





Starting/Closing Word

How do | start Word using program How do | search for Word in the start
icons? menu?
If you cannot see an icon for Word you can search to find it:
Method 1: Desktop Icons 1. Click the ‘Windows/
1. If a Word icon is visible on the desktop double Start’ button.
click it. W g 2. Begin typing ‘Word'.
u 3. Click the ‘Word’ icon

Word

when it shows in the
search results.

LE-B. 1

Method 2: Taskbar Icons
1. If a Word icon
is visible in the
taskbar click once
on it to start Word.

How do | start Word using the start 1. Click the ‘Close’

menu? button in the top right

If an icon is not visible you will need to use the start menu. If hand corner of the
window.

you use the program frequently an icon will be available in
the left hand side column of the start menu.

1. Click the ‘Windows/Start’
Button.
2. Click ‘Word'.




Opening Files

How do | open a file without starting
Word?

1. Locate the file in File Explorer.

2. Double click it.

For more information on File Explorer and navigating
your files and folders refer to the ‘Files and File Explorer’
booklet.

How do | open a file from within
Word?

Method One:

1. Click the ‘Open’
button in the Quick
Access toolbar.

OR

Click File, Open —~
© O pen

|_.-|J Hame

B MNew

RQ Shared

Other locations

- EI;I This PC
Save As B

Print

Browse

Share

2. Your most recently used and ‘pinned’ files will be on
display. If not, click ‘Recent’ to show them.

Open
' -er:t

’QQ Shared with Me

Other locations
% This PC @
B Browse

3. Click one of the files to open it.

M Bartarad mailhavar

Method Two:

1. Click the ‘Open’ button in the Quick Access toolbar.
OR
Click File, Open
Your most recently used and ‘pinned’ files will be on
display.

2. Click Folders to view your recently used folders.

| £ EERERE

Workbooks

Pinned =
Fin folders you want to easily find later. Click the pin icon that appears when you hover
over a folder,

Yesterday

] 2122 L |
D Documents

This Week
= NAariumante

3. Click one of the recent used folders to view the contents
inside, then double click to open the required file.

Method Three:
1. Click the ‘Open’ button in the Quick Access toolbar.
OR

Click File, Open

Your most recently used and ‘pinned’ files will be on

display.

2. Click ‘Browse’ to

use the File Explorer Open

window to locate the - a

file. Sii §
RQ Shared with Me Pin
& OneDrive -Key E

s §

w Sites - Key

grant ford@key.org uk
Other locaions

El;l This PC

@ Add a Place




Pinning Files and Folders

It is possible to ‘pin’ frequently used files to the top of your s : :
recently used files list. It then does not matter how many _}/c\)llgee:g—’can l ﬁnd my plnned flleS/

other files are opened. These files will always appear at
the top of the list.

How do | pin files/folders?

2.

3.
4.

Click File, Open.

Click ‘Documents’ or ‘Folder’ to display a list of most
recently used files/folders.

Position the cursor over the file/folder name.

Click the ‘pin’ at the right hand side of the file name.

Today

% New Text Document
A e

Last Week | Pin this item to the list |

@ Document1 30/07/2021 14:59

@ 30/07/2021 11:36

Your pinned files and folders always appear at the top of your
‘Recent’ list when you click File, Open.

@ - ‘ 2O Search
) Documents  Folders
2B Shared with Me
[ Name Date modified
Other locations =
Pinned
r This PC "Mobile Replacements Still to... 0 30/07/2021 11:37
[ Browse
New Text Document S 04/08/2021 12:01
@ Restored mailboxes S 08/07/2021 15:38
Last Week
@ Document1 30/07/2021 14:59

How do | unpin a file/folder?
Click File, Open.

2. Click ‘Documents’ or ‘Folder’ to display a list of most
recently used files/folders.

3. Click the ‘Pin’ icon at the side of the filename to unpin it.



Saving Documents

What is the difference between ‘Save’ How do | ‘Save As’?

and ‘Save As’? 1. Click File, Save As
When you save a file for the first time the ‘Save As’ dialogue 2. Click ‘Browse’ to locate the appropriate folder in which
box is displayed and you are asked to provide a location and the file should be saved. Alternatively, use the ‘Recent’
filename for the file. section to automatically open a folder which has been
previously used.

On future occasions clicking ‘Save’ will overwrite the original 3. Name the file, if required, by deleting the data in the
file with the new version. ‘Filename’ section and type the new name.

4. Click ‘Save.

Should you wish to keep both the current and previous
version use the ‘Save As’ command and provide a new .
filename and/or location. How do | use the ‘Autosave’ option?
Although the ‘Autosave’ o
option looks like it is -

1 a? switched off and cannot File Home  Insert  Design I
How do | save my file? be turned back on. It

4 ) 7 K A Cut | - b=
in the ‘Quick Access This means, that your file will autosave every 10 mins.

Toolbar’ Filn Flnmnn (BT [SEPSE

This sounds great, however, if you have opened a previously
saved file and make changes - remember to ‘Save As’ as
soon as you open it, to ensure you do not lose the original file.

OR
Click ‘File’, ‘Save'.

If you have previously saved the file it will be overwritten,
otherwise, the ‘Save As’ window will be displayed.

Save As
R Pinned
hover over a folder.
s o
EIZI This PC [ Deskiop
=

0 Documents

[ T support staf

Oldar

2. Pinned and recently used folders will appear at the right
hand side. Click one of these folder to save the file within
it.

3. Click ‘Browse’ to open the ‘File Explorer’ window and
locate the appropriate folder.

4. Name the file, if required, by deleting the data in the
‘Filename’ section and type the new name.

- Loia n
= SystemDisposab
L
= New Vi >
File namé: | Docl ~]
Save as type: ument “‘
Authors: Grant Ford Tags Addatag
[ Save Thumbnail
A Hide Folders Tools ‘

5. Click ‘Save’.



Documents - Previous Versions

How do | restore an older version of a
file?

There may be occasions when you save changes to a file
and wish you hadn’tl Word may still have a previous version
of your file available. If not, contact ICT, we may be able

to retrieve it from a backup. See the ‘File Explorer - Lost/
Deleted Files’ for more information.

1. Open the document.

2. CI!Ck File. 7 Mobile Replacem
3. Click Info. [ New OneDrive - Key » Documents
4. Click ‘Version History’

= Open

|£} Share @5 Copy

IEL Prote
Q, Control

to display the ‘Version
History’ pane.

@ Inspe

Before
Check for e
" Co

Versi
@ View an

History
5. Click ‘Open Ver§|on Version History - %
next to the version of
the file you wish to 2 May201
View. j Modified by: 09:53
24 May 2021
Maodified by: 14:42
f Open version
Modified by: 13:59
65; Open version
20 May 2021
ﬁ Modified by: 15:40
Open version
19 May 2021
Modified by: 15:46
z Open version
"p Modified by: 14:40

Open version

How do | close the ‘Version History’
pane?
-

1. Click the cross in the
panes top right hand
corner.

Version History
25 May 2021

A Mndified e 52



Creating Documents

How do | create a new blank
document?

A new blank document is created each time Word is started.

To create a new document without closing and reopening
Word.

Method One:
1. Click the ‘New’ button in the ‘Quick Access Toolbar’.

Method Two:
1. Click ‘File’, ‘New’.
2. Click ‘Blank New
Document’.
‘ Search for online templates
Suggested searches:  Business Cards Flyers Lefters E

Featured  Shared

Take a




Printing

How do | print a document? How do | print double sided?

If you copier is able to print double sided, the ‘Duplex’ will
have been turned on as default. You should not attempt to
change this permanently. However, some documents will
require to be printed single sided. Follow the instructions

below to switch between single and double sided copying.

Method 1:

1. Click the ‘Print’ button
in the Quick Access
Toolbar. o Insert

BB D -

"-..'k‘r
Desigr Quick Print (RICOH|

e No settings can be altered when using this method.

e One complete copy of your document will be sent to the
printer each time you press the Print button.

e If you have more than one printer installed, hover your
cursor over the printer icon to find out which printer
your document will be sent to.

1. Click File, Print

2. Use the drop down
menu to select
either 'Print One
Sided’ or ‘Print on
Both Sides’.

Settings
Print All Pages .
The whole thing

Pages:

[ antDneSld -
Method 2: When printing =l Only print on one side of the page
1. Click File, Print. e S R double sided, [ =, N
The printer. Print d.ecide whether to [ S on A Sk
dialogue window Rl flip on the short of &l -Fippagesonishort cdge
will be displayed 5 long edge. When s o e A
allowing you e printing ‘Portrait’ T :
to alter print N s — itis normal to flip
settings. (See Settings pages along the long edge, when printing ‘Landscape’ flip

next sections). I% along the short.
2. Click ‘Print. [ e - 3. Click ‘Print’
O oaww ]

e Using this When printing ‘Portrait’ it is normal to flip pages along
method, settings the long edge, when printing ‘Landscape’ flip along the
can be altered short.
before the job
is sent to the
printer. == How do | print in colour?

If you have a device which can print both colour and black
and white, the B&W option will have been turned on as
default. This should not be changed permanently, follow the
instructions to print in colour temporarily.

