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Introduction

When used with a more intermediate-to-advanced skill, Microsoft Word can approach the level
of a desktop publishing program. The number of companies allowing employees to work from
home is growing. A valuable employee is one who can, not only get the most out of Word, but
who can use features that are important to a team of co-workers and supervisors who are not
located in the same area.

For this handout (in color) and more, visit my teacher’s website at:

www.clearcutcomputing.com/school
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Microsoft Word — Intermediate

Breaks (on the Layout ribbon)

Many people know how to create a Page Break in Word, but fewer know and use the other kinds of breaks that can be used in Wad.

Page Breaks

Page Terminates the current page and begins a new page.
Column Ends the current column and force the next text to be at the top of the next or new column.

Controls how text wraps around another object (you also find this control in the pictures and
shapes related ribbons and controls.

Text Wrapping

Section Breaks -Allow you to change page margins, orientation, paper size, columns in a “section of the document”

Next Page Starts a new section at the next page (similar to a page break).
Continuous Starts a new section without starting a new page.
Even Page Starts a new section on the next EVEN-numbered page.

Odd Page Starts a new section on the next Odd-numbered page.
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Columns (on the Layout ribbon)

Create a newspaper or magazine effect buy dividing text into two, three or any number of columns.

Sugar-and-Stuffy

138 Liberty Placeq
Albertson, Long Island 115349
1

1

Mr. George Hershey
Candyland-Chocolate|
1-Cherry-Loop|

Batavia, New-York-10762

1
July7,-20239

1
Dear-Mr. Hershey:]
1

Thank-y pting: ipp factory with-our-Grade-AAA products.

Ourpt 1 d-the-hig ks -for-quality dy y. For

yyears, y X
the-Chocolate-Cream of the-Crop-award. ‘We-hope youwill-be satisfied with-our service.

1
urreputati g P
pp! ki We:
look-forward-to-a-long busi ip. Tf-you h questions, please-d;
hesitate'to-contact me.
Getting-our-productsto-you-while they-areas fresh-as-can-be-is-our-prime-goal. We-pride-
rsel n-our-fast-delivery-and-customer-servi ther-and:
our-deliveries.

y delays in-prod livery ithy

I fvesoluti d All i ur d
ith-us. " Your sati is-our-greatest-concern. ‘We-have-aplaque

hanging in‘multiple-places-in-our facility that reads, A satisfied-customer-is-th test
kind-to-have.™]
1
Sincerely, |
1
T

Pamela Brownef|
Account Executivef|
(800)-555-12129

q

Sugar-and-Stufff

138 LibertyPlace]

Albertson, Long Island 11534
1

1

Mr. George Hersheyf]
Candyland-Chocolate§
1-Cherry LoopS]

Batavia, New York 10762

1

Tuly7,20237

1

Dear Mr. Hershey:|

hi

Thank-you-for-accepting-our-bid-to
supply“your factory with-our Grade-
AAA products.Ourproducts-have
received-the highest marks-for-quality-in
the-candy-industry. For fifteen-out-of the-
lasttwenty-years. including the-last ive-
years straight, we-have received the-
Chocolate-Creamof the-Crop-award.We-
hope-you-will-be-satisfied-with-our
service. We welcome-honest-feedback
fromour-customers. |

i

Just-as-youhave-built-your reputation-on
being the-finest-candy producer-in-the-
Northeast, we-have-established-ourselves
as'suppliers-ofithe-finest candy-making-
ingredients. We-look forward to-a-long
business relationship. If-you-have-any
questions, please-donot-hesitate to:
contact:me.§

1

Getting our products to-you-while they-
areas-freshas-can beis-our prime-goal.-
We-pride-ourselves-on-our fast-delivery-
and-customer service.‘Sometimes-
weather-and-environmental-events-occur
that-affect the timelinessof-our
deliveries. Wewill always-inform-you-of:
anticipated-delays in product-delivery-
and work-with-you-to-insure-alternative:
solutions-and terms.-All we-ask-is for
yourunderstanding and uninhibited

communication‘with-us. Your-
satisfaction-is-our-greatest-concern. We
have-aplaque-hanging in‘multiple-places-
inour facility that reads, A -satisfied-
customeris the-sweetest-kind to-have "]

bl

Sincerely.q

hi

i

bl

Pamela Brownef|
Account Executive]

(800)-555-12129

1
PBiint]
1

Original document—One Column

Full document in Two Columns

Sugar-and-Stufff

138 Liberty Placeq
Albertson, Long Island 115349
1

1

Mr. George Hershey]
Candyland-Chocolatef|
1-Cherry-Loop
Batavia, New York-107629

1

Tuly-7,20239

1

Dear-Mr. Hershey:q]

hi

Thank-you-for-accepting-our-bid to-supply your-factory-with-our-Grade-AA A -products. -

Our-productshave received the highest-marks for-quality in-the candy-industry. For-
fifteen-out-of the-lasttwenty years, including the-last five years straight, we-have received-

the-Chocolate-Cream-of-the-Crop-award.- We-hope you-will-be satisfied with-our service.
1 Break

ust-as-you-have-built your ion-on eather-and l'events-occur
being the-finest-candy-producer-in the that-affect the timeli £our
Northeast, we-have-established-ourselves: deliveries.-We-will-always-inform-you-of*
as-suppli the-finest-cand: ing icipated-delays-in-p deliver

i “We-look: d'to-along and-work-with-you-to-insure-alternative:
L i ip. If-you'l ny Lution d-terms.-All-we-ask-is-for-

questions, please-do-not-hesitate to- your-understanding-and uninhibited-
contact'me.y communication-with-us.-Your
satisfaction-is-our-greatest-concern. We
have-a-plaque hanging in multiple places-
in-our-facility-that reads, “A satisfied-
customer-is the'sweetest-kind to-have.”]
q

Getting-our-products-to-you-while they-
are-as-fresh-as-can be-is-our-prime-goal.-
We pride-ourselves-on-ourfast-delivery-

and-customer service. Break (C
T

Sincerely,]

hi

PamelaBrowne(
Account Executive(]
(800)-555-12129

ﬂ .

