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Preface

Learn Microsoft Office 2019 is a step-by-step comprehensive journey through the Office
2019 applications, which includes visual and detailed explanations of concepts and
the opportunity to practice throughout using workplace examples. It contains full
coverage of the latest version of the Microsoft Word, Excel, PowerPoint, Access, and
Outlook suite of programs.

Before we turn our attention to the chapter details, let's consider the organization of
the book. This book is a comprehensive guide containing six main parts, allowing the
user to learn about the tools common to all Office applications. The parts include
common tasks across all Microsoft Office 2019 applications, Word, PowerPoint, Excel,
Access, and Outlook. You will definitely want to work through all parts of this book
as it will provide you with a way to work more productively and learn everything
you need to be proficient in the worlds of work, study, and home.

Who this book is for

The book is a step-by-step guide that assumes no prior knowledge, providing full
coverage of the Office 2019 applications from the basics to analyzing data, including
common challenges for working productively in the workplace or at home. Our
audience is anyone who is willing to add valuable skills, whether as a complete
starter or as someone looking to develop what they already know, to their
professional development path. This book will ensure that the student is equipped
with workplace skills, and would be useful for those undertaking certification exams
in each of these applications. It will also suit the trainer, lecturer, or organization as a
whole as it contains full coverage of Microsoft Word, Excel, PowerPoint, Access, and
Outlook 2019.

What this book covers

Chapter 1, Exploring the Interface and Formatting Elements, will make it easy for you to
create, manipulate, and work with documents using Microsoft Office 2019. You'll
learn about the interface layout, ribbon elements, and how to customize the default
behavior. We will delve into controlling font attributes, creating a style to speed up
the file formatting process, changing the spacing of paragraphs, and looking at text
alignment options. You will learn how to create and print professional-looking
documents.



Preface

Chapter 2, Creating Lists and Constructing Advanced Tables, will teach you how to
create bulleted, numbered, and tabbed lists using predefined or custom symbols and
how to alter the layout of lists. You will be able to easily integrate tables in documents
and to modify them in different ways. We will also cover some advanced features of
table creation such as sorting operations, managing a table that spans multiple pages
of a document, using formulas in a table, and converting text to a table.

Chapter 3, Creating Professional Documents, explains that Word 2019 includes an array
of features that aid in creating attractive and professional documents. This chapter
will teach you how to add references such as citations, a table of contents, and a
bibliography, and perform a mail merge using different methods. We will construct a
form using the Quick Parts feature, insert a cover page, and get to grips with
navigation techniques and working with long documents. There is also a section on
troubleshooting endnotes and footnotes, headers and footers, and links in a
document.

Chapter 4, Versions, Restrictions, and Comparisons, explains all about setting editing
restrictions and passwords on all or part of a document to prevent unwanted
changes. After learning how to collaborate, we will compare and combine document
revisions.

Chapter 5, The PowerPoint Interface and Presentation Options, teaches you how to
personalize the Backstage view and set various options. You will navigate the
interface and perform basic tasks, including creating, saving, printing, and
viewing presentations in PowerPoint 2019.

Chapter 6, Formatting Slides, Tables, Charts, and Graphic Elements, explains how to
easily add slides to a PowerPoint presentation and use predefined options to give the
slides a particular look and feel. In this chapter, you'll learn how to set up a

basic presentation, order a sequence of slides, apply a presentation theme and slide
layout, and reuse slides. You will also learn how to work with tables and charts,
which make data much easier to present and add to the impact of a presentation.

Chapter 7, Photo Albums, Sections, and Show Tools, covers how to set up a photo
album, add photos and captions, and customize the order and appearance. You will
also get to know how to navigate a presentation easily using sections and rename and
remove sections in presentations. You'll learn how to set up and manage slide shows,
control slide timing, and master the playback of audio narration. We also cover
master slides, check the consistency throughout a presentation, and look at options
for hiding or showing specific slides.
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Chapter 8, Formatting, Manipulating, and Presenting Data Visually, shows how to
personalize the Backstage view and set various spreadsheet options, and distinguish
between spreadsheet elements. You will be taken on a journey through formatting
elements to manipulate data, and will also learn how to print elements and set print
options. You will learn how to enhance Excel 2019 with decorative, professional-
looking charts such as the sunburst and funnel charts. You will gain all the skills you
need to format, print, and present data professionally.

Chapter 9, Applying Formulas and Functions, explains how to create a formula and
investigate the difference between a formula and a function. You'll also learn about
operators and formula construction using the correct order of evaluation. After
learning the different methods of constructing a formula, you will be introduced to a
number of functions from different categories located in the function library. To end
the chapter, we will highlight common formula errors and learn how to use named
ranges in formula.

Chapter 10, Analyzing and Organizing Data, covers the tools that effectively analyze
and organize data within Excel 2019. We will cover summarizing data using pivot
tables and charts and how to access the Quick Analysis Tools, work with maps and
the new 3D map feature, use Power Pivot to effectively build and use relational data
sources inside an Excel workbook, consolidate workbook data by creating a summary
sheet, build a relationship between datasets for easy reporting with Excel's data
model, and take a look at macros.

Chapter 11, Exporting and Optimizing Files and the Browser View, teaches you how
to export Office 2019 documents, presentations, and workbooks using different
formats. We will compress images and optimize presentation compatibility with
different systems. You will also save workbooks in comma-delimited format and
work with Browser View.

Chapter 12, Sharing and Protecting Files, explains that Office 2019 includes several
features for sharing and collaborating on documents, presentations, and worksheets.
In this chapter, you'll learn how to share files via different share methods and
locations. We will look at the Share with People option, saving files to OneDrive, the
different methods of sharing directly through email using PDF, and the attachment
options. We will also look at sharing options for Skype for Business and how to
present online, as well as via email and blog post.
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Chapter 13, Database Organization and Setting Relationships, introduces database
theory and distinguishes between database objects such as tables, queries, forms, and
reports, and explains how to switch between them. You'll learn how to organize your
table data and properties to set primary keys, thereby forming relationships between
objects in a database. You will gain an understanding of the different relationship
types and when they should be applied, and learn the rules for setting relationships
between two or more tables in a database.

Chapter 14, Building Forms and Report Design, takes you on a journey through the
creation of forms and reports. We will enter, modify, and format data on a form using
the different views and see the impact of deleting records. You will create and modify
report design, work with different report view modes, create reports based on table or
query, and master report headers and footers and manipulate controls.

Chapter 15, Constructing Queries to Analyze Data, is the heart of Access 2019. They
allow you to search and extract information from tables for analysis. In this chapter,
you will learn how to construct queries using the design view to analyze data, and
you will become knowledgeable about the different query types and their function.

Chapter 16, Creating and Attaching Item Content, takes you through the important
parts of the Outlook 2019 interface and shows you how to configure objects such as
mail, contacts, tasks, notes, and journals. We will set some advanced options, learn
how to manipulate item tags, and arrange the content pane. Search, print, and filter
tools, as well as how to configure send and delivery options to improve productivity
in the Outlook application, are also covered here. Lastly, we will professionally
format item content and learn how to attach content to an email.

Chapter 17, Managing Mail and Contacts, introduces you to best practices while
working with message attachments and to keep your mailbox clean and streamlined.
You will learn how to set up rules and manage junk mail options and create

or modify signatures within the Outlook application. This chapter will also teach you
to be proficient at creating business cards for contacts, and you will learn how to set
up and manage contacts and contact groups.

Chapter 18, Calendar Objects, Tasks, Notes, and Journal Entries, explains how to work
with calendars, appointments, and events, as well as explaining how to set meeting
response options and arrange calendars and calendar groups. You will work with
tasks and find out how to assign them to other Outlook users, as well as tracking
them via the status report tool. A section on journal entries is included, which allow
you to create and track items such as telephone calls, tasks, and documents relating to
a specific client along a timeline.
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To get the most out of this book

You will need the Pro version of Microsoft Office 2019 to run the code for all the
applications covered in this book, as well as access to a OneDrive account if you
would like to take advantage of the online sharing and collaboration features of the
suite.

Software/hardware covered in the book OS requirements

Microsoft Office Professional 2019 or the following

individual applications Windows 10 or macOS

Microsoft Word 2019 Windows 10 or macOS
Microsoft PowerPoint 2019 Windows 10 or macOS
Microsoft Excel 2019 Windows 10 or macOS
Microsoft Access 2019 Windows 10 or macOS
Microsoft Outlook 2019 Windows 10 or macOS

Alternatively, you can get Office 365 with the relevant apps as listed in the preceding
table.

Download the example code files

You can download the example code files for this book from your account
at www.packt . com. If you purchased this book elsewhere, you can
visit www.packtpub.com/support and register to have the files emailed directly to you.

You can download the code files by following these steps:

Log in or register at www.packt . com.
Select the Support tab.
Click on Code Downloads.

Enter the name of the book in the Search box and follow the onscreen
instructions.

L e

Once the file is downloaded, please make sure that you unzip or extract the folder
using the latest version of:

e WinRAR/7-Zip for Windows
e Zipeg/iZip/UnRarX for Mac
e 7-Zip/PeaZip for Linux
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The code bundle for the book is also hosted on GitHub at https://github.com/
PacktPublishing/Learn-Microsoft-Office-2019.In case there's an update to the
code, it will be updated on the existing GitHub repository.

We also have other code bundles from our rich catalog of books and videos available
athttps://github.com/PacktPublishing/. Check them out!

Code in Action

Code in Action videos for this book can be viewed at https://bit.ly/2WpM71iY.

Download the color images

We also provide a PDF file that has color images of the screenshots/diagrams used in
this book. You can download it here: https://static.packt-cdn.com/downloads/
9781839217258_ColorImages.pdf.

Conventions used

There are a number of text conventions used throughout this book.

CodeInText: Indicates code words in text, database table names, folder names,
filenames, file extensions, pathnames, dummy URLs, user input, and Twitter
handles. Here is an example: "Open the workbook called SSGRegions.x1lsx."

Bold: Indicates a new term, an important word, or words that you see onscreen. For
example, words in menus or dialog boxes appear in the text like this. Here is an
example: "The Function Arguments dialog box will appear where the user is able to
enter values as cell references to construct the formula."

Warnings or important notes appear like this.

Tips and tricks appear like this.
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Get in touch

Feedback from our readers is always welcome.

General feedback: If you have questions about any aspect of this book, mention the
book title in the subject of your message and email us
at customercare@packtpub.comn.

Errata: Although we have taken every care to ensure the accuracy of our content,
mistakes do happen. If you have found a mistake in this book, we would be grateful if
you would report this to us. Please visit www.packtpub.com/support/errata,

selecting your book, clicking on the Errata Submission Form link, and entering the
details.

Piracy: If you come across any illegal copies of our works in any form on the Internet,
we would be grateful if you would provide us with the location address or website
name. Please contact us at copyright @packt . com with a link to the material.

If you are interested in becoming an author: If there is a topic that you have
expertise in and you are interested in either writing or contributing to a book, please
visit authors.packtpub.com.

Reviews

Please leave a review. Once you have read and used this book, why not leave a
review on the site that you purchased it from? Potential readers can then see and use
your unbiased opinion to make purchase decisions, we at Packt can understand what
you think about our products, and our authors can see your feedback on their book.
Thank you!

For more information about Packt, please visit packt . com.
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Section 1: Word

Microsoft Word 2019 is included in Microsoft's latest office desktop productivity
suite, Microsoft Office 2019. This part of the book introduces end users to Word 2019,
identifying its new features and demonstrating how to use it to create, format, and
work with documents. You will cover everything you need to know to start using
Word 2019 productively in the workplace, at home, or for certification purposes.

Beyond the basics, you will cover a range of tasks, from working with graphic
elements and performing picture corrections to modifying tables and adding
references, such as citations and a table of contents. This part of the book also covers
the many ways that Word 2019 supports real-time collaboration and the sharing of
documents.

Throughout, new features of the application will be highlighted for you, and you'll
learn shortcuts to speed up everyday tasks. Once you reach the end of this content,
you will have grown your knowledge and skills to an advanced level and will be a
pro at creating Word 2019 documents.

In this section, we will cover the following chapters:

e chapter 1, Exploring the Interface and Formatting Elements
e Chapter 2, Creating Lists and Constructing Advanced Tables
e Chapter 3, Creating Professional Documents

® Chapter 4, Versions, Restrictions, and Comparisons



Exploring the Interface and
Formatting Elements

Welcome to the first chapter of Learn Microsoft Office 2019. This chapter will show you
how to create, manipulate, and work with documents using Microsoft Word 2019.
You'll learn about the interface layout and the ribbon elements, as well as how to
customize the default behavior.

We will look at controlling the font attributes, creating a style to speed up the
document formatting process, changing the spacing of paragraphs, and looking at the
text alignment options. In addition, you will learn how to use Word 2019 to create,
print, and review professional-looking documents.

The following list of topics is covered in this chapter:

e An overview of the interface features

Creating and opening documents

Selecting, rearranging, and duplicating text
Setting the printing options

¢ Formatting text, styles, and paragraphs

The skills mentioned in this chapter are important for building up your confidence to
work on the later chapters of this book.

the Microsoft Office suite applications and can be accessed and used

The various interface features we will talk about span across all of
8 using the same method shown for Word 2019.
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Technical requirements

To understand the contents of this chapter, you should be able to locate and launch
the Microsoft Office 2019 applications from the Windows environment.

To benefit from the contents of this book, it is imperative that you are able to follow
along with and work through the examples demonstrated in each chapter. The
examples used in this chapter can be accessed from https://github.com/
PacktPublishing/Learn-Microsoft-Office-2019.

An overview of the interface features

In this overview, you will learn about the elements of the interface and be able to
recognize some new features that have been incorporated into the latest update of the
desktop versions of Word, PowerPoint, and Excel 2019.

This topic will focus on all three aforementioned applications. The reason for this is
that most of their interface features and explanations are identical. Let's browse
through the environment and learn about the different elements that make up Office
2019 applications.

The title bar

The title bar area is located at the very top of each program launched on the Windows
environment. This bar displays the name of the file you currently have open.
Normally, when you launch Microsoft Word, the blank page displayed is titled
Documentl. This means that you have not yet saved any elements that have been
added to the document.

In the following screenshot, Document7 is printed in the title area as this is the
seventh blank document that I have opened (this is the same as using the
seventh piece of paper from a notebook):

Document? - Word Linda Foulkes

You need to save the current document to keep its changes. The title bar also houses
the Quick Access Toolbar (QAT) and the program manipulation icons to the right of
it.
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The QAT

To the left of the title bar, you will find the QAT. This toolbar contains, by default, the
save, undo, and redo icons. You can easily add frequently used icons to the QAT by
clicking on the small arrow icon that is always present at the rightmost end of the
QAT, as shown:

Customize Quick Access Toolbar

s Mew
D Open
Paste
= ¥ Format Painter ¥ Save
Clipboard E Email
= 12 Quick Print

Print Preview and Print

Spelling & Grammar

Read Aloud
. Undo
r‘_‘ Redo
B Draw Table
= Touch/Maouse Mode
- More Commands...
u-« Show Below the Ribbon

Icons that already display a checkmark next to them indicate that
the icon is already an option on the QAT. You simply have to click
on the name of the shortcut that you want to add to the QAT.

You can select the More Commands... option, which opens a dialog box that allows
you to search for any additional icons from the comprehensive list of Office 2019
commands. The Show Below the Ribbon option is used to change the location of the
QAT to display it below the ribbon (just above the ruler bar).
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Using tabs and groups

The tabs are a list of words that you can use to access the program functions. They are
located just underneath the title bar and span the Office 2019 environment from left to
right. These are similar to the file divider tabs that you would use in an office. There
are quicker ways to complete simple tasks, either by right-clicking your mouse button
or using shortcut keys, but you will always find more comprehensive options when
using the tabs.

Simply click on a tab with your mouse pointer to make it active, then use the icons it
offers. Familiarize yourself with the contents of each of the tabs. Knowing exactly
where to go to perform a certain action in the program is of the utmost importance
when taking any certification exam:

k‘ File Insert Design Layout References Mailings Review View Developer Help
Double-clicking on a tab will collapse the groups underneath it.

Simply double-click on the tab to return the groups.

You will find that when selecting a tab with a mouse click, various groups are defined
on the ribbon via light separation lines that define boxes around groups of icons:

Home Insert Design Layout References Mailings Review View Developer
ot . :

P« Tahoma ~110 ~|A A Aa- A —ri=-ior =3 3] 1
z kL _— = = = iy
Paste U-aeXx, X’ | A~ ~-A~-  BE=E==|E> Q-it-~

= ¥ Format Painter

B I
Clipfllo\oard P I\ F?Tr\]t F / Paragraph =

Group Group separator line Group Group

Most of the group sets in Office 2019 present a show dialog box arrow, where you can
access more options relating to a group of related icons. For instance, to access the
Page Setup dialog box within any of the Microsoft Office applications, click on the
arrow, as shown:
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File Home Insert Draw Design Layout References Mailings Review View Developer Help Acrobat Q Tell me what you wan
T Calibri (Body) ~|11 ~| A A" Aa- A SLiELise |EE 8 g X
| i ETET R (== AaBbCeDe| AaBbCeDe AaBbC( AsBbCcl
Paste o g - oAk Ll EE== 1= - B o i
N & Format Painter I U -akex, X [A-¥-A =E=== = Sy - o ThNormal | TNoSpac.. Headingl Heading2
Clipboard ] Font ] Paragraph [F] Styles
L "2‘"1‘"g‘"1"'2"‘3""‘"‘5"'5‘"'ParagraphSettings

Fine-tune the layout of the current
paragraph, including spacing,
indentation, and more,

sl -2

In the next section, we will look at how to access ribbon commands if your mouse
stops working or you prefer using the keyboard.

Using shortcut keys to access the ribbon

Pressing the Alt key on your keyboard grants you access to the shortcut keys
available for each of the tabs. If you look at the tab shortcuts available (see the
following screenshot), you will see that the Insert tab shows N as the shortcut key:

Sign in

Document? - Word

Design  Layout  References  Mallngs  Review View Developer Help  Aachat @ Tellmewhatyouwentt do

T i & L Find
D Calibri (Body) ~|11  ~ AaBbCcDc AaBbCeDe AaBb(Ce AaBbCel /—\a |j - |28 Replace [E
3
TNormal | TNoSpac.. Heading 1 Heading2 — Title 5| | o | CresteandShare Request
$ T AdobePDF  Signatures

Paste . 2
" ®FormatPainter | B T U vabe X X

Clipboard ir] Font [ Faragraph e} Styles | Editing Adobe Acrobat ~

If you press the N key on your keyboard, further shortcut keys will present
themselves for each of the options available under that specific ribbon:

Dacu

File Home Design Layout References Mailings i View Developer

v - P
& Cover Page~ D W

o Pictures L) Teons
[[Mknk Page EH nline Pictures @ Models ~ gﬂreenshot' o
Table a My Add-ins ~ Wikipedia

"l_',ﬁf-‘age Break = L_i_- Shapes = Emartﬂrt
TM trations Add-ins

Pages H

F Get Add-ins

Using these shortcuts allows you to quickly access the various tabs and options
without using the mouse.
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Accessing the rulers

We use the ruler bars (vertical and horizontal) in Word 2019 to measure and set the
distance between tabs, margins, the page layout, and the header and footer distances.
You can adjust these settings using the mouse pointer or the relevant dialog box
settings. Rulers can also be accessed on PowerPoint slides when you are working
with bullet-pointed or numbered lists.