How do | change printer?
1. Click File, Print.
2. Select the name of

the required printer Print 1. Click File, Print

from the ‘Printer’ _ ) 2. Click ‘Printer ‘ = ‘

drop down menu. e | = Properties’ -
3. Click ‘Print. ot Printer

Printer l / RICOHMP 5504 (Fire Bt _ |

Ready

Word will continue

i)
<)

to use this printer
until you either
switch to another
printer using the
instructions above
or close Word.

]

Ready

Fax
® . dy

Adobe PDF ‘

How do | print multiple copies?

1. Click File, Print
2. Amend the
‘Number of Copies’

3. Look for the ‘Colour’
section and change the
option from ‘Greyscale’
to ‘Colour’

NOTE: The box
opposite illustrates one
printer dialogue box
and may not be exactly
the same as yours.

Cnttinme

RICOH MP C5504 (Fire Exit) on KEY-DATA Properties X
P

Page Setup | Advanced | Fiishing | Compression
Paper size 2104297

[4(210%297 o) v

value by using the = S

o (I e e e e
spin controls or 4. Click ‘OK. =
delete it and type a 5. Click ‘Print’.

new one.
3. Click ‘Print..




How do | change the range of pages
printed?
It may not always be necessary to print your full document, in
these cases you can specify the pages you want to print.

1. Click File, Print
2. Use the drop down menu to choose one of the options.

Print All Pages - The
Whole Thing:

Print the full document.
Print Selection - Just
what you selected: Only
the selected section

of your document will
print. (This option will
only be active if you
have selected a section
of your document before
displaying the dialogue
box.)

Settings

%

Document

Print All Pages
The whale thing

“
s
Print Current Page

Just this page

g Custom Print

kb

Document Infa

Nearnmant Infa

Type specific pages, sections or rang

Print Current Page - Just This Page: The page on
which your cursor is positioned will be sent to the

printer.

Custom Print:

This option allows you
to specify which pages
to print. These can

be entered as a range
(e.g. 1-4), as individual
pages (e.g. 1,2,5,7) or
as a mixture of both (e.g.

3. Click ‘Print’.

Settings

1-5,8,10).

Printing

How do | close the ‘Print’ window?

1. Click the left pointing arrow in
the top left corner to go back to
your document without printing
anything.




Selecting Text

Why would | want to select text?
Before changing the font, colour, size etc of text already
typed or to delete a large section of text you must tell the
program what to change or delete. You do this by selecting
the required text.

How do | select text?

1. Position the cursor at the beginning of the text you want
to select.

2. Press and hold the left mouse button.

3. Drag the cursor down and/or across until everything
required is selected.

Key and Community Lifestyles Key and Community Lifestyles Key and Community
Lifestyles €2y and Community Lifestyle: Key and Community Lifestyles Key and Community Lifzstyles x2y 2nd
‘Community Lifestyles Key and Community Lifestyles Key and Community Lifestyles K2y and Community Lifestyles Ky
and Community Lifestylzs Key and Community Lifsstyles



Working With Text

To format, or underline text already typed, select the text first, then change the formatting. Otherwise changes will be

from your current cursor position onwards.

How do | change the forpt?u

1. Inthe ‘Home' ribbon, click

Layoul rererences wiaings

Theme Fonts A:E

¢ ) AN Aav [ B | 2
the ‘Font’ drop down menu =
to display the list of installed VTR e
fonts and a preview of their Recently Used onts
Nunito
appearance. e N
2. Click the required font to use it. Ry

Arial

Arial Black

Arial Narrow
Bahnschrift
Rahneohitt Pandancart

As you run your cursor over the font
names your selected text changes
to give you a preview as to how it will look if that font is
chosen.

How do | change the font size?

The size of a font is measured in IfSerE T Desirekayoit
points where 1 point =/, of an it .@,
inch. Therefore 36pt = ¥2 inch tall. ' [
ainter B " Lk g [
1. Inthe ‘Home' ribbon click the ml 10
the font size drop down menu. 1‘2
2. Choose a value from the list or o
delete the value and type a new 16
one.

2
2

How do | change the font
appearance?

You can alter the appearance of your text in various ways, the
three most common being bold, italic and underline.

nrasrL LTIy Lay L ST

1. Inthe ‘Home’ ribbon
click the chosen ‘
formatting button
once to activate it.

2. Click again to
remove.

Calibri (Body) = |11 = A A" | A

It is possible to use more than one formatting option at a
time.

‘ainter

wl

Font

How do | alter the alignment of my
text?

When aligning text horizontally you have four options:
e Leftalign, Centre, Right align, Fully justify

1. Click within the -
relevant paragraph (to
alter one paragraph)

or select text for more
than one paragraph.
Click the ‘Home' ribbon.
Click one of the alignment icons in the toolbar. (From left
to right: Align left, centre, right, fully justify).

At

wnN

How do | change the font colour?
The line at the bottom of the ‘Font colour’ button indicates
the most recently used font colour (default = black).

1. Inthe ‘Home' ribbon
click the ‘Font Colour’
drop down menu.

2. Click the box containing
the colour of your

B ——— | =
= == | =

x A2 -(A <=} =
| Automatic
nt 1

| Theme Colors ]
H EEEEEEE

T
||||II||II

choice.
Standard Colors
HE FENEER
@ More Colors..,
E Gradient 3

How do | change the underline style?

1. Inthe ‘Home' ribbon |Salibn(Bocy), =171 = |AURNYARE Y
click the ‘Underline’
drop down menu.

2. Choose a style from
those listed.

lene
More Underlines...

ﬁ Underline Color 3



Working With Text

How do | change the underline How do | alter the line spacing?
colour? 1. Click within the paragraph or select the paragraphs you
1. In the ‘Home’ ribbon click the ‘Underline’ drop down wish to amend.
menu. 2. Inthe ‘Home' ribbon click the ‘Line Spacing’ drop down
2. Click ‘Underline Color’. s menu.
3. Choose a colour from None 3. Clickone of theoptions . .. _._ . ¢
those listed. : - displayed to select it. o ' AaBBCCD: | A
2f Underline Calor b [l Automatic == o THormal T
4. Underline your text as — it . / =
normal. H EEEEEEN “él,,«l Lo

{[TITHT :
i 11T

Standard Colors
EEY NEEEEN
More Colors. 30

Line Spacing Optiens...
Add Space Before Paragraph

Il

Rernove Space After Paragraph
T

How do | change the case of text?
1. Inthe ‘Home' ribbon click the ‘Change Case’ drop down

menu.
2. Select one of the options provided by clicking it.

a. Sentence case_ Al LM T (RSN SRV IR LW ) I¥IALLLL
The first letter of. ] A A | =
each sentence will = :
be a capital the | A Sentence case. E
rest of the text will lowercase

E ar
be lower case. UPPERCASE f

b. lower case -
all text will be
changed to lower tOGGLE cASE
case.

c. UPPER CASE -

ALL TEXT WILL CHANGE TO UPPER CASE.

d. Capitalize Each Word - Every Word Will Begin With
A Capital Letter.

e. tOGGLE cASE - tHE LOWER CASE LETTERS WILL
BE CHANGED TO UPPER CASE AND VICE VERSA.

Capitalize Each Word



Highlighting Text

Itis pOSSIbIe to hlgh“ght Key Housing and Community Lifestyles Key Housing ar
text, similar to using a Community Lifestyl esm and Community Lift
h|g h|ighter marker pen. Lifestyles Key Housing and _ Key b

Ll intenr ol P i el Fnnbrden Vs Lasimioe and M

How do | change the highlighter
colour?

The line at the bottom of the highlighter button indicates the
most recently used highlighter colour. The default colour
when you start Word is yellow.

1. Inthe ‘Home' ribbon click the ‘Highlighter’ button drop
down menu. : % :

2. Click on one of the 15
colours to select it.

How do | highlight one piece of text”
Select the text to be highlighted.

2. Click the highlighter button to use the colour indicated at
the bottom of the icon or follow the instructions above to
choose another.

How do | highlight more than one

piece of text?

1. Click the highlighter button.
The cursor will change in appearance from its ﬁ
normal state to one similar to a marker pen as
illustrated opposite.

2. Drag the cursor over the text to be highlighted.

3. Repeat step 3 until all required text has been highlighted
then press <Esc> or click the highlighter button to
continue working.

How do | remove the highlighting?

1.

wnN

In the ‘Home’ ribbon click the ‘Highlighter’ button drop
down menu.

Choose ‘No Colour’.

Drag your cursor over the text to remove the highlight.
Press <Esc> when done.



Format Painter

What is the ‘Format Painter’?

The ‘Format Painter’ is a quick way of copying text formatting
between different pieces of text.

How do | use the ‘Format Painter’?
1. Click within the text containing the formatting you wish
to copy.

2. In the ‘Home' S T -
ribbon click the 7 . N -
‘Format Painter’ '
button in the
toolbar once.

3. Drag the cursor
over the text you wish to copy the formatting to.

4. On releasing the mouse button the formatting is copied
and the format painter is switched off.

To copy the formatting to more than one piece of text:

1. Double click the ‘Format Painter’ button in step (3).

2. Drag the cursor over each piece of text you wish to copy
the formatting to.

3. Press <Esc> or click the button again to switch it back off
again when done.



Delete, Cut, Copy and Paste

What is the difference between ‘cut’
and ‘delete’?