PB:int]

Section Break—Continuous (last 2
paragraphs) in Two Columns
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Microsoft Word — Printing Envelopes & Labels

Have you ever wanted to print just one address label? How about a sheet of return address labels? Or maybe your
printer has the ability to print directly to envelopes, but you never use it. Dedicated label printers can be
expensive , especially when you add in the cost of the replacement labels and ink cartridges. Microsoft Word has
the ability to print directly to envelopes or a full sheet of labels, or a single label on a sheet.

To get started, choose...

e Word 2002/3: Tools—
Letters and Mailings—Envelopes
and Labels.

e  Word 2007: Mailings, and |f

then click either the Envelopes
button or the Labels button.

Word is “smart enough” that if you put the cursor
somewhere in the address in a document (as
shown below), and then go to the Envelopes and
Labels feature, Word will usually detect the
address and pre-load it into the Delivery Address
box.

Printing Envelopes

Here we see the Envelopes and Labels window with the

Envelopes Tab selected.

Delivery address: R - Print |
TIP: The return address will automatically fill in from the Egagoiﬁhzrg“”z . Add to Document
User Information that is set in Word when you originally New York. NY 10001 —
installed the program. If it is blank, or incorrect, fix it on the o
Options

Options screen
Tools—Options—User Information

You can either print the envelope or add it to your

document, which adds a new section in your Word document | |5 'gox 369 y
(similar to a new page but the paper is the size of an Farmingdale, NY 11735
v

envelope.

Clicking the Options button reveals the bottom

two-tabbed screen. The most important thing T

the Envelope Options tab allows you to change
the size of the envelope you wish to print onto.

The Printing Options tab is where you choose
how your printer feeds the envelopes.

Printing onto envelopes is more widely used
where printers have a separate tray for
envelopes. On smaller printers, especially
where one must remove the paper to print an
envelope, it becomes more cumbersome to
print envelopes. These are where printing onto
label paper is more useful. A sheet of labels
need only be placed on the top of the paper
tray. Let’s now look at printing labels.

2l Document3 - Microsoft Word

XK, XXX-00, 00009
Ignatzd Schmurtzy]
PO-Box-1231
New-York,-NY-100011

Dear lggiefl
1
1

1

If you-have-any-questions, pl te to-contact: telephe
(516)-845-4081-0r-email alpau\@c\earculcompulmg com.

T

Re:-Word-ClassesT

Sincerely yours,{

o 1
£afae [l

Page 1 Sect Y1 A2T  n2 Col7 Engish US 0¥

Envelopes and Labels

Labels ]

v
E-postage Properties...
[™ Add electronic postage

Return address: = ™ omit
current - Preview Feed
Clear-Cut Computing Corp. ”~

Before printing, insert envelopes in your printer's Auto Select.

Envelope Options ] Printing Options ] Envelope Options
Envelope size: Printer:  Brother MFC-420CN Printer
Size 10 (4 1/3 % 9 1/2in; -
= Feed method
If mailed in the USA
[ Delivery point barcode
-
Delivery address * Face up " Face down

Font... From left: |Auto

From top: |Auto El I¥ Clockwise rotation
Return address

Font... From left: [Auto = Feed from:

From top: ‘Aum i‘ |Autn Select ﬂ

S|

Word recommends feeding envelopes as shown above.
e If this method does not wark for your printer, select the
correct feed method.

b e

“

Preview

Paul J. Montenero paulj@c

learcutcomputing.com Page -3
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Printing L.abels

Back at the Envelopes and Labels window, click the Labels

tab and you will see the diagram to the right. Here you can Srvelopes  Lebels |

choose to print a onto a wide variety of label paper.

Click the Options button to reveal the Label Options

window. Here you choose the label manufacturer and the New York, NY 10001 Cancel
label product number. Almost all label manufacturers make Options...
their labels compatible with the Avery brand, so when you 3 .
. -postage Properties...
shop for labels, make sure the box has the Avery compatible r Label
number on it. Print Avery standard, 5150
" Full page of the same label Address

TIP: the 5xxx label series are for laser printers and the 8xxx
are for inkjet. For best results, choose the right labels for your

printer.

Once you have set your options, you can choose one of the
two printing modes. If you want to print a full sheet of the

same label—as in return address labels— be sure to click the Label Options EIX
radio button labeled Full page of the same label. However, Printer information
let’s say you want only a single label. You can save a sheet " Dot matrix

for this purpose. Choose Single label and then set which label | © teserandikiet  Trays [pefaultvay (auto select) ]
you want to print to by selecting the Row and Column.

Column 1 Column 2 Column 3

v v v

Address: B ~ | usereturn address Print |

Ignatz Schmurtz ~
PO Box 123

Jr = coummi[t = E

[™ Add electronic postage

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

Label information

Label products: |Avery standard ﬂ
Product number: N S

614 -Card d abel information

5066 - File Folder = Type: Address

5035 - Name Badge Height: 1

5096 - Diskette ) .

5097 - Diskette Width: 2.63

- Address Page size: Letter (8 ¥2x 11in)

Details. .. | Mew Label... | | oK | Cancel |

Row 1

Row 10

To the left is a picture of a label sheet compatible to the
Avery 5160 (and 8160). The columns have been labeled
so you can understand how to choose a single label.

TIP: When you print a single label, begin with the labels
in the last row (row 10). This way the paper keeps it’s
firmness as you repeatedly feed it through the printer to
print subsequent labels. If you choose to start from row 1,
the paper will become flimsy after a few rows and might
crumble and jam you printer.

Paul J. Montenero paulj@clearcutcomputing.com Page —4
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Paragraph — Indenting & Tabs
Word will automatically wrap the text you type, as you reach the right margin, to the next line along the left
margin. So, there's no need to "manually” press the Enter key when you feel the line is long enough.