To remove or display the ruler bar, click on the View tab and then check or uncheck
the checkmark option next to Ruler:

Mailings Review i Developer

[] Ruler Q [E) DGneF'age
200

L] Gridlines EE Multiple Pages
Zoom 100%
[ Navigation Pane £l Page Width
Show Zoom

Minimizing the ribbon

To allow more space to work with documents, simply fold away or minimize the
ribbon. This can be achieved in more than one way:

¢ Use the Collapse the Ribbon option (the tiny upward-facing arrow) to the
right of the ribbon to hide everything on the ribbon except the tabs. If you
click on a tab, it will unfold the ribbon options for that particular tab:

- EEX {:” 2 AutoSum - AY
H H : Z
¥ Fill - _
Insert Delete Format Sort & Find &
- - - Clear~ Filter = Select -
Cells Editing )
Collapse the Ribbon (Ctrl+F1)
Meed a bit more space? Collapse the
p Q ribbon so only the tab names show,

[14]



Exploring the Interface and Formatting Elements Chapter 1

After selecting the desired options from the tab, take your focus back to the
document by clicking back on the document. The ribbon will fold away
again.

¢ To display the ribbon permanently, click on the ribbon display options icon
to the left of the minimize icon on the title bar:

Eal

|~— ------ Auto-hide Ribbon [
* Hide the Ribbon. Click at the top

a Ij A Find of the application to show it.

_ - EEC Repl F Show Tabs
Title [} Sele Show Ribbon tabs only. Click a

tab to show the commands.

4|

P Editin
17. 1 .18 — | Show Tabs and Commands
= | Show Ribbon tabs and
commands all the time.

This drop-down list also allows you to auto-hide the ribbon and to only show the
tabs. Alternatively, you can click on any tab to select it and then double-click on the
tab heading to hide the ribbon; then, double-click on the tab heading again to un-hide
the ribbon. The ribbon display options icon provides another method of auto-hiding
the ribbon and showing the tabs and commands.

Adding items to the status bar

The status bar is located at the bottom of the Office 2019 environment. It displays
information about the current file you are working on and provides quick access to
some tasks. Right-clicking on the status bar provides you with a shortcut menu to
make changes to it. You can add or remove items from the status bar:

(4] ] C

Pagelof1 Owords [ English (South Africa) 23] H OB E - | + 9%

Right click here
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A tick to the left of an option identifies that it is already active. When we say

active throughout this book, we mean already selected, visible, or selected. To add or
remove an item from the status bar, simply click on the desired option in the shortcut
menu:

<_r Customize Status Bar
m v View Indicator Slide 1 of 1
™ Theme "Office Theme" . .
- o lick to add title
; v Language English (South Africa)
- | Signatures Click to add subtitle
; v |nformation Management Policy
- v Permissions
m
2 v Upload Status
f v Document Updates Available
T v Notes
Y | v Comments
—~ v View Shortcuts
o; v Zoom Slider
; v  Zoom T4%
v Zoom to Fit
Slide 1 0f 1 English (South Africa) |} = notes WM Comments IEN S5 B

Average, Count, and Sum are the default functions that reside on
the status bar. They provide a result when selecting values on a
worksheet in Excel 2019. To change how these values are
calculated, right-click on them and select another function to
perform. If you highlight a range of numerical values on a
worksheet, Excel will display the count, sum, and average of those
values on the status bar.

Using the help facility

Office 2019's help function can be accessed by pressing the F1 keyboard key, which
opens the Help pane to the right of the worksheet. You are able to select a topic of
interest from the list provided, which offers further sub-topics until you find what
you are looking for. Alternatively, you can search for a topic using the Tell me what
you want to do feature located along the top of the ribbon at the end of the list of tabs:

1. Simply click to the right of the light bulb icon, located to the left of the
empty placeholder (see the following screenshot).
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2. Start typing a question and the feature will offer suggestions as you type:

Q construct aI »
> AutoSum L\} *
I8 Math & Trig >
gx!  Display the Alt Text Pane

(i Accent r
= Align Top

Help

9 Get Help on "construct 3" *
Srnart Lockup on "construct 8"

3. Click to select a topic from the drop-down list to obtain the help topic you
require.

Now that we have learned how to navigate the user interface, let's learn how to create
documents in the next section.

Creating documents

Opening, saving, closing, and creating new documents from templates are very
similar procedures in each of the Microsoft Office 2019 applications. The Backstage
view can be accessed via the File tab in each of the applications and requires the same
steps to complete these tasks. The Backstage view is where files are managed in terms
of creating, saving, printing, sharing, inspecting, and setting the interface options and
properties.
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In the following table, you will find the introductory steps to work with documents in
Office 2019 applications:

Skill

Creating a new
document

Saving a document

Closing a document
Creating a new
document from a
template

Saving a document
as a template

Opening saved
documents

Closing a document

Switch between
open documents
Open a recent
document

- Interface Navigation

File | New | Blank document

File | Save OT File | Save As (OT press Cirl + 5 on the
kevboard) :
« Navigate to the drive, location, or folder that
vour file resides in
+ Click on OK to save the document
File | Close
File | New, then select a template from the list
provided, or search for templates online using the
search box provided. Click to open the selected
template.
File | Save As | Browse, then select document template
(*.dotx) from the Save as type: option. The folder will
automatically update to the application template
default. Click on OK to accept.
+ File | Open
* Navigate to the drive, location, or folder that
your file resides in
« Double-click to open the document

File | Close or click on the X located at the top right of
the interface
Go to View | Switch Windows

File | Open | Recent, then select the recent file from the
list provided

A blank document in Word 2019 is a template with predefined fonts and attributes, as
well as margins and page orientation settings. There are two blank document
templates available—the single-spaced blank and the blank document options. The
only difference between the blank document template and the single-spaced blank
template in Word 2019 is the line spacing and paragraph spacing settings. Both
documents are empty and have no text or objects added to them.
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The following diagram displays the difference in file extensions when saving a
document as a template compared to saving it as a document:

@ ] It is easy to identify a document
] SafestFurkidsQ. docx template via its icon as the picture
Wl SafestFurkidsQ.det  differs from the normal document icon

A template is a presentation with a predefined look and contains
default text, layouts, and even animations. Templates are often used
as a starting point for presentations, documents, and
worksheets—especially in the 2019 version, as there are many
professional animated effects, budgets, and reports available.

They have been created to suit the needs of the user and are often a
quick way to get things done. The file extension for a template
differs from that of a normal document. For instance, the file
extension for a Word document is . docx, whereas the file extension
for a Word template is . dotx.

When using Office 2019, you can search and download templates from the internet
from within the application. Categories are available just below the search bar and
guide the user when searching online. To search for templates online, you must have
a working internet connection.

Setting the printing options

This section will show you how to select basic printing options for a document,
specify pages to print, and set properties for a document prior to printing. There are
numerous methods to achieve the same result in Word 2019. We will concentrate on
the most productive methods when dealing with page setup.

Changing the page margins

1. Click on the Layout tab.
2. Click on the Margins icon located under the Page Setup group.

[19]
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3. Select a format from the available predefined options (the default is the
Normal setting):

File Home Insert Design Layout
E D-@ IE "= Ereaks -
: _ D _ (Y Line Numb
Margins Orientation 5ze Columns
- - - - b{- H}fphEﬂEtiD

Last Custom Setting
Top: 253 cm  Bottom:
Left: 2.5 cm  Right:

Sdem pan
cm

-
i

-

=

Mormal
Top 254 cm  Bottorm: 2.54 em
Left: 25 cm  Right 2.54cm

4. Click on Custom Margins... at the bottom of the list to control the
adjustment of the margins.

5. Adjust the margins by typing a value into the placeholder or using the spin
arrows to move up and down to increase or decrease the margins in
centimeters.

Changing the page orientation

There are two types of page orientation—Landscape and Portrait. When you create a

new document, the page orientation is set to Portrait by default. The
Landscape option is often used to accommodate large tables in Word documents or
Excel reports with numerous columns:

LANDSCAPE

PORTRAIT
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To change the orientation, follow these steps:

1. Click on the Layout tab in Word 2019, or the Page Layout tab if using Excel

2019.
2. Choose Orientation, then select the desired layout—either Portrait or
Landscape:
File Home Insert Design Layout
7= [
- D ) [ Line Numb
Margins Orientation  Size Columns
- - = = bt Hyphenati

D Portrait
L 1o
4 D Landscape

Changing the paper size

It is a good idea to check the paper size and make adjustments before creating or
printing a document. Not doing so could lead to a number of formatting
complications or problems when printing the document on the desired printer. Most
printers use an A4 (210mm x 297mm) paper size and not Letter, as we will cover
shortly. If your document does not print properly, always check this option first!

To change the paper size, follow these steps:

1. Click on the Layout tab. From the Page Setup group, click on the drop-
down arrow below the Size text:

Home Insert Design Layout

@ [E ’# Breaks =

) . ; £ Line Mumb
Drientation  Size  Columns a
- - - bc Hyphenatig

|:| Letter
21,59 cm x 27.94 cm

D Legal
21,59 cm x 353,56 cm
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2. Choose the desired paper size from the list provided. In this case, we will
choose an A4-sized paper. If you do not see your desired paper size in the
list, choose More Paper Sizes... from the bottom of the list to access the

Page Setup dialog box.

Changing the print options
Before printing a document, you should check the Print Layout view to see whether
the page layout, margins, and document content looks professional:

1. Click on the File tab to access the Backstage view, then select Print from the
options provided:

® o
. Print Choose number Print Preview
n] Home
Copies 1 = : 0
B e = of copies to print

Printer Click to select a
HP Desklet 3630 series different printer v
= .,,D clet 3630 series . P @

Printer Propertie

Settings Click to change printer
- . settings — these will differ
depending on printer type

amrr

sy
mo e e

The most common Page Setup
options are displayed here.
Click on Page Setup at the
bottom of the list to access
more options

Scale the preview

ity %

ICARG

2. The settings on the Print backstage are the same in all of the Office
applications, with only a few changes depending on whether you are
printing a document, presentation, workbook, or worksheet. These are
explained in the chapters dedicated to each topic throughout this book.
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Setting the collate and page options

Collating is the sequence that you want multiple copies of a document to be printed
in. For instance, if a document consists of six pages and you would like two copies of
the document, you may wish to print page 1 of the document six times, then page 2,
and so on. Alternatively, you may want to print pages 1 through 6 and then 1 through
6 again:

Seftings
||:D Print All Pages
The whale thing
Pages: i
E Print One Sided .
Only print on one side of th...
||=|:|-|=|:| Collated -
123 1,23 123

Portrait Orientation -

Letter

770

21.59 cm x 27.94 cm

2

[]

D Narrow |':f13rgin:
=

Left 1.27 cm  Right 1.27..
1 Page Per Sheet -

Page Setup
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Go to the Settings option to instruct the document to print on both sides of the paper.
This option can be accessed by selecting the drop-down arrow next to the Print One
Sided heading. Select Manually Print on Both Sides from the list provided. You can
also set options through the specific printer that you choose by going to the printer's
options or by using the Print settings list, which can be accessed by going to File |
Print within Word 2019.

Depending on the type of printer that is connected, the options will differ slightly,
such as offering you the choice of printing automatically on both sides of the paper or
even using different terminology for this feature, such as duplex printing.

Printing background colors and images

You can apply themes or include images to the background of your Microsoft Word
documents. When printing documents with themes and images, you might notice
that the background color or image doesn't print with the other document content. To
fix this, follow these steps:

1. Go to File | Options.
2. From the Options dialog box, click on the Display heading.

3. Locate the Printing options heading and select Print background colors
and images:

Printing options

Print drawings created in Word G

| :Print background colors and images!

4. Click on OK to save the changes.
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Setting pages to print

Often, you will need to fit more than one page from a document onto a landscape or
portrait page. This option is great for booklet-, manual-, or brochure-type layouts. To
select the number of pages to be included per sheet, go to the Settings section located
at the bottom of the Print Settings list:

Settings

1 Page Per Sheet

2 Pages Per Sheet

4 Pages Per Sheet

I |
= B[O

HHH & Pages Per Sheet
EEEE 3 Pages Per Sheet
ooog

oAl 16 Pages Per Sheet
ooog

IE Scale to Paper Size k

m

1 Page Per Sheet -

Note that if you are using PowerPoint or Excel, the options will be
slightly different.
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Inserting page breaks

At times, headings (or the first line of a paragraph) end up at the end of a page. These
headings or paragraphs might need to be forced to the top of the next page. If you
need to leave space for a particular graphic or chart at the end of a page, you can force
a break at the desired position in the document. You can insert a page break or a
blank page at any point in a document by taking these steps:

1. Position the mouse pointer on the text that you want to force onto the next
page. Alternatively, you can position your mouse at the start of the location
where you want the space to be inserted:

Layout References Mailings Review
'ﬁ Breaks - Indent Spacing
Page Breaks
Page
’ Mark the point at which one page ends
and the next page begins.

2. Click on the Breaks icon in the Layout tab or select the Page Break option
from the Insert tab:

W

B3 Cover Page~ D

[ Blank Page

o Table

*— Page Break =
Pages Tables

There is another method of inserting a forced page break via a
keyboard shortcut key:

1. Place the mouse pointer at the desired position in the
document where you want to include a break.

2. While holding down the Ctrl key on your keyboard, press
the Enter key.
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Formatting text, styles, and
paragraphs

Formatting means changing the way your document looks. A character is a letter,

number, or symbol that makes up the text of your document. We will look at the
formatting of characters and paragraphs in this section.

To format text in a document, we can use the icons under the Home tab or the mini
toolbar. Although you cannot edit through the mini toolbar, when select text in a
document, it offers you the frequently used formatting options. If you rest your
mouse pointer on the mini toolbar, it stays active. If you ignore it, the mini toolbar
becomes transparent, disappears, then reappears when you next select some text to
format:

Century Goth |12 ~| A" A7 & ‘ﬂ.dv
B I U3~ * 3= v i= ~ Styles
B L Furkidec -
Safest Solutions Group
Street Address

Remember that the icons in the ribbon can easily be identified by placing your mouse
on the icon for a second. This presents a tooltip with a short description of the icon.
We will investigate the various formatting options under the Home tab in the
following section.

Basic text formatting

1. Select some text to format in your document.
2. Locate the Font group, then select the Font drop-down arrow.
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3. Alist will unfold, listing a number of fonts. Your frequently used fonts are
listed near the top of the list. The list is in alphabetical order. Each font type
presented in the drop-down list is written in that font, demonstrating how
it will look. Select the desired font by selecting it with your mouse pointer.
Alternatively, start typing the font name you want to use, then press Enter
on your keyboard to apply it to the selected text:

Home Insert Design Layout References Mailings
o Cut CenturyGothi®l 10 ~ A" A" Aa~ A |
) C
F Copy Theme Fonts -
N Format Painter . )

Arial (Headings)
phoard P .
Times New Roman (Body)

Recently Used Fonts
Roboto

4. To select a point size to apply to the text, simply click on the tiny arrow just
after the font face list. Choose a point size from the list provided or enter a
font size of your own by typing it into the number placeholder provided.
For example, you can type the size you require into the text area, replacing
the size 11 font with size 13. Don't forget to press Enter once you are done!

5. Next to the font size icon are two icons—one for increasing and the other

for decreasing the font size. This is another quick method of changing the
size of elements in a document:

Calibri (Bedy) - |10 |= A A
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6. The bold attribute can be applied to make text bold by clicking on the bold
icon on the toolbar. The procedure is the same for the italic and underline
icons. By clicking on the drop-down arrow to the right of the underline
icon, a list of underline styles will appear. There are also shortcut keys for
all of these attributes, which are Ctrl + B, Ctrl + I, and Ctrl + U, respectively:

Century Gothi ~|11 - A A Aa- &

B I U ~abex, x* [-¥-A-

[+

[amne
More Underlines...

& Underline Color »

If you see that a formatting control (such as bold, italic, or underline) is selected, it
means that the option is already active on the selected text or paragraphs in the
document. To remove the formatting, simply select the paragraph or text that has the
formatting applied to it and click on the relevant icon on the ribbon. Sometimes, there
are multiple formats applied to the same selection in a document. If so, you will need
to remove the formats from them individually. This concept works in much the same
way as a light switch; you can switch it on and off using the same button.

[29]



Exploring the Interface and Formatting Elements Chapter 1

Changing the font colors

1. Select some text and locate the font color icon on the toolbar:

- —

Century Gothic -1 -

e
Il
4

B I U ~abex x &

A
I

=
4
¥
4

4
3=
w
4
=
p'l
s ]
4

ca
ar
inf

. I“IIIIII
o

Standard Colors

mn EEEER
v More Colors..
[l Gradient »

2. In the preceding screenshot, the A icon has a colored line directly below it.
This indicates what the last selected font color was. If you select some text
and then click on this icon, the selected document text will change to this
color. The icon's line color is black by default. To change the color, click on

the arrow next to the font color icon. A color palette will appear, where you
can select a different color.
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3. Click on the More Colors... option in the font drop-down list. A dialog box
will appear, where you can select from a palette of additional colors:

EStandardE Custom OK

Lolars: Cancel

Current
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4. By clicking on the Custom option above the color wheel, you are able to
select specific tones of color using either the RGB or HSL color models:

Colors: Cancel

Standard

L |
Color model: | RGE =
Red: =
- 0 z Mew
Greer: 0 =
Elue: ° : .
Current

5. Once a specific shade of color is selected for a particular purpose, it is
always a good idea to jot down the RGB color model numbers. This way, if
you want to produce the exact same color again—for example, for some
promotional material for a marketing brochure—you can type in the
specific RGB colors into the relevant fields to get the same color. This is
especially useful when working across multiple Office 2019 applications.

To change a paragraph's fill color, use the fill bucket icon located

under the Paragraph group. Apply the color to text or an entire

paragraph by selecting the text. Alternatively, use the borders and

shading icon, also located under the Paragraph group. Select the
desired option in the Apply To: drop-down list box.
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Adding text effects

The text effects and typography icon is located under the Font group. Simply click on
the A icon to add some creativity to selected text or paragraph headings:

A-¥-pA- ==== 1=- D

A A A A A

]

A A A A/

Removing text formatting

The clear all formatting icon is an excellent way of getting rid of multiple formats on
selected text, as well as to return text to the plain default text:

1. Simply highlight the text that you wish to remove formatting from.
2. Click on the clear all formatting icon:

Home Insert Draw Design Layout References

Calibri (Body) ~ |11 ~| A A  Aa~ |4

= g | =
% Format Painter 8 Ik U-abex, x| A-%F -4

phoard P Font P

3. The text is now set to the normal font attributes.
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Changing the casing of text

Word specifically provides an icon to change between different text case options. This
icon is located under the Home tab, to the right of the increase and decrease font size

icons:

1. Select some text or a paragraph.
2. From the Home tab, select the change case icon:

. —

A A Aa- P | = -iz -
Sentence caze.
lowercase
UPPERCASE
Capitalize Each Word

tOGGLE cASE

3. Select the case you would like to apply to the selected text or paragraph.

4. You can also use a shortcut key to cycle through the change case options.
After selecting the text that you want to change to another case type, press
the Shift key on your keyboard and hold it down while you press
the F3 function key (if you are using a laptop, you may need to press
the Shift key, the Fn key, and the F3 key together).