When you ‘cut’ a section of your document it is removed from
view and sent to the ‘clipboard’. From here you can paste it
into another section of your document.

When you ‘delete’ a section it is removed completely and not
available for pasting elsewhere.

How do | delete something I've
already typed?

To delete a few letters or words:
1. Place your cursor at the START of the text you wish to
delete and press the ‘Delete’ key.
OR
Place you cursor at the END of the text and press the
‘Backspace’ key.

If you have a large section of text you wish to delete:
1. Select the section of text to be deleted.
2. Press either the ‘Backspace’ or the ‘Delete’ key.

How do | cut/copy text?

1. Select the section of text you wish to remove.

2. Inthe ‘Home’ ribbon, 2
click the ‘Cut’ or ‘Copy’ —
button in the toolbar. e

- ™ Forifﬁt Painter rt

Clipboard 1

How do | paste?

Once you have cut or copied something to the clipboard
you can use the ‘paste’ command to put it elsewhere in
your document.

1. Ensure the cursor is at the position you wish to paste the
text.

2. Inthe ‘Home’ ribbon R T e
click the ‘Paste’ button Cut -
in the toolbar. Calibri (Be
in . 2 Copy

It

* Clipboard I

The last selection you cut or copied will be inserted into
your document.



O

Undo

How can | undo an action? How do | undo more than one action?
It is possible to undo one or more of your previous actions (eg 1. Click the undo drop = - S
inserting table, typing etc). down menu button H ©-)C D =& -

in the quick access
toolbar to display a list

1. Click the ‘Undo’ button in

the quick access toolbar. of actions. " Gre ; | Calibri (B
2. Highlight the steps to pméﬁﬁ“w" E_z:: s —
be undone. = | Grow Font s

3. Click to undo these Grow Font &

actions.



Document Magnification

How do | magnify my document on

screen?
Changing the zoom level only affects how your file looks on
screen NOT how it will print.

1. Click the ‘+’ or
-’ button on the
zoom slider to
increase/decrease
magnification.

gt

-+ 100%

OR

Click and drag the
slider icon to move
it towards the ‘+’
and ‘-

OR

Click on the
slider line to
increase/decrease
magnification.




Viewing Your Document

The way in which your document is displayed on screen has
no effect on the content or how it will look when printed. You
can view your document on screen in many different ways.
The five main views are:

Print Layout,

Read Mode,

Web Layout,

Outline,

Draft

OrpWONE

What is ‘print layout’ view?

This provides a view of the document which will be almost
identical to how the document will look when printed. This
view enables you to see how text, graphics and other items
will look when positioned on the page. Itis also useful when
editing headers and footers.

What are the other views?

e Read Mode is intended to increase the legibility of your
document when reading it on screen. The pages are
designed to fit well on the screen and do not represent
the way in which your document will print. By default
Word documents you open directly from email will be
displayed in this view.

e Web layout displays background images and shows
how the text will look when wrapped to fit the window.
Graphics will be positioned as they would in a web
browser such as Internet Explorer. Use this view if you
are creating a web page.

e OQOutline view can be used to reorganise your document if
you use ‘styles’ in your document.

e Draft view provides quick and easy text editing as all
headers, footers, graphics etc are hidden.

How do | switch to a different view?
1. Click to display the ‘View’ ripbon.

2. Clickthe button |
relevant to the : =
required view. E

Lear
To
Imme

Buttons also exist in the bottom right of the screen for Read

Mode, Print Layout and Web Layout.

1. Click one of
these buttons
to switch to the
required view.




Page Breaks

What happens when | reach the How do | delete a manual page break?
bottom of a page? 1. Position the cursor at the top of the page, immediately
When you reach the bottom of a page, Word will after the page break which is to be removed.
automatically generate a page break. Depending on the 2. Press <Backspace>.

current view of your document this break will vary in look. The page break will be removed and any text after your

cursor will be moved to the bottom of the previous page.

How do | insert a page break?
When you are compiling a long document you may wish to
start a new section at the top of a page.

You could press the <Return> key until your cursor jumps to
the next page. The problem with this is that each time you
add any text above this break you will have to delete any
extra line returns to ensure your heading returns to the top
of the page. The correct way to is to insert a manual page
break.

Method 1: Ribbon
1. Position your cursor at the point you want to insert the

page break.

2. Click to display the
=P

‘Insert’ ribbon.
Cover EBlanl Table Pict

3. Click the ‘Page Break’ ﬁ
button in the ‘Pages’
section. Page~ Pagel Break -
e Tables

Method 2: Keyboard

1. Place the cursor at the point you wish the break to be
inserted.

2. Press <Ctrl> + <Return>



Navigating Your Document

How do | move between pages? Method 2: <Page> keys
1. Press and hold the <Ctrl> key.
Method 1: Scroll bars 2. Press <Page Up>/<Page Down> key to jump

1. Either click on the arrows to move up and to the start of the previous/next page.

down through your document slowly or drag
the bar up and down.

Method 3: Cursor keys

1. Use the up and down cursor
keys (arrow keys to the left
of the number pad) to move t

up and down through your
JEG document one line at a time. 3 i i

+ 100%




How do | alter page orientation?
Click to display the ‘Layout’ ribbon.

1.

Click the ‘Orientation’
button.

Choose one of the two
options provided.

N

Size  Column

up

' N
Landscape

How do | alter page margins?
Click to display the ‘Layout’ ribbon.

1
2.

Click the ‘Margins’ button.
Click one of the options
provided.

OR

a. Click ‘Custom Margins'.

to display the ‘Page
Setup’ dialogue box.
b. Enter new values.

. ":‘\Ezeaks

£ Line Number
b2 Hyphenation

Last Custom Setting
Top:  254cm  Bottom:254cm
left  254cm Right 234cm

Narmal
Top:  234cm  Bottom: 234 cm
Left  254em Right 258cm

ize  Columns

Moderate
Top: 254em  Bottom: 2,54 cm
[P nbb 101 o

Sy

TR LML UURLUHL Sk L
Left  5.08cm Right 3.08cm

Mirrored
254cm  Bottorn: 254 cm

Inside: 3.18em  Outside:2.34 cm

Page Setup

How do | alter the vertical alignment

of the page?

Click to display the ‘Layout’ ribbon.

2. Click the ‘Page Setup Loyt
Dialogue Box Launcher’ E = .
button in the bottom right = conm . i0lLine Numbers -
of the ‘Page Setup’ section - -
of this ribbon. L

References Mai

Indent
3=lef: (0c

b? Hyphenation - ZERight: 0c

3. Click the ‘Layout’ tab.

Margins  Paper

Section

| Maws nana 53]

Sartinn ctark

4. Use the ‘Vertical
Alignment’ drop down
menu to display and
choose from the alignment
options (top, centred,
justified and bottom).

5. Choose which section of
your document to apply
these changes to, this
point forward, whole
document etc.

6. Click ‘OK..

| ] e

e ==

The examples below show each of the 4 different vertical
alignment options.

PAGE ALIGNMENT TOP. PAGE

ALIGNMENT PAGE ALIGNMENT CENTRE

JUSTIFIED PAGE ALIGNMENT BOTTOM




Spelling

What is ‘Autocorrect’?

The autocorrect feature automatically corrects common
typing errors as you type. As well as correcting typos, it can
capitalise the first letter of sentences, correct the accidental
usage of the cAPS IOCK kEY and errors such as TWo INitial
CAps. The two initial caps correction only works if the word
typed is in the dictionary anything else will be treated as an
abbreviation and ignored. To test this feature type ‘teh’ and
press <Space>. Word presumes you meant to type ‘the’ and
changes your spelling accordingly.

How do | know if | have any errors?

If your document contains spelling or rds [IE: -I;an
grammatical errors the status icon at the

bottom of the window will have a cross e EE o
against it, otherwise it will display a tick. )

What does the red underline mean?
Word checks your spelling as you JCeq, YWora provias:
type and any word not stored in its
dictionary (and considered to be the
wrong spelling) is highlighted by a
red underline.

ement gqg other. Fo
| sirleburr

How do | correct this error?

1. Right click directly over the sssionaiy proauced, vwora g

word underlined in red. gns_ﬂjq‘(_(_:_q_mpl_emen_l_gb,gc
2. Choose the correct spelling e b each T(}
from the options displayed, or eat
click: 2in ear e
a. ‘lgnore All’ to ignore all nes  ea €l
occurrences of this word if gn Ign6rE Al fr

you are sure that you have ~ "¢* i

) ~h Add to Dictionary "

;the Corre(;t s.pelhng' Bhid Add to AutoCorrect + gy

b. ‘Add to Dictionary’ to add Wo ¢ lt-
the word to the dictionary. Pl b

B ) ¥

Alternatively, if you know the correct spelling you can amend
your text manually.



Headers and Footers

What are headers and footers?

Headers and footers are the areas inside your top (header)
and bottom (footer) margins of your document in which

text and/or graphics can be placed. They can be useful for
displaying page numbers, author name, filename or similar
information. When you are working on them the ‘header and
footer’ toolbar will be displayed on screen.

