ot .',JT'. e | S :;u.:” ol AT

customer and let them know when their o s . - -
favorite product is available. You can use the
new column to store that information.

5. Try This: Edit the Data [P | o | Py ke ekded |y -
Add a label to the top row: Product. [ - | | bl
Add some sample data. it i — T ke e
You can use the examples shown on this (S B =
page or make up your own if you wish.
Keep going...
ot
m First Mame | Last Name | Product Address1
Deeter Poohbah apples 123 Main
Street
Mary Contrary blueberries 24 Elm Street
Elizabeth Summer 555 State
squash Street
Timothy Allen strawberries | 123 Practice 5t

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.1 Create a Table: Enter Table Data
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Save Your Data
Try This: Save Your Data
There are three steps to saving a file.

1. Where Are You Saving It?

By default, Microsoft Office saves your
Word files to your Document folder. You
can use the Documents folder or go to
your own folders if you wish.

2. What Are You Naming It?
Type a File Name: Sample Client List.

3. What Are You Doing?
Click on Save.

Thinking Ahead: When you create the
Mail Merge, you will be prompted to look
for the list of Recipients. By default, Word
is looking for an Office Address List.

File -> Save

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.1 Create a Table: Save Table Data

Intermediate Microsoft Word 2013

1t [ » Libraries » Documents

Organize » New folder
A Charlotte
¢ Favorites Calendar
Bl Desktop —
& Downloads
:_‘ Recent places
& SkyDrive
Charlotte
4 Libraries v Invitation

A,

Charlotte
Letterhead

File name: | Sample Client List]

Save as type: | Word Document

Page 117 of 231
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r“,:G Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard
FHS O St g s T N -
Start The Mail Merge — "“' T':‘" ;:mu :-aur.m EARRCEE  aaasel KA VW = = ‘ EETTY 1
This example demonstrates how to create Labels. = e ::r_;;_' ) _ ;
Labels are most often printed and stuck on L[ imen : T T LI~ T e — =
envelopes. However, you can use a Mail Merge to S -
create unique business cards, customized for 3
each person in your list. @ e

[ Sty Toag el Bhanga e |

Before You Begin: Open a new, blank document.

1. Try This: Start the Mail Merge
Go to the Mailing Ribbon.

Click on Start Mail Merge. v
Select Step By Step Mail Merge Wizard. FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS

Keep going... E [=1] ’El

2% Vi ==
Envelopes Labels | Start Mail  Select Edit Highlight Address Greeting Insert Merge
Merge = Recipients = Recipient List | Merge Fields Block  Line Field
! Create E] Letters Write & Insert Fields
L 21 E-mail Meszages g e
- E1 Envelopes..
':_'I'_"I Labels...
= % Directory
E| Mormal Word Document

[%] Step-by-Step Mail Merge Wizard...

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage forms, Fields, and Mail Merge Operations: Step by Step Mail Merge Wizard
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Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels

- 5 S—— 7
Working with the Wizard - o oo -:-.;-.-u. PP PSP e R prv———— e b 2
What Do You See? There should be a new, blue 1= e u_;"
Task bar on the right side of your document. This e Sttt e & et b e b

is the Mail Merge Wizard. c ' ' ' ' ’ Mall Merge

The Mail Merge Wizard walks you through the : e
same options that we used on the Mailings Bestngmuy
Ribbon. The options are presented at the top of B
the Wizard. The buttons for Next and Previous s

can be found at the bottom of the Wizard. v X s

Mail Merge

2. Try This: Start the Wizard

Select Document Type: Labels. Select document type
3. Try This: Go to Step 2 of 6 What type of document are
. . i F
Go to the bottom of the Wizard. you working on?
Click on Next: Starting Document. . Lettars e

E-mail messages
Envelopes
#® Labels

Directory

Labels

Print address labels fora
group mailing.

Click Mext to continue,

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage forms, Fields, and Mail Merge Operations: Step by Step Mail Merge Wizard Labels
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r:’:e Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels
L d o Tncamaned - Word ¥ 4 %
Change the Layout — KA‘. ekt ?:\m B O EITRRCTS | saaseci R VW - - P 4

The Mail Merge Wizard asks how you want to i e s s

irege - Rageany -

set up the mailing labels. Bt s e . Mot b _ ~

. Mail Marge N
There are three options: : i
Use the current document ] D Al
Change the document layout : | e
Start from an existing document O et o
IIf you chose Change document layout, the ' - M )
Wizard can walk you through the next step: M al | M e rge
Choosing a Label Template.

Select starting document

4. Try This: Change Document Layout How do you want to set up
Click on Change Document Layout. your mailing labels?
Click on Label Options. Use the current document Srdut

4 Borimn, rin] dassmend

#® Change document layout

K ing...
€ep going Start from existing document

Change document layout
Start from a ready-to-use mail
merge template that can be

customized to suit your
needs.

D Label options...

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage forms, Fields, and Mail Merge Operations: Step by Step Mail Merge Wizard Change Layout
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Label Options

The Label Templates are identified by the
Product number. Microsoft Office includes
many templates from Avery, 3m/Post-it,
Compulabel, Formtec, Office Depot,
Planet, Staples and other brands. There
are more label templates online as well.

5. Try This: Choose a Label

Select a Label Vendor: Avery US Letter.
Pick a Product: Scroll through the list and
click on 27871 Business Cards.

What Do You See? When you select a
product, the Label Information is displayed
on the right side.

You can click on Details if you would like
more information about the layout
(margins, space between the columns and
row, etc).

Click OK. Keep going.

Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels

L]
[ e R

——y - Frpet Byam, e

Printer information

() Continuous-feed printers

@) Page printers Tray: |Default tray [Auto Sheet Feeder) EI

Label information

Label vendors: | Avery US Letter EI

Find updates on Office.com
Product number: Label information

23281 BIG TAB Insertable Dividers 5-Tab M Type:
23284 BIG TAE Insertable Dividers 8-Tab
23285 BIG TAB Insertable Dividers 8-Tab
27871 Business Cards
27883 Business Cards
28371 Business Cards

Business Cards
Height: 2

Width: 25

Page size: 8.5" = 117

e iy . |

Mail Merge =
At sty s e

‘ Details... | ‘ﬂew Label... |

|| Cancel |

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage forms, Fields, and Mail Merge Operations: Step by Step Mail Merge Wizard Label Options
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Review the Layout

What Do You See? The Label Templates
organize your text with a Table. This Table
has two columns and five rows.

The Label Template is already formatted
with the correct margins so that your
designs will print properly on the labels.

If you look at the top of the screen you
should see the Table Tools, again.

6. Try This: Go to Step 3 of 6

When you are ready, please go to the
bottom of the Mail Merge Wizard and go to
the next step.

Click on Next: Select Recipients.

Memo to Self: If you do not see the Table
gridlines please try this:

Go to Table Tools->Layout->Table.
Click on View Gridlines.

EIW - o

Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels

¥ A ®
It bt ‘
[% i :'Z‘I T Rapast ricader Rows

BEH %S 0

Docmant™s - Wigadd

D PAGHAAVELT  ETEIRCTY MR RDATE VDA O

. + TTE ) [T

a
¢ . - Sy Bemw Lo Magh
e T B B ey v

I .

Select | View |Properties
- |Gridlines

Table

= X *
=

bl Wew  Puprten  Gres lusn Driew e

erdnsby By

Ef E:"
Draw Eraser
Table

Draw

& el b Tl
I Vasmuia

£ -
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T
‘r:,:' Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels
- “ Docsmanr.. migad O A
Select Recipients I - R T T T T —"rrs A | 4] S| 7
The Mail Merge Wizard asks you to e e - =T | = I e
select where you would like to find your .= = b e EE e o e tuin -
recipients. The options include using a Mail Merge = %
list you already have, using your Outlook . iy
contacts, or typing a new list. R ——
Here are the steps to connect to the it
Sample Client List we just created. 7 ot
7. Try This: Use an Existing List
Click on Use an existing list. 5
Click on Browse. Mail Me rge v X
Keep gomg Select TECIPIEI'I"S
# Use an existing list “:::‘..............

A v Uy e —

R

Type a new list

Use an existing list
Use names and addresses
from a file or a database.

D Browse...

Edit recipient list...
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,-:ge Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels
g% o e o .
Select the Data Source -dlhd et ::uu =Jrm.mdm-:ul uuruu-.- mm:x d:::__ o u.u.u" :.v:ul T it vists - J)
What Do You See? The Browse link may open a i i s e e g i, 0 \ag

default folder. We saved the recipient names in
the Documents folder. You may need to switch to

e

il Merge =x

the Documents folder, first. i
When you find the Sample Client List, please R

M . Uaa g pdnting lni-
select it and click on Open. == = = oy, pcetes 0

What if it Doesn't Work? You might browse to

the folder where you know you saved the file, and e . D+ Librars D Search D N
not see your work. If that happens please confirm C} T & ¥ Libraries » Documents » JEEn aeumeEnt
that you did, indeed, browse to the correct folder. o New Folder = -~ [
If it is the right location, change the File Type. & SkyDrive Hamburg 2010
Look in the bottom right corner of the browser:
Change the File Type to All Data Sources. o ———
w4 Libranes
C | 5| Documents
LS &' Music

=] Pictures
B videos

Rainfall 2010

Mew Source...

File name:  Sarple Client List

W

L

Sample Windows
Deployment
Styles 2010

i.ﬂdl Data Sources
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BH*% . [Iem—p— e ¥ ™ - & %
Hello, Next Record -‘ I-nllul l|-'Il ; : Laviusi lIll:ul:n- BARE L lurlr:; i “UM" '..l ..l.l. o .' batets bty l 8
After you select the Recipients, Word o 3 ,:::, . s g o e o Yowralil
converts a document into a Mail Merge. T e e e P b =l : =
. : I . ) ' Mail Marge -x
What Do You Seee? Each label has the i
merge field: <<Next Record>>. 1 R R
e B
8. Try This: Go to Step 4 of 6 e s
When you are ready, please go to the next - PRy
step. Click Next: Arrange your labels. T —
PLIEN I P T bl B b

l #«Mext Record»

Step3 of b
=» Mext: Arrange your labels

& Previous: Starting document
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BEH SO Dt | - Wgad F®m = & X

Arrange the Labels - '-ﬂ-i -t\m waz.u ;M.uwl e ‘wL. vt ”:::__ i Louo-" :-..w e Disabert oty + JY
There are four options for adding the Mail  iwew i s s i o G ot e e |

. Vierge - Ry - Beq e Lk Bock  Lms  Fad g
Merge fields to your document: g = . e e L L L - -
Address Block Mail Merge = *
Greeting Line e Ml
Electronic Postage .
More Items...

Mail Merge %
This lesson will show you how to add the g
merge field individually with More items.
Arrange your labels
Before You Begin: Place your cursor in P If you have not already done
the first cell on the top left. 5o, lay out your label using
the first label on the sheet,

Try It: Arrange the Labels To add recipient information
Click on More items... to your label, click a location

in the first label, and then
click one of the items below.

At Aacairds

Keep going, please...

D Address block...

[F] Greeting line...

|—_|‘-" Electronic postage...

B0 More items...

When you have finished
arranging your label, click
Mext, Then you can preview
each recipient’s label and
make any individual changes.
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FE % — .
Insert Merge Fields - — 'im :m :m'm' T d-::. R ERTET w = i
What Do You See? A little window will pop v s »:mu-_-__-_-n:_ m'-;:-__ b vt et e . Cat |
up and offer the Merge Fields. iy ST Ry Y S RTERREREEY -
il Marge -
Try This, Too: Insert Merge Fields ey,
Please add First_Name and Last Name .
fields to this document.
Look Again: There are Address Fields as
well as Database Fields. :
; Insert:
The topics on this list come from the top row et e " () Address Fields {® Database Fields
of the Table that we created in Word. So, the )
Database Fields include the Product that we Fields:
added to the Table.
Last_Mame
Product
*Heat Bz Addressi
Memo to Self: Database Fields is a Address?
misleading term. In this case, it means the | e o Bl City
type of data, not the record source. You can State
create a Data Table in Word, Excel, Access Zip
or even Outlook. Fhone

Match Fields... | | Insert

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage forms, Fields, and Mail Merge Operations: Step by Step Mail Merge Wizard Insert Merge Fields

Intermediate Microsoft Word 2013 Page 127 of 231



Ta
:r..,:“P Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels
5 & [Re——— y w 5 W
Edit the Labels = e T e e pee——T
You can customize this label by adding a R I T PO | L e e
picture for the company logo as well an = : L : e : |ty
invitation to reorder more of the product Mail Merge =
they like. =
. e
st Bacoad s
What Do You See? Each of the labels sk aFiest_Nires sland B B
(except for the first one) has a Merge e harvi f APVEELLes ol At sk D
Field called <<NextRecord>>. This is the : e R m—— 7 g s
programming that looks for the next S
name in your list. e
Keep going... et Bt - S
N -
Chablgtte's, «Next Record»
“'E‘I‘IE* -
. Wi it A

' Hello «First Name» «Last Name» |

Thank you for your recent order. A new harvest of
«Products will be shipping next week. Please let us
know if you want to rearder more.

Thanks- Charlottes

«Mext Record» «Mext Record»
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BH% SR p——
Update the Labels _ ot s _..., _:,., v [ s | e | o .r = ‘
There is a very effective method to copy i i 0| e s e L TUED e ST
and paste all of the information in the first = L e i P

label to all of the labels on this sheet. Try

it: It works and it saves a lot of time.
Try This: Update All Labels

Go to Replicate labels.
Click on Update all labels.

9. Try This: Go to Step 5 of 6

When you are ready, please go to the next

step: Next: Preview your labels.

uKawi Beoedn

SR tioka af nd Kames sland Mames

Thears s B yeusf FEOER Onder. &
ot Pl O aPyiuhcln sl b Armppers) feal i

BN okc oF met_Mames aland Hames

Thel o hor e Pecend oner &
ey Pyt of o youiacle vl D SPapiere] el mes

Pl bt us emow i pou st o recrder more Plaass b on ko i you wand o recrdey moee

Tharicy- Charafies T harics- Charfoffen

M R irel e el Rejied s

B it nFs_bamves sl Maves B iy o Pt Pares il _Harea

Theani o for yeur recend order. & Thank fou for ot recent order. &
o bearved of aPTockcts wll be rod wwnk e bl of Prosiucts wall be shepping red e
Pisirias ket s ety o e el 12 ey e o bl el b o yosd il 16 Plainidesl e

Toaris. Chaskees Tramis- Chariom

Chabigtte's, #Mext Record»

Web — N

L e N

Hello «First Name» «Last Namezs,

Thank you for your recent order. A new harvest of
«Products will be shipping next week. Flease let us
kmow if you want to rearder more.

Thanks- Charlottes

When you have finished
arranging your label, click
Mext, Then you can preview
each recipient's label and
make any individual changes.

Replicate labels

You can copy the layout of
the first label to the other
labels on the page by clicking
the button below.

Update all labels

Stepdof b
= MNext: Preview your labels

& Previous: Select recipients
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r.::“ Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels
EES [em p—
Preview Your Labels _ ot s :uwuu :.....“w. v [ o | ﬂr s
The Mail Merge Wizard gives you the g Bt St g s i e (S e DO

option to Find a recipient. You can also =
change your recipient list if you wish.

Try This: Go to Step 5 of 6

When you are ready, please go to the
bottom of the Mail Merge Wizard and go to
the next step:

Click on Next: Complete the merge.

Exam 77-425
3.0 Create Ad
3.3 Manage forms, Fields, and Mail Merge Operations: Preview Labels

e bt migoge ey vty § o Frras s,
[l i 3 ]

Helo Deter Poohiah. el M Conirany
Thaar: youu ko our rscon ceclir A rases basrvend of Thaarie o bt o o] oo, A, e hurevest of
appien will B thapgang rowd week Pleaws bt un imow  Bdnberrees will b sSeppng et e, Plaass bt

s e 0 BT e s f (o el B SOSdeT e
Trarhs. CRMIHIE Traanics. CAMM

Cha®lotte’ S
We I‘I-Et_? -
Far N

=

Hello Timothy Allen,

know if you want to reorder more.
Thanks- Charlottes

Microsoft Word 2013 Expert
vanced References
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Step 5 of 6
=» HMext: Complete the merge

# Previous: Arrange your labels
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T:,:' Mailings -> Start Mail Merge -> Step By Step Mail Merge Wizard -> Labels
BHS O Dt | - gl - A ®H
Print the Labe|S _ H.u s.u-- T:nv.u '_:u — -:.-.m.u.- v n:.:: w r : T |
The last step in the Wizard asks if you et J“‘E:- | Jopee s gt £ e DA
would like to print the document or edit T S — —J— - -
the mail merge after your run it. ' Mail Morge = %

Tmgkrtss st e
Very good. This is a demonstration of a
project where everything works. Please
Save and Close the labels.

uKawi Bpeedn

ek aFarss_Paves sLas)_MHaves Vot P Paves aLil_hamea

Thank you lor your necent crclier A reee hasrvesd of Thank you kor your seoeed oeder A new harvedgd | TR R R

aFyockiecis wall S Uhpgang rewd seek Pleos bt oy eroahucts wall e hppeneg reod see Pl ke o

iacmm i yns vl M e e e o pin el N S TR
Mail Merge Wizard §umma_ry _ Tk Ehastenes k. Ehastomes Ma” M arge v X
If you look at the Mailings Ribbon you will g

aHew] R el

see that the Mail Merge Wizard walks

el Rejied s

you through the Mailing options, from left W — O p— Complete the merge
to right: from Start, Select Recipients, v o g ot ol P hitn | v o e ping oo P b Mail Merge is ready to
Insert Merge Fields, Preview and Finish. Ko i o e oo e QP lrfopior Mty g Y

Thanks. Charatns SE—— produce your mailing labels.