Ruler

The ruler is more than just a measuring tool to help you place text in the right locations. To display the ruler bar,
click the View ribbon and check the Ruler box. By moving the left and right indent controls, you can control the
width boundaries of your text..

Indent controls
~ N

F] Paragraph ] Styles F]
T T R T T T T T T T e R T S

Toselecta-paragraph, triple-click-on-it,-or-place the pointerin-the-leftmargin,-until-a-right-pointing-
arroweppears,enddoubleclick.nwhen-this-right-pointingerrow-is-in~view,youcan~select-a-single~|ine-of~
textavitha-single-click-ofthe-mouse.q

2 s VIS Word example.dogge#Microsoft Word non-commerd - =
= 9 5 M d ple.d ft Word x
Home Insert Page Layout References Mailings View @
ibri = % = =|(4 8 Find ~
Calibri (Body) n A ¢ 2419 | aagbeene| AsBbccde ANRQC: AaBbCe % a
1 - | | 2ac Replace
Paste - 2 ~ == === &y i v i i Change
5 e B 7 U ~abe X, X* Aa == n T Normal |7 No Spaci Heading Heading 2 sotees || Iy setect -
Clipboard E E Editing

"

=]

én H9- ¥ MS Word example.docx - Microsoft Word non-commercial use = = x
29
7/ Home Insert Page Layout References Mailings Review View @
e SICT 7 7 < v |[mL == h }aFmd o
=] Calibri (Body) 1 el e = AaBbCcDc | AaBbCcDc AaBbCi AaBbCc % ab Repiace
| Lac
Paste - 2 ~||32 ~ - = i Change
G 7 B 7 U -abe x, x* Aa~||¥ - A == H | fNormal | T NoSpaci.. Headingl Heading2 - Stylesg' I Select ~
Clipboard 1 Font F] (P Styles LF] Editing

P,
E T ,5,“u,f

Toselecta-paragraph, triple-click-on-it,-or-place the pointerin-the-leftmargin,-until-a- ngflt pointing:
arrow-appears,anddoubleclick.--Whenthis-right-pointingarrow-is-in-view, you<can-select-a-single-line-of-

il

textawitha-singlé-click-ofthe-mouse.q

|
3 1 | |
lI'o‘select(a~paragraph,-triple-click-on-it,~or-place-the'pointerin~the-left- 1

2 margin,until-a-right-pointingarrow-appears,anddouble click.--When-
thiS(ight~pointing~arrbw-is-in~view,youcan~select~a~single~1ine~of-text~
witha-single-click-of themouse.q

Tab stops

You also use the ruler bar to control where you place your tab stops. There are

Click to select Tab type...

L -Left Align Tab four kinds of Tab stops: Left justified, Center, Right justified and Decimal tabs.
-Right Align Tab . . . o .

JJ_ _Center Tab A Decimal tab stop is the numeric tab stop— it will line up numbers vertically by

n -Decimal Tab their decimal point.

{ Q"‘J H ) s MS Word example.docx - Microsoft Word non-commercial use - = X
—J/ Home Insert Page Layout References Mailings Review View @
e e = = - 33 Find ~

Calibri (Body) vl ~ A =S =it = : ;
=} AaBbCc ’%3 o Repiace
Paste - 2 i _ Change

\ 3 4 B 7 U ~abe x, X Heading2 - sytess || I setect -

lipboard ™ Font I Editing

[c] B "";“'L """" ! Rce—suromflontceFieo—ss 4. 5 Fs i Bl szt T &

i -+  White-Bread - Bakery - #12345 - $1.499 E
-+ Pizza - Frozen-Foods -+ #9988776655 - $10.999
-+ Bottom-Round - Meats - ABCDEFG - $25.379
- Charcoal - Seasonal - UPC4563210 - S109
i - SalesTax - NYS - - 0.86259] i
n
Paul J. Montenero paulj@clearcutcomputing.com Page -5
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Tab stops

You also use the ruler bar to control where you place your tab stops. There are
four kinds of Tab stops: Left justified, Center, Right justified and Decimal tabs.

Click to select Tab type...

L -Left Align Tab

_] -Right Align Tab
-Center Tab

1 -Decimal Tab

A Decimal tab stop is the numeric tab stop— it will line up numbers vertically by
their decimal point.

8 5 =9~ ¥ MS Word example.docx - Microsoft Word non-commercial use =
&)
/ Home Insert Page Layout References Mailings Review View
25 = == e As 34 Find ~
. ibri v v v ||l = v IS - S| |EE EE| (A
=] Calibre (Body) Lk AN [=73= 3 )| 2))1 ) | asebcene | AsBbcede AaBbCi AaBbCe - n o, Raire
= “ac
Paste B I U ~abe X, X* Aa~ abr A== = = t=__ J_ TR Mo Coosi Headingl Heading2 - Change - .
> ¢ l f b t Styles~ || kg Select
pboard = Font r 0p aceliab s ops Styles Editing
E] ';L ot M SR . R ML WY ||
B - White-Bread - Bakery - #12345 - $1.499
-+ Pizza - Frozen-Foods - #9988776655 - $10.999
-+ Bottom-Round - Meats -+ ABCDEFG - $25.379
-+ Charcoal - Seasonal - UPC4563210 - s109
-+ Sales-Tax - NYS - - 0.86259]

(> 10

“Number” Tab stop
You can also control where you place your tab stops. There are three kinds shown in the figure above: Left justi-

fied, Center and Right justified tabs.

A fourth kind of tab stop is the numeric tab stop, which will line up numbers vertically by their decimal point (as

illustrated below).