Some printers are now able to print to the edge of the paper.
However, it may be necessary to adjust the positioning of the
text in your header/footer in order for it to print correctly.

How do | add headers and footers to

my document?
Click the ‘Insert’ ribbon.
2. Click either the

- A= [# Signature Line
‘Header’ or ‘Footer’ |+ r k 4 P
i = _Bnnbei™) Bow - - - [10bject -
buttons to display a o | e P o -
drop down menu. Blank
3. Click one of the ot

options from the
list provided or ‘Edit
Header/Footer’ at
the bottom of the in
list to create your == H
own.
Your header/footer will be displayed.

4. Amend the text, text style etc as required.

5. Click ‘Close Header/Footer’ in the ‘Header and Footer,
Design’ ribbon.

ilway to helpye
de for the vide
1at best fits ve
e

Blank (Three Columns)

NOTE: When working with
your header/footer the main
document will appear as
fainter text. When working
within your document the
header/footer will be faint.

This is my document title

Video provides a powerful way tc
paste in the embed code for the
online for the video that best f
produced, Word provides heade
other. For example, you can add
choose the elements you want fr

dnrument ronrdinated When vn

How do | format text in the headers
and footers?

Text and graphics can be formatted in your headers and
footers in exactly the same way as text in the rest of your
document. You can change the font, font size, style, wrap
your text around the graphics etc.

How do | alter the position of the
header/footer?

1. Double click within your header/footer.
The ‘Header and Footer Tools’ rlbbon WI|| be dlsplayed

2. Use the ‘Header =
from Top’ and
‘Footer from
Bottom’ spin
controls to adjust
the values.

..+ Header from Ta

:n Pages "t Footer from Botig
Close

and |
Cl

xt 5] Insert Alignment Tab

Pasition

As you adjust these values your header/footer will move
up/down in your document window.

How do | amend my header/footer?
1. Double click within your header/footer.
2. Amend as necessary.

How do | have a different header/
footer on each page?

It is possible to have:

e the same header/footer on every page,

e one header/footer on the 1st page and a different one on
all other pages or

e one header/footer on even numbered pages and a
different one on the odd numbered pages.

1. Double click within your header/footer.

The ‘Header and Footer Tools Design’ ribbon will be
displayed.

2. Tick the
appropriate box
in the ‘Options’
section. (Untick
both options to
use the same
header/footer on all pages.)

3. Create your header(s)/footer(s) as normal.

Acrobat

iew Help

svious Different First Page .+ Heads
ifferent Odd & Even Pages

1k to Previous Show Document Text

"t Foote
Insert

Options

How do | remove a header/footer?

1. Double click inside your header or footer.

Click to display the ‘Header & Footer Tools, Design’

ribbon.

3. Click the ‘Header/Footer’ button in the ‘Header/Footer,
Design’ ribbon (depending on what you want to remove).

4. Click ‘Remove’. l | 4

N

,@ More Headers from Office.com




Page Numbering

How do | insert page numbers?
1. Click the ‘Insert’ ribbon.

2. Click the ‘Page Bin A D signaureLne -
N b ? b gtt lrg h Text k wﬁnn Drop s quons;sr
umbers pution. Z o pate- - Cop - ClOBject - e
3. Choose where Hoaders: Pege s
. | [ Bottom of Page »  Plain Number 1
you wish to B bageMargins '
[# Current Pesition 3
place your page . |Fa FormatPage Numbers.. } R
numbers (top of B R P e | P
page/bottom of I
page etc).
4. Choose one of the options displayed to insert it into your
document.

Choosing to insert page numbers at the top or bottom of
the page will replace your current header/footer (if you
have one).

To keep your current header/footer AND insert page

numbers:

1. Position your cursor in your header/footer at the point you
wish the page numbers to be inserted.

2. Choose one of the ‘Current Position’ options in the ‘Page
Number’ drop down menu (step 3 above).



What indent options are available?

First line indent: The first line of your paragraph is indented.

On the Insert tab, the galleries include items that are designed to coordinate with the overall lock of your
document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and other document building blocks.
When you create pictures, charts, or diagrams, they also coordinate with your ciment document look.

Hanging Indent: All but the first line of the paragraph is
indented.

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of your document. You can
use these galleries to insert tables, headers, footers, lists, cover pages, and other document building blocks.
‘When you create pictures, charts, or diagrams, they also coordinate with your current document look.

Full indent: The full paragraph is indented.

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of your
document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and other document
building blecks. When you create pictures, charts, or diagrams, they also coordinate with your current
document look.

Right Indent: Indents your paragraph at the right hand side.

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of your
document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and other document
building blocks. When you create pictures, charts, or diagrams, they also coordinate with your current
document look.

How do | create a first line or hanging

indent?

1. Click within the paragraph or select the paragraphs you

wish to indent.
2. Inthe ‘Home’ ribbon click the

‘Show Paragraph Dialogue Box’

button.

3. Choose the type of indent
using the ‘Special’ drop
down menu.

4. Enter a value in the ‘By’ box
to represent how much you
wish your first line (first line
indent) or all but the first
line (hanging indent) to be
indented.

The ‘Preview’ section at the
bottom gives you an idea of
how the changes will affect
your document.

5. Click ‘OK:.

Paragra

= -

== 7T

AaBbi

T Nor

o

Indents and Spadng

General

Aignment: [ Left -

Outline level: |Body Text [ €ollapsed by defautt
Indentation

Left: om [+ Spedial: By:
Right: om [+ (none] =
7] Mior indents M

Spacing

petore [opt 5] Line spacing: &
mer o B [smae B
[7] Don't add space between paragraphs of the same style

preview

bee] (eese) [mo) [wese

How do | create a right or full indent?
1. Click within the paragraph or select the paragraphs you

wish to indent.

2. Click to display the 3N
‘Layout’ Ribbon.

3. Inthe ‘Paragraph’
section adjust the left
(full indent) or right
indent values.

Breaks -
Line Numbers +

Hyphenation =

PAGE LAYOUT

Lefe Y
= Right;

Kl

REFERENCES

MAILINGS R

Spacing

Ocm

Paragraph




Bullets and Numbering

How do | add bullet or numbered
points?

Method One: Add a bullet list to text already typed:

1. Inthe ‘Home' ribbon select the relevant text.

2. Click the ‘Bullets’ or EEm
‘Numbering’ button. Y

KEFERENUES MAILINGS Ke

z

il
< i
i il

r, Paragraph

Method Two: Add a bullet list to new text:

1. Inthe ‘Home' ribbon click the ‘Bullets’ or ‘Numbering’
button in the toolbar.

2. Type your text.

3. Press <Return> key to be taken to a new line with a bullet
point at the beginning.

4. When you reach the end of the list press the <return> key
twice to remove the last bullet point.
OR
Click return once and click the bullet button in the toolbar.

How do | remove bullet points?

1. Click within the paragraph or select the paragraphs that
no longer require the bullet or number.

2. Inthe ‘Home’ ribbon click the ‘Bullets’ or ‘Numbering’
button to turn the option back off.

How do | change the bullet style?

Click within the paragraph or select the paragraphs
that contain the bullet or numbering you wish to alter.
2. Inthe ‘Home' ribbon - ﬁ’
click the ‘Bullets’ or o R s
‘Numbering’ drop down iy I
menu button. Loy

3. Click one of the styles to = |E@‘ ‘.@ i"‘
select it.

Document Bullets

. c
1 5t

=l

How do | separate a bullet list?

Bullet points are grouped into sets. Changing one bullet
points will change all points in the set. To prevent this from
happening you need to separate your list

1. Right click at the point you wish
your list to be separated.
2. Click ‘Separate List’.

You can now format each set of
bullets independently of each
other.

How do | restart the numbering of my

bullets?
1. Right click at the point you wish

to restart the numbering.
2. Choose ‘Restartat 1.

.,‘,1

i

eNumbenng
Set Numbering Value...
Eont...

i > T%ET
3

How do | continue numbering from a

previous list?

1. Right click at the point you wish
to continue the numbering from
a previous list.

2. Choose ‘Continue numbering’.




There are very few documents created where you would
want all the text to look exactly the same. You would
typically have a heading, subheadings and main body text.
Each of these have their own formatting eg different font,
font sizes, font colours etc. Styles can be created in order to
provide a method of formatting these different sections of
your document quickly and easily.

If you have a large document with 20 headings, should you
wish to make the heading larger than at present you need to
alter all 20 headings. When using styles all you would need
do is alter the heading style and all 20 headings would be
updated automatically. Styles are grouped into sets.

How do | use a pre-existing style?

1. Position your cursor within the paragraph you wish to
change or if you wish to change more than one paragraph
select the relevant paragraphs.

2. Inthe ‘Home' ribbon select one of the styles in the ‘Styles’
section of the ribbon or click the drop down menu to
display more options.

Aatj AaBbCcC AoBbCeDt AgBbCci AaBbCcD: AaBbCecDc AaBbCeDi

Title Subtitle  Subtle Em.. Emphasis  IntenseE., Strong Quote

Styles

As you move your cursor over the styles your selected
paragraph(s) will be altered to preview how they will look
should you apply this style to them.

How do | create a new style?

The easiest way to create a new style is to format a
paragraph in your document and base the style on this
paragraph.