Copying multiple formats

The format painter tool allows you to copy multiple formats from selected text to
other parts of a file. It is normally used to copy heading styles from one heading to
another, which can save a huge amount of time instead of repeating formatting
manually over and over on each individual heading:

1. Select some text to format.

2. Format the text—for instance, set it to bold or underline or change the font
color to blue, the font size to 20, or the font face to Courgette.

3. Make sure the text stays selected once the formatting is complete.

4. Double-click on the Format Painter icon located under the Clipboard

group:
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s

[

Paste
- ¥ Format Painter

Clipboard P

5. Double-clicking on the Format Painter icon allows you to copy the
formatting more than once.

6. Notice that the mouse pointer changes to a brush shape when hovering
over text in the document:

Job Description

safest Solufions Groug employsd Employee N
During the year of employ she managed the i
waorkshops, our internal newsletter to clients an
Employee Mame decided to sxplore her care
different veternnary groups worldwide.

A[Monaging and Admin Skills

Employee MName is an intelligent and veny moti
her furpets. She is more than capable of man

7. Select the next heading in the document to apply the format. Once this is

complete, you will see that the text is now formatted in the same way as the
first heading.

8. Repeat this process until each of your document headings have the new
format.

9. To stop the format painter, simply put the icon back in place by clicking on
the format painter icon on the ribbon. Alternatively, press the Esc key on
your keyboard.

The format painter icon is also available on the mini formatting
toolbar.
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Formatting using font attributes

Some character formats are not available through the toolbar icons. You will have to
use the Font dialog box to access them:

1. Select the text you want to format.
2. Go to Home | Font, then click on the attributes below the Effects heading
that you would like to add to the selected text:

Effects
|:| Strikethrough |:| Small caps
[] Double strikethrough [ & caps
|:| Superscript Dﬂidden
[ ] subscript

Once you have altered the options in this dialog box, you will be able to preview the
changes at the bottom of the dialog box. Be sure to go to the underlined options to see
what options are available to enhance your document.

Changing the text alignment options

There are different types of alignment options in Word 2019. You will find each type
located under the Home tab:

= | = i

Paragraph

The alignment options are located under the Paragraph group, as shown. After
applying each of the alignment types, you will see the following result:
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| i - N
. R . Safest Solufions Greup employed Employes Name at a vetednary nure duing 2018.
Le_ftAhgnment. WOF'dS are ]'jned up | During the year of amploy the managed the front office, the delivery af aur manthily
. 1 . our inh | ther lo chent ind 1 lations,
neaﬂy 0!’]]'],10” the ;'eft—handyde | workshops, our intemnal newsletier fo chents and assisted me dudng corsuliations
Employes Name is on infeligent and very thotivated indnidual with a defirite love for
her furpets. She is more thon copoblelef managing oll administrofive duties

R!ghtAJ'!gnment WOde are l'.‘ﬂed independently and ol iged two ofher inferns who joined cur sungery for six
ooy

up neatly only on the right-hand

Her delivery skills as a werkshop coordinator are supesior and she has excelent I
command of the English language with an added banus of a fitle conversational |

) Itakan and Sponish. She i an infeligent and motivated indnadual. She produced a high- |
Center Alignment: Words centred quality newsletter every wo weesks ond never missed o single deadine. Empioyee |

between the tWO—.U age margfns I hame's computational skils are fop class with knowledge of all veierinary softwane and 1
1 2an adapt is any varion updaies. Her knowledge of Excal Word, and PowerPaint i at |
| on advanced level and she ako managed her Oullock colendar, lasks and cantact |
. . information with meticlouness 1
Justify: Words line up neatly on the !

left- and right-hand side margin

The justify option is very useful when you want to create professional documents to
meet any legal formatting requirements.

Applying a drop cap
A drop cap is the inclusion of a large capital letter at the start of a paragraph.
Dropped caps are usually found in children's storybooks:

1. Select the first letter of a word at the start of a paragraph.

2. Click to select the Insert tab, locate the Text group at the end of the ribbon,
then click on the drop cap icon.

3. Choose a drop cap style to apply to the selected letter:

a=| E - [# - | T Equation

4 - B €2 Symbol -
Text
Box~ N

Mone

A Dropped

A In margin

A Drop Cap Options...
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4. The drop cap is inserted into the document:

afest Solutions
of employ she
aur internal ne

5. From the Drop Cap Options... option, you can edit the font face, line, or
distance attributes.

Inserting special characters and symbols

1. Click at the end of a word or anywhere in a document where you need to
place a symbol.

2. Click on the Insert tab, locate the Symbol group at the end of the Insert
ribbon, then click on the drop-down arrow next to Symbol:

TL Equation -~
€2 Symbol - %

£ € O =~ @
G & 9 © &
Q0 % % o v

» O & =

) More Symbols..,

3. Your recently used symbols are listed in this list. To access more symbols,
click on More Symbols... to populate the dialog box with a range of
symbols:
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Special Characters

Font: | Calibri ~ | Subset:| Latin-1 Supplement ~
. -

ulviwlx|ylz|[{]|IIl} "~ |¢li¥:
§l 7O 2 |«|=| -] [ [£]2]3 |unl"
e || %l é |AIAAAIAAIE|C|E
EIE[E[I|T|T]|I|D|N|O|O|O|O|O|x|@|U
Becently used symbals:
£|€|i|~| @/ 6/0|0| 0@ 0=|z|o|v|+|r
Unicode name:

. Character code: | D0AZ from: | Unicode [hex) |~
Pound Sign
AutoCorrect.., Shortcut Key... Shortcut key: Alt+0163

Insert

Cancel

4. Click on a symbol that you wish to insert to the document. You can apply
formatting options to symbols just as you would any other text.

5. Special characters allow you to insert different dash types, as well as
commonly used characters such as the copyright, registered trademark,

and trademark symbols:

Symbols

Character:

- En Das m-
- Monbreaking Hyphen Ctrl+5hift+_
- Optional Hyphen Ctrl=-
Em Space
En Space
1/4 Em Space
= Monbreaking Space Ctrl+5hift+5pace
2 Copyright Alt+Ctrl+C
& Registered Alt+Ctri+<R
™ Trademark Alt+Ctrl=T
§ Section
bl Paragraph
Ellipsis Alt+Ctrl+,
Single Opening Quote Ctrl+",
5ingle Closing Quote Ctrl=","
Double Opening Quote Ctrl=""
Double Closing Quote Ctrl+'," A
AutoCorrect... Shortcut Key...

A
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You can also use your keyboard to insert symbols to a Word document:

¢ To insert the copyright symbol, type (c) and you will get the © symbol.
¢ To insert the trademark symbol, type (tm) and you will get the ™ symbol.
e To insert the registered trademark, type (r) and you will get the ® symbol.

Indenting paragraphs

Indents are applied using various methods. The simplest method is to use the
increase or decrease indent icon, which we highlighted earlier. Alternatively, you can
use the ruler bar to manipulate indent icons along the ruler or go to the Paragraph
dialog box to set indents.

On your ruler bar, you will find the indent button—it looks like an egg timer. We will
use this indent button to create various types of indents in our document. Select a
paragraph to indent, then click on the increase indent button in the Paragraph group:

e First-line indent: Select a paragraph to apply an indent to and drag the top
slider of the egg timer to the position you want on the ruler bar:

Safest Solutions Group employed Employes Mame as a veterinary nurse during
2018, During the year of employ she managed the front office, the delivery of our
monthly workshops, our internal newsletter to clients and assisted me during
consultations. Employes Name decided to explore her career and spend a number of
years at different veterinary groups worldwide.

e Hanging indent: Select a paragraph to apply an indent to and drag the
hanging indent slider (the middle slider of the egg timer) to the position
you want on the ruler bar:

Employee Name is an inteligent and very motivated individual with a definite love for
her furpets. She is more than capable of managing all administrative duties
independently and also managed two ofher inferns who joined our surgery for six
months.

e Left indent: Select a paragraph to apply an indent to and drag the left
indent marker (the entire egg timer) to the desired position on the ruler:
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Her delivery skills as a workshop coordinator are superior and she has excellent
command of the English language with an added bonus of a little conversational
ltalican and Spanish. She is an inteligent and motivated individual. She produced a
high-quality newsletter every two wesks and never missed a single deadline.

¢ Right indent: Select a paragraph to apply an indent to and drag the right
indent marker to the desired position on the ruler:

Employee Name's computational skills are top class with knowledge
of all veterinary software and can adapt to any version updates. Her
knowledge of Excel, Word, and PowerPoint is af an advanced level
and she alzo managed her Outlock calendar, tasks and confact
information with meticulousness.

Although it is not that important to check whether the indents are positioned at the
correct position on the ruler, we need it to be accurate in the certification exam.
Therefore, it is imperative that you go to the Paragraph dialog box and set indents
with accurate measurements:

Paragraph
Indents and Spacing  Line and Page Breaks
General
Alignment: Left ~
Dutline level: | Body Text e Collapsed by default
Indentation
Left: Jdom (= Special: Ey:
Right: Om (= First line 1 =
DMirrnrindents
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Setting spacing before or after a paragraph

You might want to automatically increase or decrease the amount of space before or
after a paragraph so that the document looks consistent and flows easily. This is
especially important when typing a thesis. The secret is not to format the document
beforehand so that the result is consistent.

Remember that this option replaces a certain point size of space

either before or after each paragraph marker. Every time you press
8 the Enter key after a heading or a paragraph of text, Word

automatically adds a certain amount of space either before or after
the new paragraph. The amount of space it inserts is controlled by
the space before or space after settings.

Follow these easy steps to set the spacing:

1. Highlight the paragraphs you want to apply the spacing to.

2. To apply or remove the spacing, use the line and paragraph spacing drop-
down icon. Select the desired option at the bottom of the list. Don't add
spaces between paragraphs of the same style.

3. To control the amount of space you would like either in front of or after a
paragraph, go to the Paragraph dialog box. Right-click on the selected text
and choose Paragraph...:

different veten ¥ Cut

Mcnoging@w Eg Copy

Employse Man E Paste Options:

P THEET - TRENNT - TR - TR -

her furpets. Sh =
—a = d

independently R 2 A

months. Femove Content Control

\Workshop and A o0

=a  Paragraph...

4. The Paragraph formatting dialog opens.

5. In the Spacing section, adjust the paragraph spacing options as desired by
clicking with the mouse pointer on the up arrow next to the Before: option.
In the case of the preceding example, we used 6 pt before the paragraphs.
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6. Add 6 pt of blank space to the After: field.
7. Click on OK to save the change. Note the changes.

Here, we can see these changes applied to the preceding example paragraph:

Job Description ) ) No paragraph spacing—just a normal
safest Solutions Group employed Employee Name as a veterinary nurse during 2018, i
During the year of employ she managed the front office, the delivery of our monthly typed document with an enter to

workshops, our internal newsleller to clients and assisted me during consultations.
Employee Mame decided to explore her career and spend a number of years at
different veternary groups worldwide.

Managing and Admin Skills

Employee Mame is aninteligent and very motivated individual with o definite love for
her furpets. She is more than capable of managing all administrative duties
independently and alsc managed two other interns who joined our surgery for six

months. N
:}S acin
Workshop and Computafional Skills P 9

separate paragraphs.

Before: |6 pt |%|
- Job Description After: |12 pt |5
Safest Solutions Group employed Employee Name os a veteninary nurse duri
During the year of employ she managed the front office, the delivery of our
workshops, our internal newsletter to clients and assisted me during consulta
Employee Name decided to explore her career and spend @ number of ye Paragraph spacing applied—spacing
diff t veteri richwide. H i
erent velennany groups worldmide is adjusted before the paragraph at
Managing and Admin Skills 6 pt and after the paragraph at12 pt.

Employee Name i an intelligent and very motivated individual with a definit
her furpets. She is more than capable of managing oll odministrotive duties
independenily and alsc managed two ofher interms who joined our surgery
months.

Werkshop and Computational Skills

If styles have been applied throughout a document when formatting, it is

important not to add a space between paragraphs of the same style. To explain
further, if I applied 18 pt of spacing (after each paragraph) to the entire document but
do not wish to add any extra space after all the main headings (which I have used the
Heading 1 style for), then this option comes in handy. Adding a checkmark to this
option prevents space from being added after all the Heading 1 styles in the
document:

Spacing
EBefore: 0pt = Line spacing: At
After: 10pt |5 Multiple ! 1.1 =

EDnn't add space between paragraphs of the same style!
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Adjusting the line spacing
To set the line spacing, try one of the following methods:

1. Click on the paragraph that you would like to set the line spacing for.
2. Click on the Paragraph dialog launcher to the right of the Paragraph group.
3. Locate the Line Spacing drop-down list to select the desired spacing:

Spacing
Eefore: 0 pt = Line spacing: At
After: 10pt = Multiple ~ 114 =

EDon't add space between paragraphs of the same style:

the line spacing to 5 lines, Ctrl + 2 for double-line spacing, or Ctrl + 1
to return it to single-line spacing. You could also use the line spacing

8 Alternatively, you can either press Ctrl + 5 on your keyboard to set
icon in the formatting toolbar to change the line spacing.

Creating a new style

Word 2019 also offers styles, which are a named set of formatting conditions to help
you create a consistent-looking document, which is especially useful for documents
with more than one page. Instead of having to apply multiple attributes, such as the
color, size, font, spacing, and alignment, separately on each part of your document,
Word offers predefined collections of attributes that can be quickly applied to parts of
your document.

The existing styles in the Word 2019 environment are located under the Home
tab. Title, Heading 1, Heading 2, and Heading 3 are the most popular options. You
will also see the Normal style in the Styles drop-down list:

AaBbCeDd AaBbCecDe  AaBhCcDdE AzBbCcDdE AaBbCc

FEw2 FW3 TMormal | ThNo Spac.. Headingl |+

[~ Styles |
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1. Select some text in the document and format the text, choosing the formats
of your choice (for example, underline, dark blue color, size 12, and the
Courgette font type):

lob Deseription

2. With your selected text still highlighted, click on the drop-down arrow of
the Styles group and select Create a Style:

Dear Recipient Mame ~4 Createastyle

REFEREMNCE LETTE % Clear Formatti Create a New Style
Apply Styles... | Create a style based

A4
» " —
@ ﬂegangtrm_ formatting of the sels

Safest Solutions Group employved Emoloyee Mame as o veten

3. A dialog box will appear asking you to name the style:

*Create Mew Style from Formatting

Name:
Reference Stylel

Paragraph style preview:

Style?

Modify... Cancel

4. Click on Modify... to access more options relating to the style.
5. Click OK to save the style to the gallery:

AaBbCcl | AaBbCel AaBbCcl

TMormal | Reference.. T Contact...

6. The new style is now visible in the Styles group and you can apply it to
other headings or text throughout your document.
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Modifying a style
At some stage, you may need to update a style, such as with a different font attribute.
There are a few ways to do this. We will cover the most efficient method here:

1. Select the text in the document that already has the style applied to it.

2. Make the formatting changes to the text.

3. With the text still selected, right-click on the existing style name in the
Styles group.

4. Click on Update ReferenceStyle to Match Selection (ReferenceStyle is the
name that we chose for the style earlier):

AaBbCcl | AaBbCel AaBbCcl AaBbCecl AaBbCcl

T Normal JReferenc L\\ggd ate ReferenceStyle to Match Selection
£ Modify...

5. The style is updated to include the changes. The beauty of this tool is that
any text that has the old style applied to it in the document will update
automatically!

Summary

In this chapter, you learned the skills required to carry out basic tasks on Microsoft
Word 2019. Although these seem very basic, they are important foundational skills to
build further skills on as you work through the following chapters of this book.

The next chapter focuses on the creation of bulleted, numbered, and tabular lists. We
will look at predefined or custom symbols and layouts. You will learn how to easily
incorporate tables into documents and look at lots of formatting options. We will also
cover some advanced features of table creation, such as sorting and converting
options and how to use formulas in a table.
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Constructing Advanced
Tables

In this chapter, you will be taught how to create bulleted, numbered, and tabbed lists
using predefined or custom symbols, and how to alter list layout. You will be able to
easily integrate tables in documents and modify them in different ways. We will also
cover some advanced features of table creation such as sorting operations, managing
a table that spans multiple pages of a document, using formulas in a table, and
converting text to a table.

The following list of topics are covered in this chapter:

¢ Creating bulleted and numbered lists
¢ Working with tabbed lists

Creating tables

Editing and formatting tables

Customizing advanced tables
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Technical requirements

Prior to working through this chapter, you should be able to navigate around the
Word 2019 interface, with knowledge of the parts of the screen such as the ribbon,
groups, tabs, and icons. Being able to select relevant ribbon icons and being familiar
with the use of the right-click shortcut menu to access formatting options is also a
prerequisite.

The examples used in this chapter are accessible by visiting the following GitHub
URL: https://github.com/PacktPublishing/Learn-Microsoft-0ffice-20109.

Creating bulleted and numbered lists

You will learn how to use predefined or custom bulleted lists and customize list
number formats, and become a pro at working with multilevel lists. In this section,
we will also work with the new math feature called LaTeX (short for Lamport's TeX).

Bulleted and numbered lists are applied to points, facts, paragraphs, or headings in
documents. You can change the symbol of any characters used in a numbered or
bulleted list, as illustrated in the following screenshot:

* Communication A.  Communication

¢+ Decision-making B. Decision-making

s leadership C. Leadership

»  Persuade, Influence and Negotiate D. Persuade, Influence and Negotiate
»  Problem-solving and analytical skills ~ E-  Problem-solving and analytical skills
e  Work asa Team F. WorkasaTeam

e Effective Time Management G. Effective Time Management

1. Communication ¥"  Communication

2. Decision-making ¥"  Decision-making

3. Leadership ¥v" Leadership

4.  Persuade, Influence and Negotiate ¥"  Persuade, Influence and Negotiate
5. Problem-solving and analytical skills ¥"  Problem-solving and analytical skills
6. WorkasaTeam ¥ Work as a Team

7. FEffective Time Management v Effective Time Management

Numbered or bulleted lists can also be inserted into textboxes and shapes and other
objects, such as tables.
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Constructing a list automatically

Microsoft Word uses the AutoFormat feature to automatically construct bulleted or
numbered lists as you type. This default setting can be disabled in the Options dialog

box (shown later as we progress).

For numbered lists, type a 1, followed by a period, and add a space using your
spacebar to automatically achieve the start of a numbered list, as shown here:

=1 1 s

For bulleted lists, type an asterisk * followed by a space to automatically achieve the
start of a bulleted list, as shown here:

=
L]

Editing AutoFormat Options

It is important to know how Word 2019 works and where to adjust options within the
environment. The AutoFormat option is located in the Word Options dialog box.
Let's have a look at where the Replace text as you type option is located for bulleted
and numbered lists, as follows:

1. Create a new document, or open an existing document in Word 2019.

2. Click on File | Options.

3. Choose the Proofing category on the left of the screen, as illustrated in the
following screenshot:

Word Options

G |
Eners i\/BCJ Change how Word corrects and formats your text.
Display

AutoCorrect options

save Change how Word corrects and formats text as you type: | AutoCerrect Options...

Language
When correcting spelling in Microsoft Office programs
Ease of Access

Ignore words in UPPERCASE
Ignore words that contain numbers

Advanced

Customize Ribbon
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4. Click on the AutoCorrect Options... button to change how Word corrects
and formats text as you type.