What if it Doesn't Work? Keep going.
The next pages show how to
troubleshoot when things don't go as
easy as it looks in a computer book.

To personalize your labels,
click "Edit Individual Labels.”
This will open a new
document with your merged
labels, To make changes to all
the labels, switch back to the
original document.

Merge
Eh.g, Print...
ED Edit individual labels...
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r:,:° File->Open

- ¥ - v
Choose Other Recipients ~ THEE =« s s o s e w0 —% 1

Earlier, we created a Mail Merge for our

Open House. In this lesson we used the e i et e e o o
Mailings Ribbon and created a new list.
The recipients' name and addresses were
saved in an Office Address List, which is
a database.

g v R s gy B gy
HLECT * PRl oy Aefebrens sk

1. Try This: Open a Mail Merge
Go to the Documents folder and open a

Mail Merge: Charlottes Invitation.

s
P a———

I k]

What Do You See? A Mail Merge
document is linked to the record source.
When you open this Mail Merge, Microsoft
Word will ask whether you wish to use the
Office Address List.

Please click Yes.

. Opening this document will run the following 0L command:
Keep going...

SELECT * FROM "Office Address List’

b

Data from your database will be placed in the document. Do you want to continue?

| Show Help == |

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage forms, Fields, and Mail Merge Operations: Select Other Recipients

Intermediate Microsoft Word 2013 Page 132 of 231



T
r:.:" Mailings -> Start Mail Merge -> Select Recipients
- %] - gt v . W ¥ W LI
Use a Different List - ena ... I:.... :-....Jm. svecs [ | T T | 2
Say you wanted to run this Mail Merge trriopr s ".::.“.‘...:"...':‘...,,T::.‘- Jiware oo .,:‘,,,Tr-‘“-"-* e [ el e
with a different Recipient List. N Bt bt < — . .
Here are the steps to switch from the | J
Office Address List that is associated
with this Mail Merge, to a different list.
2. Try It: Select Recipients
Go to the Mailings Ribbon.
Go to Select Recipients. J
Select Use Existing List. Charlotie’s Wb Ste
Keep going... ] 123 Main Street
Brighton, MI 48116
Iz Pleased to fmwle

FILE HOME IMNSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS

o = @ 2 B BB H

Envelopes Labels | Start Mail  Select Edit Highlight Address Greeting Insert Merge
Merge -~ Recipients = Recipient List | Merge Fields Block  Line Field -
Create ] E Type a New List... i Write & Insert Fields
= ] Use an Bxisting List... R
- 23] Choose from Outlock Contacts...
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r.::’ Mailings -> Start Mail Merge -> Select Recipients
- 5 L= e "
Find the Spreadsheet - rene n-... ;...... :-......m. el e KLY ey | 3
3. Try It: Find the Excel Spreadsheet A ".::.“.‘.;1..,,-':3:._ o o hr,._:.:,."“"“'* b | et toan ]
Go to the Documents Folder. fat g __ e b et o e v = =
Double click the Friends and Family ' ' ' '
spreadsheet to select it.
Keep going...
What if it Doesn’t Work: If you cannot see e —— g - =
the spreadsheet please try this £ b Dt E ﬂ3= E1 r
Go to All Data Files. Organize » Mew folder E
Select Excel for the File Type. }
i SkyDrive # Thanks
Memo to Self: The purpose of this exercise )
is to demonstrate an error. The next steps —
will show how Microsoft Word lets you know = Libraries
there is a problem. @ Documents
E | My Documents —
. 1. Public Documents i
. Dir Green Friends and
Jl' Music Farnily
Pictures v
Mew Source...
File name: | Friends and Family v | All Data Sources &

Tools - Open
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Invalid Merge Fields

When you change the record source and
choose a different Recipient List,
Microsoft Word will check your document
for potential problems.

4. What Do You See? Word compares
your Mail Merge Fields with your new
Recipient List. If there is a problem,
Word will notify you. The dialogue box
asks if you want to remove the Merge
field from you document or replace it.

Which should you choose? Let's look
at the data in the lists.

Mailings -> Start Mail Merge -> Select Recipients

This merge field is used in the main document,

but it does not exist in the data source. et

You can remove the invalid merge field from
the main document.

Or, you can replace it with a valid merge Fields in data source:
field from the data source, ’ . El
Title

Sample data:
Mrs.

ok || Cancel |

wfyrst Name= «last Mames

Error! MergeField was not found in header record of data
source. Error! MergefField was not found in header record
of data source.
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ru,:" Microsoft Excel
BH% i Fogmiy g Py Med-Dindy] - Rscnl
Look for a Mismatch e WS B [ | B B D E
If you open the Excel spreadsheet and o e s (W7 U -2 98 | Bl = | § - % ¢ [ 8| St G
review the labels in the first row, you may Gotaws 4 Fast : sapasm me— o ot
notice that the labels are not spelled the H - Prvpum
same as the Mail Merge Fields in the Word .o ot 2 " i —TE—
document. ::. 'IMT'“ h-':h-.]'.lrr::"'on-ito- = i . 3 N
B v, B e H S -
5 e durde Laarm Hady By e [eert
The labels in the spreadsheet have no T e sonoman 3t Pk ook e (- FILE HOME IMNSERT PAGE LAYOUT
space between First and Name. It says: S e e e Pl
H L ! AH i g AratEen el a
FirstName. .E: e - 26 Cut
2. Wctinckast Cathobe oo tances
NF Wb Magepes Vs Rl kenageesed Qe b Frmusda=t E =
The Mail Merge fields in our document e e i 272 9 & Copy
have an underscore: <<First_ Name>>. e s Tl fete- B ot frgmansnd o o S ¥ Format Painter
. Teorh Dwts Corporstion
i i = Clipboard F
Match, Match, Match: It's like getting the = el -
right shoes on the right kid. The fields have #
to match. % Bl -

5

A B
1 TitIElFirstNamE lLastNamE Company

2 |Mrs. Bonnie Bondy Century 21 Brighton

- o,

Is Pleased to Invite

«first_Name» «Last_Name»
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Make a Match

When you open the Excel spreadsheet and
review the labels in the first row, you may notice
that the labels are not spelled the same as the
Mail Merge Fields in the Word document. This is
the problem.

5. Try This: Match Fields

Go to the Main Document.

Go to Mailings-> Write and Insert Fields.
Click on Match Fields.

What Do You see? You should see the Merge
fields in the document in the left column and the
labels in your Recipient List shown in the right
column. You can use the drop-down lists to
choose the right match.

First Mame [ FirstMame [=]
Middle Mame [(not matched) [«]
Last Mame | Lasthame EI

When you finish matching the fields, Click OK. It
should work, now. Done and done.

Mailings -> Write and Insert Fields -> Match Fields

BE % 0 oy
MOAN  BGENT MM PASIUAVELT  RPRIRCTE | sl AW VW
— — } e
i
&‘ :-[f V5 Mbe b ok
Umvelopes Gsbeh | Wailad ek [ Highlghe ik, Loprieng inass blamge
Miesge - Racgaands - Baqperrd Lot Mg Vi Boch  Lime P -
Lrvte M L Vg —y -y
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In order to use special features, Mail Merge needs to
know which fields in your recipient list match to the
requirad fields. Use the drop-down list to select the
appropriate recipient list field for each address field

component

Courtesy Title
First Mame
Middle Name
Last Mame
Suffix
Mickname
Job Title
Company
Address 1
Address 2
City

State

Dnctal Tada

e
Fpred bedds Lvr Dy i des il ] B
i el bl Pl P e b brid

| Title

>

|FirstName

| (not matched)

| LastMame

| {not matched)

| (not matched)

| JobTitle

| Company

|Address‘l

|Addre552

| City

| state

[Fim

4

3|3[3/3]3(3[3|3/3| 3333
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Mail Merge Rules

Before You Begin: Open a Different File

Browse to the Documents Folder.
Open a file: Charlotte's Labels.docx

Look at the Mail Merge labels, you should
see some code: <<Next Record>>. This
Mail Merge field reads your recipient lists
and finds the next name on the list. This
field was added automatically as part of
the Mail Merge.

Microsoft Word 2013 simplified the Mail
Merge programming with new Rules.
These options were available in previous
versions of Microsoft Office but you had to
look for them buried deep in the advanced
dialogue boxes.

Try It: Find the Rules

Go to Mailings.

Go to Write and Insert Fields.
Go to Rules.

Next Record is one of the Rules.
Next Record If...adds a Record based on
your criteria. Lets look at the Rules.

[
- -

Mgy~ it~ lercipeed it | My e Pk - i FORAE S -

Mailings -> Write and Insert Fields -> Rules

Chasoman Labaly - Wasd g T X o

%
PG LAVEUT  RIRRCT | wanre ol VW Ok et Dicaters it + J

Haghlapr  Lichrs. Logriog Irars: klargr ) - [ Y

vty § . Froas i,

— - dr B " Kawi Racoeds
el & Farsd_Plivese slad_Hamee s oF o 51_Plavese aLaid_havea

Trawds. CAASTeE T ST

. e N o

(3 Rules - @ (M1 |2y,
Ask... [© Find Recipient =
- Finish &
Fill-in... @ Check for Errors Merge -
If.. Then...Else... . Preview Results Finizh

R N

Merge Record # I
Merge Segquence #
Mext Record
Mext Record If...
Set Bookmark... #MNext Record» -

Skip Record If...

r¢last Names,
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Conditional Rules

You can program the Rules to print only certain
records. Mail Merge Rules can be conditional:
IF this condition is met, THEN print this record
as part of the Merge.

Try This: Use a Different Rule
Go to Mailings->Write and Insert Fields.
Go to Rules-> Next Record If.

What Do You See? A little window will pop up
that you can enter the conditions.

In this example, the Mail Merge will show the
next record IF the city is Ann Arbor.

Where Have You Seen This Before? Many
products use Word's Mail Merge to create
customer letters. QuickBooks, for example, has
a set of Mail Merge Templates for billing,
collections and marketing.

The Rules in QuickBooks Mail Merges can be
set to only send notices to customers who have
a balance greater than 0.

Mailings -> Write and Insert Fields -> Rules

¥ P
BRI v et coen el ERHRC | waseci  Rm W brn e ——
- : — — . - T A M
- & *
¥ ik b el ] Pope—1
merbeprs Rokers | Bl ket ™ gl Ao imealing e g - . C—
Moge+ Becgemty - Gepmi o | Mg iy ot s Bk DO | gy | [JOeRlS -

vy fapee bt ndaoga e P 0 Pew

Hielo sFrsa_| Fasl_Maves dLal_Haves
ortior, A e huarvend of
et et Phnane ot on

Titaark yous bt o o e
aFochicts wll be whigpng
e i 0o Wl B P

Traris. CAMHT

Field name:
City
Comparison:
Equal to
Compare to:
Ann Arbor

Cancel
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Auto Check for Errors

The previous pages demonstrated some
options for troubleshooting the Recipients
list and programming your Mail Merge.
Here is one last button for finding the
errors before you print your Mail Merge.

When you run a Mail Merge, you can
decide how you would like to handle the
errors. Here are the steps.

Try This: Use AutoCheck
Go to Mailings-> Preview Results.
Click Check for Errors.

What Do You see? You can select
whether you want the Merge to pause on
each error or complete the merge and
create a report of all the errors.

Click Cancel.

Mailings -> Preview Results -> Check for Errors
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l::l Complete the merge, pausing to report each

(Brrors in a new document.

@ECnmplete the merge without pausing. Report

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
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Summary

Wizards: Mail Merges are essential for
working with your customers. This lesson
demonstrated how to use the Mail Merge
Wizard and how to create a Recipient
List in Word.

And Demons: These pages walked
through the various problems that can
happen when you work with Mail
Merges. The key concept is: Match,
Match, Match. There are several options
for making the Mail Merge fields Match
the Recipient List.

You done real good.
You can get two cookies.

ey o
S }‘,-._

Mailings -> Start Mail Merge -> Labels
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Charfolte’s Web Site
123 Muin Street
Brigtor, MI 48116

Cha tre's,
Weh X

L W paN

Hello Timothy Allen,

Thank you for your recent order. A new harvest of
strawberries will be shipping next week. Please letus - —
know if you want to rearder more.

Thanks- Charlottes
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Practice Activity

Mail Merge

Before You Begin: Start Microsoft Word 2013. You should see a new, blank document.

Try This: Create your own business letter

1. Enter the business name and address:
Charlotte’s Website

555 Main Street

Brighton, MI 48116

2. Insert the date and time.

3. Insert a picture for the logo.

4. Format the text and picture

5. Use the Mail Merge Options

Select Recipients and use an existing list:

Browse to the Friends and Family spreadsheet: Friends and Family.xIsx.
Choose Sheet 1.

6. EXCLUDE the following name from the Mail Merge: Todd Borek
7. Add the following Mail Merge Fields in your greeting line:
Dear <First Name> <Last Name>.

8. Save your work: Charlottes Business Letter Practice Activity.

Intermediate Microsoft Word 2013
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Practice Activity
Mail Merge

Before You Begin: Start Microsoft Word 2013. Open a new, blank document.
Try This: Create envelopes and labels using the same data source, the Friends and Family spreadsheet

Create #10 business envelopes:
1. Insert an Address Block for the Recipient which includes the recipient's name.

2. Include the Company Name and Postal Address the Address.

3. Include a Return Address in the Upper Left Corner.

4. Save your practice document and name it: Intermediate Word Practice Envelope

Create labels: use Avery #8163
1. Open a new, blank Document.

2. Begin a Mail Merge and select a Label. Choose an Avery Shipping Label.

3. Insert an Address Block for which includes the recipient's name and postal address.
4. Update all of the labels.

5. Save your practice document and name it: Charlottes Business Label Practice.
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Test Yourself

1. Which Ribbon has the Insert Table
Command?

a. Home

b. Insert

c. Table

d. Page Layout

Tip: Intermediate Word, page 113

2. How is the Table Tools Design Ribbon
accessed?

a. View-> Table Tools

b. Options-> Toolbars-> Table Tools

c. Select a Table

Tip: Intermediate Word, page 114

3. Which of the following is a Table Tools
Ribbon? (Select all correct answers.)

a. Table Tools Design

b. Table Tools Layout

c. Table Tools Format

Tip: Intermediate Word, page 114

4. What is the command to insert a
column to the left in a Table?

a. Table Tools-> Layout->Rows and
Columns->Insert Left

b. Table Tools->Format->Insert Column
c. Table->Insert->Column to Left

Tip: Intermediate Word, page 115

5. The Mail Merge Wizard includes
preset label templates from popular
commercial products.

a. True

b. False

Tip: Intermediate Word, page 121

6. When opening a Mail Merge
document, Word will ask for
permission to insert the merge data
from the data source.

a. True

b. False

Tip: Intermediate Word, page 132

7. Which of the following can be done
with the Select Recipients command?
(Select all correct answers.)

a. Type a new list to use

b. Use existing list & use all the
recipients

c. Select recipients from Outlook

d. Use existing list & pick certain
recipients from the list

Tip: Intermediate Word, page 133

8. Which of the following fields
matches with the field
<<First_Name>>?

a. <<Name>>

b. <<First Name>

c. <<FirstName>>

d. <<First Name>>

Tip: Intermediate Word, page 136

9. Which of the following is true about
Mail Merge rules?

(Select all correct answers)

a. Used for filtering results

b. Used for eliminating errors before
completing the merge

c. Found on the Table Tools Ribbon->
Mail Merge group

d. Found on the Mailing Ribbon->
Write and Insert group

Tip: Intermediate Word, page 138

10. A merge field can be created by
typing <<Last Name>> in a document.
a. True

b. False

Tip: Intermediate Word, page 82
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Word 2013: Word and the Internet = - o= e |

Charlotte's Web Site

Intermediate Word Objectives

In this lesson, you will learn how to:

1. Create and format a Table

. Save a document as a web page

. Create hyperlinks

. Modify borders and shading options on a Table
. Create bookmarks and navigate a document

. Locate and use Advanced Layout options

. View HTML Code Source

. Apply Quick Styles to a Table

0 N O O~ WDN
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1. Readings
Read Lesson 5 in the Intermediate Word
guide, page 145-178.