1. Format your paragraph the way you want in relation to
font colour, size, alignment etc.

2. Right click within this
paragraph.

3. Click the ‘Styles’ button.
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5. In the ‘Name’ box
enter a name for your
style.

6. Click ‘Modify’ if you
wish to make changes
to your style.

7. Click ‘OK.

The style will be amended in the style bar and any
paragraphs using this style will be updated.

IntenseE..  Strong Quote
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Styles

How do | amend a pre-existing style?

1. Inthe ‘Home' ribbon, locate and right click on the style to

be amended.

2. Click ‘Modify".
to display the
‘Modify Style’. 2

H 8
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3. Use the ‘Formatting’
section of the box to
alter the text formatting
of the style.

The preview window will
update to illustrate the
changes made.

4. Click ‘OK.

The style will be
amended and available
for use in the style bar.
Any paragraphs using
this style will be updated.
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How do | delete a styl_e?

1. Rightclick on the style
you wish to delete
in the ‘Styles and
Formatting’ section of
the ‘Home' ribbon.

2. Click ‘Remove from
Quick Style Gallery’.
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Table of Contents

How do | create a table of contents?

If you use styles within your document you can quickly and
easily create a table of contents for your document. Word

will automatically include text formatted in Heading 1-3 in

your table of contents.

1. Create your document as normal ensuring styles are used
for headings/sub-headings etc.

2. Position your cursor at the point you wish the table of
contents to be inserted.

3. Click the ‘References’
ribbon.

4. Click the ‘Table of
Contents’ drop down

File

[ . T Add Text -
[l Update Table

Home Insert

Design  Layout Referanml

5

Sm
Lool

1 I Insert Endnote
AB; Next Footnote ~

Footnote [l Show o

menu button.
Contents
5. Choose one of the o
styles from the list e Ly

displayed.

How do | update my table of
contents?
1. Click within your table of contents.
The ‘Update Table’ tab will be displayed at the top of the
TOC.
2. Click ‘Update Table'.

ig 6[ _uw'ate.knz; ,

[Update Table|
OR Contents '—

1. Click the ‘Update Table’ button in the ‘References’ ribbon.
2. Select one of the two options available:

e ‘Update page
numbers only’

Use this option if
headings have not
been removed or
added but have only
moved from one
page to another.

e ‘Update entire table’ (Preferred option). This updates
the full table adding/removing headings and updating
any page numbers as required.

Click ‘OK:.
3. Click ‘OK..

Update Table of Cantents ? X

‘Word is updating the table of contents, Select one

of th 2] ollowing options:
@ Update page numbers only
() Update entire table

e

How do | use the table of contents to
Jump to a particular page?

N

Find the heading in the table of contents for the page you
wish to view.

Press and hold <Ctrl>.
Click on the title of the
section or the page number
in the TOC.

E.Current Document
Cont Ctri+Click to follow link
Aboutfre

e

How do | remove a table of contents?

1
2.

Click within the table of contents.
Click the ‘Table of }
Contents’ button in the
tab at the top of your
table of contents.

Click ‘Remove Table of
Contents’.

= D!:Jpna & Table.,,

Contents
About me




How do | create a table?

1
2.

3.

Click the ‘Insert’ ribbon.
Click the ‘Table’ drop down
menu.

Select the number of rows
and columns in the table

by dragging the cursor
over the boxes starting at
the top left hand box. The
orange boxes represent the
dimensions of your table.
(The example opposite
illustrates a table which will
have 4 rows of 4 columns).
Release the mouse button.

ie Home Insert

10/
[ ]
ver Blank Page

je~ Page Break o |
Pages | Ax4 Table

Design

o L

Pictures Onl
Pictt

Layol

B Insert Table...
[ RS U

The table will be created and the columns will span the
full width of your page, each equal in size.

Tables - Creating




Tables - Navigating Cells

How do | move from one cell to
another?

<tab> key
1. To move from one cell to the next press
the <Tab> key once.

2. Press <Shift> +
<Tab> to move
back one cell at a
time.

Cursor keys

1. Use the cursor keys to move in the direction of the arrow
on the key. If text exists in a cell using the left and right
cursor keys will take you through the word, one character
at a time.

Mouse
1. Position the cursor over the cell.
2. Click once.



Tables - Working with Columns

How do | select a column?
1. Position your B I =%

cursor at the top % E ;‘!

of a column until
it changes in
appearance to a
black down pointing
arrow

2. Without moving the mouse, click once on the left mouse
button.

How do | select more than one
column?

To highlight consecutive columns:

1. Position your cursor at the top of a column until it changes
in appearance to a black down pointing arrow

2. Without moving the mouse, click once on the left mouse
button.

3. With the first column F ()
highlighted, keep your ]
finger on the mouse
button and drag the
mouse left or right to highlight adjacent columns.

To highlight non-consecutive columns:

1. Position your cursor at the top of a column until it changes
in appearance to a black down pointing arrow

2. Without moving the mouse, click once on the left mouse
button.

3. Press and hold the <Ctrl> key.

4. Move your cursor to the m
top of the next column . =
to be highlighted.

5. Click the left mouse
button.

6. Keep your finger pressed on the <Ctrl> key and repeat
steps 3 and 4 until all required columns are highlighted.

How do | insert a column?

Method One:

1. Click in or select the row above or below where you want
an extra row to be created.

2. Click the Table Tools, Layout ribbon.

3. Click the ‘Insert i
Left’ or ‘Insert Right’ ;_%
button. ot

Insert Insert

er
Above Belo Left  Right Cel
Rows & Columns F}

Method Two:
1. Position your cursor at
the top of the column, [ (ﬁ
1 2 e

next to where you want
the new column inserted.
2. Click the ‘Plus’ that
appears between the columns.
3. A new row will be created. Click the ‘Plus’ to again to add
further rows.

How do | insert multiple columns?

Method One:

1. Inthe table - Select the number of columns you wish to
insert. (For example, to insert 3 columns select 3 columns
next to where you want them inserted.)

2. Click the Table Tools, Layout ribbon

3. Click the ‘Insert Left’ or ‘Insert Right’ button.

Method Two:

1. Inthe table - Select the number of columns you wish to
insert. (For example, to insert 3 columns select 3 columns
next to where you want them inserted.)

2. Click the ‘Plus’ that appears between the columns.

How do | delete columns?

Method One:

1. Select the column(s)
you wish to delete.

2. Click the Table Tools,
Layout ribbon.

3. Click the ‘Delete’

aw  Eraser
ible

: ) Insert Insert Insert Inse
=" Above Below Left Rig
Draw Ex Delete Cells... H

5¢( Delete Columns

button. e
. ‘ = elete Rows
4. Click ‘Delete B DelegeTobi
, et
Columns’. ot s

Method Two: Right Click
1. Select the column(s) you wish to delete.

2. Right click.
3. Click ‘Delete Columns’. e - =
@ T
b Cut i
By Copy L
iy Paste Options: =

B Merge Cells

BT Nictrikita e Fuanhs



Tables - Working with Columns

How do | change the width of the
columns?

Method One:

1.

Position your cursor over the vertical border of the column
you wish to alter.

The cursor will change from
its normal state to one which
has 2 vertical lines with left
and right pointing arrows as
illustrated.

P
()
sl

2. Click and HOLD the left
mouse button.

3. Drag the mouse to the left or right to increase/decrease
the width of the column.

Method Two:

1. Click within the column or select the columns you wish to
alter.

2. Click the ‘Table Tools, Layout’ ribbon.

3. Inthe ‘Cell Size’

section use the width
spin controls to adjust
the width of the
selected column(s).

Acrobat

AutoFit

Design

£l Height: 053cm 3| I DistributeR

= wthﬁ Distribute C

Cell Size

A

How do | make the columns equal

w
1.

wnN

idth?

Select the columns you wish to make equal width, or click
anywhere within the table to make ALL columns equal
width.

Click the ‘Table Tools, Layout’ ribbon.

Click the QR 0 e
‘Distribute - || BF Distibute Rows BEE

Columns’ button. : EHEE
2 O Distribute Columns _ ===
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Tables - Working with Rows

How do | select a row?
1. Position your cursor to
the left hand side of a 73

row. ]
The cursor will change @ L

to a white arrow
pointing to the right.

2. Without moving the mouse, click once on the left mouse
button.

How do | select more than one row?

To highlight consecutive rows:

1. Position your cursor &
to the left hand side
of a row.

2. Without moving the L
mouse, click once on the left mouse button.

3. With the first row highlighted, keep your finger on
the mouse button and drag the mouse up or down to
highlight adjacent rows.

A
B
c

To highlight non-consecutive rows:

1. Position your cursor to i
the left hand side of a Y
row.

2. Without moving the
mouse, click once on the
left mouse button.

3. Press and hold the <Ctrl> key.

4. Move your cursor to the side of the next row to be
highlighted.

5. Click the left mouse button.

6. Keep your finger pressed on the <Ctrl> key and repeat
steps 3 and 4 until all required rows are highlighted.

m

How do | insert a row?