5. There are numerous tabs displayed in the AutoCorrect dialog box. These
contain lots of options that allow you to customize the environment
efficiently. Select the AutoFormat As You Type tab, shown in the following
screenshot:

AutoCorrect

AutoFormat Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type

Replace as you type
“Straight quotes” with “smart quotes” Ordinals (15t} with superscript
Fractions (1/2} with fraction character {%%) Hyphens [--} with dash [—]
|:| *Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks

Apply as you type
Automatic bulleted lists Automatic numbered lists
Border lines Tables
[] Built-in Heading styles

Automatically as you type
Format beginning of list item like the one before it
Set left- and first-indent with tabs and backspaces
|:| Define styles based on your formatting

6. The options that enable automatic bulleted and numbered lists are located
under the Apply as you type section. These are enabled, as they contain a
checkmark. If you disable these two options, automatic lists will not be
created as you type in Word 2019.

If any changes are made to these options, you will need to commit the changes
by clicking on the OK button at the very bottom of the dialog box.

Note that when changing options in the Word environment, the
changes replace the default settings in the whole of the Word 2019
environment and not just for the current document.
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Constructing a list manually

There are various ways to set up a bulleted or numbered list, either by typing the text
first and then converting the list into a specific list type or by choosing the list type
first and then beginning typing. Let's learn how, as follows:

1. Type the list shown in the following screenshot (or another list of your
choice), making sure to press Enter at the end of each line (so that it takes
you to the next line). Select the typed list, as follows:

Communication

Decision-making

Leadership

Persuade, Influence and Negotiate
Problem-solving and analytical skills
Work as a Team

Effective Time Management

2. Choose the type of list to apply to the text by selecting the relevant icon
from the Paragraph group, located on the Home tab, as illustrated in the

following screenshot:

Bullets Numbers

= vi=lice | €= 3= | ]

N — = = | 1= My 0

s
Paragraph P

Once you have finished typing a numbered or bulleted list and
would like to continue typing normally, just press the Enter key
twice on the keyboard, and the numbering will discontinue.
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Modifying a bulleted or numbered list

It is possible to customize a list by selecting different bullet styles and number
sequences, and even adjusting list font types and sizes, by doing the following:

1. Select the typed list or position the mouse pointer onto the document.

2. Right-click with the mouse pointer over the selected list and choose the
bulleted or numbered icon from the mini toolbar presented, as illustrated in
the following screenshot:

oo o1 o o o7 0 e e g e 4 g § L 7

LB TR T DR - TR BRI BRI I | S B
Calibri (Body) » 10 | A" o7 " As-
y

B I U -A-i= qis- shles
TR Recently Used Bullets
Decision-making
Leadership ® v f—
Persuade, Influence and Negot
Problem-solving and analytical

Work as a Team None m - e & i}

Effective Time Management

Bullet Library

oo ollaala
e O w4 &

v

Document Bullets

QQOI'/

Define Mew Bullet...

Alternatively, navigate to the ribbon to locate either the bulleted or

numbered icon from the Paragraph group, as illustrated in the following
screenshot:
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-|A A |PMa- R | EERiI= - 3= 5|0

- AaBbCcDe
A - . A - Re[?\kntly Used Bullets

F ® \/ -

Bullet Library

None b
Communication E ~- b & {i
Decision-making

Leadership {i' c; 8') 83 {3’ C'}
Persuade, Influence . .
Problem-solvingand Q " IR -
Work as a Team

Effective Time Mana '/

Document Bullets

.IO./

Define Mew Bullet...

3. Depending on the type of list you would like to create, select the tiny arrow
to the right of the relevant icon to access the options available.

4. You can choose a bulleted or numbered list from the recently used list, the
library, or the bullets used throughout the current document, or you can
define a completely new bulleted or numbered list.

Remember that you can set options prior to or after typing a list.

In the next few subsections, we will have a look at the options available for defining
and customizing a bulleted list.
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Defining a new bullet symbol

Let's see how we can change the appearance of the bullet, as follows:

1. At the bottom of the bullet drop-down list, select Define New Bullet... .

2. In the Define New Bullet dialog box, select the Symbol... button under the
Bullet character heading, as illustrated in the following screenshot:

oo T

Bullet character

Communication
Decision-making

) Symbal... Picture... Font...
Leadership
Alignment:
Persuade, Influence a
Left -
Problem-solving and a
Preview

Work as a Team
Effective Time Manag

Cancel

3. Scroll through the Font: drop-down list to select a font face. The most
popular bullet fonts are Webdings, Wingdings, Wingdings 2, and
Wingdings 3, shown in the following screenshot:
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. - Font: | Symbol

Communicatia Viadimir Seript m ~
Decision-maki| | ® |\1=P9n9* "z x|x|0|e |+
Leadership = &:233:2322 12 RN |T | |u|D
Persuade, Infl | — wingdings 3
Problem-solvi | | = [T — - ™|IT .\{ ALY
‘«r‘;fork_asﬂTea@CﬂDUO(@) O
steetveimel | (1 ([ [a]y[T]( VT

)]0 .

Recently used symbols:
£lelu|~| o000 00| 0=|2|0|v|+|»

Unicode name:
Symbaol: 194

Character code: (1594 from: | Symbol [decimal] |~

4. Browse the symbols, and choose an appropriate symbol to insert as your
bulleted list icon.

5. Click on the OK button to commit the changes, and return to the Define
New Bullet dialog box.

6. Click on the OK button again to apply the selection to the bulleted list,
which should then look like this:

Communication

Decision-making

Leadership

Persuade, Influence and Negotiate
Problem-solving and analytical skills
Work as a Team

Effective Time Management

WP

For illustration purposes, we have used Webdings as our bullet font in the previous
screenshot.
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Editing bulleted list font attributes

After a symbol has been applied to text in a document, you might find that the
symbol is too small to be seen or not in alignment with the adjacent text. This is very

easy to adjust using the font attributes, as detailed here:

1. Select the bulleted list.
2. Click on the drop-down arrow to the right of the bullet icon in the Home

tab.
3. Click on Define New Bullet... .
4. Click on the Font... button, as illustrated in the following screenshot:

Define Mew Bullet 7 >

Bullet character

Symbal... Bicture...

Alignment:
Left -
Preview
i
5
i
5
i
Q'_.

Cancel

5. Use the Font dialog box to alter the font color, size, and other attributes to
suit your bulleted list, as illustrated in the following screenshot:
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Font color:
I

Underline style:

Font Advanced

Font: Font style: Size:
Webdings 14
Verdana Pro Semibold FS Regular 9 Fy
Viner Hand ITC Italic 10
Vivaldi Bold ) A
Viadimir Script Bold Italic 12

v v

Underline color:

s Mo Color o
Effects
|E| Strikethrough Small caps
|i| Double strikethrough Ii| All caps
|E| Superscript Ii| Hidden
|E| Subseript
Preview
Set As Default Cancel

6. Click on the OK button to commit the changes, resulting in the following

bulleted list:

%) Communication

%) Decision-making

% Leadership

%) Persuade, Influence and Nepotiate
%) Problem-solving and analytical skills
% Work as a Team

%) Effective Time Management

Inserting a custom picture as a bullet

It is possible to use a company logo or a specific image as a symbol for the bulleted
list. Follow these steps to add that extra creative flair to boring lists:

1. Highlight an entire bulleted list to apply bullets to, or start a new list.
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2. Click on the drop-down arrow to the right of the bullet icon in the Home
tab.

3. Click on Define New Bullet... .

4. Select the Picture... button to peruse the Insert Picture options, as shown in
the following screenshot:

x
Insert Pictures © e
N Fromafile Browse »
') Bing Image Search Search Bing
@& OneDrive - Personal Browse b

5. The dialog box that populates allows three options. The first option is to
browse the computer to locate an image; the second, to conduct an online
Bing Image Search; and the third, to select an image from a OneDrive -
Personal folder.

6. For this example, select From a file.

7. Browse to select the folder that contains the image you wish to use for the
bulleted list.

8. Double-click on the image to insert as a bulleted list, or select the image
and click on the Insert button, and click OK.

Working with multilevel lists

A multilevel list has more than one level. This type of list allows you to keep control
of chapter numbers, headings, and subheadings in a document. Multilevel lists can
include bullets or numbers. Multilevel list is located just to the right of the other list
icons located under the Paragraph group, as illustrated in the following screenshot:

- — 1— 1i—
o — - = a__"'
"=— B i-
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Here is an example of an outline (multilevel numbered list) and how to get from one
list level to another, using the mouse. Alternatively, type the list prior to converting to
a numbered list, and then apply the numbered list format of your choice:

1. Creating Lists
1.1. Create Bullet and Numbered Lists
1.1.1. Construct a List Automatically
1.1.1.1.  Typing Automatic Numbered Lists
1.1.1.2.  Typing Automatic Bullet Lists
1.1.1.3.  Editing AutoFormat Options
1.1.2. Construct a List Manually
1.1.3. Modify a Bullet or Numbered List
1.1.3.1.  Defining a New Bullet Symbol
1.1.3.2.  Editing Bullet List Font Attributes
1.1.3.3.  Insert a Custom Picture as a Bullet
1.2. Work with Multilevel Lists
2. Create Professional Word Documents

Press Enter directly after typing
Creating Lists
Presstabtogetto 1.1

Press Enter after Editing
AutoFormat Options

Then press shift tab once to get to
back to 1.2

Press Enter after Insert a Custom
Picture as a Bullet
Then press shift tab twice to get to

Press Enter twice to return to back to point 2.

normal typing and end the
numbered list

Use the Increase Indent and Decrease Indent icons on the Home tab,
under the Paragraph group, to promote and demote list levels. The
Change List Level option at the bottom of the drop-down list (see
the next screenshot) is another way to increase or decrease levels.

Creating a multilevel list

There are two ways in which we can approach the creation of a multilevel list, and
these are detailed next.

Creating an outline (multilevel list) before typing a list

1. Create a new document or select an existing document to construct a
multilevel list.

2. Select the Home tab and choose the multilevel list icon in the Paragraph
group.
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3. Select a style from the List Library, as illustrated in the following

screenshot:

References

A

Mailings

Aa -

Creating Lists

Review

Create Bullet anc

Construc

Construc
Maodify a

Woark with Multi
Create Professional Wor

= Developer Help Acrobat
S| €= 2= | A
=T =% 20T | pasbeend] AaBbg
All =
Current List
1.
a.
i
List Libra 1.
v 1.1.
1.1.1.
R 1.1.1.1.
MNone a) 11111,
i) 1444141,
e O e
1481111,
2 Article 1. (ARRERRRY
- Section 1.01 1.1 Heading 2
' (8) Heading 1.1.1 Haading

Lists in Current Documents

1 1.
1.1
1.1

Define New Multilevel List...

Define Mew List Style...

4. Type the first line of list text, and press Enter.

5. Use the Tab key on the keyboard to go to the next numbered level, or press
Shift + Tab to return to the previous level.
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6. Once the list is complete, press Enter twice on the keyboard to return to
normal typing.

If your list is not looking quite as you envisaged, you will need to
tweak the list by adjusting indents. The best way to do this is to
select a level of your list and use the ruler to change either the left or
hanging indent increments.

Creating an outline (multilevel list) after typing a list

It is beneficial to type a list using tabs to denote one level from another, before
selecting the list type from the multilevel list options. At times, lists can cause a few
hurdles, but if you follow the general guidelines in this section, you will become a
whiz at multilevel list creation. Proceed as follows:

1. Create a new document, or open an existing document in which to insert a
multilevel list.

2. When typing up a multilevel list, you will use tabs to specify the list level,
and use the Enter key at the end of each line (see the following list
example).

3. For the purpose of indicating where tabs (arrows) and paragraph markers
(use of the Enter key) have been inserted in the document, the Show/Hide
icon has been activated for the example shown in the following screenshot:

Mailings Review View Developer Help Acrobat Q Tell me what you

— 1

S (EE @? AaBbCcDc | AaBbCcDe AaBbCc AaBbCc
=S =E=E= =T TMormal | TMNoSpac.. Heading1 Heading2

Paragraph I Styles
tedetedeicd 5181 Show/Hide T (Ctrl+)

Microsoft-Officey | 2how paragraph marks and other
oy Word" hidden formatting symbols,

*— Excell

*— PowerPointT

*— Outlooky]

*— Access

s InfoPathvl

This is especially useful for
advanced layout tasks.
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4. Type the list, as in the following example:

1
Creating Lists1
-+ Create Bullet and Numbered ListsY
-+ Construct a List Automatically"
-+ Typing Automatic Numbered ListsY]
- Typing Automatic Bullet Listsy
-  Editing AutoFormat Options
Construct a List Manually9]
Modify a Bullet or Numbered Listy]
Defining a New Bullet Symbolq]
Editing Bullet List Font Attributes]
Insert a Custom Picture as a Bullet]
Work with Multilevel Listsq]
Create Professional Word Documents9]

1

I R

.
=
-
.

5. Be sure to highlight the entire list before converting it to a multilevel list.

6. Click on the multilevel list icon residing in the Paragraph group, as
illustrated in the following screenshot:

References Mailings Review View Developer Help Acrobat

N - | A . = 53= | A
SR =iy =% 2 T | aaebeene aseb
A-¥-aA- BEl== All~
Current List
[
|C‘-|-1-|-2-|J-I 1)
a)
0}
1} Creating Lists List Liby 1"
i) Create Bullet ﬂi{
J’
(a) Cons (1) Ik
Non (a)
) 1.1,
1,
a.
i
(b) Cons | *
I:C} Mod - Section 1.011 1.1Hs
. (a) Heading 1.1.1 Heading
Chapter 1 Ha=
i) Woaork with M Heading 2
2) Create Professional :
Lists in Current Documents
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7. Select a style to apply to the highlighted list.

Removing a multilevel list

Removing a multilevel list from the text is really simple. Always make sure that you
have highlighted the list prior to clicking on any paragraph icons to remove the list
format. There are two methods, described as follows:

e The first is to use the numbered list icon (note that it is highlighted in the
following screenshot, which means it is active). Click on the numbered list
icon to return the list to normal type, as illustrated here:

References Mailings Review View Developer Help Acrobat
A‘ n‘!\.|I Aa - & EE - EE A = E E‘l qT AaBbCch Aa
All =

A-W-A-~

Current List
HE)
a}
]
1) Creating Lists
i} Create Bullet
(a) Cons

List Library

MNone [}5‘

e The second method is to visit the multilevel list icon and to select

None from the options displayed.

Restarting numbering for a new list

Scenario: You have typed a list in a document and formatted it as a multilevel or
numbered list, or the document you have received from a colleague already has a
numbered list set up. You would like to insert a new list directly underneath the list
or at any point in the document. Word will automatically continue the numbering
sequence on the new list, but you want to restart the numbering from your insertion

point.
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Let's see how we can do this, as follows:

1. Start a new list by choosing the numbered or multilevel list icon.
2. Let's say you notice that a 3) appears instead of a 1) to start the new list.

3. Right-click next to the 3) and choose Restart at 1 from the shortcut menu
provided. Alternatively, you can choose Set Numbering Value... and
choose a number to set your list to start at, as illustrated in the following
screenshot:

Set Mumbering Value ? ot

(®) Start new list
O Continue from previous list
Advance value [skip numbers)

set value to: L\}

4 =

Preview: 4)

4. Click on the OK button to commit the change.

LaTeX math

LaTeX is a new feature in Office 2019. This feature, available at the end of the Insert
tab on the Word 2019 ribbon, allows the user to build up LaTeX expressions in a
professional format. There are a number of LaTeX expressions that are supported in
Word 2019, such as vectors, boxed formula, brackets, brackets with separators,
fractions, LeftSubSup, limit, matrix, nary, over/underbar, and radicals.

To construct a formula using LaTeX math, follow these steps:

1. Click on the Insert tab.

2. From the Symbols group, select Equation.

3. Type the LaTeX equation into the equation field provided, as illustrated in
the following screenshot. You can paste an equation into the field, if you
prefer, or select the LaTeX conversion icon (see the following screenshot),
and then build your equation:
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File Home Insert Design Layout References Mailings Review View Developer Help Acrobat Design

Moo | I €0 | =[] [EE M HAMFEEEE] y e
(7] Ink Equation { }LaTeX e - < X

weree ¥ = | EIEEIF AL VIFF ] [ [e] (6] [ [F][e] o] | Fecton st

Tools Conversions [F] Symbaols
LaTeX Input 1‘|‘§‘|-1-| S 20 3 4 5 B T B e G 101 1l g 12
Type equations in LaTeX format.

4. For this example, we will paste a LaTeX equation into the field provided, as
illustrated in the following screenshot:

A =\[\matrix{a&b&c\\d&e&F \g&h&}\} ﬂ

5. Click on Convert to access the Professional equation format, as illustrated
in the following screenshot:

Insert Design Layout References Mailings

Review View Developer Help Acrobat Design
/ Unicode 2% X X n
€ y € V]
{latex| _&°X ]
Convert
abc Text

Conversio ‘Cunent Professional

VS B Tt Baq G odbe g olLe g o012
€ : Convert Current to Professional (Ctrl+=)
€5

ahy

Fraction Script Radi

Convert the currently selected equation to
g—.;i‘ display format (professional).

A =\{\matrix{a&b&c\\d&e&M\\g&h&\}|

6. The Professional equation format is now displayed—note than you can

also use the drop-down arrow to the right of the equation to change the
equation format, as illustrated in the following screenshot:

Insert Design Layout References Mailings

Review View Developer Help Acrobat Design
,-'r Unicode ei‘f‘ X ex
“ ¥
{Fuatec = X W
Convert Fraction Script
abe Text - -
Conversions [F]
{onvertMathRegions 1l 20 30 4 50 B T B o5 10y 1L 120
Convert equations between
professional and linear formats.
a b ¢
A={d e f}
g ]
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Working with tabbed lists

In this topic, we will create and adjust a tabbed list, create an aligned tabbed list, and
learn how to delete or replace list tabs. When you press the Tab key on the keyboard,
the computer automatically jumps to a certain position on the page. This position is
termed the tab stop position and is automatically set to jump at 1.27-cm intervals
when pressing the Tab key on the keyboard.

Sometimes, you may need to create a wider or smaller gap between tabs. Tabs are
great to line up lists of things on a page. The default alignment of tabs is set to left-
align. On the ruler bar, you have access to different tab types, which aids the user in
lining up text.

The following is an example of why we need to use tabbed lists to line up text. We
should never use spaces to line up items in a list as this would be a disaster if we
decided to change the font face or font size, as the list would all jumble up.

Let's look at the following example:

1

-To: -+ Micheleq]
-From:+Jessicai|]

Subject: - IT-Integrationfl

1

This list does not look professional as the Subject tab has pushed the text over too far.
Therefore, we need to adjust the tab spacing so that we are able to align our list
correctly. From the following screenshot, you will see that the tabs are indicated by
arrows pointing to the right. These are visible only when the Show/Hide icon is
selected to show markers in your document:
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-2t =32 2 1| aasocedc AsBbcode 1 AaB 1.1 AaB
TMormal TMoSpac.. Heading1 Heading 2

Paragraph P Styles
st 5 B ghow/Hide T (Ctrl+)

L
=

Microsoft-Office” | 2how paragraph marks and other

o Wordy hidden formatting symbols,

*—p Excell

*— PowerPointy
s— Outlookt
*p Arcess]

s InfoPath’

This is especially useful for
advanced layout tasks.