=+

[ s oG (a8 afoaagac
.ﬂ

Numbers aligned by their decimal tab stop:

53.17
296.4
$196.53
123456
98765.4321

This is especially useful when tabulating money:

$25.34
$1,009.56
$0.78
$75.12
$44.00

©@ 09 00 [ 000 fFhooo (oo odooo0]ooo

a0 DN

Q@
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HS -0 Mm@ -

sugar-longer versiondoc [Compatibility Mode] - Word Paul ] Montenero & [ca]

Tables

Draw  Design layout References Mailings Review View Help  PDFelement Q Tell me what you want to do

The popular alternative using B corrage - | [F5 [ Shapes T Smantar - @ Link [ Header - EEI

T b S ti 1 [ Blank Page o ¥l Chart |> Bookmark [] Footer ~ 4~ B € symbol ~
a tOpS 0 organize your Table | | Pictures Comment Text

. . . "=l Page Break v = [ Cross-reference [] Page Number ~ | gox - =i

information is through the use comments | Header & oste

of Tables. A quick and easy b : : : (EERRRERE FERNRE R

table can be applied via the
Tool bar Table button. First
position your cursor, in the
document, to where you want
to place the table. Then, on

Getting-ourproducts-to-you-while they-

and-customer-service.‘Sometimes-

1
Sincerely,|

B3 Insert Table

1

are-as-fresh-as-can-be is-our-prime-goal.
‘We-pride-ourselves-on-our-fast-delivery-

satisfaction is-our-greatest-concern. We
have-a-plaque-hanging-in‘multiple-places*
in-our-facility-thatreads, A satisfied
customer-is the-sweetestkind to-have.™]
9 Break (|

T Draw Table
. . !
the Insert ribbon, click the L
F@ Excel Spreadsheet Account-Executive]
Table button and select the = ; ;dh o AccounrExcauts

desired size of the Table you
need. If you need more rows
than what's presented to you, oo
don't worry — when you are
in the last cell of the last row,
and your press the Tab key,
another row will
automatically be added to

1
PB:jnt{

your table.

TIP: clear any Tab stops and ! = = =
reset Indent Controls before 2 2 - 2
inserting a table. . T

MODIFYING THE TABLE STRUCTURE

Perhaps one of the most powerful things about tables is the ability to modify their structure—their look and layout.
The key to adjusting the table layout is to pay attention to the mouse pointer—as you move it over different parts
of the table, you will see the pointer change shapes...cach shape allows you to do something different. BUT
REMEMBER: you can only do that special function while to pointer is shaped for that function. For example, to
select a column, you need to see the “down-arrow” as pictured below. You can only see this arrow when pointing
above a column.

. TABLESY
S S

Paul-J -Montenerof

ﬂ or > Select a row

‘ Select a column Target{
Phasec Statuso Daten Commentso
’ Select a cell Planningz Completes | 3/31/00z | Allrooms-assigned.--Final-floor-plans-signed-off-by-all-
= department-heads q
o I
. . Cleanouta Underw: 5/31/00c | Trashbins-arein-place.
4—, |—> Adjust column width eane ey ﬁras msare-dn-place.§ T
New-Office- Underwayd| 6/15/000 | Status-of-individual-disciplines:q

¢ - Sheetrock-completedq

* = Painting-completedy

& > Computer-network wiring-completed?
e - Paimnting: touch-up|

* = Furniture:-75%-installedy

Constructionc "

—L Adjust row height

l'[
o

Computers Awardeda | 7/15/000 | Vendor-selected; Equipment-purchase-order-being-drafted.q
o

Moves Openz 7/31/00a

Moving-company-hired; packing -boxes-delivered to-staffq
o

Paul J. Montenero
Clear-Cut Computing

paulj@clearcutcomputing.com
(516) 845-4081
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Inserting Pictures and Annotating

A fast growing need in business today is the ability to clearly detail a need or report using
a combination of pictures, shapes and text. The top image in the document below
illustrates the use of all three of these. To add these three and more, use the Insert ribbon.

Shapes

®  Everything from arrows to starbursts, to text boxes

Insert Draw L .an Layout References Mailings Review  View PDFelement

Q Tell me what you want to do

Help

%) Shapes ~ I5 SmartArt W 1 @ h d [7 Header ~ r=NERRY]
D '5 Icons 1/l Chart E:% ij D Footer ~ 4 -~ E@
ges | Table | Pictures Online Links | Comment Text
v - D 3D Models ~ 4+ Screenshot ~ Videos ~ [#] Page Number ~ Box ~ =y}
Tables lllustrations Add-ins Media Comments Header & Footer Text
& 1o E ...... T 2. ER 4 5 6 A7
Pictures
®  Pictures (from this computer or device)
®  Online Pictures
= TATAgTapPTT Y STFTES
-|---»\“‘?A“1“‘|--‘2---|---3‘--|---4--‘|---5---|---
B |
images-date -back as-early-as-the third - millennium-BCE.-The-peoples-that-created these-

Replicaof Juan Diego’s:  the-Mediterranean-world,-
tilma with the image-of*
Ouwr-Lady-of Guadalupe§

including the -Celts-of-Gaul. From

these regions, they-spread from-

Even'Paul’s tie-depicts:
art; the image-of Christ-
Crowned-with-ThornsY

Indiato-Greece-and the-$Slayo-

the-pre-Christian-“pagan” -world-1s-what-would-later-give substance to-the critics-of the-
use-of-this-imagery- within-the-Catholic Churchi
As-the-Renaissance- art-period-began-to-develop,-
in-the -fourteenth-

saw-the-pre-Christian-
figures-as-a-way-to- express ‘Trinitarian-

prefiguration’s. - The- idea-fueled,-“a-desire-to-

integrate both-Old- Testament-prefiguration’s-as-

early-three-headed-images-of-gods-were-from-pre-Indo-European religions-and-cultures-of-

) Shapes = Tj SmartArt ey
Recently Used Shapes
ENxNOOOALT LR O
(YA I

Lines

SNSTLLTLRNG S
Rectangles

N N O S

Basic Shapes
EOAMNITASOOOE®E®
®@todOrLymoBd
O0@®AaNOOXEG T3
(J40 ) 63

Block Arrows
DETTRTPLPR IS
€ VMmO D [HE 4N
P> A
Equation Shapes
o=
Flowchart
O0<c/OoUSe0oayY
CUON®G X é AVAD
Qs o

Stars and Banners

T U Y R U7 0 0 4 B
-k T ik TE [T I LI

Callouts

(AQQOSOOmAzAD: A% A

E‘j Mew Drawing Canvas

Baltic regions.-The-connection-to-

century, Florentine-humanists-

three-headed-and-three-faced-
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Microsoft Word — Intermediate

Comments and Track Changes —these are very important features when you work in a “team” environment;
especially when team members have different hours or work in different locations or work virtually (from home).