Method One:

1. Click in the row above or below where you want an extra
row to be created.

2. Click the ‘Table )
Tools, Layout’ ribbon. g = E

3. Click the ‘Insert ete sert  Insert  Merge Sp
Above’ or ‘Insert : Above Below #left Right Cell  Ce
Below’ button. ' ki el

Method Two:

1. Position your cursor at the left of the row, next to where
you want the new row inserted.

2. Click the ‘Plus’ that appears between the rows.

Method Three:

1. Toinsert new rows at the bottom of your table:

2. Click in the last cell of your table.

3. Press and hold the <Tab> key.

4. Release the <Tab> key when you have the required
number of rows. Keep your finger pressed on the <Tab>
key to add rows quickly.

How do | insert multiple rows?

Method One:

1. Inthe table select the number of rows you wish to insert.
(For example: To insert 3 rows select 3 rows next to
where you want them inserted).

2. Click the Table Tools, Layout ribbon.

3. Click the ‘Insert Above’ or ‘Insert Below’ button.

Method Two:

1. Inthe table select the number of rows you wish to insert.
(For example: To insert 3 rows select 3 rows next to
where you want them inserted).

2. Click the ‘Plus’ that appears between the columns

How do | delete a row?

Method 1:
1. Select the row(s) you wish to delete.
2. Click the ‘Table Tools, Layout’ ribbon.
3. Click the ‘Delete’ button.
4. Click ‘Delete Rows'.

) Insert Insert Insert Insi
= =" Above Below Left Rig
| &% Delete Cells... H

Las

% Delete Columns

| i 4 Defei‘.eﬂov;rs. b
R DeleteTable °

Method 2:
1. Select the row(s) you wish to delete.

2. Position your cursor anywhere in the highlighted rows.
3. Right click. S i
4. Click ‘Delete Rows'.

|
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“D Paste Options:
U
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Tables - Working with Rows

How do | change the height of my
rows?

Method One:

1. Position your cursor over the row border you wish to alter.
The cursor will change in appearance to 2 horizontal lines
with up and down pointing
arrows as illustrated.

2. Click and hold the left mouse r":_"“‘-
button. N

3. Drag the mouse up or down to —
increase/decrease the height of
the row.

Pl

+

Method Two:
1. Click within the row or select the rows you wish to alter.
2. Click to display the
‘Table Tools, Layout’
ribbon. &l Height 053cm B DistributeR
3. Inthe ‘Cell Size’ it | AutoFit Sy VeE Distribute €
section use the height : '
spin controls to adjust the height of the selected row(s).

Acrobat Design

{us fu]

How do | make my rows equal height?
1. Select the rows you wish to make equal height, or click

anywhere within the table to make ALL rows equal width.
2. Click the ‘Table Tools, Layout’ ribbon.

3. Click the ‘Distribute Y| Wl = ==
Rows’ button. zom 2] HEE
Zem 2| H Distribute Columns =EiEE

Cell Size M



Tables

How do | select the full table?

Position your cursor over your table or click within it.
A small square with arrows will
appear in the top left hand corner of

your table.

Click this to select the full table.

How do | move my table?
Position your cursor over your table or click within it.
A small square with arrows will appear in the top left

1.

2.
3.
4.

hand corner of your table.

Click on this square and hold the left mouse button.
Drag your table to the required position.

Release the mouse button.

How do | delete my table?

Method One:
Position your cursor over your table or cllck within it.

1.

A small square with arrows
will appear in the top left
hand corner of your table.
Click this to select the full
table.

Right click.

Click ‘Cut’ or ‘Delete Table'.

Method Two:

1.
2.

3.

Click anywhere in the table.

Click to display the ‘Table
Tools, Layout’ ribbon.
Click the ‘Delete’ button.
Click ‘Delete Table'.

SRREIE

E Distribute Columns Evenly
Border Styles 3
AutoFit b

14 Tavt Nirartinn

veslan FAUL LAYUU | REFE

Insert In
Below L

raw @H Delete Cells i
% Delete Columns
| 2% Delete Rows
B Delete Table

Working with the Full table

How do | insert text above my table?

1.

w N

Click within the first cell
in the table. If the cell
has text in it, ensure you
click at the left of the first
character.

Press <Return>.

. Type your required text.

Ed

hame

Addre




Tables - Working With Cells

How do | select a cell?
1. Click within it.

J

p
[
N

\

How do | select multiple cells?

Consecutive cells:
1. Click within the first cell to be selected.
2. Drag your cursor .

over the other

cells you wish to

select.

3. Release the mouse
button.

Non-consecutive cells:

1. Position your cursor in the bottom left corner of the first
cell to be selected.
The cursor will

change to a small

black arrow. [ j}
2. Click to select the first
cell.

3. Press and hold the <Ctrl> key.
4. Follow steps 1 & 2 for all other cells you wish to select.

How do | merge cells?

1.
2.

Select the cells you wish to merge.
Click the ‘Table Tools,
Layout’ ribbon.

Click the ‘Merge Cells’
button.

[ L3
Spht  Autc
Table >

How do | split cells?

Click within the cell or select the cells you wish to split.
Click to display the ‘Table Tools, Layout’ ribbon.
Click the ‘Split Cells’

button to display the ‘Split 3}
Cells’ dialogue box. i Airle
ght ¥
] Merge

Use the spin controls

to adjust the number of
columns/rows required or
delete the value and type a

Number of columns: é

MNumber of rows: | 1

ne.w ?ne‘, Merge cells before split
Click ‘OK.
You may have to adjust the [ ok ] caneet |

width of your columns to
align them with other rows after splitting.



Tables - Working with Text

How do | move text between cells?
1. Select the text you wish to move.
2. Position your cursor over the selected text.

3. Click and hold down e
the left mouse button. Pl

4. Drag the text to the BT {\..h___&_“/}
required location.

The cursor will
appear as a white arrow with a box underneath it. The
vertical line illustrates where the text will be place when
you release the mouse button.

5. Release the mouse button.

How do | copy text between cells?
Select the text you wish to copy.

Position your cursor over the selected text.

Click and hold down the left mouse button.

Drag the text to the required location.

Press and hold <Ctrl>.

The cursor appears as a

N

white arrow with a box |

with a plus signinit. A

vertical line will illustrate TEXT WS

where the text will be

place when you release
the mouse button.
6. Release the mouse button.
7. Release the <Ctrl> key.

How do | alter text alignment in a
cell?

1. Position your cursor in a cell (to alter one cell) or select the
cells you wish to change.

2. Click to display the ‘Table Tools, Layout’ ribbon.

3. Inthe ‘Alignment’ =
section click one
of the 9 options to
select it.

P : -Alignment

How do | change the direction of my
text?

1. Position your cursor in a cell (to alter one cell) or select the
cells you wish to change.

2. Click the ‘Table Tools, Layout’ ribbon.

3. Click the ‘Text Direction’
button.

4. The text will run vertically
from top to bottom. umns

5. Click again to run the text
vertically from bottom to
top.

6. Click for a third time to return your text to its normal,
horizontal state.

You may have to adjust the height of your row after
changing the direction of your text.



Tables - Header Rows

What are header rows?

A header row is one or more rows of a table which have been
set to appear at the top of every page if the table data runs
over two or more pages.

Once created header rows can only be altered on the first
page of your table.

How do | create a header row?

1. Click in the row or select the rows you wish to use as your
header row(s).

2. Click to display the A
‘Table Tools, Layout’ j l
ribbon.

3. Click the ‘Repeat
Header Rows’
button.

ell Sort
‘gins

Header Rows #o Text

The row(s) highlighted in step 1 will now be used at the
top of each page.

How do | stop using header rows?

1. Position your cursor within one of your header rows, on
the first page of your table.

2. Click the ‘Table Tools, Layout’ ribbon.

3. Click the ‘Repeat Header Rows’ button.



Tables - Sorting Data

How do | sort the data in my

columns?
It is possible to sort data in your table either alphabetically
(A-Z/Z-A) or numerically (ascending/descending).

1. Click within the table.

2. Click to display the ‘Table Tools, Layout’ ribbon.

3. Click the ‘Sort’ button.

The ‘Sort’ dialogue box

will be displayed. From
this you have the option of
sorting your data by up to 3
columns.

4. |If the table has ‘ e
column headers
click the ‘Header
Row’ option to
exclude the row(s) from the sort. These rows will be used
as column names in the ‘Sort by’ section of the dialogue
box, otherwise it will display ‘column 1, ‘column 2’ etc.

A =
iBj =
Cell @ Repeat G
on Margins Header Rows te

i
nt Data

R N

5. Use the drop Sort
down menu under  (Sortoy)
‘Sort by’ to choose i - ng \:“’?‘_ [
the firstcolumnto = ]
be sorted. [ 2] e [Tet :
6. Check that Word fibe oaets___
has correctly o ] e [ ]
identified the g g R
type of data i
this column
contains, either text, number or date. Change this value if
necessary.

7. Choose ‘Ascending’ or ‘Descending’ depending on how
the data has to be arranged.

8. Use the ‘Then by’ sections of this box to identify any
additional columns to be included in the sort and follow
steps 6 and 7 for each of these columns.

9. Click ‘OK.



Tables - Borders

How do | change the thickness of the
border?