9 Tell me more

Every time the Tab key on the keyboard is pressed, an arrow appears in the document
as a tab marker. Let's learn how to correct the list so that it lines up correctly, by
following these steps:

1. Highlight the list.
2. Move your mouse to the 3 cm mark on the ruler and click.

3. A left tab marker appears on the ruler and the list is now in line, as
illustrated in the following screenshot:

To: Michele
From: Jessica

Subject: IT Integration

If you feel that the spacing between the document text is too small
or large, you can adjust this by dragging the tab marker along the
ruler to the desired position.
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Selecting tab types

The Tabs dialog box is another method to work with tabs, giving the user many more
options and the ability to set exact measurements for professional documents.

1. To access the Tabs dialog box, double-click on a tab indent marker on the
ruler, as illustrated in the following screenshot:

LI IR U I S I L IR S IR - IR -]

Or click on the Paragraph dialog box launcher located in the Paragraph
group, as illustrated in the following screenshot:

==== [=- H-E TMNaormal | TNoSpac.. Heading1 Heading2
Paragraph E%F Styles
P34 50 B 7 Pparagraph Settings

= Fine-tune the layout of the current
= — paragraph, including spacing
indentation, and more.
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2. Click on the Tabs... button located at the bottom of the Paragraph box to
access the Tabs dialog box, as illustrated in the following screenshot:

Tab stop position: Default tab stops:
3em 1.27 tm =
3cm
Tab stops to be cleared:
Alignment
() Left () Center () Right
D Decimal @ Bar
Leader
1 Hone A rrerree e
4__
Set Clear Clear All
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3. Note that the default tab stop is at 1.27 cm, as per the preceding screenshot,
and we have five types of alignments. Let's have a look at how each type of
tab alignment appears in Word 2019, illustrated in the following

screenshot:
L a1
Left To: Micheke
Aligns text to the left of the tab stop From: lomsica
L
Subject: IT Integration
i 3 ']
Centre To: Michele
N The text will center under the tab stop From: Instic
Subject:  IT Integration
! i
i To: Michele
Right The text will line up to the right of the tab
, stop From: lessica
Subject:  IT Integration
[
Decimal  If the text after the tab is a number with a Jessica: 200,65
decimal point, the decimal point will be lined o 4551222
o=
up lanine: 458957
Bar A vertical bar appears in line with the tab = -
Froen: Jossica
i stop.
Subject: IT Integration
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Typing a new tabbed list

There are two ways to set tabs when typing a list. Type the list first or set tabs, and
then type the list thereafter:

1. Create a new Word document and type up the following list:

Fruit Carbohydrates Fats Protein
Banana Potatoes Butter Pork
Apple Rice 0il Steak

Peach Pasta Avocado Beef

Strawberry Lentils Margarine Chicken

2. Be sure to press the Tab key on the keyboard only once after each word
typed. If you are not sure whether you have done this correctly, click on the
Show/Hide icon (in the Paragraph group on the Home tab) to show the tab
markers in the document (demonstrated earlier), as illustrated in the
following screenshot:

Banana-Potatoes -  Butter—Pork¥
Apple— Rice » 0Qil - 5Steakf
Peach- Pasta» Avocado -+  Beefq

Strawberry - Lentils=Margarine - Chickenf]
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This way, you can see if you have more than one tab marker between each piece of
text. If so, just delete one of the markers by using the Backspace or Delete key on the
keyboard. Don't be concerned if the typing looks untidy, as in the preceding list!

1. Select (highlight) the list you have just typed.

2. Set tabs at the following positions on the ruler bar, using your method
of choice:

Left at 3.5 \ Center at 9.5 Right at 15
'E'I R S - S TR N - TR B - T A UL S B A T [ IS ¥ S B - B & l'14'l'§:l 16
Fruit Carbohydrates Fats Protein
Banana Potatoes Butter Pork
Apple Rice Qil Steak
Peach Pasta Avocado Beef
Strawberry Lentils Margarine Chicken

move it with the left mouse button along the ruler to a new position
OR access the Tabs dialog box, clear the old position, and enter a
new tab.

9 To move a tab stop position, click on the marker on the ribbon and

Creating a list using the leader dot tab

Have y
for inst
go thro

ou ever needed to type a list that consists of leader dots—dots that separate,
ance, a name and a telephone number, or an item and a value? This topic will
ugh the steps to create a list using the leader dot tab.

1. Type the name of a staff member, a child in class, or a client to the left of a
new document in Word 2019.

2. Locate the Tabs dialog box.

3. Set the following options in the Tabs dialog box: Tab stop position: 15;
Alignment: Left; Leader: 2.......,, demonstrated in the following screenshot:
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Tab stop position: Default tab stops:
15 1.27 cm =
Tab stops to be cleared:
Alignment
(@) Left () Center () Right
() Decimal () Bar
Leader
O 1 MNone O3
Oa__
Set Clear Clear All

Click on the Set icon.

NS ok

Click on OK to confirm, and exit the Tabs dialog box.
Position the mouse pointer directly after the name of the person.

tab will appear, as in the following example:

Press the Tab key on the keyboard. Once you have done this, a leader dot

YT o Ta =Y LT Vo o L LT PTRPRTN

8. Type the birth date of the first child, or a telephone number or an amount,

and press Enter. The result is shown in the following screenshot:

-E-|-1-|-2-|-3-|-4-|-5-|-6-|-?-|-8-|-9-|-10-|-11-|-12-|-13-|-14-|-1E-|-é

L= = = =T o o

September 2019

27
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Is your birth date wrapping to the next line, as in the preceding example? If
so, here is how you fix it:

9. Click on the birth date.
10. Launch the Tabs dialog box.
11. Click on the tab stop in the box below Tab stop position.
12. Change the Alignment option to Right, as illustrated in the following
screenshot:

Tab stop position: Default tab stops:
13 cm 1.27 cm =
13em

Tab stops to be cleared:

Alignment
(O Left () Center @
() Decimal () Bar
Leader
()1 None ®2.. ([ p—
Oa__

Set Clear Clear All
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13. Click on Set.
14. Click on the OK button to commit the change.

15. Type a new line under the existing text, remembering to press Enter after
you have typed the name of the second person in the list, then type the
date. The result is shown in the following screenshot:

X-l-l-l-2-|-3-|-4-|-5-|--E~-|-?-|-E-|-S-|-1C--|-11-|-12-|-13-|-14-|-h§-|-z\
Margorie MEatdowWs .o e snn e cre s s snnesrees e e smneneeenneee 2.4 8 ptemMber 2019
JANEE VIJOBN covrreeveeesesreesssseeessssesssesssssessssssesssmessssssssssessssnssssmessssesssssresssssnnsssmnesssees & JUNE 2019]

It is very important to note that tabs are set on a line in a Word
document. When pressing Enter to move to the next line, any tabs
set on the preceding line will travel with the entry to the next line.
Always check the ruler bar for signs of any tab markers so that you
are able to remove them, to continue typing normally in a
document.

Always select the entire tabbed list when making changes to a list.
Failure to do so will result in tabs set on individual lines and not to
the whole list, and will thus cause complications.

Removing tabs in a document

Before removing tabs in a document, you need to highlight the section of the
document that contains tabs. Tabs are easily discarded from the ruler by dragging the
tab marker off the ruler. If you prefer to use the dialog box to remove tabs, simply
access the Paragraph dialog box, click on Tabs at the very bottom of the dialog box,
and choose the tab you wish to delete on the left-hand side under Tab stop position:,
and click on Clear. Should you wish to remove all tabs, click on the Clear All icon.
Don't forget to press the OK button to commit the changes.

[75]



Creating Lists and Constructing Advanced Tables Chapter 2

Creating tables

In this topic, we will create a table and become familiar with table elements, enter
text, and master table selection techniques. Tables are used to display information in a
list or to organize information in rows and columns. There is more than one way to
insert a table in Word. Let's review them while referring to the following screenshot:

File Home Insert Design Layout References Mailings
B3 Cover Page~ L_lg Pictures 5 lcons 1l Chart
[ Blank Page b E‘@ Online Pictures @ 30 Models ~ g4 Screenshot -
able —
"# Page Break o [ Shapes = PDSmartArt
Pages 3x2 Table trations

' OO0 g et 2003

1
1 o
OOOOODoOoad
1 |
o
e

. o

_ ] Insert Table...
- ™ Draw Table

E[';] Excel Spreadsheet
F] Quick Tables 3

1. Using the Table icon from the Insert tab (shown in the preceding
screenshot), and selecting the number of columns and rows you require by
clicking and dragging the mouse pointer over the rows and columns
provided.

2. Using the Insert Table... option from the drop-down list on the Table icon
from the Insert tab, and specifying the number of rows and columns you
require.

3. Using the Draw Table option.

4. Inserting a quick table. A gallery of table formats will appear, from which
to choose styles. Adjust the content as necessary.
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Make sure you are aware of the difference between a Row, Column, and Cell,
illustrated in the following screenshot:

Row Row Row Row Row
Column
Column N -
Column

A cell is an intersection between a row and a column. Use the Tab
key on your keyboard to navigate from one cell to another in a
table.

To navigate to a tab stop in a table, press Ctrl + Tab.

Selecting skills

For some formatting and editing tasks, various parts of a table need to be
selected. Selecting parts of a table can be done via the Table Tools Layout menu or
simply by just selecting with your mouse, as follows:

1. Position the mouse pointer onto the table.
2. This will activate the Table Tools contextual menu.

3. Click on the Select icon located to the very left of the ribbon, as illustrated
in the following screenshot:

File Home Insert Desig
[-\3 Select vl}, I-*j- D
B Select Cell

aw Eraser
B Select Column ble
i Select Row Draw
B Select Table
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4. Alternatively, use the following selecting skills:

Select ENTIRE TABLE: Click on the Table Select button.

Hint: You can hold this button down using the mouse and drag

the entire table to a new location.

Select a COLUMN: Move the mouse pointer over the top edge
of the table until the mouse pointer changes to a black
downward arrow. Click to select the column or drag to select

multiple columns.

Select a CELL: Place your mouse to the left of the cell you would

like to select and click.

Select a ROW: Place your mouse to the left of the row you

would like to select and double-click.

Editing and formatting tables

During this section, you will learn how to autofit content and use the split and

merge feature on table cells. We will also cover the alignment of text vertically and
horizontally; changing text direction and applying table styles; adjusting row and
column sizes; changing the direction of text; applying table styles; using the distribute
options; and, finally, applying borders and shading.

Merging cells

Often, you need to combine cells together so that you can type some text across a
range of cells. This is called merging;:

1. Select (highlight) the cells you would like to merge.
2. Right-click with the mouse over the highlighted area.
3. Choose Merge Cells, as illustrated in the following screenshot:
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Times New Re = 10

T3 Paste Options:

il e e
B LA
Insert

Delete Columns

Merge Cells

EE Distribute Rows Evenly
Ht
[mn]

Distribute Celumns Evenly

NI
B I =3%%-A-O-H
EEX\CUE

By Copy

You can also use the Merge icon located on the Table Tools ribbon.

Splitting cells

Once you have merged cells, you might want to split them again, as follows:

1. Right-click over the merged cells.
2. Choose Split Cells... from the shortcut menu provided, as illustrated in the

following screenshot:

Tirnes New Re - |10 - | A
B I =3~ A & 4

|
& Cut

ER Copy

‘-D Paste Options:

= TP " TR = TR -

& Lo L LA
Insert 4
Delete Cells...

] Split Cells... [
Border Styles 4
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3. Select the number of rows and columns from the dialog box to split the cell
into, as illustrated in the following screenshot:

Split Cells ? pod

4k

Mumber of columns: |1

4k

Mumber of rows: 4]

Merge cells before split

Cancel

4. Click on the OK button to commit the changes and split the cell.

Changing row/column height or width

You can easily change the width and height of a table row or column by dragging the
lines around the border of the cell/s. Simply click on the table line you wish to alter.
Depress the mouse and keep it depressed, and drag the line to a new location to
resize the row or column. An example of a table containing rows and columns of a
different width is provided in the following screenshot:

Staff Member Amount Paid Contract Contribution Leave Taken
Dunborar, S SSODD*P Temporary 2% 6.5
Kourkova, A 45000 Full Time 3% 15

12
Pittern, B 4567 Part Time 2%
Barryline, D 120678 Permanent 5% 27
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If you are asked in an exam scenario to resize a row or column to a certain width or
height, you will need to access another method. There are always many ways to do
things in the Office environment.

Alternatively, proceed as follows:

1. Select the row/column to resize.

2. Click on the Layout tab under the Table Tools option and adjust the width
and/or height accordingly, as illustrated in the following screenshot:

Mailings Review View Developer Help Acrobat Design Layout Q

| i N .
k' | ‘ -)I |:| |:EEE| s E[l Height: > B¥ Distribute Rows
nsert In.sert Merge Split  Split AutoFit oy Width: B Al e e
Left  Right Cells  Cells  Table =
P Merge ell Size P
PE g o103 3. -4-&55- 161 1 Table Column Width 131 . 148
E3 Set the width of the selected cells,
Staff Member Amount Cont Taken
Paid
Dunborar, 5 35000 Temporary 2% 6.5
Kourkova, & 49000 Full Time 3% 15
12
Pittern, B 4567 Part Time 2%
27
Barryline, D 120678 Permanent 5%
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Inserting rows or columns

To insert a row in between Kourkova and Pittern (as per the preceding example
data), proceed as follows:

1. Select the Pittern row.
2. Right-click over the selected row with the mouse pointer.

3. Choose Insert, then choose the desired option from the list provided to the
right in the following screenshot:

+
Staff Member ontribution Leave Taken
+ 10 - . TN - -
A
Dunborar,$ | gy = a + A - & -« insert Delete | 2% 6.5
i i
Kourkova, A e 3% 15
L X Cut
ale 12
pittern, B EE’ Lopy 2%
_ '™y Paste Options: 27
Barryline, D &‘ o o oo nt 5%
= Lo L LA
Insert Ik\ P & Insert Columns to the Left
Delete Rows E# Insert Columns to the Right
B Merge Cells B  Insert Rows Above
HI Distribute Rows E"."Eﬂl}" m Insert Rows Eelcl,'._.
EH Distribute Columns Evenly Ecn Insert Cells...

Alternatively, proceed as follows:

1. Select the Pittern row.
2. Click the Table Tools icon,

3. Make sure you are on the Layout tab, and then select Insert Above, as
illustrated in the following screenshot:
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References Mailings Review View Developer Help Acrobat Design Layout Q

4 Eese . -
T €« > % % = % [|Height 068 cm - B Distribute Rows
Insert  Insert Insert In.sert Merge Split  Split AutoFit ﬁWidth: - EEI' Distribute Columns
Abovet‘ﬁelow Left  Right Cells  Cells Table <
Rows & Columns [P Merge Cell Size [P
Insert Rows Above 3o 4 @ 5.0 6 T B 38, 100 11 #2130 0 148
Add a new row directly above the
current row. Amount Contract Contribution Leave Taken
Paid
Dunborar, & 35000 Temporary 2% 6.5
Kourkova, & 45000 Full Time 3% 15
12
Pittern, B 4567 Part Time 2%
27
Barryling, D 120678 Permanent 5%
m]

If you have more than one row selected, more than one row will be
inserted.

Deleting rows or columns

The method for deleting rows and columns is exactly the same as the Insert methods.
Simply right-click on a selected row or column, and choose Delete from the shortcut
menu. The Delete option is also available on the Table Tools contextual menu, as
illustrated in the following screenshot:

Layout References Mailings Review View Developer Help Acrobat Design Layout Q

) e o
& BB | = B £t osscm - B st
x v E==s] *__DHE|ght 0.68 cm EIDlstrlbuteRows
Delete  Insert Insert Insert In.sert Merge Split  Split AutoFit EWidth: * || B Distribute Columns
= |} Above Below Left Right Cells  Cells  Table <
Eﬂ Delete Cells... e Merge Cell Size ]
L v # o ot o2 @3 4 #EL S B T B 3 10 1L #2130 148
» Delete Columns
2% Delete Rows kil
Staff Member Amount Contract Contribution Leave Taken
[ Delete Table Paid
Dunborar, § 35000 Temporary 2% 6.5
Kourkova, A 49000 Full Time 3% 15
12
Pittern, B 4567 Part Time 2%
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Click on the Layout tab to locate the Delete icon.

Aligning cells in tables

Aligning cells in tables is fairly straightforward, as illustrated in these next steps:

1. Use the Layout tab under Table Tools to change the alignment of text
within a table.

2. Select the area of the table to change the alignment.

3. Choose from the list of alignment options available, as illustrated in the
following screenshot:

* Table Tools

@ Tell me what you want to do

- BEEE A=
EE Distribute Rows =
EIEE — Eﬂ

o Text Cell
1 Distribute Columns
EEE Direction Margins

M Alignment

This is how the different alignments would appear in our example table when
applied:

Align Top Right

Staff Member Amount Contract Contribution Leave Taken
Paid

35000

Dunborar, & 2% 6.5
Temporary
49000 Time 3%
L Align Center
Centerleft £
Bottom Center
Pittern, B 4567 2%
27

Barryline, D 120678 Permanent 5%

[84]



Creating Lists and Constructing Advanced Tables Chapter 2

Changing text direction

Changing the text direction in a table cell might be just the thing you need to give you
more space in a table to fit all the contents across the width of a page! To do this,
proceed as follows:

1. Select the cell or cells to change the text direction.

2. Click on the Text Direction icon on the Layout tab under Table Tools, as
illustrated in the following screenshot:

Acrobat Design Layout Q Tell me what you want to do

oo oM [ | 5%

2cm . EE Distribute Rows

[ ][] [ T el " E?'E Com

1.2 cm z EE Distribute Columns ext 2 ort
] L L Direﬁion Margins .f'f Form
Cell Size a Align Da

o 98, 10 g 110 12 -ﬁ-g Add 15 16 Text Direction

Change the text direction within the
selected cells,

Contribution
E é Click the button multiple times to
@ cycle through the available
- - .
directions.
2% 6.5
39 15

3. Different text direction options are available by clicking (cycling through)
the Text Direction icon multiple times.
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Distributing rows and columns evenly

The Distribute Rows and Distribute Columns options allow you to resize selected
columns and rows evenly. At times, you will notice that rows end up with different
heights when you are working. Selecting the rows of a table and applying the
distribute features (located on the Layout tab) fixes this, creating evenly distributed
rows and columns, as illustrated in the following screenshot:

Mailings Review View Developer Help Acrobat Design Layout g Tell me what

€ > % % :IIZI %[ Height: 0.82 cm | HE Distribute Rows BEE
Insert  Insert I Split  Split AtF't‘;' et L‘\r" HEE
i=dy =3 g3 Al [+l utorit | s Width: - [ Distribute Columns
Left Right | Cells Cells Table - =l = =
P ferge Cell Size P
#1028 30 4S8 T 8 - 380 101 - Diceribute Rows
Distribute the height of the selected
+ rows equally between them.
Staff Member Amount Contract Con
Paid ¢ =
s
Dunborar, 5 35000 Tempaorary 2% 6.5
15
Kourkova, & 45000 Full Time 3%
12
Pittern, B 4567 Part Time 2%
27
Barryline, D 120678 Permanent 5%

Applying borders and shading

Here is how you can apply this formatting to your tables:

1. Select the table.
2. Right-click over the highlighted area of the table and choose either Border
Styles or Table Properties to access the options available.
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3. To select the table styles, shading, border styles, or border options, visit the
Design tab of the Table Tools contextual menu, as illustrated in the
following screenshot:

Ed
Staff Member Amount Contract
Paid % Cut
By Copy
iD Paste Options:
Dunborar, 5 35000 Temporary 2% = P ™
¥ ls A
Kourkova, A 45000 Full Time 3% Insert »
[_'x Delete Table
Pittern, B 4567 Part Time 2%
EI Distribute Rows Evenly
Barryline, Dr 120678 Permanent 5% EE' Distribute Columns Evenly
Theme Borders Border Styles P%

[ AutoFit 3

“ﬁ Text Direction...

|;| Insert Caption...
_—— = LTj Table Properties...
]

i# Border Sampler MNew Comment

4. Experiment with the options available while the table is selected.

Customizing advanced tables

In this topic, we will learn how to convert a table to text, define the header row of a
table (very important for additional applications and use of data tables), sum the cell
values in a table, and sort the contents of a table.