Comments  are for communicating ideas, directions and suggestions with members of your Team.
Changes are editing corrections (formatting, re-wording, capitalization, etc.).

In the document area:

e Comments are marked by color to indicate who placed the comment.

e Changes are indicated by strikethrough text, underlines, colors, and a
verticle bar in the left margin.

e Highlighting and dotted lines may point out the Comment or Change.

e This document shows All Changes. You can change how detailed the display
of changes are (see next page).

Markup Area
Record of the Comments and

Changes, and by whom.
A

r_ N\

Microsoft-Word-Classq

Star'Guide'—'Summer'1991HT
T

 For- thousands- so- years- people- have: grouped- the- stars- together- into- figures- —

“constellations.”- - The- custom- probably;- goes- back- to- when- men- spent- many- of* their-

nights-under-the-stars, watching-sheep-ortending-cattle.y

T
They-noticed, for-example, - two- bright-stars-
close- together- and- got- to- thinking- of- the-
story: of- Castor- and- pelluxPollux,- twin-

brothers-who-loved -each-other-dearly

Castor-was-killed-in-battle, and-Pollux-in-his-
grief-asked-Tupiter-to-let-him-share-the-same-

fate.q

T

So'what-was-moreappropriate 'than'that'thegreat'géod -Jupiter-should takepity-on-him-
and-put-the-Geminitwinsup-in-the-sky-where-they-could-be together-for-all-time?q
T
To-learn-some-of the constellations, -all-youneed-is-a-good-
starting-point-in-the-sky.q

T
Let the-peinters-points-of the Big Dipper-guide-you to-the-North-Star.q
T
Look-around-it-and-you’ll -notice that the North-Star-belongs-at the-
end-of'the-handle-of-a-smaller-dipper:--The Little-dipper.
T
During tonight’s-outing-to-BigFoot Ridge we-are-going to-start-our-
stargazing -by-looking-for-the Big Dipper-and-the-Little-Dipper.{
T

As-the-evening-progresses, we-will learn-to-locate-several - major-star-groups-or-
constellations.q

Paul J Mentenero
Consider-putting this-all-on-one-line-to-save-a-3+page-if-a-
line-or two-zpills-over.

Paul J Montenero
Formatted: Font: Italic

_____________ e Clear-Cut
“God” is-always-capitalized —out-of respect!]

Paul J Montenero
Formatted: Font: Bold

Paul J Montenero
Formatted: Font: Bold

T
Please, remembernotto wanderofffromthe P o Montenero
rest-of-the- oup.- ‘The halls -are-dark-and-it- Itz nn:in‘ngaf comider;d proper-in-writing to-have two-
spaces after-a sentence
is-easy to-get-lost-if-you-are not-familiar-with- ?
the-area.|
T
Page Break.
Paul Montenero - - Page-11
Paul J. Montenero paulj@clearcutcomputing.com Page -9

Clear-Cut Computing (516) 845-4081

www.clearcutcomputing.com




Microsoft Word — Intermediate

Review ribbon —holds the controls for placing and controlling Comments and Changes..

Comments  are for communicating ideas, directions and suggestions with members of your Team.
Changes are editing corrections (formatting, re-wording, capitalization, etc.).

E € - Aa  Aa EJ. = Rocky Hills Ranch (Comments and Track Changes).doc [Compatibility Mode] - Word Paul ] Montenero &

File Home Insert Draw  Design Layout  References  Mailings QEGUEUM View Help  PDFelement Q Tell me what you want to do

ABC - i £ New Comment B Next - D@ S Reject ~
[EE] Thesaurus ‘}) N = v -
\( I:@ ax A % Delete ~ ‘ B Show Markup ~ . B Previous .-I D /_
Spelling & Word Count Check Translate Language . K o Accept Compare Restrict Hic
Grammar = Accessibility ~ ~ ~ £ Previous Reviewing Pane ~ v B Next - Editing Ink
Procfing Speach Accessibility Language Comments Tracking = Changes Compare Protact int
Track Changes
Comments There are more buttons to manage the Track Changes feature:
c b . Adding Changes:
omments are the easiest to use: . . .
1. There is no “manual way” to add Changes. You simply click
When adding Comments: Track Changes button to turn it on. Click it again when you

.. want to stop tracking changes.
1. Select the text or position the cursor where the comment P & g

pertains to. 2. Then just edit the document as you normally would.

2. Click New Comment on the Review ribbon and type

your comment. When reviewing changes made by others on your team, or your

own, You need to tell Word whether you want to Accept, Reject
(or ignore) the change. Use the following buttons in the Changes

L . section:
When reviewing comments inserted by others on your team,

or your comments:, use the following buttons in the e Next —to advance to the next change in the document,

Comments section:
®  Previous —to move backward to the change.

® Next —to advance to the next comment in the document, ] o
® The Accept and Reject buttons have their own additional

®  Previous —to move backward to the previous comment, pull-down choices, allowing to apply your choice to all

changes as well as which way to navigate next.
® Delete —to remove the current comment that you are

reviewing (the pull-down on the Delete button allows ) ]
you a choice to delete all comments in the document). The other buttons in the Tracking section allow you to control

what level of markups you see:

® The top button changes what you would see in the document
and the Markup Area:

e Simple Markup —shows only a short, red vertical
line in the left margin of the paragraph.

e  All Markup —shows the most details.