1. Select the cell(s) you wish to alter.
2. Click the ‘Table Tools, Design’

g_

: %
ribbon. ding | Border ‘
Styles=  Yept -

3. Click the line ‘Line Weight’ drop ,
down menu button to display a list L=
of options.
Choose one from the list to select it.
Use the ‘Border Painter’ to ‘draw’
over the lines to be changed.
6. Press <Esc> when done.
OR Gpt_
a. Press <Esc> to exit ‘Border
Painter’ mode.
b. Click the borders drop —
down menu and select the
borders to be amended. ‘olor~

orders

3pt

1pt

1 % pt m—

o s

2% pt —
3 pt —

4% pt e—

Eo't:to m Border
Top Border
Left Border
Right Border
No Border

QOutside Borders

EE B

oSl DA

How do | change the border style?

1. Select the cell(s) you wish to alter.
2. Click the ‘Table Tools, Design’ ribbon.
3. Click the ‘Line Style’ drop ) |

down menu button to display
Mo Border =

a list of options. wing  Border o
4. Choose one from the list to T Sylesr) ——— | |2
selectit. e

5. Use the ‘Border Painter’ to
‘draw’ over the lines to be
changed.

6. Press <Esc> when done.

OR

a. Press <Esc> to exit ‘Border
Painter’ mode.

b. Click the borders drop
down menu and select the
borders to be amended.

How do | change the border colour?

1. Select the cell(s) you wish to alter.

2. Click the ‘Table Tools, Design’ ribbon.

3. Click the ‘Pen Colour’ a4 | — T rd
Barders Border

drop down menu button  ding  Border —

. . E Styles ~ mmm PER ~  Painter
to display a list of = = :

) |l Automatic ]
options. ==

. Theme Colors
4. Choose qne from the list E EEEEEEE

to select it.

T

5. Use the ‘Border Painter’ to ‘draw’ over the lines to be
changed.
6. Press <Esc> when done.

OR

a. Press <Esc> to exit ‘Border Painter’ mode.

b. Click the borders drop
down menu and select
the borders to be Color =
amended. Borders

il Bottom Border

| Top Border

| Left Border

| Right Border

i No Border

|EH AliBarders

Outside Borders

& Inside Borders
1

= Inside Horizontal Border



Tables - Shading

How do | shade a cell in my table? Is 'White Colour’ the same as ‘No
1. Click within the cell or select the cells you wish to shade. Color’?

2. Click to display the ‘Table Tools, Design’ ribbon. No. When you ‘white
3. Click the ‘Shading’ T, : colour’ the cell it is filled with
button. 3 pt. m— white, therefore anything

4. Choose a colour from g f;[::ﬁ pencolor  Placed behind it will not be
the list displayed. o (ke o visible. When ‘No colour’
| " EEEEEEN is selected the background
NOTE: Choose ‘No I is transparent therefore
Color’ to remove the B I I I il % L.  anything behind will still be

shading. seen.



Tables - AutoFormat

How do | change the style of my

table?

After constructing your table it is possible to use the ‘Table
Styles’ options to reformat its style rather than choosing the
line formatting/border shading yourself.

Click within your table.

Click to display the ‘Table Tools, Design’ ribbon.

Choose one of the styles displayed or use the drop down
menu to display further options.

WnN e




Tables - Gridlines

How do | hide the gridlines?

Although you may have set the borders of your table to ‘No
Borders’ they will still show on screen as grey dotted lines. It
is possible to hide these lines completely.

1. Click within the table.

2. Click to display the ‘Table
Tools, Layout’ ribbon.

3. Click the ‘View Gridlines’
button.

4. Click the button again to
reshow the gridlines.




Images - Inserting

Do | have the right to use the image?
Microsoft no longer have their own Clipart/Photo gallery,
instead they use Bing to search for images on the Internet.
Having the image displayed in the search results does not
mean that you are free to use it in your documents. Ensure
you have the rights to use any image in your document
BEFORE inserting it.

How do | insert a photo or image into
my document?

To use an image or photo saved on the server:

1. Position your cursor at the point in your document you
wish your photo to be inserted.

2. Click the ‘Insert’ ribbon.

3. Click the ‘Pictures’ o

Home E Design Layout Re
button. . B Cover Page~ @ 5 Icons
The ‘Insert Picture’ [3 Blank Page F& Online Pictures €7 30 Me
dialogue box will be  Epagesea | 0| By shape- st
displayed. Pages Tables lustrati

4. Locate the file
required.

5. Double click the file.
OR

a. Click once on a file to select it.
b. Click ‘Insert’.



Images - Text Wrapping

Graphic wrapped in line Video provides a powerful way to help you
with text. code for the video you want to add. You ca

How do | wrap text around my
graphic?

When you insert a graphic it is positioned in line with the text
- the baseline of the text will be in line with the bottom of

the graphic. Word allows you to wrap your text around your
image. After applying text wrapping to your image you have
more control over its placement on the page.

‘document. To ma

S R 1t ) SR PG ML

’ esa powerful way to help you prove your point. W
: = want to adc

Graphic wrapped ‘square
around text.

sideo you
st fits

1. Click the image to select it.

your docurmr

2. Click to display the ; £ Send Backy :
Picture Tools, Format o] D i Selecti ord provides he
! Alt o i gy Selection P each other. Fore
ribbon. 2 Text In Line with Text | Insert and then ck
3. Click the ‘Wrap Text’ 15| Accessibility = s ityles — : " also help ke
d rop down menu. plement each Tight t@ new Theme. the pictures. charts. and SmartArt erz
d sidebar. Cli

4. Choose the desired

Through

. h d f galleries. 5 iy Graphic Wrapped in front 2z a powerful way to help you prove your point. Wi

op and Bottom Fr S I BT
wrapping metho rom ;-hes — op of text. ideo you ‘ype a keyworc
the menu. e = Bk e i make you S ; nally produce
at comple smiple, you can

:n choose t LS - the differer
ordinated. ¥ BN choose a ney
tch your new t eme. When ua‘;':ip ly styles, your|
«w buttons that show ub where vou need them

Graphic Wrapped behind sa powerful way to help you prove your point.
text. o type 8 keyv
exzionally prod

rdinated. . ick gnan
ch your new theme. 2n \rﬂuap'p 'y styles, yc
w buttons that show upwhere vou need them.



Images - Delete and Move

How do | delete a photo or image?
1. Click the image once to select it.
2. Press <Delete> on the keyboard.

How do | move my graphic?
1. Click on the L e
image. , the pictures, charts, and Smartﬁ(!?;'graphlcs
2. Holding down change to match '
eyou need them.
the left mouse

button, move ar layout options

your mouse, Idarowora :
dragging the :ading view. You 5 Vil o .
image to its J need to stop reading before you reach the

7 nrovides a nowe rful wav tn heln vno nrove

new location.
3. Release the mouse button when done.

You have more control over placement of images when
you use the “wrap” options.



How do | alter the size of my graphic?

Method One:

1.

Click the image to select
it. Eight small circles
called ‘handles’ will
appear around it.

To alter:

the width:

Position your cursor
over the middle left or
middle right handle.

the height:

Position your cursor over the top middle or bottom middle
handle.

both proportionately (recommended):

Position your cursor over one of the corner handles.

Click and hold down the mouse button

Drag the cursor to the left or right to increase/decrease
the width/height/both.

Method Two:

1.
2.

3.

Click your image to select it.
Click to display the ‘Picture
Tools, Format’ ribbon.

Use the ‘Height’ and ‘Width’
spin controls in the ‘Size’
section to adjust the values or delete the current value
and type a new one.

Images - Resizing




Images - Rotating

How do | rotate my graphic?
Method One:

1. Click your image to select it.
2. Click to display the ‘Picture Tools, Format’ ribbon.

3. Click the ‘Rotate’ ksl las) .|:I- 5] Height:
drop down menu. ection Pane, { BRI =
4. Choose one of the El12 Zh  Rotate Right 907
options from those ~ nge A" RotateLeft90° [ |
displayed. < Flip Vertical =
4. Flip Horizontal
T More Rotation Options...
Method Two:

1. Click your image to select it.
2. Position you cursor over
the rotate handle (the

circle at the top).

3. Press and hold the
mouse button and move
the mouse to rotate the
image.

4. Release the mouse
button when your
image is at the desired
angle.




Images - Working with Borders

How do | create a border around my How do | change the picture style?
graphic?

1. Click the graphic to select it.
2. In the ‘Picture Tools,

1. Click the image to select it.

2. Click to display the ‘Picture Tools, Format' ribbon. Formaft":ibeT select

3. Click the ‘Picture — e one of the styles.
Border’ drop down Zl ey mmm b [0 :wa (Click the drop dovyn
menu. = m EEmmEm . i menu for more options.)

4. Choose a colour I _ A o the st
for your border b b o S you move your cursor over each of the styles, your
seleycting a coIounY -ﬂ?ﬂf .Cl.'cl l I I I | ‘ﬁi U ?E’Eo_m image updates providing a preview of how it will look if
from the options displayed. that option is selected.

5. Click the ‘Picture Border’ drop e | [ B
down menu. T p

6. Alter the width of your line by il““lﬁladd .

vReading

clicking ‘Weight’ and choosing a
thickness for your border.

At tfyou
olors.. e you left off

page, header, and sid
rom the different galleri



Images - Cropping

How do | crop my graphic?
It is possible to crop (remove) the areas of a graphic that are
not required.