Converting a table to text

Now that you have learned about tables, you may want to convert tabular text to a
table without retyping the information. Word can convert existing text to tables—and
vice versa. Follow these steps:

1. Select the table to convert to text.
2. From the Table Tools contextual menu, select Layout.
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3. Under the Data group, locate Convert to Text, as illustrated in the
following screenshot:

Mailings Review View Developer Help Acrobat Design Layout Q Tell me what you want to do

— i
€ EEE flvee| 1| Bt | DEE A A BtepestHederious
. BEIEE=E — % Convert to Text
Insert In.;ert Merge Split  Split AutoFit EW\dth: + | Distribute Columns DEE .Tex'.( CeI.I Sort F I
Left  Right Cells  Cells  Table - Direction Margins X rormula
[Pl Merge Cell Size [Pl Alignment Data A
P ot o2 B3 o4 B Sy B g T B 38 100 0 11y 1200 B 18 150 16 1T 18 Convert to Text

Convert the table to regular text.

You can choose which text

] character to use to separate the
Staff Member Amount Contract Contribution columns.
Paid u
¥
@
H =
Dunborar, § 35000 Temparary 2% 6.5
15
Kourkova, A 49000 Full Time 3%
12
Pittern, B 4567 Part Time 2%
27
Barryline, D 120678 Permanent 5%

4. Select Tabs from the dialog box provided and click the OK button to
commit the change, as illustrated in the following screenshot:

Convert Table To Text

Separate text with
D Paragraph marks

D Commas
Dgther:

Convert nested tables
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Let's go through the steps to convert text to a table. It is always easier if your text
contains tabs separating the text and is consistent in that there is only one tab in
between typed text. Follow these steps:

1. Select the text to convert to a table.
2. Click on the Insert tab.

3. From the Table drop-down list, choose Convert Text to Table..., as
illustrated in the following screenshot:

Insert Design Layout References Mailings Review View Developer Help Acrobat Q Tell me

- > 2T
=21
D L_||;|P|ctures = lcons 11 Chart Hj"GetAdd—ins W E:,a ‘G Link
’:‘.g. Online Pictures @ 3D Models ~ g4 Screenshot ~ = |* Bookmark
Table . -‘ My Add-ins - Wikipedia Online
- [ Shapes - ﬁ SmartArt oF Ny Video Ej Cross-reference

Insert Table trations Add-ins fedia Links

DDDDDDDDDD |-1-|-§-|-1-|-2-|-3-|-4-|-5-|-6-|-?-|-S-l-?-l-l(}-l-ll-l-l?_-
100 | o o

[ | o o [
[ | o
D D D D D D D D D D Staff Member Amount Paid  Contract Contribution  Leave Taken
DDDDDDDDDD Dunborar, § 35000 Tem
5 porary 2% 6.3
[0 5 | | S
DDDDDDDDDD Kourkova, A 49000 Full Time 3% 15
F  Insert Table... Pittern, B 4567  Part Time 2% 12
[ Draw Table Barryline, D 120678 Permanent 5% 27
irﬁ Convert Text to Table... [} "D (Ctrl) ~
Eé Excel Spreadsheet Convert Text to Table
Bl Quick Tables

Split a single column of text into
multiple columns.
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4. Choose how to split the text using the dialog box provided, as illustrated in
the following screenshot:

Convert Text to Table 7 >

Table size

Mumber of columns: 5

(5]
EILANIE L

MNumber of rows:

AutoFit behavior

4k

@ Fixed column width: |Auto

D AutoFit to contents

() AutoFit to window
Separate text at

() Paragraphs (_) Commas

(®) Tabs () Other:

5. The options presented in the dialog box are normally correct due to Word
picking up the number of columns and separation type from the text.

6. Click on the OK button to convert the text to a table.

Defining the header row

Setting the first row of your table as the header row has its advantages when the table
is large and will span across multiple pages. Defining the header row (the first row of
the table containing your headings defining the contents of the column) makes sure
that the headings in the first row of the table will repeat themselves at the top of the
next page, and so forth.

1. Select the first row of the table.
2. Click on the Table Tools tab.
3. Click on the Layout tab.
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4. Choose Repeat Header Rows, as illustrated in the following screenshot:

Mailings ~ Review  View  Developer  Help  Acrobat  Design [EWSTSN 3 Tell me what you want to do 5 Share
o — b
:I > % % % % [|Height: 048cm = HE Distribute Rows B8 A—_'» @ ’%l Repeat A
| M Spl Spl AutoFi BEHE T Cell : =2'Convert to Text
et Insert erge  Split plit utofit | F=width: (3.18em © ES' Distribute Columns ext 2 ort
et Right | Cells Cells Table - - El = & pirection Margins Jx Formula
[F] Merge Cell Size [F] Alignment Data -~
o 1.0 20 o4 5. (#7081 98 100 -11- 0 12-# 130 141 15 #1617 - 18 Repeat Header Rows
Staff Member T DR e YT Ieave Taken Mark multiple rows as header rows.
Dunborar, § 35000 Tempprary 2% 6.5 If your table spans multiple pages
Kourkova, & 45000 Full Time 3% 15 the header rows will appear on
Pittern, B 4567 Part Time 2% 12 every page for easy reference.
Barryline, D 120678 Permanent 5% 27

5. The header row has been set to repeat automatically at the top of each page.
Any formatting change made to the first row (header row) will
automatically update to each of the header rows at the top of each page.

Adding up cell values in a table

Although Excel would be the go-to application for calculating data, calculations can
be performed within Word tables. We could create a formula to add sales values,
work out percentage commission, or multiply values:

1. Click where you would like your answer to be (that is, place your cursor in
the total cell).

2. On the Layout tab under Table Tools, choose the Formula icon, as
illustrated in the following screenshot:

Mailings Review View Developer Help Acrobat Design Layout Q Tell me what you want to do ";_;_ Share
” —
:I = % % é[l Height: 0.42cm 2 [T Distribute Rows BEE A;»' @ '%l
I Split  Spl AutoF S8E T_’ Cell S £ Convertto Text
et Insert plit plit utoFit  Syidgth: 3.18em 2| HH Distribute Columns ext e ort
ft  Right Cells  Table - = z EEE Direction Margins fx Formula
] Merge Cell Size [F} Alignment Data -~
&-|-1-|-Z-\-ng-4‘|‘5‘|-§|-7-|-8-\-95 21000 11 12 @ 13- 0 -14. 0 .15 @G AT 18 Formula
Staff Member Amount Paid Contract Contribution Leave Taken Add 2 formula to 3 cell to perform 2
simple calculation, such as
Dunborar, § 35000 Temporary 2% 6.5 AVERAGE. SUM, or COUNT.
Kourkova, A 43000 Full Time 3% 15
Pittern, B 4567 Part Time 2% 12
Barryline, D 120678 Permanent 5% 27
TOTAL SALARY
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3. The Formula dialog box will open and will automatically enter a formula to
add values in a table cell, as illustrated in the following screenshot:

Formula

Formula:

=SUM[ABCOVE)

Mumber format:

0.00 w

Paste function: Paste bookmark:

4. Check that the formula is correct. (Word automatically assumes that we are
adding all the values above, which is correct in this example. Always
double-check after the calculation is assumed by Word, as you may wish to
alter the formula to =sum [LEFT] if you are to add all the values to the left,
or =sum[RIGHT] to add all the values to the right of the formula cell.)

5. Click on OK.

To update a formula, press F9 on your keyboard. If you change any of the table
values, which will have an impact on any formula in the table, select the table and
press F9 on your keyboard to update the formula. Alternatively, right-click on the
answer, and select Update Field, as illustrated in the following screenshot:

F
Staff Member Amount Paid | Contract
Dunbaorar, 5 3500 '

Kourkova, A 9000 || Calibri (Body) ~ 105 ~ A
pittern, B 4567 g p oy . p vz
Barryline, D 1206

TOTALSALARY | 1692045.00 I

[ Paste Options:

il il il il
ey |

i Lo A
il dealf?Field
Edit Field...
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To multiply, subtract, or divide in a Word table, simply use the rows and column cell
references in the formula. For example, to sum up the values 9000 + 4567 to reach a
total, you would need to use column B and row 2 and column B and row 3 to identify
the cell references for the cells to use in the formula to obtain the total in column C,
row 6.

This feature can be used for quotations, invoicing, and so on.

Sorting table contents

1. Select the column you would like to sort by (in this case, Staff Member was
selected).

2. Click on the Layout tab under Table Tools.
3. Choose Sort, as illustrated in the following screenshot:

Mailings View Developer Help Acrobat Design Q Tell me what you want to do
===z r . — i
j E) % % = EI] Height 048 cm 2 EE Distribute Rows SIS A‘_);’, @ %l Repeat Header Rows
t Inset | Merge Split Split | AutoFit = . EEE 0 ot | = Convert to Text
sert Insel Srge op Pl uterit - s Width: 3.18em I [ Distribute Columns 2
| eft  Right | Cells Cells Table .o = = & pirection Margins I fx Formula
() Merge Cell Size (] Alignment Data
ﬁg-l-l‘l‘2‘|§-\-4-\-5-|-lﬁ|‘?‘|‘8-|-9ﬂ 2100 1l 12081300 o140 215 ([EdE 0 170 18 Sort
d
Staff Member Amount Paid Contract Contribution Leave Taken i“”:‘”aﬁﬁhﬁtu"ﬁ"t 55_|Etlt"3n‘ n
Dunborar, S 35000 Temporary 2% 6.5 alphabetical or numerical order.
KF)urkova, A 3000 Ful Ti!'ne 3% 15 This is especially useful if you're
Pittern, B 4567 Part Time 2% 12 trying to organize data in a table.
Barryline, D 120678 Permanent 5% 27
= 0 Tell me more
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4. In the Sort dialog box, notice that the Word program has automatically
detected that the table has a Header row. Choose whether to sort
Ascending (A-Z) or Descending (Z-A) using the options on the right, as
illustrated in the following screenshot:

Sort by
Staff Member w| Type:  Text | (@ Ascending
Using: |Paragraphs w O Deaaine
Then by
w | Type: | Text | (® Ascending
Using: |Paragraphs e O Descending
Then by
w | Type:  |Text e Ascending
Using: |Paragraphs e LEEITY
My list has
@ Header row O No header row
Options... Cancel

5. Click on OK to sort the table. The result can be seen in the following

screenshot:
Staff Member Amount Paid Contract Contribution Leave Taken
Barryline, D 120678 Permanent 5% 27
Dunborar, S 35000 Temporary 2% 6.5
Kourkova, A 9000 Full Time 3% 15
Pittern, B 4567 Part Time 2% 12
T
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Summary

This chapter has imparted important skills to use when constructing bulleted and
numbered lists, with a very thorough explanation of the correct method when
working with tabbed lists, including leader dot tabs. It has equipped you with the
knowledge to create a table, select table elements, format a table, and apply advanced
table customization such as converting tables, text, and header rows, working with
table formula, and sorting data.

In the next chapter, we will concentrate on creating professional documents and
forms, with a section on working with graphic content and how to work with Paste
Special and text import.
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Creating Professional
Documents

Word 2019 includes an array of features that aid in creating attractive and
professional documents. This chapter will teach you how to add references such as
citations, a table of contents, add a bibliography to a document, and perform a mail
merge using different methods.

We will construct a form using the Quick Parts feature, insert a cover page, and get to
grips with navigation techniques and working with long documents. There is also a
section on troubleshooting endnotes and footnotes, headers and footers, and links in a
document.

We will cover the following topics in this chapter:

e Word-referencing features
¢ Performing a mail merge
¢ Constructing forms

¢ Customizing page layouts

The skills you will learn about in this chapter will allow you to create well-organized
documents with easier to read navigation for readers, as well as the skills needed to
apply professional features when working with long documents. You will also have
the skills to prepare a mail merge document using different output requirements and
compile a form to collect information from others online.
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Technical requirements

As this chapter focuses on advanced concepts in Word 2019, the prerequisite is
definitely being confident with the Word 2019 interface so that you can troubleshoot
and produce professional documents. The examples that will be used in this chapter
can be accessed from the following GitHub URL: https://github.com/
PacktPublishing/Learn-Microsoft-Office-2019.

Word-referencing features

This section will teach you how to apply different referencing features within Word
2019 to generate a table of contents (TOC), citations to create a bibliography, and
work with the master and sub-document tool when compiling long documents.

We will also add endnotes and footnotes; for example, the author's notes to
referenced marks at the end of a document or on single pages within a long
document.

Creating and updating the TOC

The TOC is generated using document heading styles. Once a document is formatted
using heading styles, Microsoft Word uses these styles to create the table. Once the
TOC has been inserted into the document, you will be able to update the table
(without redoing the entire table). Word offers a gallery of TOC styles to choose from:

1. To follow this example, open the document called Table-of-
Contents.docx.

We will create a TOC as the first page in this document.

Force a page break at the start of the document by pressing Ctrl + Enter.
Type the heading Table of Contents on the first page of the document.

SRS

Heading styles need to be applied throughout the report so that we can
generate the TOC on the first page of the document—use Heading 1
through Heading 3 to format the report headings:
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Chapter 3

Heading 1 level style

Heading 2 level style

SAFEST SOLUTIONS INTRODUCTION

Lorem ipsum doler sit amet, consectetur adipiscing elit, sed de eiusmod tempor incididunt
ut labore et dolore magna aliqua. Viverra nam libero justo laoreet sit amet. Tortor pretium
viverra suspendisse potenti. Malesuada pellentesque elit eget gravida cum, Gravida dictum
fusee ut placerat orel nulla. Adipiscing enim ex turpis egestas pretium senean pharetra.
Rutrum tellus pellentesque en tineidunt. Turpis massa tincidunt dui ut crnare sit amet
est. Tortor condimentum lacinia quis vel, Orci sagittis eu volutpat odio facilisis mauris sit
amet massa. Faueibas nisl tineidunt eget nollam non nisi st sit amet.

OUR INCUCTION PROGRAM

Cursus metas aliquam eleifend mi in nulla posuere. Fringilla urna porttitor rhoncus dolor
parus non enim. Egestas fringilla phasellus faucibus scelerisque eleifend donec. Diam ut
venenatis tellas in metus. A diam sollicitedin tempor id ea nisl. Proin fermenturmn leo vel ord
porta non pulvinar neque. Tortor at risus viverra adipiscing at. Pretium fusce id velit ut

6. To select more than one heading in order to apply the same heading style,
select the first heading, then hold down the Ctrl key on the keyboard.
While keeping the Ctrl key depressed, select the next heading, and so on.

7. Once the heading styles have been applied throughout the document, we
are ready to build our TOC.

8. Click in the document where you want the TOC to reside. This is normally
at the very top of the document on the first page.

9. Click on the References tab.

10. Click on the Table of Contents drop-down arrow to select a built-in TOC

style to use:
File Home Insert Design Layout References
% 8 Add Text - 1 [ Insert Endnote ‘i
[ Update Table *“lE': Mext Footnote -
Table of Insert Sma
Contents - Footnote Look
Built-In
Automatic Table 1
Contents
Heading 1.........comarnrarmrne k .1
Heading 2.-.-.cococoreveveres Automatic Table 1 pre— 1
Heading 3 ..o.oooooeeoe — 1
Autormatic table contents (labeled
"Contents"] that includes all text
Automatic Table 2 fErr1aﬁecl with the Heading 1-3
styles
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Your TOC will be generated at the top of the document. But if you need to make any
changes to the existing TOC or you used the incorrect heading styles on a section of
the document and need to correct this, then simply click into the TOC and press the
F9 function key to update the entire table or just the page numbering;:

s

TABLE DF CGNTENTS Word is updating the table of contents. Select one

= of the following options:
- = [! Update Table... | (®)iUpdate page numbers only!

() Update entire table

SAFEST SOLUTIONS INTRODUC| Cancel

OUR INDUCTION PROGRAM ... e

Using citations to build a bibliography

Creating citations in a Word 2019 document is really simple. Citations are references
to either published or unpublished work. Citations are used to explain any reference
to, for example, websites, journals, reports, artwork, interviews or authors in a Word
document.

Once the source is created as a citation, you would attach it to the relevant part of the
document (text, image, table, column). These sources are then generated in a
bibliography at the end of your document. You can then update a single citation, by
adding or removing information from the source, after which it will automatically
update the bibliography.

Adding citation sources

Follow these steps to learn how to add citation sources:

1. For this demonstration, we will open the document called
CiteThis.docx.

2. The first step when it comes to generating your bibliography is to insert
citations throughout the document.
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3. Position the mouse pointer either on the left- or right-hand side of the text
you wish to cite to include it in the bibliography.

Visit the References tab on the ribbon.
Select the Insert Citations icon from the Citations & Bibliography group.
Select Add New Source...

Edit the source by selecting the Type of Source you wish to create from the
drop-down list provided.

NS ok

8. For this example, we will create two sources at two different points in the
document:

*dit Source

Type of Source | GENETANNG_G_— - Language |Default ~

Eibliography Fields for APA
Author |Fankwa, M Edit
|:| Corporate Author
Title |The Financial 3olution
Year 2018
Publisher |Fankwa and Partners
City |Bankwa

|:| Show All Bibliography Fields
Tag name

9. Fill in the details of the source, then click on the OK command when
complete.

10. The source will be inserted at the position of the mouse pointer and will
look as follows:

amet massa. Faucibus nisl tincidunt eget nullam non nis
OUR INDUCTION PROGRAM (Fankwa, 2018)

~  Cursus metus aliquam eleifend mi in nulla posuere. Frinl
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11. Move to the next position in the document to add the next new source.
Change the Type of Source, if necessary, and fill in the details:

Edit Source k

ULl Electronic Source 8 Language |Default ~

Eibliography Fields for APA

Author (Baggins, PL Edit
|:| Corporate Author
Title |Qur Tech Infrustructure
City Bagwa
State/Province |Onnto
Country/Region |UKA
Year 2019
Manth |08
Day 25

|:| Show All Bibliography Fields
Tag name

That's it. Now that you have learned how to insert citations, we will build a
bibliography.

Generating the bibliography

Follow these steps to generate a bibliography:

1. As bibliographies are positioned at the end of a document by default, scroll
to the last page of the document.

2. Click where you would like to insert your bibliography.
Visit the References tab on the ribbon.
4. Choose Bibliography from the Citations & Bibliography group.

W
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5. From the list provided, choose from either Bibliography, References, or
Works Cited. In this case, we'll be inserting the bibliography into the
document:

EéiI;JIir:‘,tgré"Sm]*yr

Baggins, P., 2015. Our Tech infrustructure, Bagwa: s.n.