Project

Create a web page using a table to
organize layout, Table Tools, merge cells,
insert picture, save as web page, insert
hyperlink, insert hyperlink to E-mail.

Downloads
Fruit and Nuts.docx
PreventPC Meltdown.doc

Graphic files used in the lesson:
1Logo, Farm, FarmersMarket1.qif

2. Practice
Complete the Practice Activity, page 179

3. Assessment
Review the Test questions, page 180.

Lesson 5: Charlotte's Website

Insert

FILE HOME

B Cover Page -

INSERT

DESIGM PAGE LAYOUT REFEREMCES MAILINGS

3 e

4

[ Blank Page ] : )
L Table | Pictures Online Shapes Smart&rt Chart Screenshot | Apps for | Online EJ
' Page Break - Pictures - - Office~ | Video
Pages Tables lJ 1] llustrations Apps Media
Table Tools->Layout
FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW
i i 3
N EEEIEEEEEIEEE
X v | I FEEH
Select  View Properties | Draw Eraser | Delete | Insert |nsert Insert Insert | Merge Split  Split
*  Gridlines Table v Above Below Left Right Cells Cells Table

Draw Rows & Columns

Table iJ
Menu Maps
This lesson shows the Insert and Table Layout Ribbons.
1. Insert->Tables->Table, page 150
2. Table Tools-> Layout-> Merge->Merge Cells, page 151
3. Insert->lllustrations->Pictures, page 154
4. Insert->Links-> Hyperlink, page 162
5. Table Tools->Layout ->View Gridlines, page 166
6. Insert-> Links-> Bookmark, page 172
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Charbotles Wels Site

LELLLS
Frualusis
vy

: L L EY

Woanon Uee P v Bs Do Edsie Tl s e rafad
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c

Delivery
[ET T
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Welcome to the World Wide Web!

The Internet as we know it—the World Wide Web—was developed at
the CERN particle physics laboratory in Geneva, Switzerland in 1989.
In January 1993 there were only 50 Web servers online. 1993 was also the
year that the first alpha version of the Mosaic browser was tested.

In 1995 only 8.4 million adults used the Internet in the United States. Now,
that figure is well over 1 Billion. No other invention—not the car, the radio,
or the television has swept the market as quickly.

It is, indeed, a revolution.

Web Page Authoring

Web pages are built with HTML- hypertext markup language. This format
provides a standardized set of code for Internet browsers. Microsoft Word
is a web authoring program: it will write the HTML code for us.

Design Web Pages with Tables

Web pages use Tables to keep the layout consistent. A Table is a Table is
a Table. This is true whether the Table is created in MS Word,
Dreamweaver or hand-typed HTML programming.

Microsoft Word has several Table Tools to get us started.
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Charlotte's Website

You can create your own web pages in Microsoft Word. These pages demonstrate how to use Word to create a marketing
website: “Charlotte’s Website.” Microsoft Word is a simple web page authoring tool for promoting your company and your
products.

So, Start Microsoft Word. \When the Welcome page appears, open a new, Blank Document. What do you see, from the
top of the screen? Is there a Home Ribbon? And the Insert, Design, Page Layout, References, Mailings, Review and

q" View Ribbons? Yes. If your screen looks similar to the example on this page, then you are ready to begin.
L]

m H * 7= Document] - Word
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVIEW  VIEW

Cut Calibri Body) ~[11 ~| A" & | Aa~ | R0 [iZ - 1= "2 | &= | 81| T || sambcene A

= opy

Paste ) B I U ~abk x. X° - Ay, rlEE== 1=y | My T Mormal = 1
- ~ Format Painter = * A -1 = — — = |+ == T
Clipboard F] Font F] Paragraph T
L b AU TR S T E LI T T S S N T S S R S T S S R L |
-
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O::G View-> Views ->Web Layout
FH%- O Seamnr . W
View Web Layout B M=o~ QB0 |® 5 o
Usually we work in the Print Layout e = e e Orpa | =t o

Document View. This is the standard view trem
foran 8 1/2 x 11" document. A web page is
not tall, it is wide like a TV. The first step is to
change the view from print (81/2 x 11) to

online, or Web Layout.

e

Charloite®s Web Site

Try it: Change the View
Go to View -> Views.
Select Web Layout.

1. Try it: Add Some Text
Type the following: Charlotte's Web Site

2. Try This, Too: Format the Text
Now, select the text.

Go to Home -> Font to format the size,
alignment and color of the text.

Font: Broadway

Size: 24

F® - AW
|

MAILINGE

Color: Green, Accent 6 FILE HOME IMNSERT DESIGM PAGE LAYOUT REFEREMCES
~ uthne uler ne Page
(=] Outli | Rul _} One Pag
ra ridlines ultiple Pages
= Draft Gridli IZIIZIM|p| Pag
Read Print Web foom
Mode Layout Layout Mavigation Pane “|:|" Page Width
Views Show

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents

Zaam

1.4 Customize Options and Views For Documents: Change Document Views Web Layout
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Use a Table for Web Pages

Good web pages are created with a table—or
grid—to keep everything in its place.

Before You Begin: Add a Blank Line
Place your cursor after the word “site” and hit the
Enter key to add a new blank line.

Try it: Insert a Table
Go to Insert ->Tables->Table-> Insert Table.

What Do You See? A little window will prompt
you to enter the dimensions.

Enter the Table Size:
Number of Columns: 3
Number of Rows: 2

Click OK and keep going...

Memo to Self: By default, the Table will be
created with a Fixed column width. You can
choose to AutoFit to the contents in the Table or
the window that holds the Table.

Insert-> Tables->Table ->Insert Table

EEH % 0 T Wt Tm = 8 X
veaM | scET | GEEEM  PASLEUT  RPRIRCIE MGl e v iastert oty + J
[ | i Hik n : 8§ [Figetemime - T st -
x LU ko lap Tl e &0 = 4 n
W P ) L GombToms L] st
Tobdy Fuform Ondee Sage Smatils Chad Somebef | Sgpe b Geding g gt Fande Fonie k. Wil ot
LRy Y F [y sl gl T SSSIREN : - oty Ctgent

g [ [ ] (e Cammpen e s P fet tyma -
' [ 1

Chan Site

Table size

Number of columns:

MNumber of rows:

AutoFit behavior

@ Fixed column width: |Auto EI
{:} AutoFit to contents

() AutoFit to window

|:| Remember dimensions for new tables

| oK | | Cancel

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.1 Create A Table: Define Table Dimensions and Set Autofit behavior
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on:" Table Tools -> Layout -> Merge-> Merge Cells
BH %5 & Dy | . i ¥ A4 ®
Table Design _ H“__m"ﬂ‘, u_w:.u :l .1‘.m n:un:n +uum-. Hvim w_vu m,.. it . — :I‘i } ".r‘"-:;';. l
Look at the top of the screen. When you e DR b | B o | | bt et bt et | M o o |t | i (14 IS e G I ey
select a Table, the Table Tools should Lo e Ko & o e by iy s *

'l i [l im i m ] W . v " P | W w P o W =

become available.
Charfoite®s Web Site

Made You Look: Microsoft Word may or
may not automatically switch from the
Insert Ribbon to the Table Tools. If not,
please click on Table Tools to see the
Layout Ribbon. -1

Here is the Plan: The left hand column
can be merged into one super cell to use
for the web site index. Come with me.

Try it: Merge the Cells

Select cells A1 and A2. UHELETEE =
Go to Table Tools-> Layout. VAILINGS  REVIEW  VIEW  DESIGN | LAYOUT
Look for the Merge Group and select H
Merge Cells. .
= : : | | E[lHeight 038" || B Distribute Rows
Memo to Self: The vertical Columns are i i .
named A, B, C. The horizontal Rows are Merge Split  Split | AutoFit eog Width: |2.16" * || F Distribute Colurmns
named 1, 2, 3. The Cells (the boxes) are Cells  Cells  Table -

named with both: the Column and the
Row. Cell A1 would be the first Cell in the
upper left corner.

herge Cell 5ize

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.2 Modify A Table: Merge Cells

Intermediate Microsoft Word 2013 Page 151 of 231



Ta k.
L]
Ong

Format the Text
Charlotte’s Web Site sells farm fresh
food delivered in gift boxes.

What are we going to say on our web
pages? We need to tell people about
our products, our company, and our
delivery.

1. Try it: Add Sample Text
Type the following in first Cell, A1:
Home

Products

Delivery

About Us

2. Try This, Too: Format the Text
Select the text in Cell A1.

Go to Home -> Font to format the
text as follows.

Font: Broadway

Size: 18

Color: Green, Accent 6

Keep going...

Home -> Font

.il!. HOME INSERT DESIGM PAGE LAYOUT

REFEREMCES MAILINGS REVIEW VIE

& -
b Cut ‘Bruadway - |18 ‘ Aa -~
Paste B Copy 2 aly
= ~ Format Painter B I U -akx x T ol T
Clipboard ra Font

ﬁglll&l}l

Charlotte’s Web Site

Home

P .

Products
Delivery
About Us

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.2 Modify A Table: Modify Fonts Within a Table
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More Text, More Formats

3. Try it: Add Sample Text
Type the following in Cell B1:
From the farm to your table-That's Fresh!

And Try This, Too: Format This Text
Select the text in Cell B1.

Go to Home -> Font to format text.
Font: Broadway

Size: 12

Color: Green, Accent 6, Darker 25%.

Keep going...

Charlotte’s Web Site

Home -> Font
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com i n v duskmn i W ] ‘ W v ] . " " - V o . ]
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'l harlctle*s Web Sils
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Alwarl s -

Home From the farm to the
o ' table-That’s Fresh!

Products

Delivery

About Us

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.2 Modify A Table: Modify Fonts Within a Table
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Ong Insert -> Illustrations -> Pictures
EH 5 &

Use Pictures in a Table Eh:.-u—._u 2 nuuv‘ u;w|’|u1|:u|\ ;.u«.t_ n-.::h‘..':n [T T ‘ ‘ 4
The purpose of the Table is to provide a grid [ 7[7 e o e s s ot s s e DT e e It Gk Wt
for placing the pictures and text. - . L e cmen | it e
Pictures are handled differently when they Charlotte’s Web Sit
are inserted into a Table. However, the steps Fome it CEREE T . s
to insert a pictures are the same. ::;;:'n';‘“ PR a-0e

EV TN BN e i ; i
Before You Begin: Please download the = h ~ w g)
FarmersMarket1.qgif picture and save it in o e - sl ...
your Documents folder. B v

s o P
4. Try it: Insert a Picture m -
Place your cursor in Cell B2. @ - 4 @ ¢ Libraries » Documents »
Go to Insert->lllustrations->Pictures.
Browse to the Documents folder. 0 - New fold
Select a picture: FarmersMarket1.qgif rganize S Tatder
Keep going..
4 Libraries

@ Documents

J’! Music

[=]| Pictures

E Videos

FarmersMarket

*& Homegroup

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images
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B Layout Options->In Line With Text
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5. Do This: Review the Layout Options
When you insert a picture, the default Layout
Option is In Line with Text. That means the
pictures does not have any Text Wrapping. Charlotte’s Web Site

P

From the Larm b Bhe tabile Thad's Freshs

Foame
Pictures do not need Text Wrapping when they Products
are in a Table. The picture is anchored inacell 110"
(like text) and should move with that cell when

this web page is viewed with different web
browsers online.

wol PPN M

L i Loat

||IL§ :

LAYOUT OFTIONS X ¢

2

In Lime with Text
Please don’t use Text Wrapping: leave this
picture In line with Text.

Keep going...

Move with text 00

Fix positionon @)
page

See mare...

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.2 Modify A Table: Format Objects Within a Table
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Picture Styles

One of the best features in Microsoft Word
is the Picture Styles. You can use the
Picture Styles to format the picture border,
shadow, or a reflection in a web page, too.

6. Try This: Use the Picture Styles
Select the picture in Cell B2.

Go to Picture Tools ->Format.

Go to Picture Styles->Picture Effects.
Choose a Shadow.

Some of the Picture Effects will work with
your picture and some won't. If it doesn't
look good, you can always Reset the
picture and return to the original image that
you started with.

Memo to Self: William Alexander was a
famous oil painter who taught on Public
Television. He always said, "Light on light
gives you nothing. Dark on dark gives you
nothing. You need dark on light!”

Picture Tools -> Format -> Picture Styles->Picture Effects

EH % O
| I L

. o - e
- iy - =

Documant] - Wasd

A AvET  ETRINGTS MMl Rl W Bean I T T

F— r— 5= =

ol =i | ol S el ok s [Pty e i ’v‘f' : 6
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Charlotte™s Web Sile — S —
o o [
oo From ihe Larm b ihe talbile Thai's Fresh® E - .
Froalanis = -~ p— s ; ‘.;
Ladivesy " i et
aboant s 2= = ~
=T = =y
PICTURE TOOLS TABLE TOOLS
FORMAT DESIGM LAYOUT
E Picture Border = Ering Forward
= & Picture Effects - — Send Backward
— LR=cition Wrap - _
- 3 Text - 0l 2election Pane
L) Preset
| Arrange
-
a = Shadow No Shadow
B!
e
sl Reflection » :‘
OQuter
nl  Glow *
— —— -
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Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Apply Picture Effects
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Just a Little More Text

Before You Begin: Download the Farm

picture and save it in the Documents folder.

7. Try it: Merge the Cells

Select Cells C1 and C2.

Go to Table Tools->Layout->Merge.
Click on Merge Cells.

And Try This: Add a Picture

Now, place your cursor in Cell C1.

Go to Insert->lllustrations->Pictures.
Browse to the Documents folder.
Select a picture: Farm

Click Insert.

Finally, Try This: Add a Little More Text
Your cursor is still in Cell C1.
Type: Picked Fresh Today:

Keep going..

Insert -> lllustrations -> Pictures
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Charloite®s Web Site
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Picked Fresh Today:

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.2 Modify A Table: Format Objects Within a Table
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One Picture Tools -> Format -> Adjust->Compress Pictures
LICR
Compress the Pictures e e S e
This is a good time to pause and consider how big e S0 DI S e s s e = masmtll LY ~Pourniipandll E =y 8
the picture files are. A beautiful, high density L R I ] , e — o e s
photograph can be many megabytes, especially with )
today's digital cameras. Charlotie’s Web Site e
Foine [Fram ihe Larm b Bhe taksie Thats freshe | wa : ¥
You can Compress a picture to make it smaller. : :',;:'.';:‘
Compressing the pictures helps your web page Aol Us

open quickly, even on a slow connection.

Before You Begin: Click on any picture to select it. e
The Picture Tools should be available. B o e vesh Todayv:

8. Try This: Compress the Picture

Go to Picture Tools ->Format->Adjust.
Click on Compress Pictures.

All of the pictures will be compressed.

Compression options:

[ ] Apply only to this picture

And Then DO This: Choose the Compl’ession m le o u gﬂe‘te crnpped areas of pictures

When the little dialogue box pops up, please

UNCHECK Apply only to this picture. Target output:

Click OK. Frint (220 ppi): excellent quality on most printers and screens
This little web page looks good. We always save Screen (150 ppil good for Web pages and projectors

what looks good, hmmm?? () E-mail (36 ppil: minimize document size for sharing

@I Use document resolution

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Compress Pictures

Intermediate Microsoft Word 2013 Page 158 of 231



T,h

One File ->Save As

Save As Web Page

1. Try This: Save As Web Page Save As
Go to File-> Save As.
Ml Eraatem bobiy Sy v R T E- @
What Do You See? When you save a C] o B = == ==
file in Word the default file format is a i o
Word document, *.docx. A new ofe s P e T @ v Libraries » Documents » LY
document in Word is an 8 1/2 x 11" sheet e
of paper. w=  Organize ¥ Mew folder
A web page is a different file format and ’ “: _ -
layout. A web page is saved as HTML. o E:l Microsoft Word
hypertext markup language, is one of the
online formats. and not the default *.docx
format. o Hindo - Favorites
Here is how. Turn the page, please... B Desktop
4. Downloads Charlotte
SN O Rt Pl e
i SkyDrive
- Libraries

@ Documents
JT Music W

L S PN

File name:

Save as type | Word Document

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
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Save As Web Page

The three parts of Save are:
Where are you saving it?