® No Markup —shows the revised document with all
the changes in place; the Markup Area is hidden.

®  Original —shows the document with no changes
applied; again, the Markup Area is hidden.

These additional buttons are rarely used:

®  Show Markup —allows you to turn off the displaying of
markups.

® Reviewing Pane —opens a list of the changes and comments
either on the left or the bottom of the document

Paul J. Montenero paulj@clearcutcomputing.com Page — 10
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Fields

Available at your disposal, are various fields to place intelligent text into your documents. From the Insert ribbon, you can
see that you have popular choices available to you such as Page Numbers and Date and Times.

You also have an entire library of fields available to you. Clicking the Explore Quick Parts button on the Insert ribbon
(see figure) will bring up the window at the right. The pull-down, labeled Categories, allows you to choose the type of
field you want, then select the actual field (or variable) from the left panel, below Categories.

sugar-longer version.doc [Compatibility Mode] - Word

Draw

Paul ) Montenero &

Design Layout

D 2 Shapes ~

Table Pictures

References

B Cover Page ~ T SmartArt

1l Chart
Tables

Pages Illustrations

L [ TR R

For example, to place the name of your file into the document, choose
Document Information from the Categories pull-down and then pick

FileName from the list on the left.

Another example might be to use the last date that you saved your file,
choose Date and Time from Categories and then SaveDate in the left-

hand panel. You will need to tell Word how you want this field

formatted, so click on the Options
button, choose a format, click the
Add to field button and then click
OK.

Some of the more useful fields are:

Date and Time

e Date - today’s date

® PrintDate - changes to the
current date only when a print
command is executed

e SaveDate - keeps the date the
document was last saved

® Time - the current time

on your computer’s clock

Document Information

Mailings  Review View Help  PDFelement Header & Footer Q Tell me what you want to do
w E;_*éij,Lihk [7] Header ~ Q -
|> Bookmark [] Footer ~ B &) autoText »
[=E) Cross-reference [] Page Number ~ Box ~
Add-ins Media Links Comments Header & Footer = Field 7,
I T I TP A AR RS SR AR ENE SRERERAN SR U SRR ERRREN) o S e
e S -V E—
Albertson, Long Island--11534"
q g lsland 115349 Insert a field.
Mr.-George-Hershey|
Candyland-Chocolatef| Field 2
1-Cherry Loop
Batavi "N < York-10762 Please choose a field Field properties
atavia, New York-10762 Categories: Click the button below to set advanced field options
1 e
17 202
July-7,-2023] Field names: Formula.
1
~Mr -Hershev Addresstlock
Dear'Mr.Hershey:Y v
Ask
Author
AutoNum
AutoNumLgl
AutoNumOut
AutoText
AutoTextList
BarCode
sibliography
BidiOutline
Citation
Comments
Compare
CreateDate
Database Preserye formatting during updates
Description:
Calculate the result of an expression
el coes coce
Field ?
Please choose a field Field properties Field options

Categories:
Document Infarmation

Field names:

Author
Comments
DocProperty

FileSize

Info
Keywords
LastSavedBy
NumChars
NumPages
NumWaords
Subject
Template
Title

Description:
The document's name and location

Field Codes

Format:

Uppercase
Lowercase
First capital
Title case

EAdd path to filenamef

Preserye formatting during updates

Cancel

o FileName - the name of the
file; and it’s location (aka
“path”)

(excellent for locating the file
when you need it).

e NumPages

°

°

- the total number of pages in your document
SaveDate - keeps the date the document was last saved

Many of these fields are linked to the information saved in the File—Properties screen

Paul J. Montenero
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Mail Merge with Microsoft WORD & EXCEL

For the most common Mail Merge process, you need to first setup and populate a database in Excel, and then em-

ploy the Mail Merge Helper in Word.

Your Excel data should be setup to look something like this:

Mail Merge hd

select document type

What type of document are you

working on?
Title]| First Name Last Name Address City State| Zip o Letters
Mr. [Sean Connery 123 Secret Service Rd  |London NY 12345 ;T::'D::Sﬁges
Mr. |Dick Clark 1 Times Square New York NY 10001 Labels
Mr. |[Joseph Smith 53 Broadway Westbury NY 11590 Directory
Letters
Once you’ve created and saved your data in Excel, you can open a Microsoft Word document. Send letters to a araup of people.

From the Mailings tab, select Start Mail Merge® Step by Step Mail Merge Wizard. The

window, shown at the right, will be displayed.

The wizard will guide you through six steps to complete your Mail Merge. Let’s examine these

three steps in more detail.

STEP 1 —choose a Mail Merge job type

® The first step allows you to select the type of mail Merge document you want. For this

example we’ll select Letters. The Mailing Labels example will be discussed briefly later on.

®  (Click Next: Starting document on the bottom to move to the next step.

STEP 2 —choose a document

® Next to choose a document . Select Use the current document if you want to add mail
merge data to the current document displayed in Word; otherwise choose Start from a
template, which allows you to choose from any Word templates you have on your
computer. Or, if you’ve typed document and want to convert it to a Mail Merge form
letter, choose Start from an existing document.

® Click Next: Select Recipients on the bottom to move to the next step.

STEP 3 —Select recipients

® For this example, we need to choose Use and existing list, and then click the Browse
button.

‘¥ou can personalize the letter that
each person receives.

Click Next to continue,
step 1 of 6

g Mext: Starting document

ol Mail Merge - X

Select starting document

How da you want to set up your
lethers?