Fankwa, M., 2018. The Financial Solution, Bankwa: Fankwa and Partners.

In the next section, we will learn how to edit citations by applying a different style.

Editing the citation style

There are various citation styles to choose from, such as the popular APA or Harvard.
To select a different citation style, simply click the drop-down arrow of the citation
marker and choose the preferred style. Then, the bibliography will be updated
automatically.

You can add page numbers to a citation marker in the document or suppress
information related to the author, year, and title. Follow these steps to edit your

citation:

1. Click on a citation marker in the document.
2. Choose Edit Citation from the list provided:

“ (Baggins, 2019) ') ORMATION TECHNOLOGY

tibulum rhoneus est pellentesqg
ilis at erat pellentesque adipisei
Edit Source s. Cras semper auctor neque vit
asellus. Aenean vel elit seelerisq]
o o nt morbi. Ut tortor pretium viv
[ Update Citations and Bibliography n integer enim neque volutpat.

E} Edit Citation

Convert citation to static text
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3. For this example, we will add the page number for the currently selected

citation:
varius. Enim nunec faucibus a pellentesque sit amet porttito
imperdiet massa tincidunt nun
faucibus scelerisque eleifend. L
Add
Pages: 2'
Suppress

: (Baggins, 2019)| | ORMATION| [ author []Year []Title

Platea dictumst vestibulum rho Cancel

4. Type the page number that the citation refers to into the placeholder
provided.

5. Click on the OK button to update the citation within the document.

Working with master documents or
subdocuments

If you ever need to work with very long documents within Word 2019, then this
feature is for you! Having a particularly long document with a huge number of pages
can become difficult to edit, and you have to take into consideration whether your
computer can handle the processing it has to do. You can either work with the master
document feature on its own or use it in combination with the subdocument feature,
where parts (for example, chapters of a book) are stored as separate files and called
upon when changes need to be made.

The Master Document feature is the main parent and keeps all the subdocuments
connected. It will continue to allow the use of features such as page or chapter
numbering, styles, references, headers and footers, and so on. Let's investigate this
feature.
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Always keep master documents and subdocuments within the same
folder. This will ensure that you have the correct file path access to
all the parts of the master documents and subdocuments and that
you won't have any problems locating documents when editing,
which could lead to all sorts of editing and version problems!

It is always best to name your master documents and subdocuments
really carefully with some naming convention order! This way, you
will not have a problem locating parts of the document that need to
be in a particular order.

If you are creating a master document from scratch, open a new document as usual.
Alternatively, if you want to change a normal document into a master document,
open the first document, which will become the main document.

For this demonstration, we will use a few documents, that is, Master.docx,
Subl.docx, Sub2.docx:

1. Click on File | New | Blank document.
2. Click on View | Outline.

3. Notice that the Outlining tab is now present on the ribbon. Click on the
Show Document icon.

4. Click on the Insert icon to start differentiating between different parts of
the document:

Cutlining Insert Design Layout References Mailings Review View Developer Help Acr

- . - 5
evel 1 3 3 Show Level: Level 9 |E| Create B

Show Text Formatting r;lnsiit

I ) . Show Close
[ Show First Line Only [t Outline View
Outline Tools IMaster Document Close

Insert Subdocument

Browse for an existing file to embed
as a subdocument.

You cannot embed a subdocument
within body text: it must be
embedded after a heading.

Ensure that Expand Subdecuments
is turned on before using this
feature,
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5. Insert your documents in order of the master, then visit Insert again
separately until all the subdocuments have been added in order:

« * 4 « CHAPTER.. » MASTER_SUB v Search MASTER_SUEB

Organize « Mew folder ElZI T 0

~

h-]

&+ Dropbox
& Onelrive

# Onelrive - Foulke ”

A This PC Masterfain.doo Subl.docx Subl.docx
_J 3D Objects
I Desktop
=| Decuments
* Downloads

D Music v

File name: w~ | | All Word Documents (*.docg®.c ~

Tools = Open |v Cancel

6. You will be asked via a popup message dialog whether you want to keep
conflicting styles. Say Yes to All of these to maintain consistency with the

style that will be used throughout all the documents linked to the master
document:

Microsoft Word

o Style "OMNE’ exists in both the subdocument you are adding [Subl.docg and the master document. Would you like to rename the style in the
subdocument?

Yes Yes to All Mo Mo to All

7. Don't forget to save at this point since you have created a new document
consisting of different parts.

[105]



Creating Professional Documents Chapter 3

How you continue to edit after this point is entirely up to you. Each document can be
worked on separately, which will update the master document upon saving it. You
can collapse and expand subdocuments and remove links from documents you no
longer need to keep as part of the master. The beauty of master documents is that you
have the ability to print a large document without the heaviness of one very long
document.

Constructing endnotes and footnotes

You use endnotes or footnotes to reference text in the document. A superscript number
is positioned after the text and, when clicked on, it will take you to the actual
explanatory note at the very end of the page, document, or section. You can convert
footnotes into endnotes and vice versa in Word 2019.

Inserting footnotes/endnotes

Follow these steps to learn how to insert footnotes/endnotes in Word 2019:
1. Open the FootNotesEndNotes.docx document for this example.
2. Place the mouse cursor in the text where you would like to place a footnote.
3. Select Reference | Insert Footnote:

References Review View

Mailings

1 ﬁ'} Insert Endnote
AE, Next Footnote ~
InI::::?rt
Foottiote
Footnotes I
Insert Footnote (Alt+Ctrl+F)

Add a note at the bottom of the
page providing more info about
something in your document,

9 Tell me more

Lookup

Research

=l 5
(] y Manage Sources
JORMCES =

[% Style: |Harvard -

Smart Insert . Insert
Citation - & [ Bibliography - Caption

Citations & Bibliography
P10 20 03 40 5 B T

trum tellus pellentesque en tincidunt. T
t. Tortor condimentum lacinia quis vel. C
et massa. Faucibus nisl tincidunt eget n

UR INDUCTION|PROGRAM
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4.

5.

A footnote marker will appear in the document text and the footnote section
will open up at the end of the page.

Type an explanation of the footnote into the space provided. We will

type Our Induction Booklet is downloadable from our
intranet site SafestSolutionsWeb for this example:

EXISTING EMPLOYEES

Navigate back to the footnote marker in the document, just after the text
stating Induction. You will notice that when hovering the mouse pointer
over the marker, it will display the text, as typed into the footnote
explanation.

To navigate from the marker to the explanation, click on the Show Notes
icon or double-click on the marker to move between the text and
explanation.

Converting footnotes into endnotes

Follow these steps to learn how to convert footnotes into endnotes:

1.

2.

After inserting footnotes throughout a document, click on the Footnote and
Endnote expand icon.

The footnote and endnote dialog box will populate. Click on the Convert...
icon:

[107 ]



Creating Professional Documents Chapter 3

Footnote and Endnote

Location h‘

@Footnates: | Bottom of page v

(::l Endnotes: End of document A

Convert...

Footnote layout

Columns: Match section layout -
Format

MNumber format: 1,2, 3, .. A

Custom mark: I:I symbaol...

Start at: 1 =

Mumbering: Cantinuowus o
Apply changes

Apply changes to: |'Whaole document o

Cancel Apply

3. Click on OK, then Close.

4. The footnotes will be converted to endnotes at the very end of the
document.

5. When you convert footnotes into endnotes, the number format changes. If
you need to alter the number format for endnotes and footnotes, click on
the References tab to launch the Footnote dialog box. Select the drop-down
arrow next to Number format and choose the desired number format from
the list provided.

6. Click on Apply to commit the changes you've made.
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Inserting links in a document

A link is a piece of text, graphic, picture, chart, or shape in a document that, when
clicked on, will take the user to another location! An example would be to use a link
to go to a website or file from the document. Links can be used to link to other files, to
external documents, to a place in the same document, or to web pages or graphics.
This section will take you through a few methods you can use to insert links into
Word 2019 documents. Let's go over the first method and open the document

called Hyperlinks.docx:

1. Select some text or position the mouse pointer in the document where you
would like to place the link.

2. Right-click and choose Link....

Alternatively, you can do the following:

Click on the Insert tab.

Choose the Links icon.

The Insert Link dialog box will populate.

Under the Link to: text at the left top of the dialog box and make sure
Existing File or Web Page is selected.

Type the link address into the space provided in the Address: placeholder.
Click on OK to complete the link.

7. In the document, you will notice that the text you selected in now
formatted differently. This is because it has been identified as a link. To
launch the link, hold down the Ctrl key on the keyboard, and with the
Ctrl key depressed, click once with the mouse. The browser will open with
the relevant website.

L e

SRS

8. To visit the link, position the mouse pointer over the linked text. Hold
down the Ctrl key and click once with the mouse pointer. The mouse
pointer will change to a hand icon to indicate that you are launching a link:

Faucibus nisl tinei http:/www.safestsol.co.in/safestsolintro et.
Ctrl+Click to follow link

OUR INDUCTION* PROGRAM
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This procedure is pretty much the same for all types of links you wish to create in a
document. You can create a link from an image or shape in a Word document. A
Screen Tip... for the link can be added via the Text to display: heading at the top of
the dialog. The text that's entered here will be displayed in the document instead of
the entire hyperlink code and gives the user direction as to what the link might
contain. This can be used as a marketing tool too.

Linking to a separate file is a popular feature as you can distribute a report in Word
2019, including a link, for example, to an Excel file to explain a certain part of the
report or include links to separate documents as part of an agenda.

Note that any links to files need to be in a shared folder that can be
accessed by all the recipients of the document.

When visiting the Insert Link dialog box, you will notice the Place in This
Document option under the Link to heading on the left-hand side. This option is
wonderful when working with long documents. If you have a list of headings at the
top of a document and need to read additional content for one of the topics, which is
located on page 101 of the document, you will need to scroll to get there, which is not
ideal. Once set up, you can click on the linked heading, which will immediately take
you to the topic's location in the document:

Insert Hyperlink

Link to: Text to display: | << Selection in Document=> = ScreenTip...
Select a place in this document:
Existing File =- Headings s
or Web Page - OUR INDUCTION PROGRAM
- MEW STARTERS
Target Frame..,
- . = EXISTING EMPLOYEES
Place in This ;
Document i MONTHLY GATHERINGS
... OUR MEETING PROCEDURE
ﬁ - INFORMATION TECHMOLOGY
Create New M HEALTH AND SAFETY
Document - SICK LEAVE
=- MAMAGEMENT STRUCTURE
@ i YOUR TEAM LEADERS W
E-mail -
Address
Cancel
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To edit a link, simply right-click on the link's text and choose Edit Link:

[ON ¥ cCut
cafest o B Cony
ing elit, sed do < Paste Options:
1agna aliqua.
pretium
sque elit eget
rei nulla.
n pharetra. Save as Picture...
massa & K ChangePicture  »
r
lutpat odio facilisis mauris sit amet r
sit amet. { l; Bring to Front 3
D% Send to Back r
) Edit Link [
= =
&% QOpen Link

To remove the link, follow these steps:

1. Select the text that contains the hyperlink you wish to remove.
2. Right-click and choose Remove Hyperlink from the shortcut menu.

This way, the hyperlink will be removed from the text.

Performing a mail merge

A mail merge is a standard document that you can create and merge with a contact
list to produce a merged document. A standard document could be in the form of a
letter, envelope, labels, and so on. The contact list or data source contains the unique
information (fields) that you can merge via merge fields into the document.

A Mail Merge has many uses for business users in that they can speed up the
production of personally addressed emails to clients for direct marketing, or standard
updates or notifications, for instance. This saves time and has the added feature of
being able to generate E-mails, Letters, Labels and Envelopes easily from a data
source such as an address list.

[111]



Creating Professional Documents Chapter 3

The mail merge feature, is accessible by visiting the last step of the Mail Merge,
named Finish & Merge at the end of the Mail Merge ribbon. During this last step you
are able to select to send your results to email rather than to print them out. You are
also able to start the Mail Merge process by selecting the E-mail Messages option
from the Start Mail Merge drop-down list.

The data source can be in the form of a Word table, an Outlook contact list, an Excel
worksheet, or an Access table. In this section, we will learn how to perform a mail
merge manually, as well as how to use the wizard to perform a mail merge using
letters, envelopes, and labels.

Creating a mail merge manually

Follow these steps to learn how to create a mail merge manually:

1. Open a new blank document in Word 2019.
2. Click on the Mailings tab on the ribbon.

3. We will be creating labels in this example. Choose the Start Mail Merge
icon and select Labels....

4. The dialog box will offer many options that you can use to customize
labels. You can choose different Label vendors, such as Avery or Microsoft,
as well as the most popular online vendors. You are also able to customize
any selected label by visiting the Details... icon at the bottom of the dialog
box.

Select the Label type and customize it, if necessary.

Click on the OK button when complete.

The label guidelines will appear on the new document.

The next step is to format the first label, thus creating the label template.

O X NG

Format the first label only by adding any logos, text, and shapes that need
to appear on every label. You can customize this as you wish but for this
example, we are going to add a company logo.

10. Click into the first label and choose Insert from the ribbon.
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11. Click on Pictures, select SafestSolutionsLogo.png, and click on Insert:

Home  Insert  Design  Layout  References [MUSITOSMM Review  View  Developer  Help  Acrobat  Design  layout  J Tell me what you want to do

S g B [5 Rules - M4 [ F L b
= ?
= & 7 2 B = =p e
’ 5 ¥ Match Fields :
Labels | Start Mail  Select Edit Address Greeting Insert Merge Finish & Merge to
Merge = Recipients + Recipient List Block  Line Field~ |2 Update Labels [ Check for Errors Merge~ | Adobe PDF
Start Mail Merge ‘Write & Insert Fields Preview Results Finish Acrobat
ﬂ‘g-l-l-2-|-3‘|-4‘|-§‘|-€-d‘§-\‘!-l BERNIRET ERIS t P IRE RIS ERIRE - PRS- INS RIS ARSI RS C RS- RS -
£
" I I «Next Record» «Next Record»
=
B
«Next Record» «Next Record» «Next Record»

12. Resize the picture so that it fits into the first label, leaving enough space for
the customer details.

13. Now, we are ready to insert our recipients (customer details).

14. Click on the Mailings tab once again and choose Select Recipients from
the Start Mail Merge group.

15. Since we already have a recipient address list typed up in Excel 2019, we

will use the customer information for our labels. You will notice, however,
that there are three options:

e Type a New List...: This will open a datasheet that constructs an
entirely new set of data for the labels.

¢ Use an Existing List...: This will allow you to open an already
constructed data source from a location on your computer.

e Choose from Outlook Contacts...: This will allow you access to your
Outlook 2019 contacts so that you can use them as the mail merge
recipient list.

16. Browse to find the data source on your computer (please use the Excel file
called CustomerbData.x1sx if you are following this example).

17. Open the file. The Select Table dialog box will open. You will need to select
the worksheet that contains your data — there could be many tables (sheets)
within an Excel workbook.
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18.
19.

20.

21.

Select the Customers table and click the OK button to continue.

Notice the change in the label document. The ribbon has more options
available and the <<Next Record>> field appears on each label. The
recipient list is now a part of the document and the fields can be inserted
into the document.

Position the cursor where you would like the first merge field (on the first
label) to appear.

From the Write & Insert Fields group, select Insert Merge Field. The list of
field names from the data source will appear:

Design Layout References Mailings Review View Developer Help Acrobat Design Layout Q Tell me what you want to do
5 7 Rules~ 1 -
3 D ENEl = B M B | T
e = ¥ Match Fields :
Select Edit Address Greeting Insert Merge Finish & Merge to
Recipients ~ Recipient List Block  Line Field - v L& Update Labels [ Checkfor Errors Merge ~ | Adabe PDF
Start Mail Merge Write & | InvDate Preview Results Finish Acrobat
3-5-1-.-1-.-3-.-4-.-5-. Name S0 AL n 1200 1300 #1150 16 1 1T 1 181 1501 2201
Surname
+ Company
gafess & Department d» «MNext Record»
2 Job_Title
\g’) Address
Countryl
Country2
Ernail
«Next Record» d» «Next Record»
Amount_Owing

22.

23.
24.

25.

Click on the Name field name to insert the merged field onto the first label,
press the spacebar on the keyboard, and then return to the Insert Merge
Field drop-down list and select Surname.

Press Enter to move to the next line.

Continue adding the following fields to the label, with each on a new line:
Company, Address, Countryl.

Add a comma after Countryl and then add the merge field

called Country2.
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26.

The first label looks great, but we will need to update this information for
every label so that the customer data will update with each label when we
complete the merge:

Ex
gafere So aMName» «Surnamen» wMNext Record» wMNext Record»
g aCompany»
#  wAddress»
«Countryl»s, aCountry2»
wMNext Record» «Next Record» wMext Record»
27. Click on the Update Labels icon on the Write & Insert Fields group.

28.

29.

30.
31.

32.

33.

The labels are updated with the merge fields. Don't worry if the rest of the
labels look a bit out of line compared to the first label; this is due to the
<<Next Record>> field being inserted and will correct itself when we
merge the data.

Note: Before you print or merge the information, it is a good idea to
preview the results first so that any mistakes can be corrected before labels
are wasted during printing.

Click on the Preview Results icon on the Mailings tab.

The labels will be updated and the fields on all labels will finally be lined
up!

Before the merge is completed, you can set the Check for Errors option. By
default, the middle option is set in this dialog box and will stop at each
point in the merge to prompt you if an error is occurring (an example of an
error would be that a merge field is not recognized).

If you are not comfortable just moving on, choose Simulate the merge and
report errors in a new document first so that you can fix whatever is
causing a problem before you continue with the actual merge. If you click
on the OK button to continue at this point, the check will happen and your
results will be sent to a new Word document. We will skip this step for this
example.
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34.

35.

36.
37.
38.

39.

Click on the Finish & Merge icon from the Finish group to complete the
last step.

There are three options to choose: Edit Individual Documents... to merge
the data to a new document, Print Documents... to send the completed
merge directly to the printer without making any changes, and Send Email
Messages... to be able to use the email merge field addresses to send
emails.

It is never a good idea to print documents directly to the printer
without seeing if the merge was successful first.

For this example, we will choose Edit Individual Documents....

A new document will open containing the result of the merge.

Now, we can choose to print using the File | Print option on the Backstage
view.

Remember to save the original merge document containing the data source
as this is an important document. The resulting document can be closed
once it's been printed.

Creating a mail merge using the wizard

We will use the mail merge wizard to combine an existing Word 2019 document with
merge fields from an existing Excel 2019 worksheet to produce invoice letters for our
customer base. Follow these steps to do so:

1.

When using the Mail Merge Wizard, start from New | Blank Document or
open an existing document.

For this example, we will use an existing document

called safestInvoice.docx. This document can be opened prior to
starting the merge or as the first step of the mail merge wizard.

Click on the Mailings tab on the ribbon.

Click on the Start Mail Merge icon to access the drop-down menu.
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File

= = e & Th

Envelopes Labels | StartMail  Select Merge to

Create

5.

Home

Choose the Step-by-Step Mail Merge Wizard... option at the bottom of the
drop-down list:

Insert  Design  layout  References [MUSIMWEM Review  View  Developer  Help  Acrobat  Design  Llayout () Tell mewhat you wantto do

Merge - Recipients - Adabe PDF

Letters Write & Insert Fields Preview Results Finish Acrobat
E-mail Messages L Ln 2030040 81 B0 71 B 8.1 10 ‘11‘|-1$§. R TR LR LI IR FAN . TR CH

Enyelopes...