What are you calling it?

What are you going to do? Save!

2. Find a place to Save this file.
Click on Computer.
Go to your Documents folder.

3. File Name: The Home Page of a web site

is named index. Notice, “index” is all in lower
case, no capital letters. It makes a difference
on the Internet.

4. Save As Type: Change the file type from
Word Document to Single File Web Page.

Click on Save. Done and Done.
Memo to Self: You can edit the Title, too.

The Title is what users see on the top of their
browsers when they open your page.

File ->Save As

_ Y |
Save As
s [ Jrem—— .
~ o J 1 lit
+ Add 3 Place [ .- | ‘j
| k e
2 File name: | index

s Web Page, Filtered

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents

" saveas type:

Authors:

Single File Web Page

Word Document

Word Macro-Enabled Document
Werd 97-2003 Document

Word Template

Word Macro-Enabled Template
Word 97-2003 Template

PDF

XPS Document

Web Page

Rich Text Format
Plain Text

Word XML Document
\Word 2003 XML Document
Strict Open XML Document
OpenDocument Text

1.5 Configure Documents to Print Or Save: Save Documents in Alternate File Formats
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BH% : e - Wl ' ¥ W a w
= = - vEaA GERT PRGN RASILAVOUT  RUTRINGTE  MAARSL R VW GEe | e k. |
Creating a Web Site = e OH A ey T
H H * = E § 5 4 = L Corvord b 1ol
You created a Home Page and named it index. St Wow Fopete Gl | Gvien | et et et et Rl T [T r— T | e
A A . + e Tukin - Abwve Beine Lo Mgt Colly  Tole . Mmoo Weages A a
This web site will have two more pages for the  — o _ - _ o N — T — —

products and delivery.
Charlctle®s Eroducts

1. Try it: Make a Copy of the Web Page [Fome Trsim the Gt b Bhe albte That by evie

Go to File -> Save As. : ::::":“ : -

Edit the File Name: products. Alcant Ls

Click on Save.

Please edit the new Products web page. Select . - T . . e

the text for "Charlotte’s Web Site" and change it e e T L N T T T LT porevees pn A e ]| -

to “Charlotte’s Favorite Products.” Add a bt | 7 | Ae - T I T I rupy ey | i

different picture. L Owem_+ S . — — s R ——__
. - Chraricite™s Delivery

2' Try It: Make AnOther Web Page . Eveom ihe Larmn b0 ohe dalile Thad s Ty eshd

Go to File ->Save As. Prosucts . cntioms |

Edit the File Name: delivery. Celiversy '

Click on Save. Aot Ls

Please edit the new Delivery web page. Select i
the text for "Charlotte’s Web Site" and change it
to “Charlotte’s Delivery.” You can add a logo for
UPS or FedX if you wish...

Save your changes.

Exam 77-418 Microsoft Word 2013
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o::" Insert -> Links -> Hyperlink
BE % s — . T
Insert A Hyperlink ﬁ':"_ [ m;ml Im.::n :;m. n-.::q.:u [rmp—— . = "Il::“ R
A web site is a collection of pages that e o | Commt |t bt Jot ok e e S LTSRN
connect to each other. A hyperlinkis how == s B e SR B e | et I e Wi e L e T N

you go from one page to the next. )
Charlotle®s Web Sile

[ceme Traim e fag o b e Lalsle THals el

Frodudcts Facsng,
Ladivery AR
Advrant s

What Is the Plan? Our goal is to create
four links on the index page for Home,
Products, Delivery, and About Us. We will
copy and paste these links into the other
web pages.

Before You Begin: Please open the index
webpage.

1. Try it: Create a Hyperlink
Select the word: Products.
Go to Insert ->Links

Click on Hyperlink.

Plcked Fresh Foday:

Keep going... TOVATLN.
Y %Hyperlink ?_i £ "-;"',f'-',’.'";;
Cd @B M e | P03 Bl
Pictures Online Shapes SmartArt Chart Screenshot | Apps for | Online "":&%;ﬂ'”’ 1
Pictures - - Office - | Video | 39 Cross-reference gl G
ustrations Apps Media Links w7

Exam 77-418 Microsoft Word 2013
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Hyperlink Options
What Do You See? There are four
different links you can build:

Use Existing File or Web Page if you
want to link to one of your own web pages
or one already on the web, like
www.Microsoft.com.

Use Place in this Document if you want
to jump to another part of the same web
page. This type of hyperlink needs a
Bookmark.

Use Create New Document if you want
the hyperlink to create a new file.

Use E-mail Address if you want to create
a link that automatically opens the user’s
E-mail program and fills in your address.

2. Try it: Link to an Existing Web Page
Click on: Existing File or Web Page.
Browse to the Documents folder.

Select a web page: products.mht.

Say OK to save your selection.

Eroducts
Lalivery
Alant s
i : =
Link to: Text to display: | Products
Look in: | My Documents W
Existing File
or Web Page Paper Tiger 2010
| E:l—:llt;?;t @ Paper Tiger Drive
ﬂ Practice
* | Place in This -
Diocument iz Prevent PC meltdown

Insert -> Links -> Hyperlink

B i .
- bomd | ardE | G PAGIAYEUT  ETRIRNGTE AL R VW o o Tecamen et l
[ e P Laaat ™ . Hvgearind n - F gt |y T Dot

7 Wk e L 1l . ﬂ L SN N - 'q I, e s T Tty +

Tabhs  Pumunry Drdes age brasple (hud lommaden

RERL ST Y [ i— L i e - ¥ S —— ¥ gl
C-— Baniny [ s, [ Cpmmpnn Fiapss & oo e tymaga -
rem i ] i [ i ] ' ¥ " L Weeem P

Charlcite®s Web Site

Trwim B Las

Erowsed %
~Pages a3 products
)iﬁ Products in Stock

Rain Washes Out Harnburg 2010

Create Mew Racant )
Document Eiles Igl Rainbow
[az] Rainbow-Crayon
@ Address: products.mht
E-mail
Address
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More Hyperlinks

3. Try it: Make Another Hyperlink
Select the word: Delivery.

Go to Insert ->Links ->Hyperlink.

Click on Link to: Existing File or Web Page.

Navigate to the folder with the delivery page.
Select the delivery web page.
Say OK to save your selection.

Try This, Too: Create a Link Back Home
Select the word: Home.
Go to Insert ->Links ->Hyperlink.

Click on Link to: Existing File or Web Page.

Browse to the Documents folder.
Select the index web page.
Click OK to save your hyperlink.

4. Share the Wealth: Copy these links to the delivery

and products pages.

Keep going, please...

-
D -

Insert -> Links -> Hyperlink ->Existing File or Web Page

- o sednt Bl i LBt LU LS LY AL el Hwiw Wi GaHaly sl Thimens b, ‘
T n N Bt ey~ | N Bamiien =
& 2l E ¥ gt T et

o kg ™M e & = 4

Tabde  Puoom Omdew g Smartilet (it Somamnbnt g ¢ :
ERLSST oY [ Crimi-sebareacs s finr Pali= - [

e faa B A Uwaa L Cpampar T L] trmn -
N ' v a = ' . " R T weeem

I harlcile®s Hcsh Site

Froduacis
Eeliviery
Alwari s

B Linked Tast By
B Loy by iy sk e Vb

| Mg Rallsardesd 1
L W bt 15

e

4

e

- l“harlvrltu1 s Web Site

| Frem the farm to the table-That’s Fresh!

HOIIIB

Products
Delivery
About Us|
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E-mail Hyperlinks
You can create a hyperlink that will create a new E-mail
when your web visitors want to contact you.

5. Try it: Make an E-mail hyperlink
Select the words: About Us.

Go to Insert ->Links -> Hyperlink.
Select Link to: E-Mail Address.

What Do You See? The Hyperlink options change to
help you program the link.

Type an E-mail address. Microsoft Word will
automatically add the HTML for mailto:

Type in a subject for this E-mail.

Say OK to save your selection.

Insert -> Links -> Hyperlink ->E-Mail Address

Charlotie®s Web Site

FEH B O
- O ruit Lo e T T WG Mgl R v Gaaly -]
B e P - | = B Pt
. - =Ml e @ .
Bk g - (R
Tuble | Fufom Cndee Sage Srariled e Somermbat : Comngedl | Hamder Fonie
ERL T r [ 3 [ . -
g S AR A Lt L= L ampn L,

o Tromm (e Barmm b e Lalble That s fred
Eroducis
Deliviesy [T S A T
Alari s y ) [rypr—
- l.v::l- [ —————
- " Page

Q| et et
Pais ot Pt BP0y A0 § Sl B

Link to:

E-mail address:

Text to display: | About Us

Existing File

|mailtn:thecnmputermama@nutlnnk.mm

or Web Page

Subject:

|Regarding ynurwebsitd

Place in This

Recently used e-mail addresses:

Document

Create New
Document

1l

E-mail
Address
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Take Off The

Training Wheels

We used a Table to set up the
grid for our web page designs.
Now, it’s time to hide the lines in
the Table. The Table also has a
light blue, non-printing gridline.

Before You Begin: Click on the
Table to select it. The Table
Tools should be available.

6. Try it: Edit the Borders

Go to Table->Layout->Select.
Click: Select Table.

Go to Table Tools ->Design.
Go to Table Styles-> Borders.
Select No Border.

7. Try it: View the Gridlines
Go to Table Tools ->Layout.
Go to the Table group.

Click on View Gridlines.

OK, Save and Close all of the
web pages. Let's find out if these
hyperlinks work!

- HORA MEET DR RS LAVDUT RTRIRCTE  MEANGL R VW T

Table Tools -> Design ->Table Styles-> Borders

e

e - Wend

[ B Codorran

is i - o ] —— s #
St S oy E‘E:si : e g - -
- Sanne (mEsas BAARS dssss it e L R

L LR barmdrd Ly

o g (gt

Charlotie’s Web Site

e Ui e Lar e 00 e fadvle B0ty 1y esha
Eroadicis 535008
Eelivery 4 &

Alcut s
Cicked Fresh To -t
1. .
©® |
Y2 pt - —da-
Border > . Borders Border
6 Styles - wam PEN Color~ = Painter

Borders = A Iwarbrnets Yl Site .
e “
.\.\ .3 ' Adwiisn s
s [E 1 4| B
Select  View Properties aser | Delete
*  Gridlines v

Table
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Test the Web Pages

We used Microsoft Word to design three
web pages that are linked together Web
pages are best viewed in a web browser!

8. Try This: Open the Web Pages
Go to the Documents Folder.
Double click a file: index.mht.

What Do You See? The Home page for
Charlotte's Web Site should open in your
Internet Browser, NOT Microsoft Word.

OK, Try This: Test the Hyperlinks
Click on the Products hyperlink.
The Products web page should open.

Test the Hyperlinks. Can you go to all of
web pages and back Home to the index?

Impressive!

This is an example of the web pages open in an Internet Browser

Charlotie®s Delivesry

B e P e P Uelivers
LR LETTIER A 4 gl ns

LEC LAt R

Absiari L3 - |
- I:- . ' 7

Charlctle™s Prododacts
B T —
| E LT NTR Y
LK [ATE R

Admari Ly

Charboiie"s Welb Siie

T omme T L T T L P

[ELEI TR Y *,
Lelivers 5 B
Al o

[ SR VTR RERY ]
Naakarsy
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of,:" File -> New -> Blank Page

EH % O i | ' N ay

Another Way to Navigate e e e YT ———T T
A Bookmark is a method for selecting and B -mn Ak e | Qe e || s |t kg 1o - . s Bl 1
naming a place in your document. Word uses s - . _ ‘ .

Bookmarks to mark a place in a document. You ' '

can link to a Bookmark with a hyperlink.

Before You Begin: Download the Sample File
There is a sample file for this lesson: Fruit and
Nuts.docx. Please download it and save it to
your Documents folder.

Chvaar fottes"s Caralen

It is a one-page document with four headlines
and four or five paragraphs. The four headlines
will be used to create Bookmarks for the
hyperlinks. Create A New Web Page.

Here's the Plan: Begin this exercise by creating
a simple web page. There will be a headline, a
table for the topics, and a story with Bookmarks. m

1. Try it: Open a New, Blank Document
Enter a headline: Charlotte’s Garden.
Format the Font: Broadway, 18 pt. Bold.
Go ahead, make it Green.

Keep going... Charlotte®s Garden
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Ong Table Tools -> Layout-> Cell Size
FHS 0. Docmant! . Wasd ; VO 7 %

Insert and Modify a Table T A T T T EEET T —d e e

2. Try This: Add a Table o e b e | | 0 et et i (| e B ST 2
Go to Insert -> Table. s . e DESIGM LAYOUT

Draw a table that is 2x2. =

" . " - L

Try This, Too: Resize the Columns § [ Height: |0.19 - || B Distribute Rows
The easy way: Select the border between the T T "

two columns and drag it to the left. [‘é ' ﬁWidth: 2" . E'i' Distribute Columns

More precisely: Select the first column. Cell 5ize
Go to Table Tools ->Layout ->Cell Size and
type in the width: 2".

Do This, Too: Save As a Web page
Go to File ->Save As.

At the Save As window:

File name: garden

Title: Charlotte's Garden

Save as type: Single File Web Page.

Keep going...

Charlotte®s Garden
4

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
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Add the Labels

3. Try This: Enter the following:
In Cell B1 type:
From the Master Gardener

In Cell A2 type:

Is It Too Late for Grafting?
Grafting Results

Walnuts

Fruit Trees

Try This, Too: Apply Quick Styles

Click your cursor in the table. The Table Tools
should be available.

Go to Table Tools -> Design->Table Styles.
Choose a Style with Light Shading.

You can format the text if you wish.

Keep going...

Table Tools -> Design -> Table Styles

BEH % ¢ Chariony’s et . Wasd Al s f X = & ¥
MOAN | andET | BEREM  PASLEUT  RTRERCTE  MANGE R VW O st it bk + J
B o P~ | ™ [ERTEE T L & = A DFigraberaimg « T Bagueinn -
" ek o o e & [ = 4 T S
Tabla Fufeen Ondes Wapem Sratidd (had Somemmbal Corwmant  Hawder Popben Tt Ok Wendlld K’
LRy # [rimenrigy - £l R =i e Pali b

g Famani e, A s L Lammpn vaba b e Yot =
e f = F 1 ' A N N AW S N A WA R AT

Charlotle™s Carden

From the Master Gardener

Chariloctie®s Garden
E2

From the Master Gardener

Is it Too Late for

Grafting?
- Grafting Results
Walnuts
| Fruit Trees

o -
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Insert -> Text-> Object ->Text From File...

B % Do g . sl sl WOx3es FE -8R
- - - - erdrt [- 55" AL ALY LU LSy AR BEL i W [ T T Iinatans bhoby © l
Insert an Existing File e TP EEY A SRR TR
Wh(_an you are collaborating with a teamto 0T e eacm i e St Ot S e R o i o s e e DR o 4
design web pages, you may receive some g | paim it dm teie | e e | stk e o[ ctps tream -

of the text in a Word document. » ' - : ‘ ' . o
Clvarloie™s Canrden

Here are the steps you can take to insert From the Master Garjiie= 4 A @Signature Line - | TC Equation -

that file into your web page. i
_ 3 Date & Time 02 Symbal -
Text Quick WordArt Drop

4. Try it: Insert Text From File...

Place your cursor in Cell B2. Box~ Pars~ - Cap ] Object ~

Go to Insert -> Text-> Object. Text i Symbaol

Click on Text From File... £ [ Object.. | Symbols
Browse to your Documents folder. T R R e £ Textfrom File...

Select a file: Fruit and Nuts.docx.
What Do You See? The Fruit and
Nuts.docx. should be placed into your
Table. Cell B2 will grow to fit the text..

Keep going...

Is it Too Late for Is It Too Late for Grafting?
Grafting? Question: Some of my grafts took, and some died. Many of my late
i grafts seem to have done neither. These were whip and tongue
grafts done a bit too late. Do you suppose they might grow next

i year - like dormant buds? Do you suppose the buds are dead but
Fruit Trees | the wood's still alive?

Grafting Results
Walnuts

Answer: It is not too late to do grafts yet. | did some yesterday:
| Bark, and whip, also splice of dormant wood to growing trees. | also

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.2 Modify A Table: Insert Text from a File
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Insert -> Links-> Bookmark

BE %O artom | gt W
Create Bookmarks e O W o
You begin a Bookmark by selecting the text .77 e D g St et e
you wish to mark and name. bn | i S

The Bookmarks will be created in the new iaries ar

text that you inserted into this web page in
the right hand column.