#®! Lse the current document
Start From a kemplate
Start From existing document

Use the current document

Start from the document shown
here and use the Mail Merge wizard
to add redpient information,

® A file open dialog window will appear. Be sure to set the Files of type box at the bottom of the window to

“Excel files” and then navigate to your excel file.
®  After you choose the worksheet, you will get the

window below showing all ofthe records (your (e ==
data) m the ﬁle' AH WIH be CheCked Offa tO eXCIude This is the list of redpients that will be used in your merge. Use the options below to add to or change your list. Use the
: chedkboxes to add or remove redipients from the merge. When your list is ready, dick OK.
any records, Slmply uncheck them. Data Source [v |Last Name + | First Name +|THe o [Address +|cty ~
Mail Merge DB (In...
Mail Merge DB (In... [¥ Tolstoy Ronda Ms. 30 Cucumber Avenue Gre
Mail Merge DB (In... [¥  Struddle Marilyn M. 235 N. Pond Avenue Free
@ Mail Merge 7 Mail Merge DB (In... [¥  Newsworthy James Dr. 2 College Way Gar
L Mail Merge DB (In... [¥ Smith Walter Mr. 56 St Patrick Avenue Gar
Select recipients Mail Merge DB In... [¥ Dine Robert Mr. 720 Northern Blvd Bro
®! Lse an existing list Mail Merge DB (In... [¥ Smith Joseph Mr. 1053 Broadway Bro
v
Select From Cutlook contacts Ma'l _ME@E [_”_3 ‘f” [ _Ea”e P‘ane MS' _PE?TX 31576 R Bro
« m v
Type a new list Data Source Refine recipient list
Use an existing list Mail Merge DB (Inv Aging).xds | 4] Sort...
Use names and addresses from a 1 ...
file or a database, % Find duplicates...
Browse. .. .| 4] Eind recipient....
[ validate addresses...
Paul J. Montenero paulj@clearcutcomputing.com Page — 12
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ey T .| ® Mail Merge v X

Insert Merge Field E]@

Insert:
" address Fields + Database Fields

Fields:
Dear-«Titlen-aFirst Marmes-| e |

First Mame

Address
City

- State

- Zip Code
- DOB
Age

; [ |
i Makch Fields... | Insert | Cancel |

Write your letter

If wou have not already done so,
write yaur letter now,

To add recipient information to
wour letter, click a location in the
document, and then click one of
the items below,

[Z7] sddress black. ..
m Greeting line...

*| Electroric postage...

I Postal bar code...

El Mare items...

‘When vou have finished writing
wour letter, click Mext, Then yau
can preview and personalize each
recipient's letter,

@ Mail Merge hd

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, click ane of the

STEP 4 —Write your letter (above) Follwing:
® The first four choices in this step are suppose to help you do a “block™ of field placements. g | RecpiEntil [y
I’ve foud that the last choice, More items, is easiest and more versatile. [ Find a recipiert..,

®  Start writing your letter, and where you want to put a field (a placeho
change from record to record), click the More items button.

®  Select the field you want and click Insert. The field is place where your cursor was. Click

Cancel to close the window.
® Repeat these last two tasks above until you’ve completed your letter.

STEP 5 —Preview your letters

®  You can use this step to move record-by-record through your data and see how it will look.

STEP 6 —Complete the merge

Make changes

Ider for data that will

‘ou can also change your recipient
list:

Edit recipient list. ..

Exclude this recipient

‘when you have finished
prewiewing your letters, click Mext.
Then you can print the merged
letters or edit individual letkers to
add personal comments,

L Mail Merge -

Complete the merge

IMail Merge is ready ko produce
wour letkers,

®  Print... finishes the merging and immediately prints your letters to the printer. To persanalize your letters, dick

e Edit individual letters... finishes the merge and displays the results in a new Word
document—one page per record. This is great if you want to perform some custom editing on
a few individual’s letters. Another beneficial use of this step is that you get to save the
resulting merge to a separate file, so you have a record of these specific merged documents.

"Edit Individual Letters." This will
open a new document wikh your
merged letters. To make changes
to all the letters, switch back to the
original document,

Merge
B print. .,
By Edit individual letters. ..

MAILING LABELS

In Step 1, we had the opportunity to choose Labels. Had we done so and
clicked next, Step 2 would have contained a button for Label Options, which
would bring up the window below. Here you get to pick from a library of
standard label sizes or create a new definition. ]

Once you click the OK button, you then proceed with Step 3 and, more
importantly, Step 4—which would allow you to once again insert fields onto
the label matrix. The matrix is simply a word table configured to the
dimensions of the labels you chose. IN THE UPPER LEFT CELL ONLY,
you insert merge fields just as you did in step 4 of the letter. When you are
done defining this first label, you click the Update all labels button and
proceed to step 5 as in the above instructions.

Printer information
" Dat matrix

@ Laser and ink jet Tray: [Default tray {Automatically Sele +

Label information

Label products: Awvery standard j

Product number:

—ord Label information

506 - Fils Folder Typs: Address
5095 - Name Badge Height: 1"
5096 - Diskette .

- Diskette Width: 263

- Address Page size! Letter (& & x 11in)

Details,.. Mew Label,.. ‘ oK | Cancel ‘
Paul J. Montenero paulj@clearcutcomputing.com Page — 13
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Quick Access Toolbar A

The toolbar will either be on the
left of the Title Bar, or below
the ribbon, on the left. It is File Home Insert  Draw  Design References  Mailings  Review Help PDFelem