1. Click the image to select it.
2. Click to display the ‘Picture Tools, Format’ ribbon.
3. Click the ‘Crop’ button.

B . Align = B
Eight crop handles will i 1 &I Height |ﬁ
. Group
appear around your image orate 3 it |8_45 =
as illustrated. =T\ E—
Size

4. Position your
cursor over one of
these handles.

5. Press and hold
down the mouse
button and drag
the cursor to ‘hide’
the section of the
image no longer
required. The
section to be removed will be shown in grey.

6. Release the mouse button.

7. Click outside the image to confirm the crop.




Images - Compressing

How do | compress my images?

If you have many graphics in your document you will soon
find the size of the file becomes large. You can compress
the images in your document to reduce this size.

1. Click any image in the document.
2. Click to display the Picture Tools, Format ribbon.
3. Click ‘Compress Pictures’. ; EH

K Compress Pictures )

The ‘Compress Pictures’ i il P
. . ic Transparency —

dialogue box will be & = {3 Reset Picture ~
displayed. st

4. Untick ‘Apply only to this picture’.

5. Ensure ‘Delete iR Pt 7%
cropped areas of Gompiesiomn Aptinae
pictures’ is ticked. ST G T

. s Deletz cropped areas of pictures

6. Inthe ‘Target Output e

section, select the High fidelity: preserves quality of the original picture

. . | HD (330 ppi): good quality for high-definition (HD) displays
hlg heSt resolutlon | Brint (220 ppil: excellent quality on most printers and screens

offered or if you WEE 150 il hoed for el peies and bicjectors
. E-mail (96 ppi): minimize document size for haring
are unusre leave it

(®) Use default resalution

at ‘Use Document [ cancal
Resolution’.

7. Click ‘OK.
8. Remember to save your document!



O

Images - Text Effects and Typography

How do | add an effect to text?

1. Select the text to which you wish to apply the effect

2. Inthe ‘Home’ il R M7 7 il i
ribbon click the rwexx (@Y - A-
‘Text Effect and L A
Typography’ drop

A A A
down menu. A A [% A A
A N A -

T
=T E

i

3. Choose one of the el K &
effects shown at
the top or click one
of the menu options
(outline, shadow
etc) and click one of
the options within
it.

AaBbCCDC| AaBbCCDC

e
e

Normal | T No Spac

:
|
:

> > >
> B |
> P> P

7
5 |

> 2
5 «
ISP=P
S—

ey
@0 Fc

How do | insert wordart?
1. Click to display the

‘ i A A [¥sgnatureline -
In.sert rlt‘)bon. ’ | A =4y T O
2. Click the ‘WordArt g;;c;;p BT ton syt
button. : ;
A A

3. Choose one of the
options from the drop
down lists displayed.

AAAA
AAAAA
AAAAFEL

Your text here.

inserted in its own text

box. WordArt can be ‘
moved, resized etc the

same as you would with
other graphics.

Double click inside the text and amend as normal.

Click outside the text box when you are finished editing
your text.

The WordArt will be ‘

o s

How do | format my wordart?
1. Click the Wordart to select it.
2. Click to display the ‘Drawing Tools’, ‘Format’ ribbon.

3. Use the Text Fill 112 ToxtI
drop down menu to \ B e [] Atign
change the colour = B e Bificse e
of text. © =

Wordart Styles [ T

4. Use the ‘Text
Outline’ drop down menu to alter the thickness, style and
colour of your outline.

5. Use the ‘Text Effects’ drop down menu to add effects
such as shadows and reflections to your text.

6. Use the ‘Text Direction’ drop down menu to rotate the
text.

7. Use the ‘Align Text’ drop down menu to alter the
alignment of the text within your WordArt box.

8. Click outside your WordArt when you are done.



Images

Drawing Basic Shapes

How do | draw a basic shape?
1. Click the ‘Insert’ ribbon.

2. Click the ‘Shapes’ button. O
3. Click the shape you wish EE S,t clhl,t 5‘
to draw. Recently UsedM;::;i;
4. Click and drag the mouse ExNOQoAL LS
over the page to draw 1;’\ s
your shape. NANSNTLTL UGS
Rectangles
Press <SHIFT> when
drawing:
e lines to create them at 45 degree angles (eg 45,90,
135 etc)

an oval to create a perfect circle.
e rectangles to create a perfect square.

How do | resize or rotate my line?

1. Click your line to select it.

2. Position your cursor over one of the
handles (the squares at the beginning '—_@
and end of the line).
The cursor will change in appearance as illustrated.

3. Press and hold the left mouse button.

4. Drag the cursor to adjust the length and/or angle of the
line.

How do | change the fill colour of my
shape?

Method One:
1. Click once on the shape to select it.
2. Click to display the Drawing Tools, Format ribbon.
3. Click the ‘Shape (I3 ShapeFill -
Fill' drop down Abc ﬂ J_ e Colore.
menu. ) Sl 51 | IDIIIII

4. Choose a colour Shape styles I
option from I I I I
those provided. I I I I

Chamdard Colaes

Method Two:
1. Right click your image.

2. Click ‘Fill". TTTTTITIT

3. Choose a colour.
Standard Colors
HE' L | IE [ |
Mo Fill
W MoreFill Colors...
fadl Picture...
@ Gradient >
Texture >
| AL

Style Dutline

How do | change the shape outline?
1. Click once on the shape to select it.

2. Click the Drawing Tools, Format ribbon.

3. Click the ‘Shape -

,7 A 4. &Teu

Outline’ drop down I

2% pt
Ipt
s

menu. les H EEEEEEN WordArt Styles
4 C|iCk ‘Weighty B 4 with new buttens that shov
. ght. B i
5. Choose a line weight |IIIII|I||
to alter the thickness Standard Colors
. [ ] | FEEEENR
of the outline. o Outline
6. Click ‘Shape Outline’. More Quttine Colors... |
7. Choose a colour. i o
y | ept ——————
1pt —
Tapt ——————
—"

How do | change the shape of my
drawing?

It is possible to change your drawing from one shape to
another without having to delete and recreate it. The new
shape will retain the fill colour, width, style etc of your old
shape.

1. Click once on the drawing you wish to change.

2. Click to display the Drawing Tools, Format ribbon.

3. Click ‘Edit Shape’ —ggg ; D [ — g ]| &teer

4. Click (,Zhange R e ’JERE-SEDDDDD
Shape . Insert SRR = . c.e Connectors Basic Shapes

5. Choose a shape g@gg#f;g%g
from the options AmA TR a
provided.

How do | add text inside a shape?

1. Right click on the shape.
2. Click ‘Add Text’ style  Hll Quthine L
3. Type the required text. ‘
4. Format your text as you % Cut

By Copy

would normally. -
[y Paste Options:




Images - SmartArt

How do | insert SmartArt?

1. Position your cursor at the point you with the smart art to
be inserted.

2. Click the ‘Insert’ ribbon.

3. Click the ‘SmartArt’ button. >
The ‘Choose a SmartArt J @
Graphic’ dialogue box will be NS

; Models =
displayed. lllustrations

ENI =

Smartirt f Chart Scree

4. Choose the type of
diagram required
by clicking it.

5. Choose one of the
variances of this
type.

6. Click ‘OK..

How do | amend text in my SmartArt?
1. Click within the shape containing the text to be amended.
2. Amend the text as necessary.
The text will automatically be resized to ensure it fits
within your shape.
3. Click outside the SmartArt when done.

How do | change the colour of my
SmartArt”

Click the SmartArt to select it.
2. Click to display the SmartArt Tools, Design ribbon.
3. Click the ‘Change

Colours’ drop down = <% - c::.@ e mm T N N
menu. NFlry Thema Colors =
4. Choose one of the e e e
options displayed. ot
o S | | .
e | s | s P
[T S

How do | change the colour of one

shape in my SmartArt?
Click the shape within the SmartArt.
2. Click to display the

SmartArt Tools, ZiShapeFil=my | [
Format ribbon. j . - £ shape Outline A l
7| (3 Shape Effects -

3. Use the ‘Shape Fill
and ‘Shape Outline’
drop down menus to choose the required options.

[F]

How do | change the style of my full
SmartArt?

1. Click the SmartArt to select it.

2. Click to display the SmartArt Tools, Design ribbon.

3. Click one of the options in the ‘SmartArt Styles’ or
‘Layout’ sections to select a predefined format.

B i 0w e OO WM 8

SmartArt Styles

How do | change the size of my
SmartArt?

Amend the size in the same way as you would amend any
other graphic.

1. Click the SmartArt to select it.
2. Use the handles to drag the image '
to its new size. ﬂ

-]
How do | add a shape?
. Right click in the shape next to where you want the new
shape inserted.
2. Click ‘Add Shape’
3. Click one of the options to
decide where the shape
has to be placed.
=i ' 1 L
A e » [§ Add Shape After
ntl Rgs;::ape t‘: Add sn:::l:&:;
_ T 4 Format Text ifects z:'.:ii ir:::ifrm
How do | remove a shape?
Method One:
1. Rightclick the shape to be Syie  Fil Outine
removed.
2. Click ‘Cut.
Method Two:

1. Click the shape to be removed.
2. Press <Delete>.