Geraliing Mawsslin
1. Try it: Create a Bookmark e
Select the text: Is it too late for grafting?
Go to Insert ->Links->Bookmark.

% Hyperlink |__|7|

|'" Bookmark

Comment
Ej Cross-reference
Links Comments
Type the name: Late.
Click on Add.

When you are done, click on Close.

Memo to Self: Bookmarks work best if the
names do not include any spaces.

4
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Bookmark name:
Late|

itr

gt Hamgn P

tcstrs i+ J1

¥ agraivar himp - [T Bapemivnn -
7, Cnut B Formr 11 i+
Tl ¢

Sortby: (@) Name
() Location

[_| Hidden bookmarks
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Opg Insert -> Links -> Bookmark
-] '} st (e, . e .
- srdnt [- 52" AL L LU LSy AR BEL L] W -3t -1 (L
More Bookmarks T e e | B D= T T T
This document has several headlines. s | T | P e S St Gt et ey | ot Vit ot I G e e DT 2
Each headline can be a bookmark that you = == e == o o o) o 7 = Hemms e

can use to link and navigate.

2. Try it: Insert More Bookmarks
Select the type: Grafting Results.
Go to Insert ->Bookmark.

Type the Name: Results.

Click on Add.

Ul Tole™s Carden

From the Master Gardener

A Tioes st o orabiing !
Onrmnbion: Sy of oy graft Sooi, ered 1ome ddl. ey of
P e R vy ey e
ST i B Vi i,
ST W TS S——
Frmt Timan et weceed 1wl i P kel )
L

derrwmr ot n nat iz ke bz do patgl Bien
e

Eookmark name:

E”':”Lh"“:"mﬁ::&ﬂ:': FruitTrees| Add
Add a bookmark for: Walnuts. et o o Late
Add another bookmark for: FruitTrees. Graing Bt Results Delete

G gy raaslt Tha yoae ave Bren
s Virman g i, et b o v Sl ety ) e
e ewre ] rafeog e s L

Keep going... Walnuts

— e e
|t rnpted § mambe ol 5y chg-
Trmral Goation hechy, | brad tham v
haligry ety and o Rpradl of 4 2 " N
Pt o el P s (4. W S T Bl i et P
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Memo to Self: Bookmark names cannot
include any spaces.

Sort by: @ Mame
() Location

|:| Hidden bookmarks
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Link to Your Bookmarks

You can hyperlink to a place in this webpage.
It is similar to creating a hyperlink to an
existing webpage. Here are the steps.

Before You Begin: Select the text in cell A2:
Is It Too Late for Grafting?

3. Try This: Link to a Bookmark

Go to Insert ->Links->Hyperlink.

When the Insert Hyperlink window opens,
please select Place in this Document.

What Do You See? There should be four
Bookmarks in this document.

Match, Match, Match the Text to the Bookmark
that it refers to.

Choose: Late.

Keep going: add the other hyperlinks by
selecting the text in Cell A2 and matching a
hyperlink to each of the three remaining
Bookmarks: Results, Walnuts and FruitTees.

Keep going...

Insert -> Links -> Hyperlink

FE % 0 ST —
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Link to: Teut to display: ’Is it Too Late for Grafting?
Select a place in this document:
Existing File - Top of the Document
or Web Page ’
i Headings
6] - Bookmarks
Place in This i FruitTrees
Document N ERiE
i Results
) .. Walnuts
Create Mew
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Insert -> Links -> Hyperlink

FHS 0. P ———— —_—
Bookmark to Top of Page o - = seme s tum e e e
Say, when you created your hyperlinks did you _’:_’: T | P D e b o m : d ’:.":.... e
notice that there is a built-in bookmark called Lo L e e | e i o | sttt

Top of the Document?

Some web pages are long, long, long
documents that, if printed out on continuous
paper would roll across the floor.

A link to return to the top could be very useful!
Here are the steps.

Before You Begin: Go to the bottom of your
web page and type: Return to Top.

4. Try it: Link to the Top of the Page
Select the text: Return to Top

Go to Insert->Links ->Hyperlink.
Select: Place in this Document.
Choose: Top of the Document.

Keep going....
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Text to display: | Return to Top
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File -> Save As-> Single File Web Page

= T el | e T———_——

Test Your Bookmarks .
Bookmarks and Hyperlinks should be Claricrtes arden

tested in a Browser. From the Master Gardener

1.8 T e e e giing R B Lot fov Diniting
. . Tl ok BT Chata !-Hh:ﬂﬁ RS Bk bl S el Wiy of oy hale

Do This, First: Save your Work e e o e e S e
Go to File->Save. hm T ———
Close Microsoft Word. A 1 Y 0 S L8 44 e B,

Sl g, Apheid o O 1 @k il B

COR e 13 A1 T Wb phul R eO0S 100 81 WhaaZ L moie
5. Try This: Open Your Web Page e n i p———
Go to the Documents folder.
Select: Charloltie’s garden.mht Charlotte®s Garden

What Do You See? The garden web page
should open in your Internet browser.

From the Master 5

Test the four hyperlinks on the left hand

side. Will the hyperlink for Fruit Trees take Is it Too Late for Grafting? Is It Too Late for Grafting?
L’g;{(é‘r)ntgftﬁgo';mzf)k for that topic at the Grafting Results Question: Some of my grafts took, and soi -
page: .: Walnuts grafts seem to have done neither. These 1.-
Fruit Trees grafts done a bit too late. Do you suppose
- like dormant buds? Do you suppose the
wood's still alive?
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Edit Your Work

Say you saw something you wanted to
change or improve in this little web page.
How would you edit your work?.

Try This: Open Your Web Page
Start Microsoft Word 2013.

Go to File ->Open->Computer.
Go to My Documents.

Select: Charlottes garden.

What Do You See? The garden page will
open in Microsoft Word. You should be
able to make any changes that you wish.

Memo to Self: Microsoft Word is our web
page authoring program. It is a good
program to learn the basics.

Keep in mind that you cannot make
changes in the Web Browser.

File -> Open-> Computer-> My Documents

L) R Dosusveiis S i
At Friders
Wl Fizeben Kot S i.i My Decuments
[ Comper T -y . B
Trgarr e | kb - L
= - o -
|-|- Add s Place [P o
[N =
B Deineg ﬂ = ﬂ
B Enainaia :
3R e oo T Chbr T L
il e el
Vit mamar (it Gasllas i ey Qecumanny s
sk opn Cavcat
o8| [

Charlotte's
Garden
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View the Code

All through this lesson, we have been writing
code: when we created the Table, formatted
the type and added the hyperlinks. Soooo,
what does it look like?.

Try This: Open a Web Page in a Browser
Go to your Documents folder.

Double click the index file. It should open your
web page in the Internet browser, NOT

; 1868
Microsoft Word. 1660
187a
This is an example of the source code we —— 1871
created with the buttons and menus in - 1@72
Microsoft Word. Amazing, isn't it? LY |
Summary
This lesson demonstrated several methods for Lite
creating hyperlinks. The first example linked 1875
web pages together. The second lesson used =1876
Bookmarks to create a hyperlink to a specific 1877
place in your document. 1878
1879
You done good. You get the cookie. lasza
#1881

Charlatis"s Carden

Example of the Source Code behind a web page

B Crlhavialn Do st Chistitty | Camdinas 61 5 ) mimedstiy Lo ey b

From the Master Gardener

I

?E%%EEHE’%H]

<p class#ﬁsoﬂomal)-(a name="
187%; font-family: Emadway,color #7BAD47 ;ms0- themecolor‘ accentE }Cha
Garden<o:p»<{forp=<Sspan»</pe

style="border-collapse:collapse;border:none;mso-border-alt:solid #
mso-border-themecolor:accent6;mso-yfti-tbllook:1184;mso-padding-al gl
<tr style="mso-yfti-irow:-1;mso-yfti-firstrow:yes;mso-yfti-lastfirige

mso-border-top-themecolor:accent6; border-left:solid #784AD47 1.8pt
accent6;border-bottom: none; border-right:none ;mso-border-top-alt:s
mso-border-top-themecolor:accents;mso-border-left-alt:solid #7840
mso-border-left-themecolor:accents; background : #78AD47 ;mso-backgro
accentf;padding:@in 5.4pt @in 5.4pt'>

Memo to Self: This option is available in
Internet Exporter. It may not be available in a
different web browser.
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Practice Activity
Using Bookmarks in Web Pages

Before You Begin: Start Microsoft Word 2013. This lesson uses a
sample document: PreventPC Meltdown.doc

Try This: Hyperlink with Bookmarks
1. Create a Table for the Index and merge the cells
a. Open the sample Word document, Prevent PC Meltdown.
b. Insert a table at the beginning of this document.
Create a Table with 3 columns and 4 rows
Merge the three cells on the top row
2. Select the top row and type: Computers Are Us

3. Enter the Sample following sample text in cell A2:
Home

Products

Contact Us

4. Enter the Sample following sample text in cell A3:
1. Defragment

2. Empty the Recycle Bin

3. Add/Remove Programs

5. Merge the three cells in the right column of this table
Insert a Picture of a computer

6. Setup the Bookmarks

Hyperlinks can jump to another page within your website, or they
can go to another website. Hyperlinks can also link to a title of a
place further down on a web page.

Look for these titles at the beginning of each paragraph:
Select: 1. Defragment
Insert a Bookmark. Type: Defrag (for the name of the Bookmark.)

Select: 2. Empty the Recycle Bin
Insert a Bookmark. Type: Recycle

Select: 3. Add/Remove Programs
Insert a Bookmark. Type: Programs

7. Insert the Hyperlinks
Select "1. Defragment” in the Table and Insert a Hyperlink.
Choose Bookmark and select "Defrag" from the list of Bookmarks.

Select "2. Empty the Recycle Bin" in the Table and Insert a
Hyperlink. Choose Bookmark and select "Recycle" from the list of
Bookmarks.

Select "3. Add/Remove Programs" in the Table and Insert a
Hyperlink. Choose Bookmark and select "Programs” from the list of
Bookmarks.

Save your document and name it: Intermediate Word Hyperlink
Practice.
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Test Yourself

1. Which of the following are true?
(Select all correct answers.)

a. Microsoft Word can create web pages
b. Web pages use HTML code

c. Web pages are not 8 2" by 11”

Tip: Intermediate Word, page 147, 149

2. Which of the following are true?
(Select all correct answers.)

a. Using the size command is a more
precise way to resize a picture than
dragging the handles

b. A table is used instead of text
wrapping for picture alignment in a web
page

Tip: Intermediate Word, page 169

3. What is the name of the home page
for a website?

a. index

b. home

C. main

d. first

Tip: Intermediate Word, page 160

4. Which of the following are true
about hyperlinks?

(Select all correct answers.)

a. The command is Insert-> Links->
Hyperlinks

b. They are how you go from one
place to another

c. They can be copied and pasted
d. They can link to the a place in the
same document

Tip: Intermediate Word, page 162, 163

5. Borders on a table are the same as
Gridlines.

a. True

b. False

Tip: Intermediate Word, page 166

6. Tables have Quick Styles.

a. True

b. False

Tip: Intermediate Word, page 170

7. Which of the following can be
inserted into a document?
(Select all correct answers.)
a. Text from another file

b. Hyperlink

c. Table

Tip: Intermediate Word, page 171

8. What is the command for inserting
bookmark in a Word document?

a. Insert-> Links-> Bookmark

b. Review-> Bookmark

c. View-> Bookmark

d. Insert-> Bookmark

Tip: Intermediate Word, page 172
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Word 2013: Word and the Internet

Microsoft Word: Online, All the Time

BE % 0. Th Circum i Coming o Tosem . Wandl

|ntermediate Word Objectives B s | setr  omme mauoul  RIRRCE  MMANGE R VW Dree e
. . oo [ AW s e S LT it datetetr RGBDCI LEBSCE WSMCD dniaeh
In this lesson, you will learn how to: o e e B T U -mE x| f%- A D] e e | | it tankng? gt g ] b

] . Pear . Frai b v sy
Lavabre @ =

. Save a picture to a SkyDrive. ' d :
The Gircus is Coming to Town!

-

1
2. Use a Table to control the Layout.
3. Add Online Video to a document.

4. Apply a Theme and a Table Style.
5. Add a hyperlink to a picture.

6. Save the document to the SkyDrive.

~

. Identify and use Save and Share options
for saving in different file formats as well as
posting to a social network.

8. Create a PDF file and edit the PDF in
Word.

© 2013 Comma Productions
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1. Readings
Read Lesson 6 in the Intermediate Word
Guide, page 181-224.

Projects

A simple flyer in Word that includes
hyperlinks to videos and pictures. Explore
options for sending files including eE-mail
and internet fax from within Word.

Downloads
The Circus is Coming to Town.docx

Graphic files used in the lesson:
1Logo, Farm, Now-Appearing-1.qif

2. Practice
Do the Practice Activity, page 225.

3. Assessment

Review the Test questions, page 226.

Lesson 6: Online, All the Time!

Table Tools-> Layout

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW
i i 3
Nel=EE I EFEEREEEEE
X v | I FEES
Select  View Properties | Draw Eraser | Delete | Insert Insert Insert Insert | Merge Split  Split
=~ Gridlines Table = Above Below Left Right Cells Cells Table
Table Draw Rows & Columns P i] Merge
Mailings
FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS [
B3 Cover Page - D r 1) r ’ E‘“ﬂ
[ Blank Page - & l__|<>; ] I I e+ ¢ @
L Table | Pictures Online Shapes SmartArt Chart Screenshot | Apps for | Online
' Page Break - Pictures = - Office~ | Video
Pages Tables Illustrations Apps Media
3 4
Menu Maps A

This lesson shows the Table Tools and Mailings Ribbons.
1. Insert->Tables->Table, page 188

NOoO O WN

. Table Tools->Format->Merge->Merge Cells, page 189

. Insert->lllustrations->Online Pictures, page 191

. Insert->Media->Online Video page 192

. File->Save As->SkyDrive, page 204

. File->Save As->Share, page 205

. File->Save As->Share->Post to Social Networks page 209
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Online, Anytime

In 1983, Microsoft Word was considered a word processor. The text on the page was typed in just like a typewriter. The focus was on typesetting and
formatting fonts. Many of the line and paragraph formatting options in Word make sense if you know that they come from how typewriters counted lines per
page. Fast forward to today. Most of the computermama's students have never seen a typewriter! Everything is online: BYOD (Bring Your Own Device).
This lesson introduces several ways to publish and share your work online, anytime.

So, Start Microsoft Word. \When the Welcome page appears, open a new, Blank Document. What do you see, from the top of the screen? Is there a
Home Ribbon? And the Insert, Design, Page Layout, References, Mailings, Review and View Ribbons? Yes.

If your screen looks similar to the example on this page, then you are ready to begin.

-
i
l

FILE HOME l INSERT DESIGN PAGE LAYOUT REFERENCES

“ :_ 1’ ] | - - —
- (Calibri (Body) ~ |11 ~| A" A" | Aa~ | A0 | iZ -
5 L‘, I: 0 F‘.‘;'- |
Paste ' = = - 3k . _
- ~ Format Painter B I U-akx,x|RA - -
Clipboard P Font I |

. S 1
e
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Example

Working Online

Cloud computing is a term that means
saving your files on the Internet. Then, you
can work on them with any device: laptop,
tablet, even a Smart Phone.

Bz Outlook

i rncoll s e W

BerorpderraealoSooh

Before You Begin: This lesson will use
OneDrive for the online storage. OneDrive
is available with a free Microsoft E-mail
account or passport.

OneDrive needs a WindowsLive ID to : ;

authentic users. You can use your Outlook, ( friends

Messenger or xBox password. You can .

also create a new account.

This lesson demonstrates the options with Microsoft account What's this?

an Outlook.com E-mail address.

1. Try This: Sign into OneDrive ] ¢ e thecomputermama@outlook.com

Go to www.outlook.com.
Enter your User Name and Password. Paaawcprd
Click Sign in. Keep going...

Keep me signed in

Memo to Self: The steps are similar if you
have an Office 365 account.
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OneDrive Files

When you log in with your Microsoft
Account you should see the Mail: it is the
default folder. The other folders are
People, Calendar and OneDrive.

2. Try This: Find the OneDrive
Go Outlook->OneDrive.

What Do You See? OneDrive can hold
hundreds of documents, spreadsheets,
presentations and pictures. You can create
folders, and folders in folders, to orgranize
your files online if you wish.

Keep going...