'4 \
H - Aa Aa [§

alﬁv.ais ,Vl;s;ble—“‘}’l matter A Cowre | B3 |MENEE | @ Q [ Comemse
which ribbon you have iy ) -
. Y - © [=l Draft ") g = &= [] Gridlines EE Multiple Pa
dlsplayed_ Best of all, you can Read | Print | Web Immersive | [Vertical| Side O] Navigation Pa Zoom 100% 55 Page Width
. . i avigation Pane 1= Page Wi
customize it to hold your Mode (Layout| Layout Reader to Side g
. Views Immersive Page Movement Show Zoom

favorite command buttons! =

L i 0 _ SN T A e A -

Click the arrow button at the end of the Quick Access

H - 3 sugar-l sion.doc [Comyj . .
Sl To0/bar to reveal a list of buttons you can quickly add to
CENNEITN nsert [WIE Customize Quick Access Tooloar SRR your toolbar. Just click on each one you want.
B Cover Page ~ D [ New Art
e B Open However, there are hundreds of buttons available to you if
v Sa . . .
- " you click choice near the bottom of the list labeled, More
Pages Tables Emai
ommands. ...
L Quick Print gllc
E ¥ Print Preview and Print Tf LIUUL"\.[ .
- Albertson. T The screen below will appear:
) Read Aloud q ® To add a button, choose a category above the left
: v Undo Ic\‘h' j“im'ie( column and that column is filled with the list of choices
@ andyland-
. v Redo I-Cherry Lo (most are very long).
- Draw Table Batavia,Ne @ Select the command you wish to add to your Quick
; Touch/Mouse Mode ?111\"7 2023 Access Toolbar and
N More Commands.. 1 e Click the Add button in the center.
. Show Below the Ribbon Dear-Mr.-He¢ )
T ® Then you can use the arrow buttons on the right to move
§ Thankyout that choice up or down the list.
. Ourproduct
. fifteen-out-o
: i‘;?'f"“}mfa ® To remove a button from the Quick Access Toolbar,
. Yy € Welcom . . .
- q select it and click the Remove button in the center.
| SRR — |
Word Options 7 X
:5:: E“E Customize the Quick Access Toolbar.
_ Choose mmmandsfmm‘@ Customize Quick Access T:mlhar@
Proofing ‘ Commands Not in the Ribbon - ‘ | For all documents (default) - |
Save
Language = Browse for Themes... [<] 4 save
Accessibility = Bullets and Numbering. € Undo 3
Y — _Q Callout D ) Redo
&5 Ccallout Options Aa Change Case.
Customize Ribbon (ancel Aa Change Case [Change Text Case]
‘Quick Access Toolbar CC: Focus @ Print Preview and Print
Add-ins ‘& Cell Contents [Paste Cell Conten..
S— Cell Height and Width...
rust Center Cell Options... [Table Cell Options] El
El Center Vertically
<< R
e \ 2
Aa Change Case [Change Text Case]
fA  Change Styles 5
Change User Name...
Char Left
Char Left Extend
Char Right
Char Right Extend E‘ .
["] Show Quick Access Toolbar below the Customizations o
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Creating Templates

One of the file types in the Save As window was Document Template. This allows you to add your own
customized “wizard” or starting point to the list of those available on the File—New menu command.

Perhaps you want to create your own letterhead, or an empty newsletter frame. Templates is the way to go.

1. Create the “shell” of the document you wish to use over and over again.

2. Choose File—Save or File—Save As from the menu

3. Give it a name, but don’t worry about the Save in location; it’Il automatically be put in the templates
folder.

4. Inthe Save as type box, choose Document Template

5. Click Save

Now whenever you want to use this template, call upon it by choosing File—Open menu command; your template
will be listed there with the Blank Document template.

Changing Your Default Settings

Why does Word do so many annoying things automatically?

Two areas of Word might be of interest to you if you have ever asked a question similar to that above:

® General
® To change or update you own name, initials and address
®  Give help tailored to existing WordPerfect users (Help for WordPerfect users)

®  Change the behavior of the program to conform to WordPerfect (Navigation keys for WordPerfect
users)

e Display
e Update fields before printing
®  Proofing
® AutoCorrect Options is where you can make the following adjustments:
®  AutoCorrect tab
®  Turn off the automatic capitalization of the first word in a sentence (2nd check box)
e AutoFormat as you Type tab
®  Creating sequentially numbered lists automatically (Automatic numbered lists)

®  Formatting e-mail addresses and web addresses as hyperlinks —blue, underlined text
(Internet and network paths as hyperlinks)

®  Turn off the automatic spell check (Check spelling as you type)

®  Turn off the automatic grammar checker (Check grammar as you type)

® Turn off the choice to Ignore spell checking words in all UPPERCASE
® Save

®  Change what folder Word points to automatically when saving or opening a file (Documents choice
on list)

e Advanced

® Add your mailing address and Word will have pop-up balloons to quickly insert it.
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Some Useful Keyboard Shortcuts

FONT FORMATTING

Cut

Copy

Paste

Bold text

Italic text

Underline text

Increase Font Size of Selection
Decrease Font Size of Selection
Change case (text—Text—TEXT)
Open Format Font Window
Insert today’s date at the cursor

PARAGRAPH FORMATTING

Single space the paragraph

Double space the paragraph

Line-and-a-half spacing

Center

Align Left

Align Right

Align Justify

Indent

Create a Page Break at the cursor

New Line in paragraph (does not skip space)

MOVING AROUND

Go to the Beginning of the Document
Go to the End of the Document

Go to the Top of the Next Page

Go to the Top of the Previous Page
Undo the last command

Redo the previous Undo action

Print Preview

SELECTION TIPS

Double click on a word to quickly select that word.
Triple click on any word to select the entire paragraph.
Ctrl-click on a word to select the sentence.

MISCELLANEOUS

Delete the word to the RIGHT of cursor
Delete the word to the LEFT of cursor
Insert today’s date at the cursor

New Document

Ctrl+X
Ctrl+C
Ctrl+V
Ctrl+B
Ctrl+l
Ctri+U
Ctrl+]

Ctrl+[
Shift+F3
Ctrl+Shift+P
Alt+Shift+D

Ctrl+1
Ctrl+2
Ctrl+5
Ctri+E
Ctrl+L
Ctri+R
Ctrl+J
Ctrl+M
Ctrl+Enter
Shift+Enter

Ctrl+Home
Ctrl+End

Ctrl+Page Down
Ctrl+Page Up
Ctrl+zZ

Ctri+Y

Alt+Ctrl+I or Ctrl+P

Ctrl+Delete
Ctrl+Backspace
Alt+Shift+D
Ctrl+N
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