Example of a folder online in OneDrive

(&OneDrive ‘ v @Createv ®Upload Share Folder actions 2

Search e Saved pictures

Files

Recent docs
All photos
Shared

e Dediroot's Strawhepdey

£ 4232 Ball Ran

] Gy MBI
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Find Pictures Online
How do you download a picture from the
Internet and save it to your SkyDrive?

3. Try This: Find the Pictures

Go to this lesson online.

Go to the Lesson Check List, the second page
in each lesson.

Click on a Download: Now-Appearing-1.gif.

Downloads
TentSale2013.docx

Graphic files used in the lesson:
1Logo, Farm, Mow-Appearing-1.gif

What Do You See? The picture should open
in the Internet Browser.

Try This: Save Picture As...

Place your cursor in the middle of the picture.
Right click-> Save Picture As.

Keep going...

Right Click->Save picture as...

+ [ TP T —

Open link

Open link in new
Open link in new window
Save target as...

Print target

Show picture

Save picture as...

E-mail picture...
Print picture...

Go to My Pictures
Set as background
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Save to OneDrive

4. Try This: Save Picture As...
Place your cursor on the picture.
Right click-> Save Picture As.
Go to Favorites->OneDrive.
Click Save.

The picture will be copied from the
lesson website to the OneDrive.

So far, so good. Please go online
and confirm that the picture is,
indeed, in your OneDrive.

Keep going...

The Computer Mama sezs: Working
with the SkyDrive on a high speed
Internet connection is almost the
same as saving to a hard drive.

Right Click->Save picture as...

L el

Coparpy = Miww fulie

A )

Organize = Mew folder

70 Favorites
BY Desktop

4. Downloads

UE
=l Recent places

& OneDrive

- Libraries
@ Documents
J"I' Music
[e=| Pictures
™ videos

File name: | Mow-Appearing-1.gif
Save as type: | GIF (*.gif)

* 1 = Onsieen + Docwmens

S Bel BT P Pl P - Meliee B Yo

2 WP

« Onebrive » Documents

Farmershlarket?3
.gif

HamburgFestival
w 3.gif
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rw:" Insert-> Tables -> Table
- s & 3 Smcamant’ - Wasd t oW a x 1
Insert a Table E“:u_..-- ”umn i ;.ul Inu::u. -\;.u_.” m.“:‘_: l."* : . - — :I‘;:ﬁ R
There should be pictures in the SKyDrive: 1717 e s e s bt S i ot e et Vot e Pom | Ton D et (e e
Hooray! Now, let's turn our attention to EE T nmim e i =

Microsoft Word. We will be creating a
marketing flyer that includes links to a
website as well as Online Video.

This document will use a Table to control S vt ‘
the layout and arrange the pictures. .

Before You Begin: Start Microsoft Word
Open a new, blank document.

1. Try This: Insert a Table
Go to Insert->Tables->Table.

Draw a Table: 3 Columns by 2 Rows.
_ FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES

K ing...
eep 9oms B3 Cover Page~ D l__‘ F‘ l__"l_"] r
I (. = ‘Q’ =1 I &+

[l Blank Page ) :
- Table | Pictures Online Shapes SrmartArt Chart Screenshot
' Page Break - Pictures - -

Pages | 3x2 Table itions

- 1 o e A
) Ooooo0™
: OoO00oO0oog

BRERREREER

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.1 Create A Table
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Table Design
When you insert a Table, the Table
Tools should be available.

Here is the plan: the Cells in Row 1
will be merged to create a place for
the big headline. Two more Cells in
Row 2 will be merged as well.

Here are the steps.

2. Try it: Merge the Cells

Select Row 1.

Go to Table Tools->Layout->Merge.
Click on Merge Cells.

And Try This: Merge More Cells
Select Cells B2 and B3.

Go to Table Tools->Layout->Merge.
Click on Merge Cells.

Keep going...

Table Tools-> Layout->Merge->Merge Cells

B H % Dhcacumanng | - Mg
= 2 lldn h.*_.. ] = ..,,.. T Aq
"‘"o-';.""'“ f’:i"‘" o I.";’.’. TR Bt | G T || R Pl
i | I |
I T 1
TAELE TOOLS
VIAILINGS REVIEW WIEW DESIGN LAYOUT
=5 : : T Height: HF Distribute Rows
Merge Split  Split | AutoFit | =itk m 2 Dictri
o s |2 - | m Distribute Columns
E Cells Cells Table | - % LA
kerge Cell Size [

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.2 Modify A Table: Merge Cells
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r.::’ Home -> Styles
HH 5 O Diocxmant! - st :
Enter and Format Text R e alelE e il e P —
3. Try This: Enter the Text e TP Y PR e || ) (R e | 3
Please enter and format the following text. U I —_ —" : . T
Cell A1: The Circus is Coming to Town! ]
Go to Home->Styles->Title.
Cell B2: Clowns, Elephants and Performers The Circus is Coming to Town!

Go to Home->Styles->Heading 1. owns, Elephants and Performers

Cell B2: MyTown Plaza
Go to Home->Styles->Heading 2.

Cell B2: November 7, 2013
Go to Home->Styles->Heading 3.

Cell B2: Sponsored by Charlotte's Website

Goto Home>Styles >Heating 4 P —————

Keep going... . . .
The Circus is Coming to Town!

Clowns, Elephants and Performers
MyTown Plaza
Movember 7, 2013

Sponsored by Charlotte's Web Site

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.2 Modify A Table: Modify Fonts Within Tables
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WE % & ——— e

- - - arant [ 3t A Lty LU B b AR Pl vl iw ity st [
Insert a Picture B 1 D T ol a | B D D R (B A A Eevi e
Earlier in this lesson we saved a picture to the |71 e s e s i st s s i DU i e G e

. L. N R _— = Fukyemy - & Dy - N - 5 = © Byebes- Bou- Fek- - it

SkyDrive. Now, this is what it looks like when e s B s A e I e e R = 2
you use the SkyDrive to insert the picture into

Word. : JaAcE YOS

4. Try This: Find a Picture on SkyDrive . -
Place your cursor in Cell A2. The Gi )
Go to Insert->lllustrations->Online Pictures. o M dan % E™R

& Elizabeth Nofs's SkyDrive

The SkyDrive should be listed in the online Al folders » Documents

options. All of your documents and pictures will
be available when you select SkyDrive.

OK, Do This, Now: Insert a Picture
Select a picture: Now-Appearing-1.jpg.
Click Insert.

Keep going...

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Insert Pictures
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FEH %2 Dot ! - s agnd Hix;

Add Online Video E,_:- _Ir.n. r.m:: m.;:uillnu:uh ‘;m_”n:.w:u n ..-.’m : — -

So far, so good. This marketing flyer has a e | P O e i ot Sttty G| 8| o e b ot Gk Wt
Table to control the layout, Text formatted e == e B e s . 0
with Styles and an image that was saved to ' = ’

the SkyDrive. The Circus is Coming to Town!

OK, so we practiced using a SkyDrive.
However, online media can also include
Videos from YouTube or FaceBook.

5. Try This: Insert an Online Video
Go to Insert->Media.
Click Online Video.

Keep going...

.il!. HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS

B Cover Page - D |__‘|;| @} rl:l 1l &

3 =

Office~ | Video

[ Blank Page ) : )
- Table | Pictures Online Shapes Smart&rt Chart Screenshot | Apps for | Online
*— Page Break > Pictures - -

Pages Tables Hlustrations

Apps Media

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Insert Online Videos
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Search for a Video

By default, Microsoft Word offers the Bing
Video Search. Look at the bottom of this
window. You should see the familiar icons
for FaceBook and YouTube. Click on the
icon for YouTube and the YouTube search
will be added live.

Let's get a video from YouTube. Emmett
Kelly Jr. is famous for Weary Willie, the hobo
who swept the ring after the show.

6. Try This: Search for a Video

Click the YouTube icon to add the search.
Go to the YouTube Search.

Type: Emmett Kelly sweeping.

Insert -> Media -> Online Video

Ticagars t4ct, 6

G
L} sradnt [- 55 Al LAt LU S b BARE P ol W [- ") T
B G g - | = = | iy . ) 8 [ gretwaime - T bqusban -
. - il . B ¥ C | =
Ward Fage ” LRy it & Former 11 ot -
Tably Puiwen Ondes Tape Sl (had Somewball  Apps b Cnlew N Comwmand  Hauder Pootee  Pag Tl Ok ‘Wendlad —
LRT Sy = [ = e | ey | [ Croa-saharncs e e gl | g Ghgear =
g L - e e Ly | gmamyen P 4 e T E il -
. Teve e @ ] L B 4 ] WrsrvaPuny
o ®
The Circus i
— 1]
L"
B 8y pemagng

o o

A v b

Bing Video Search

Search the web

YouTube
The largest worldwide video-sharing community!
Remove

Emmett Kelly sweeping

From a Video Embed Code

Paste the embed code to insert a video from a web
site

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Insert Online Videos
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'r.,o Insert -> Media -> Online Video
BEH S & x 7

Preview the Video e TR " | Lo e T e T

What Do You See? The video search  [[ol7  ae rocm oroe s st Gt somemir tyte oiw | D270 ot e b P | e kot e o T AT

should return many video clips. Each i —— - e L | uiay | cosmnts|__ et e rosh R treas

video is presented as a thumbnail ) T e

image. The videos are live, online, so The Circus i

you can preview the video to see if this
is the one you want.

What Else Do You See? The little "i"

in the upper right corner of the media

player has more information about the
video and the website that hosts it.

7. So, Try This: Select a Video

- v = A

3= A I e R i
x HES-COW_—

Select a Video: The Carol Burnett -

Show-Charwoman at the Circus. =

Click Insert. The Carol Burnett Show - Charwoman at the Circus

Keeeeep going...

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Insert Online Videos
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Twe Right Click-> Edit Hyperlink
- i Dciamasnd | - e - a 8
K . . ot ey K & |ha L R p—— Ras AaBl - P
The video should be placed into this o I S T YR : : u - . - ] R
Word document. The Video has the _—— = o : oo tomey
"player" button, the big arrow, that users 5 o - =
can click to start the video. The Circus is Coming to Town!

Toolbars Everywhere! Click on the
video: the Picture Tools will be available.
This video is also placed in a Table, so
the Table Tools are also available.

So, what did we do when we added an
Online Video? Let's find out more. P Play Video

Open in Browser

ST

Everything in Microsoft has a left and a
right mouse click. The left click give

actions (in this example, clicking starts
the video.) A right click gives options. Save as Picture...

8. Try This: Edit the Hyperlink E"g Change Picture...
Right Click the video.
A list of options should pop up.

Select an Option: Edit Hyperlink...

Hyperlink? We know hyperlinks! Turn the
page to see the exciting ending...

& Edit Hyperlink...

Open Hyperlink

Remove Hyperlink

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.2 Navigate Through a Document: Insert and Edit Hyperlinks
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Ty Right Click -> Edit Hyperlink
E @ E SO —— — 9
:’ Review the Hyperlink T e N VNI LR e T
9. Try This: Review the Hyperlink o B Boemies e (= ol af a8 o Qi |, g it - B "
There are four ways to link to information: - T o 2 A P A

Existing File or Web Page (Link to a Page) — - , '

Place in this Document (Link to a Bookmark) The Circus is Coming to Town!
Create New Document e i
E-mail Address (mailto:)

What Do You See? This is a link to an existing
Web Page. The address for this video on
YouTube can be seen. . Link to: Text to display:

<<5election in Document= =

The new button, Online Video, offers a

convenient wizard to find a video and copy the . _ @ _ Look in: ’ | My Documents

Internet Address. The Online Video wizard also Existing File

adds the media player. or Web Page . Amazon Downloader Logs
‘i:l—:;lr:;t ) Customn Office Templates

Click OK to close the Hyperlink options. (@] My Data Sources

Memo to Self: Please keep in mind that is a link I FAUE B . OneMNote Notebooks

Docu t
to the YouTube website on the Internet. The men E{,T::fd gl 1Logo
computer must have an Internet connection if . Advanced Word Necessary Computer Skills
you want to play the video. ’D Igl A canFl

mericanFlag
Create EEW Recent -
Document Files Beginning Word First Prize
MZ| Benefits of Online Learning
Address: ’ https:/fwww.youtube.com/watch?v=Tgl
E-mail
Address

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.2 Navigate Through a Document: Insert and Edit Hyperlinks
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r:.:" Design ->Document Formatting->Themes
B H %0 Domany | - s a =
V] Add a Design Theme -L1 -u:-- :n Bela | S LANELT mmun- u:mt Ml VW B e - ‘ s Lk . |
The next couple of pages will finish the design and = &5 &= E G Sas 5999 e ﬁ wr @g i | ol 1o 2':,' | Moot
formatting of this flyer: Page Theme, Table : L_ B ey ’ —— [——
Borders and Pictures. Here we go. ;»-_I —A-‘_--l = K .'f"i. 1
1. Try This: Add a Theme Aa __j. fa ] _f:__*.
Go to Design->Document Formatting->Themes. _ma
Select a Theme: Main Event. 2o |4 . _} f-_‘_ul
What Do You See? The Theme formatted the - e I fr ! = I
Fonts with a very strong type style. It fits with the . =
idea of a circus billboard. ) (2l [Aac]) ==
Keep going... - —— —
= yTown Fasa
Eaviciie vl i Charbbme's Wel Lo

DESIGM

IMNSERT

FILE HOME

hﬂ Tt TIME Title Title TIME
LTI B 1 [ |- — L [T
Themes e — == =
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B E% 0 [re—— ¥ A W
| I LR T N ST Dt vt + )

Choose a Table Style
Table Styles format the color of the Fill. You
can modify the Shading if you wish.

Before You Begin: Click anywhere in the
Table to select it. The Table Tools should be
available, again.

2. Try This: Choose a Table Style
Go to Table Tools->Design->Table Styles.
Choose Style: Grid Table 5 Dark-Accent 1.

Now, Try This: Modify the Shading

Place your cursor in Cell B2.

Go to Table Tools->Design->Table Styles.
Edit the Shading: Dark Red, Accent 1,
Lighter 40%.

Did you notice? The colors in the Table
Styles are determined by the Theme we just

selected?
TABLE TOOLS

Keep going... DESIGM LAYOUT

EEEE EEEEE EBEEEE EEEEE - Y2 pt -
EEEE EEEEE eEeEEEE E=seEE || Shading | Border'— Borders
T - Styles - E Pen Color - -
Table Styles EBaorders
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Change the Page Color

The options for the Page Background-
Watermark, Page Color, and Page Borders-
can be found on the new Design Ribbon.

The Page Background Colors include the

Theme Colors. The Standard Colors are

also available. Not enough colors? You can
choose More Colors if you wish.

3. Try This: Choose a Page Color

Go to Design->Page Background.
Choose a Page Color: Dark Red, Accent 1,
Lighter 40%.

Keep going...

Design-> Page Background-> Page Color

BE %0 Dhpcnsmad ! - g

B s o | | et s s wws vor

Y i B B B B B B S BB B

Gpumand pempmeg
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Format the Picture

Before You Begin: Select the Picture
Select the Picture: Now-Appearing-1.gif.
The Picture Tools should be available.

4. Try This: Format the Picture

Go to Picture Tools->Format->Picture Styles.
Go to Picture->Effects->Glow.

Select a Glow Variation.

OK, this is looking good.

Memo to Self: The Glow Colors are the same
Theme Colors we saw in the Page Color.

Picture Tools-> Format ->Picture Styles

B %S [om———— T
A srdut [yt A Lt LU ERS B BARE ML L) i Ll =L vt
Tf | o Homemrin | s e e o e oy (Bt | [ :
B G- ! < s b | e (Pt
Aaners -‘ NarChaagn o = o ol s e « e W
—_—— e e ] — o i ] b Rotats

St Pt Bt

= = =
. o et -
MAILIMNG VIEW FORMAT

| e o
e e vy ’E
Picture Styles

YT
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Hyperlink with a Picture

An Internet Address can be long and difficult to

type. You can add a Hyperlink to an image.
The Hyperlink can include a ScreenTip that
teaches your users what this link does.

5. Try This: Insert a Hyperlink

Click once on the picture to select it.
Go to Insert->Links->Hyperlink.
Choose Existing File or Web Page.
Type the Address: www.ringling.com.

Keep going, there's more to this link...

Insert ->Links ->Hyperlink

BEHS O Docmant! - Wigad T &
B oos | cotr | b maGuouT O RFIRCIS  MaanGE RN WW Romat dn e — |
B e P - | ™ = e T T . * - B O gt time -
o DB DD N . |83 D [EIE 4 AT
Tabdy Pufyeny Ordes TPage el (had Somembat  Mpps b Celiey Cpmumant  Hawgey Pupher 'A’ Tl Ok ‘Wendld e
e v 5 [ ¥ Oy | Ve | L O shs = ] e e - gt
i pmamgan 4 e T R -
:

g i et A s L1
o 1. » 4

is Coming 1o Town!
S|

L b el 4 g+ ¢ b o Chpramed e,
.i,.i [T T e— v R
- | & smseem St e o] g | |

! R T e F——

o

Link to: Text to displa]l:|-‘~‘-‘~5E|El:.‘tiGr'l in Document= >
Look in: | & My Documents Izl
Existing File
or Web Page . Arnazon Downloader Logs
?—:‘:‘:t . Custom Office Templates
MWy Data Sources
Place in This |, OneMNote Notebooks
Document Erowsed 1L
Pages [aZ] TLoge
ﬁ Advanced Word Mecessary Computer Skills
Create New Recent Am !:EFIC.EHHEQ . .
Document Files Beginning Word First Prize
MZ| Benefits of Online Learning
@ Address: |http:..“hww.r.ring|ing.cnm|
E-mail
Address
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Twg Insert ->Links ->Hyperlink
B % o e _
Hyperlink Options -._f_.v. T LD Pl e |8 3% DO DEE 4 A D
There are two hyperlink options that you can v | T | P e S ity | S| G| fre P | Tot Gt i o

program. The ScreenTip tells your users what e s D T ot (R s

1 i 1., [ +

will happen when they click the link.

The Target Frame programs the link to go to
the new page, or open a new window. If you
open a new window, then your web page will

T ol

a |
still be open if your user closes the Ringling E o] | o
Bros website. .ﬁ e e i o ] Sl
re

6. Try This: Edit the ScreenTip
Go to ScreenTip...
Type the ScreenTip Text: Click here to go to Link ta: Text to display: | < <Selection in Documents =

] Insert Hyperlink

?

SereenTip... |

the Ringling Bros website. ;
i Look in: I My Documents 'fEi
Try This, Too: Edit the Target Frame | o =
Go to Target Frame. felictieiiin e Lol
Choose New Window from the list. E a Screen]ip text | Target Frame...
Click here to go to the Ringling Bros website| '

Click OK. This would be a good time to save. H&::,_:;I::‘

Create New Recent o

Document F:';::I H'.' Beginning Word First Prize

= Benefits of Online Learning b
Address: | httpu/Aewweringling.com ™
E-mail )
Address
0K Cancel
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File ->Save

Save This Document
1. Please Do This: Save Your Work
Go to File ->Save.

What Do You See? The OneDrive is one
of the default locations for saving files.

What Else Do You See? The options on
the left side include Save As, Share and
Export. We will look at each of these
options in a minute.

Turn the page....

i
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File -> Save -> OneDrive

Save to the OneDrive

2. Do This: Save Your Work

Go to File ->Save->OneDrive.

File Name: The Circus is Coming to Town.
Save as Type: Word Document (That's a docx.)
Click Save. The flyer is done.

Wait, wait, wait! Don't be in a hurry to print out a
thousand copies of the flyer. Consider the options.

¢ Hpatiay

B Dvenin

Think digital: You can Share this flyer by E-mail or
present it online. You can also publish this flyer on
the Internet as a Blog post. Most cities have a web
site for the local newspaper.

& Domsiimdn
s Mt placn

M Omalies

®©

= T . v eBeth » Onebrive » Documents

Finally, you can Export this Word document into Organize v New folder
other formats, including an Adobe PDF or Microsoft
XPS document. o Name -
! i i ¢ Favorites
Let's consider the options. o oo % CustomerMailMerge.doc
eskto
5 Ip i % Document].docx
] ownloads
." ? | @ | Elizabeth's Notebook
=1l Recent places
_ .p % May Calendar.docx
/& Cnelrive —
v £

File name: | The Circus is Coming to Town.docx

Save as type: | Word Decument (*.doc)
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Share a Document

Sharing a file online is much easier in
Microsoft Office 2013. There are several new
methods that use Cloud Computing.

Share

1. Try This:Review the Share Options
Go to File->Share. i - Invite PEGP"E‘
The Share options include:
Invite People

Get a Sharing Link

Post to Social Networks
Email

Present Online

Post to Blog

GO (et a Sharing Link

We'll walk through these options from the top
down, beginning with the invitation.

Keep going... _ , 4 e U Email
E@ Present Online

Post to Blog

Exam 77-418 Microsoft Word 2013
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T File -> Share ->Invite People

Share: Invite People
You can Invite People to share this
document.

T ETET

2. Try This: Share by Invitation

Go to File->Share->Invite People.

Please enter the following:

Type your E-mail address.

linclude a message: This is a sample of
the invitation.

Thei 6 0 dasvgie f Dot il rboioh.

.":. I=wle Poocée
-~ Invite People

Type names or e-mail addresses

thecomputermama@outook.com;

Click Share. Keep going...
This is a sample of the invitation.

Require user to sign in before accessing document.

°
e

Share
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T Example of the shared document in the recipient's Outlook.com E-mail
H H S T s s S i i e 5+ et mtign & g1 [ a1 [ g1 L [ (e [ o [ ] l 3
Receive an Shared File R R R R I
3. Consider This: What does it look like - - Sy
when the recipient receives the invitation? — -~ Sk =g
The example on this page shows the how f__' w F pessin
the E-mail might look in Outlook.com. iy I s el | v e
Dty 1 Lyren Tovbnch |kttt i v rvitend b Pow Wb D0t Coimik By & 140 P
The E-mail states that Elizabeth has shared Semt G ot (o Sutpect 7z
a document Online in SkyDrive. The E-mail Ontenie s = : —seTirn -
also tells the recipient to click on the link to St Eaneth Noks hes shared & docoment sty o0
open the shared document. m [hsabath Hobs ecompetermamsoutiont ssmd
When the shared document opens in Do P r—
Microsoft Word, the recipient can go to Repond R _
File->Save As and save a copy to a different "™ ' P
location, say their own computer. R
Keep going...

Elizabeth has a document to share with you on OneDrive. To view it, click the link below.

The Circus is Coming to Towndocx

Share your files with £giay OneDrive
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File -> Share->Get a Sharing Link

Get a Sharing Link

A Sharing Link lets you publish a file
online to your OneDrive and make it

available by a hyperlink. Anyone who
has the link can open the shared file.

Share

Before You Begin: The Circus flyer is
open in Microsoft Word.

4. Try This: Get a Sharing Link
Go to File->Share.
Click on Get a Sharing Link.

| Get a Sharing Link

Sharing Links are useful for sharing with large groups of people,

What Do You See? There are two
different links: View or Edit. View Link
To make a link, click on Create Link. Anyone with a view link can view this document
After the link is created, you can copy

this link into an E-mail if you wish.

a I cdit Link

Keep going.... : _ o
P going Anyone with an edit link can edit this document

View Link
https://onedrivelive.com,/redir’page=view&iresid=86CDATAZA6TADBEAITT
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Post to a Social Network
Social Networks can be very effective for
broadcasting a message. Microsoft Word is
an excellent authoring tool for creating
colorful, rich documents. Here is a way to
post your document to Facebook. -

e iele Poopie [,
Before You Begin: The Circus flyer is still DB Gera Sharing link
open in Microsoft Word.

T, Poit o Sooel Neteosis
5. Try This: Post to a Social Network P,

Go to File->Share.

Click on Post to Social Networks.

Click the link to connect social networks. .
What Do You See? The first time you use
this link, you will be asked to add a Social
Network. The steps are straightforward.
Follow the Wizard and fill in the blanks.

Turn the page: let's look at the next step. ' Post to Soci a| Networks

ﬂ Your Microsoft account isn't currently connected to any social netwaork,

Click here to connect social networks

P

Refresh
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Add a Social Network

Microsoft Office uses the Microsoft E-mail
account to connect with Facebook, Twitter,

. . . . Marage por scooeh
LinkedIn, Flickr, Google, and Sina Weibo. [ facebook [ttt

Voul aha br sbie o updete your Laorboot it e apdedm hom |ssock edy
Sl e e, e R PROIOS, wleoh, S R un B e e Ll

Add the accounts you e overy day

This "digital switchboard" can also be used e T
with Windows 8, Windows Phone, Office
2013, Outlook.com, OneDrive and n Shase on Tevemer
Vow'¥ s b sbie bo ser pour Feetier condacts and thew Teeety ared thase photon and

Messenger accounts.

Sl 5 Tardled o Bl dral Lo s whtive yons ket Ded S0l
6. Try This, Too: Connect to Facebook I — ,
The Microsoft E-mail Account is open. LirdoachELh: v i e s et e st s ot i o st |

e O et e el G P, e e o Tl B T0ma

Click on Chat with your Facebook friends. ot § ot P Ot kosn, gy iy

You will be prompted to log into Facebook. flickr o

L

Keep going...

o 5 » Se Ggle qrrAsty
(.uugl.,_ ot o s e

Chat with your Facebook friends
facebook . _
You'll also be able to update your Facebook status, see updates from Facebook friends,

and view, publish, and share photos, videos, and documents from apps and services
where you use this account.

Windows 8 Windows Phone  Office 2013 Outlook.com  SkyDrive  Messenger
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Twg File -> Share -> Post to Social Networks

Connect with Facebook N e e . 7

Microsoft and Facebook use a little social - B

connector app to link Microsoft Office 2013 PP,

to Facebook. The first question you will be [ RS-

asked is who has permission to see the B e

posts that this app makes for you on your - R e

Facebook timeline. The default is Friends. I m = g*""“

You can choose a different setting. I ———
BE = = o o T =w__

7. Try This: Add the Microsoft App i =

Click Go to App.
This will install the social connector.

Keep going...

Connect with Facebook friends

.. Microsoft

10 million people use this app

ABOUT THIS APP

Chat with vour Facebook friends, update yvour status, see
updates, and view, publish, and share photos, videos, and
documents.

Who can see posts this app makes for you on your
Facebook timeline: [7]
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Review the Permissions

8. Try This: Review the Permissions

The welcome screen may say that millions of
people use this app, but the Computer
Mama suggests that you read the list of
permissions that this software requests.

The permissions include:
Post on your behalf.
Access Facebook Chat.
Manage your notifications.

Each of these permissions can be denied if

you wish.

the update is complete.

Keep going...how does it work?

File -> Share -> Post to Social Networks

Mool would aleo ke permibssion fo)
]-_{ Piral et yins’ buebusdt

) Aerees Facsbook (hat

T mlanage your reolficstion.
L b e LT T

=

m Post on your behalf
This app may post on your behalf, induding status updates, photos and more.

@ Access Facebook Chat

[;l:l Manage your notifications

Microsoft may access your notifications and may mark them as read.
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Post to Facebook

9. Finally, Try This: Post to Facebook

The Circus flyer is still open in Microsoft Word.
Go to File->Share.

Click on Post to Social Networks.

What Do You See, Now? The social network
will be available on the right side. In this
example, the circus flyer will be published on
Facebook as an attachment, a Word document.
You can choose who can view this post. There is
also a text box for writing a comment when you
post the flyer.

If you are following this lesson and you have a
Facebook account, please try these steps.

Then log into Facebook and see what the post
looks like. This could be a useful upgrade to
Microsoft Office, indeed!

Keep going...

"C?an view ¥ I

File -> Share -> Post to Social Networks

Tt ot . bt b it T 8 g Bt e i 4 it ol 5 Pt 224
Thasiy,

Post to éocial Networks

n +| Facebook

The circus is coming to town! This is an example of the new social connect

Thanks,

eBeth
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Share by E-mail

E-mail is an excellent choice for sharing and
collaboration. It is quick, rich and digital. The
following pages will look at the E-mail
options. This lesson begins with the Circus
flyer open in Microsoft Word, but you can
use any sample file for these steps.

1. Try This: Send Using Email
Go to File->Share->Email.

There are five E-mail options:
Send as Attachment.

Send a Link.

Send as PDF.

Send as XPS.

Send as Internet Fax.

Let's begin with an attachment.

OK, Try This: Send as Attachment Send as
Click on Send as Attachment. Attachment
Keep going...
Everyone works on the same copy
;;‘;‘ Everyone sees the latest changes
. Keeps the email size small
Send a Link

Exam 77-418 Microsoft Word 2013
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r;:" File -> Share -> Email->Send as Attachment
& : . . R

Send as Attachment M e | oo _toos_naius_amech tmes teas e e i et 2

v # - |2 - iskaCob dstscelt RABOC LabwCol bagveed asmsces FEDH wssecn
When you choose to send a document o e W T U -mr A4 me |G- || v g wadag? b S |
as an attachment, a new message will e = - ; : o |ty
open with the document included. _ = -
2. Do This: Complete the Task 1:;_; S Pt T Q,
Please address this Email to yourself | e | e
and click Send.

B H % O = The Circus is Coming to Town - Message (HTI
In a few minutes a new E-mail should
arrive in your Inbox. There should be a FILE MESSAGE IMNSERT OPTIOMS FORMAT TEXT REVIEW
Microsoft Word document attached. . PR
—1] Calibri (Body) ~{11 - A A sal 2% l Attach
Keep going... |—_L] B I U/ :=Z-:i=-|&3= ! V@ 05 Attach
Paste __ | ., . . Address Check |
Mgmo to Self: The screen capture on = - Wl R e Ve ([P .Signatwr'
this page shows a new message in ) )
Microsoft Outlook 2013.  Clipboard Basic Text Fa Mames Includ e
This option to Send as Attachment may E To... Clair Dickson;
not work if you use webmail (Gmail, =1
Yahoo or AOL) as your default program. o
Send
Subject The Circus is Coming to Town
Attached | @Z The Circus is Coming to Town.doo (620 KE]

The circus is coming, Clair!
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File -> Share -> Email-> Send a Link

Share: Send a Link Y e M

The option to Send a Link is similarto
Sharing Links. Instead of sending eaws o tou
everyone a separate copy of the :

[Ty A CE T A (LT et Dhautans. Yok l
Nores -
T tacem istacete RABOCI Aasecct hagaced asmvcen WEHEN nmcer 3
M = Lpa Hemby -y Sabeny Sty . ire g5

L Y ey W Ny

document as an E-mail attachment, the
document will be available online in
OneDrive or SharePoint. Send a Link
is a way to E-mail a Hyperlink to that
document online.

FILE MESSAGE

a8  Wiet Cimion. o Gy b Tt - Mg (P et THm R M
MOTAGE | NGIET  CPTIOMG FORMAT TN RDVDW
- =21 a8 | § Ameal ¥ . 'S
4 & Amack Fie P ey Q
b FreT— [T T —

INSERT

-9
3. Try This: Send as Link D sz | B I U
The Circus document is still open. Paste '
Go to File->Share->Email. . ¥ |3 . A
Click on Send a Link.

Clipboard =
What Do You See? A new message :
will open with the link included. ‘ From ~
Complete the task: Please address ﬂ =] ‘ To
this E-mail to yourself and click Send. Send
In a few minutes a new E-mail should Cc..
arrive in your Inbox. There should be a
Link in the message. Bec...
Keep going... Subject

| | Clair Dickson;

OPTIONS FORMAT TEXT REVIEW
& 2 2l oo ' (] Attach File
i
.= |EE U7 Attach Item -
Address Check .
Book Names Q Signature ~
Basic Text Names Include

ebeth@commalms.com

iT“ne Circus is Coming to Town.doox

https://onedrive.live.com/view.aspx/Documents/The%20Circus%?2i
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Share: Internet Fax

Before the Internet and E-mail became
the norm, businesses used Fax
machines to send information instantly.
Fax machines relied on telephone
technology: a dial-up phone. Many
businesses and households simply use
cell phones, not dial-up.

However, there are enough legacy Fax
machines that you may consider sending
an Internet Fax.

4. Try This: Send an Internet Fax
Go to File->Share->Email.
Click on Send as Internet Fax.

Keep going...

File ->Share -> Email-> Send as Internet Fax

& X

v
Vst ity + )

Share

he Circus 15 Coming to Town Errail

W bt M . "y 1 Do e, B Dy gt 6 ooy -

O Get 4 Sharing Link

11 Post o Sonal Neneoris

Y el

— Ma fax machine needed
E’ You'll need a fax service provider

Send as
Internet Fax
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Internet Fax Providers

5. Review the Fax Service Providers
The first time you send an Internet Fax
Microsoft Word will prompt you to set up

an Internet Fax Service Provider.

Microsoft Office Marketplace offers links
to the Internet Fax Service Providers
who specialize in faxing from Microsoft
Office. All of these services have a Free-
Trial so you can test this option and see
if it is worth the monthly service fee.

Close these windows. Keep going.

e o

File -> Share -> Email-> Send as Internet Fax

Available Fax Sendces
WAL L . 0w S el 1)

fovallable Fax Senvices

Coniond Busieasn P Saste Concoad b
program s Dusiook, snabing v ic
anc rechunclancy features snabling b
Vs drw sty Sramartted b your O
ko o bl b Fan by, et
e B tetephone: suppon ko the i

ot ke P plan | e P ofre)
worka sth o8 Miceoeoh Dice spplosts
techrelogy srce 1993 - adrees fam o
S Uy et v F g Seprwm

bort AR vl b v CF ¥ ke
oralana of Fas Waaki Bia Lol
ATt O ek ol Peteri deted
e e s bt
ol Fax aervcs T fen

e any. bty by bk |
v il W) helasd o
| b cherarcn crusges. §
& Try biyF ax noea b flor

T L[S

itremms i vt pons weth s comgl] |

7 RapidFAX

Email 85 Fax - Fax 1o Emall

SEND AND RECEIVE FAXES ANYWHERE VIA

NO WORRY OFFER

Try RapldFAX Free
for 30 Days

Special Features

= Instant start after signup
= Toll-free number at no extra charge
» Mo busy signals & no waiting to

= Fres Trial send or receive faxes
* $9.95 f Month = Send and receive multiple faxes at
+ 300 free Inbound or outhaund fax a time

pages = Gat multiple users & numbars under

the same account
+ Mo hardware to purchase or
GO maintain
Lots of included pages
means you don't
have to worry about cost!

Fax Microsoft Office Documents night from your PCI

Mecroselt and the Office lege aw v oF P wr of Micredol
Corporation i the Unined Scaves and'or other Douwsires.
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T
T File -> Export ->Create PDF/XPS Document->Create PDF/XPS

Export | | 6

| Conute POS/CPS Dovumest

Creating XPS and PDF Files
PDF means Portable Document File. The PDF
format was developed by Adobe Systems in 1993
as a way to represent documents in a way that
was independent of which program created the
document or which operating system might be
running on your computer-today or 20 years ago.

kg cange rie e [ SRS —

XPS means XML Paper Specification. XPS is the
open source format developed by Microsoft in
2009. It is also independent of software or
operating system.

You can E-mail or Export. Both buttons will print a
PDF or XPS file. The Export option lets you
optimize the PDF. The E-mail option does not.

Create a PDF/XPS Document

6. Try it: Create PDF/XPS Document. ] ]
Preserves layout, formatting, fonts, and images

The Circus document is still open in Word.

Go to File ->Export. L1 Content can't be easily changed
Go to Create PDF/XPS Document. _ _
Click on Create PDF/XPS. Free viewers are available on the web
Keep going...
==
Create
PDF/XP5

Exam 77-418 Microsoft Word 2013
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Simple PDF Options

When you save a Word document as a PDF,
you will be prompted to browse to a folder to
save your new PDF file. In this screen shot,
the PDF was saved to the SkyDrive.

7. Try This: Edit the PDF Options
Save as type: PDF (*.pdf)

Optimize: Standard.

Click Publish.

The completed PDF file will open in Adobe
Acrobat, a free reader program that is
available on most PCs.

Keep going....

Made You Look: Optimize the PDF
Microsoft Word offers two levels of resolution
for the PDF file: Standard and Minimum.

The Standard format has a higher resolution
for graphics so that the images will print well.

The Minimum format compromises on image
size and quality to reduce the file size and
make the downloads faster.

File -> Share -> Email-> Send as PDF
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File name: | The Circus is Coming to Town

Save as type: |§F‘DF

Open file after publishing

Hide Folders
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lrﬂke . .
Twg File -> Share -> Email-> Send as XPS
-5 i . x
Send as XPS F cun rrn-:ux:-::n. »qu-‘..ul_.wu.n-::mh- !..\ul'-r.t. rxu-:f 1ua Wiih v : x.-;-'a..-- R
— : ' " iakaCob dskscetn RRBDC LebbCol badbeed asinced BN nemecn
You can convert a document to a PDF or an b e rne [T U A4 - - Ui TR T wasng b ety d | Tow s ]|t s 8
XPS file and then send it as an E-mail Cuaswe A P ; : N e 1| tomny
attachment. It is a "one-click" process that =
works rather effectively. Here are the steps.
8. Try it: Send as XPS e L Wy | e
The Circus document is still open. e s —
Go to File->Share->Email.
Click on Send as XPS.
What Do You See? A new message will open L © T TS ————
with the XPS file attached.
FILE MESSAGE INSERT OPTIONS FORMAT TEXT
Complete the task: Address the E-mail to a v n
P - e Calibri (Body) ~[11 ~| A" a7 | rz3) % | 0 A
yourself and click Send. : \body]) - g =
h B ru - es — VO|g
In a few minutes a new E-mail should arrive in  ~ Pacte e T Addresz Check
your Inbox. There should be an XPS file - N WA ==l Toalh [Mepmes [# sig
attached to the message.
Clipboard Basic Text a Mames
To... Clair Dickson; |
=1
Ce...
Send
Subject The Circus is Coming to Town
Attached

|>.j The Circus is Coming to Town.xps (134 KE]
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T.::" File -> Open->SkyDrive
Open the PDF in Word - -
You can open a PDF file in Microsoft Word Open 1

2013 and edit it if you wish. This is new:
something that could not be done easily in
previous versions of Microsoft Office.

Earlier in this lesson the PDF file was saved to
the SkyDrive. This example returns to the

SkyDrive to edit that PDF. T o
1. Try it: Open a PDF File in Word R—
The Circus document is still open in Word. _
Go to File ->Open->SkyDrive. Ii(_-) * T |« SkyDrive » Documents w &
What Do You See? The PDF file is visible, 0 .
rganize - Mew folder

available to open in Word.

Select the PDF file and click Open. N
El Microsoft Word ame

Keep going...one more step.

it Document

W Favorites aEIizaI::leth's Motebook :
Bl Desktop | The Circus is Coming te Town |
4. Downloads @The Circus is Coming to Town
1| Recent places
& SkyDrive

LU 4
File name: | The Circus is Coming to Town W

Exam 77-418 Microsoft Word 2013
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T File -> Open->SkyDrive
& & Qs ' : .
Edit the PDF in Word e T e T p——TEE
2. Try it: Edit the PDF File in Word b matine BT U s | f-% A We e e | Thema Ui teakeg| besiegl el tesssgd | Tae ol e 2
When you open the PDF file, you will be e - e : e — 5|ty

notified that Word will convert the PDF into an
editable file and that some layout and text
formatting may be changed.

So opening a PDF file in Word changes the
PDF back into a Microsoft Word document.

n Vrird il e et s FOP 1w el i d B e T, ey Laie 4 mifele Tht rerallog Wird i cmed wd b s 1 sl i

Vi R 1R b gl S dainTh B T et P9 ity Dl ol Vi i larel W e

T Pt B

That was cool.

[ | Don't show this message again

Cancel Help
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Frictionless Marketing o I B iy |

In his book, The Road Ahead, Mr. Bill Gates,
founder of Microsoft, predicted that
computers would enable "frictionless
marketing." The beautiful flyer that we just
created would cost thousands of dollars to
print in color and mail by US Post.

" The Circus is Coming to Town!

We just designed an excellent flyer that did
not cost anything for printing or postage. No
friction: nothing to hold you back!

So go get a cookie, maybe two.

You done good.
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Practice

Lesson 6: Online, All the Time

Before You Begin: Download a sample picture: Farm 7. Enter the following Text:
Charlotte's Website

Try This: Do the following steps Format the Text: Tahoma, 18 pt, Centered
1. Start Microsoft Word 2013. Open a new, blank document. .
8. Add a hyperlink: www.freshfood.com

2. Insert a picture: Farm
piciure: Zarm Set Target Frame: New window

3. Format the picture as follows: Edit the Screen Tip: From the farm to your table

Position in Top Center with Square Text Wrapping 9. Format the hyperlink: Tahoma, 14 pt, Centered

Crop to Shape: Rounded Rectangle 10. Save as YOUR NAME Online Practice.docx

Picture Style: Reflected Rounded Rectangle
4. Adjust the Picture Color Options:

Change the Color Tone. Make the Temperature: 8,800
5. Format the Text Wrapping:

Send the Farm picture Behind Text

6. Go to the Paragraph Group and click on Show/Hide to show
the Anchor.
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Test Yourself

1. Which of the following is true?

a. A hyperlink can be pasted into a
document and still works when clicked
taking a user to the address

b. A hyperlink cannot be pasted into a
document

c. A hyperlink can be pasted into a
document, but, when clicked, will not take
the user to that address.

Tip: Intermediate Word, page 201

2. A Word document can be E-mailed
directly from Word using the Save and
Send option.

a. True

b. False

Tip: Intermediate Word, page 205

3. Which of the following is true?

(Select all correct answers.)

a. The Send as Attachment attaches the
document to an E-mail message.

b. The PDF option converts the document
to a PDF and then emails it

c. The Create Link option allows users
access to the file stored on your personal
computer.

Tip: Intermediate Word, page 206

4. Which of the following is true about SkyDrive?
(Select all correct answers)

a. Uses WindowsLivelD for logging in

b. The Files stored on the SkyDrive are accessible
with the Internet

c. Saving to SkyDrive is available with the File->Save
command in Word

Tip: Intermediate Word, page 209

5. Which of the following is true?

(Select all correct answers)

a. A Mail Merge can be an email

b. A Mail Merge email sends one copy to all recipients
using the CC function

c. A Mail Merge can send a separate E-mail to each
recipient

Tip: Intermediate Word, page 211
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Intermediate Word Skill Test

Before You Begin: Start Microsoft Word 2013.
Please do the following steps:

1. Open the sample Word document:
"Locally Heavy Rains Soak Southeast Michigan."

2. Add the following text to the beginning of the document:
Rain Washes Out Hamburg Michigan
Apply Heading Style 1 to the text

3. Select all of the text EXCEPT the headline you just formatted.
Format the highlighted text into two COLUMNS. Change the FONT
size to 12 points.

4. Insert a picture from ClipArt. Use clips online to find a rainbow
picture. Format the picture as a WASHOUT behind the text.

5. SAVE your work as Your Name Word Intermediate Skill Test.
6. Open a NEW blank Word document
7. Create a new TABLE with four columns and six rows.

Add the following labels to the first row:
First Name, Last Name, Department, Location

Page 1 of 2
Go to Page 2

8. Add the following data:

Deeter Poohbah Training Detroit
Mary Contrary Marketing Lansing
Alex West Web Designer Ann Arbor
Leo Michaels Engineer Ann Arbor
Charlie Barliman Sales Lansing

SAVE the document as Friends and Family.docx.
9. Return to the Newsletter (Your Name Word Intermediate.docx)

10. Add two BLANK LINES Between the Headline and the first
paragraph of text.

11. Create a MAIL MERGE using the Friends and Family list as the
Data. Insert the merge fields:
First Name, Last Name, and Department

Keep going...
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Intermediate Word Skill Test Page 2 of 2
Go to Page 1

Page 2 of 2
12. Format the Department Merge Field with the Style: Subtle Emphasis.

13. Insert a table with 2 columns and five rows

14. Merge the cells in the top row

In the top row, add the text Rainfall

15. Add the following months and rainfall amounts

March 6 inches
April 11 inches
May 4 inches
June 2 inches

16. Format the Table borders to be color white

17. Add a hyperlink to the text Rainfall.
Set the hyperlink to go to www.weather.com

18 Save the work: Your Name Word Intermediate.docx

Please submit your Skill Test online.
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O Intermediate Microsoft Word 2013: Glossary

Microsoft Office Specialist (MOS): Exam 77-418 and Exams 77-425 and 426 for Word 2013

Address Block-- super Mail Merge field that
includes name, address, city, state, and zip code
pg.81

Anchor/ Lock Anchor-- measurement from
edges of the page to the picture. Lock Anchor
keeps the picture exactly at the spot. pg.795

Blog post-- individual entry on a blog pg.58

Blog-- short for weblog, an online publication
similar to a newsletter or online journal. Often
used to log and share events and/or opinions

pg.56

Bookmark-- a method for selecting a naming a
place in a document for navigation or notes pg.167

Building Blocks (see also Quick Parts)-- content
that can be made into Quick Parts pg.46

Character spacing-- the amount of space
between letters, aka kerning pg.104

Clip Art gallery-- collection of image files from
Microsoft, available for use in Microsoft Office
programs pg. 25

Clip Art-- image file from Microsoft, available for
use in Microsoft Office programs pg.25

Compress (picture) --reduces the file size of a
picture, but not visible size pg.157

Document View-- standard page layout view
showing an 8 2 x 11” document

fields (Mail Merge)-- categories in a list or
database that are used in the Mail Merge, such as
name or address pg.149

Intermediate Microsoft Word 2013 Page 229 of 231

Handles--small icons on the corner and sides of
objects, such as pictures, shapes or text boxes, in an
Office document or file to show where the edges of
the object are. Can be used to resize an object.
pg.156

HTML-- hypertext markup language, a standardized
set of code for Internet Browsers pg.159

Hyperlink-- how to get from one web page to another,
links the pages pg.162

Index (web page) -- the name of the file that is the
home page of a website pg. 7160

Linked objects-- an embedded object, such as an
Excel spreadsheet, that remains connected to the
original data and automatically reflects and changes in
the original data. pg.33

Lock Anchor-- command that keeps the picture at a
specific location relative to the edges of the page, not
other content pg.195



O Intermediate Microsoft Word 2013: Glossary

Microsoft Office Specialist (MOS): Exam 77-418 and Exams 77-425 and 426 for Word 2013

Mail Merge-- the process where a data source is
inserted into a Word document, creating
individualized copies. Process includes the main
document, the data source, and the merged
document. pg.211

Mail Merge Wizard-- walks step-by-step through
the process of creating a Mail Merge pg.79

Margins-- the blank area between the text and
edge of the paper pg.100

Microsoft Design Gallery-- the online collection
of Clip Art and other media files provided by
Microsoft. pg.74

Object-- any item other than text used in a file,
such as a shape, picture, Clip Art, etc pg.21

OLE-- Object Linking and Embedding, refers to
the process of linking objects (see linked object)
pg.35

Orientation-- which direction on the paper is “up.”

Can be portrait, which is narrower than tall, or
landscape which is wider than tall. pg.98

Quick Parts (see also Building Blocks)--
premade content available to add to a document

pg.46

Recipients-- the people who will be receiving the
mailing pg. 106

Screentip-- tells a website user what to expect
when clicking on a hyperlink pg.202

Show/ hide-- toggles the paragraph marks and
other non-printing characters from hidden, by
default, to visible. pg.17

SkyDrive-- online storage space available from

Microsoft, available wherever you have Internet
access pg.209
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Template-- a document, spreadsheet, or presentation
that includes set formatting, layout and design pg.43

Text Wrapping-- how text interacts with pictures or
objects pg.77

Theme-- when applied, formats text, paragraph,
layout and color palette pg.48

Title bar--the bar at the top of a program that includes
the program name and, if applicable, the current file
name pg.55

Watermark-- light text or image in the background of
a document pg. 102




O Intermediate Microsoft Word 2013: Index

Microsoft Office Specialist (MOS): Exam 77-418 and Exams 77-425 and 426 for Word 2013

Advanced Character Attributes, Pg 104 Mail Merge: Add Custom Fields, Pg 127

Advanced Character Space Options, Pg 104 Mail Merge: Add Field Controls, Pg 81

Building Blocks: Insert Quick Parts, Pg 64 Mail Merge: Insert Merge Fields, Pg 81

Create Documents: Apply Templates, Pg 51 Mail Merge: Manage Recipients, Pg 79

Create Documents: Import Files, Pg 15 Mail Merge: Modify Control Properties, Pg 138

Document Views: Show/ Hide, Pg 17 Mail Merge: Modify Field Controls, Pg 81

Format a Document: Insert Watermarks, Pg 63  Mail Merge: Preview Results, Pg 83

Format a Document: Page Setup, Pg 98 Mail Merge: Run a Mail Merge, Pg 78

Format a Document: Themes, Pg 48 Manage Multiple Documents: Modify Templates, Pg 46 . B
Format Text: Append Text, Pg 16 Navigate in a Document: Insert Bookmarks, Pg 168 =
Group Text and Paragraphs: Create Columns  Navigate in a Document: Insert Hyperlinks, Pg 162

in Sections, Pg 19 Open a PDF in Word, Pg 222

Open Non-Native Files in Word, Pg 222

Save Files to Remote Locations, Pg 204
Tables and Lists: Table Auotfit Options, Pg 150
Tables: Merge Cells, Pg 151

Tables: Modify Fonts, Pg 152
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