Labels...

Directory

Normal Word Document

ARMs 0o

Safest Solutions

Step-by-Step Mail Merge Wizard...

Group

2029 Waywood Pass, Virginao, UK M‘J "

10.
11.

Note that the Mail Merge pane has opened up on the right-hand side of the
Word environment and shows Step 2 of 6 at the bottom of the pane due to
the fact that we have already opened an existing document to use in the
mail merge.

At this stage, you can open a letter you would like to use for a mail merge
or type a letter on a new, blank Word document. Since the letter is a mail
merge letter, we will make sure to leave spaces for the fields that we would
like to insert from our address list at a later stage. The only information on
the letter should be general information that's not specific to a person,
place, or thing. We will add merge fields to populate specific information
for each individual customer.

. For information purposes, Step 1 of 6 is to select a document type to create.

Letters are the default document type. Please note, though, that other
document types are available, such as email messages, envelopes, labels,
directories, and so on. For this example, we have already moved to Step 2 of
6 due to already having an existing document open.

Make sure that Step 2 of 6 displays Use the Current Document.
At the bottom of the pane, click on Next: Select Recipients.

The task pane reflects Step 3 of 6, which allows you to choose the data you
wish to merge with the Letter (data could be a contact list typed in Excel,
Outlook, Access, or a Word table). You should also be able to type your
own list if you have not created a list yet or selected one from your Outlook
contacts list. For this example, we will use an already created Excel data file
called CustomerData.x1lsx.
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12.
13.

14.

15.

Click on Use an Existing list.

Select the Browse... icon to locate the CustomerData.x1sx data source on
your computer.

Click on CustomerData.x1sx and then choose Open at the bottom of the
dialog box.

Select the worksheet you wish to use in the mail merge:

Mame Description  Modified Created
CUSTOMERSS 11/2/2019 2029 PM 11/2/2019 6:2
CUSTOMERSSExternalData_1 11/2/2019 6:20:29 PM 11/2/2019 6:2
£ >
First row of data contains column headers Cancel
16. The mail merge recipients list will be displayed in a dialog box where you

17.
18.

19.
20.

21.

can edit, sort, filter, or include/exclude merge field recipients from the data
source.

Click on the OK command when you're done.

The recipient list will be visible on the Use an existing list heading in the
Mail Merge pane. Here, you can change to another list or edit the current
recipient list.

Click on Next: Write your letter.

The task pane reflects Step 4 of 6, which allows us to write the letter and
insert the merge fields. Since we already have our standard invoice, we can
start inserting merge fields into our document.

Click in the document next to the word Invoice #. Click on the More
Items... option to select the field names from your data source so that you
can enter them in the Word document at the relevant positions. Choose the
InvNo field from the dialog box provided and click on Insert.
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22. Repeat this process until all the field names have been inserted into the
document:

Safest Solutions

Group

2029 Waywood Pass, Virginao, UK

Invoice # «InvNo»

Date: «invDate»

Bill To For

wSurnames «surnames Veterinary Products and Services

«Company»
whddress», «Countryls, «Country2»

The preceding screenshot displays the fields that were inserted in the
first part of the document, while the following screenshot shows the
fields at the bottom of the document, for reference:

«lteml»

«ltem2»

«ltem3»

AMOUNT DUE £«Amount_Owing»

23. Click Next: Preview to preview your letters on the task pane, which will
take you to Step 5 of 6. This view gives you an indication of how the
document will look once it's complete and give you a chance to see if the
merged fields are correct and spaced properly.
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24.

25.

26.
27.

28.

29.

30.

31.

32.

33.

If any errors present themselves, return to the previous step by clicking on
the Previous: icon at the bottom of the task pane, make the change, and
then move on.

To exclude a recipient from the final merge result, locate the person you no
longer wish to send a letter to using the back or forward recipient arrows,
and click on the Exclude this recipient button.

Click Next: Complete the merge to move to the last step.

Step 6 offers two options: one to print directly to the printer and another to
edit the letters before printing. Choose Edit individual letters... to check
that you have all your letters in order before sending hordes of incorrect
information to the printer and wasting paper.

In the Merge to New Document dialog box, click OK to send all records to
the new document.

A new document will open, in this case, Letters6.docx, containing all
the merged information as unique separate letters positioned one after the
other.

Print the letters and close the document (you don't need to save).

The document you need to save is the Word document with the merged
fields in it (the document that you created all the mail merge steps in).

A mail merge document is very useful as you could use the same
information to prepare and merge envelopes or labels.

To print the document, click on the File tab to access the Backstage view.
Click on the Print option. Adjust any settings/properties and then click on
the Print icon.

Next, we'll look at constructing forms.

Constructing forms

Forms are very useful for collecting information, thus restricting users so that they
can only fill in the required information without being able to change the format of
the document. To begin the process of constructing a form, you will need either a new
document, an existing document, or a template to base the form on. Once the basics of
the form have been entered, you will need to add content such as drop-down lists of
choices, textboxes, checkboxes, date fields, and much more.

You will need to add the Developer tab to the ribbon to use form controls. Let's create
a basic form to see how the process works!
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Working with the Developer tab and form
controls

The first step is to set up your Word 2019 environment to create forms. By this, we
mean that the Developer tab must be visible as a tab, along the ribbon:

1. Click to select File | Options from the list provided. Then, click the
Customize Ribbon icon down the left-hand side.

2. On the right, under the Customize the Ribbon option, make sure that the
Main tab is selected, then locate Developer and ensure that the checkbox is
activated to the left it. Click on OK to confirm this.

3. This will add the Developer tab to the existing ribbon.

Content controls are located within the Controls group on the Developer tab. There
are two main types of controls — content controls and legacy form controls. There are
more content control options than legacy controls, and they do not require any type
of protection to make them active for user input.

Legacy controls need to be protected using the restrict editing option so that they are
active for user input. Legacy controls are also sometimes preferred for complex
documents. The reason for this is that when using the legacy controls, the form can be
protected using the Filling in forms feature, which stops users from editing that
particular area of the form:

Field Icon Explanation
Text Form Content Control o Used to indicate that text is required to be filled in by
the user of the form
Plain Text Content Control Ag Allows the user to input text into the content control
r This check box is used to allow the user to indicate
Check Box Content Control [v] .
either a yes or no answer
Combo Box and Drop- [3 ET Use this list to provide a few options which the user
Down Content Control : can choose to answer the question

Date Picker Content Used to indicate a date must be inserted into a

Control i content control on a form

Picture Content Control - The control enables the user to add an image to a form
Design Mode b Design Mode This icon is used to edit content controls

Properties |_| Properties Make changes to the properties of content controls

In addition, macros can be used to refine input and create computations. You will
learn how to protect a form later in this section.
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Let's create a basic form using some of the controls located on the Developer tab.

Creating a basic form

Microsoft Word 2019 has a huge range of form templates you can use or edit. To
access these templates, click on the File | New option and choose to access the
templates. In the search text area, type in Forms to locate all the form templates
within Word 2019. Follow these steps:

1.

Open an existing form or create a new form. For this example, we will open
an existing form and examine its contents.

Let's open the form called Request for Use of Vacation.docx.

To fill out this form, simply press Tab on the keyboard to jump from one
control to another to fill in the information required.

. You will notice that when navigating, controls are gray when clicked,

indicating that they are content controls.

To view the properties of the content controls, simply click on the required
control and select the Properties icon on the Controls group.

The Properties dialog box will open, thus allowing you to make changes:

Content Control Properties

eneral

Title: |
Tag:
Show as: Mone e

LColon & -

|:| Use a style to format text typed into the empty control
Style: |Default Paragraph Font| «

Mew Style...

Remove content control when contents are edited

Locking

Content control cannot be deleted
|:| Contents cannot be edited

Cancel
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7. To delete a content control, right-click the control and click on Remove
Content Control.

8. To add a control, click into a table cell (tables are the best way to construct
forms as it keeps everything in line and when in a tabular form, navigating
is really easy using the Tab key). Let's use the cell that contained the content
control we just removed.

9. Select content control from the Controls group. For this example, we will
use the Date Picker Content Control.

10. Time for a challenge! Let's see if you are able to replicate the following form

using the content controls from the Controls group and some table
formatting:

FIRST CONTACT PURPET FORM

MNAME OF PURPET PURPET BREED MNAME OF OWNER PURPET PICTURE
Click or tap here to enter Click or tap here to enter
text. text.
PURPET AGE PURPET IMMUNIZATION | PURPET SEX
Choose an item. Choose an item. O | Female E
O | male

INSURAMNCE DETAILS PURPET ID TAG PURPET CHIP CHIP NUMBER
Click or tap here to Click or tap here to O | Yes Click or tap here to

enter text. enter text. O No enter text.

OPERATIONS SPAY / NEUTERED ANY OTHER INFO WE SHOULD KNOW?
Click or tap here to Choose an item. Click or tap here to enter text.

enter text.

Please fill out this form online and return to safestsolgrp@safest. co.il at your earliest convenience so that we
can get you and your purpet/s entered on our system. Note that a new form must be filled out for each furpet.

11. You will use the following content controls — Rich Text Content Control,
Plain Text Content Control, Picture Content Control, Check Box Content
Control, Combo Box Content Control, Drop Down List Content Control,
and Date Picker Content Control.
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12. Add the following options for the Combo Box Content Control and the
Drop Down List Content Control. For the Pets Age content control, simply
add your own range of ages:

PURPET IMMUNIZATION
E|Cchoose an item. [

Choose an item. k
distemper
Hparvovirus
L hepatitis
rabies -
nier text.

m

Now, you know how to insert and enter data into a content control. In the next
section, we will look at legacy content controls and getting the form ready for
distribution.

Adding and modifying legacy form controls

If you want to create greater protection in terms of restricting users so that they can
only access certain parts of the form or be guided only from one content control to the
next, then legacy form controls are the way to go. Let's take a look:

1. In anew, blank document, type in the following text, exactly as it's shown
here:

Please fill out the form below with regard to the upcoming athletics event:

MName: Surname: Age:

School House:

Event [Please click to select the event you will be taking part in during the upcoming athletics day]

uf16 High Jump u/18 Cross Country u/14 Hurdles
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2. Save the form as SampleForm.docx.

3. Click the Name: text and use the Legacy Forms icon to insert the text field
from the Developer tab:

Layout References Mailings Review View Developer Help Acrobat Q Tell me what you want to do
}ﬁ e Aa ha (= B | B2 Design Mode @ D m;
B ER EF : : -
ord  COM = XML Mapping Restrict | Document
-ins Add-ins ’—_lﬂ =i Pane Editing Template
d-ins Legacy Forms Mapping Protect Templates

|-2-|-1-|-Eﬁjr_f A TS TR S RN RRIRE- RIS PRIt RIS IR & TR IR L OI IR AN IRPON Y IS AR RS -
Act

i
E& Check Box Form Field
BoEg Sl

Do the same for Surname: field.

Click after Age: and insert a drop-down field.

Click after School House and insert another drop-down field.
After u/16 High Jump, insert a checkbox field.

Do the same for each of the other events.

Y © NG

Your form should look similar to the following example:

Please fill out the form below with regard to the upcoming athletics event:

Name: Surname: Age:

School House:

Event [Please click to select the event you will be taking part in during the upcoming athletics day]

] u/16 High Jump [C] u/18 Cross Country ] u/14 Hurdles
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10.

11.

12.

13.
14.

To investigate properties for each of the fields you have inserted, simply
double-click to access the dialog box on the field you would like to edit.
Fields are displayed with gray fill shading once they've been inserted into
the document. For instance, the School House drop-down field needs to
list the sports houses within the school.

To list the options so that the user can select an answer, double-click on the
gray field you inserted next to School House:. Then, in the dialog box that
appears, type Ruby into the text area at the top left and click on Add>>.

The text Ruby appears in the Items in the drop-down list area. Repeat this
until you have entered all three houses into the list. If you prefer to have a
generic item at the top of the list instead of one of the required answers,
add an item called Click to select an answer and move it to the top of the
list using the Move arrows to the right:

Drop-Down Form Field Options

Drop-down item: Items in drop-down list:

Emerald Ru EJE ~
Move

b
Eemove
Run macro on
Entry: Exit:
S S
Field settings

Bookmark: |Dropdown2

Drop-down enabled
|:| LCalculate on exit

Add Help Text... oK Cancel

Click on OK to confirm.

Complete the form field options by double-clicking them, making changes,
and saving.
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15. The form should look similar to the following;:

Please fill out the form below with regard to the upcoming athletics event:

Name: Enter First Name here Surname: Enter Surname here  Age:  Enter School Age group

School House:  Enter School House here

Event [Please click to select the event you will be taking part in during the upcoming athletics day]

[ u/16 High Jump [ u/18 Cross Country [ u/14 Hurdles

Your form is now complete and ready to be protected so that users cannot edit the
actual text on the form and only answer the questions.

Protecting a form

Follow these steps to learn how to protect a form:

We will continue to use the form we created in the previous section.
Make sure the Developer tab is selected.
Click on Restrict Editing under the Protect group.

Under the 2. Editing restrictions heading, select the checkbox for Allow
only this type of editing in the document:.

5. From the drop-down list, choose Filling in forms:

L e
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10.

11.

Restrict Editing S

1. Formatting restrictions
|:| Limit formatting to a selection of styles
Settings...

2. Editing restrictions
Allow only this type of editing in the document:

|Fi||in|;| in forms |v|
Tracked changes
Comments
3. 0
Mo changes (Read only)

Filling in forms| N turn them off
later)

Yes, Start Enforcing Protection

Under Step 3, click on Yes, Start Enforcing Protection.

A dialog box will present itself, asking you to enter a password (this is
optional).

Click on OK to complete the protection process.

If your form was protected correctly, the user should not be able to edit any
part of the form except the fields you inserted.

Click on File | Info. The Protect Document icon indicates that this
document has protection applied.

If you need to make changes to the form, you will need to unprotect the
form first. Visit the Stop Protection icon at the bottom of the Restrict
Editing pane, then enter the password to unprotect the form and make the
form accessible for editing. Do not forget to protect the form again before
sharing it with others.

Customizing page layouts

In this section, we will learn how to insert a cover page quick part, convert text into
columns, and insert and modify section breaks in a document. By doing this, you will
be able to add a header or footer to a document; insert page numbers, images, or
quick parts; work with different page headers and footers; and add a design element
to your document by adding and customizing cover pages.
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Inserting a cover page quick part

Cover pages make documents look professional and also offer the user an efficient
way of adding a first-page introduction to a long document. There are many styles to
choose from, either within Word 2019 and online, and we can control where to place
the cover page in the document:

1. For this demonstration, we will open the document called
CoverPages.docx.

2. Click the Insert tab.

3. In the Pages group (at the very left of the ribbon), choose the Cover Page
drop-down arrow. A gallery of pages will appear:

File Home [MNESSM Daw  Design  Llayout  References  Mailings  Review  View  Developer  Help  Acrobat @ Tell me what you want to do

Y E i &3 & Li ¥+ -

Bj Cover Page | Ldpictures = lcons 1l Chart M cecaddine W m £ Link ] [ Header

Built-in +|hshot - Wikived o If‘-" |* Bookmark c [ Footer -
Line - Wikipedia nline omment

R — B My Add-ins Viden | 3 Crass-reference [#) Page Number
Add-ins Media Links. Comments Header & Footer
s 2345 6 T B 3 20 1L 1200 130 18 IS e T L
[ Insert st Beginning of Document
= Insert at Current Decument Position
Insert at Beginning of Section LUTIONS INTRODUCTION

Austin o Insert at End of Section
_ 1 dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt

dolore magna aliqua. Viverra nam libero justo lacreet sit amet. Tortor pretium

Insert at End of Document

Edit Properties... endisse potenti. Malesuada pellentesque elit eget gravida cum. Gravida dictum
ot i Fl Qrganize and Del erat orci nulla. Adipiscing enim eu turpis egestas pretium aenean pharetra.
£k Organize and Delete... s pellentesque eu tineidunt. Turpis massa tincidunt dui ut ornare lectus sit amet

ondimentum lacinia quis vel. Orei sagittis eu volutpat odio facilisis mauris sit
Faueibus nis] tincidunt eget nullam non nisi est sit amet.

NDUCTION PROGRAM

Filigrez Grid Integral * s metus aliguam eleifend mi in nulla posuere. Fringilla urna porttitor rhoneus dolor
» non enim. Egestas fringilla phasellus faucibus scelerisque eleifend donec, Diam ut
atis tellus in metus. A diam sollicitudin tempor id eu nisl. Proin fermentum leo vel orei
[ Remove Current Cover Page non pulvinar neque. Tortor at risus viverra adipiscing at. Pretium fusce id velit ut
Vel eros donec ac odio tempor. Sed risus ultricies tristique nulla aliquet enim tortor at

@ Meore Cover Pages from Office.com

4. To view more pages, click on the More Cover Pages from
Office.com option. Please note that an active internet connection is
necessary.

5. Click to insert the desired cover page into the document or right-click to
access more options to control where you would like to place the page.

6. Once the cover page has been inserted into the document, you will be able
to add or format the information as desired.

7. Deleting the cover page is easy — simply access the Cover Page drop-down
menu from the Insert tab and select Remove Current Cover Page.
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Converting text into columns

Follow these steps to learn how to convert text into columns:

1. Select a paragraph in your document to convert into text.
2. Click on the Layout tab on the ribbon.

3. Select Columns from the Page Setup group.

4. Choose the number of columns you require:

File Home Insert Draw Design Layout
@ D@ IE % "= Breaks - In
: _ D _ [ Line Numbers~ |
Margins Orientation Size Columns _|
= > > = bt Hyphenation = =
Page || [—] [
= One
L —
- % Two h
‘Z 2= Three
N ==|  Left
- =:| Right
z ==  More Columns...

If you wish to set other options such as the line between columns or set column
width, visit the More Columns... option at the bottom of the dialog box.
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Inserting and modifying section breaks

Breaks in a document are extremely useful if you would like to have a different layout
or formatting changes for a certain section of the document, a page, or pages. By
formatting or layout, we mean margins; paper size or orientation; page borders;
vertical alignments of text; headers and footers; columns; page numbering; line
numbering; and footnote/endnote numbering. The following is an explanation of
these special break types:

e Continuous: A continuous section break is inserted before and after a
portion of text on the same page. Changing text into columns is an example
of where a continuous break is used:

OUR INDUCTION PROGRAM

— e Becthion Break (Continuous) s

Cursus metus aliquam eleifend mi in nulla
posuere. Fringilla urna porttitor rhoncus
dolor purus non enim. Egestas fringilla
phasellus faucibus scelerisque eleifend
donec. Diam ut venenatis tellus in metus. A
diam sollicitudin tempor id eu nisl. Proin
fermentum leo vel orel porta non pulvinar
neque. Tortor at risus viverra adipiscing at.

Pretium fusee id velit ut tortor. Vel eros
donec ac odio tempor. Sed risus ultricies
tristique nulla aliquet enim tortor at auctor.
Lobortis mattis aliquam faueibus purus in
massa tempor nec. Faucibus pulvinar
elementum integer enim neque volutpat ae
tincidunt vitae. Quis risus sed vulputate
odio ut enim. Pharetra vel turpis nunc eget.

— e SeCECN Bresk (Contiueusl s
Nibh sit amet commodo nulla. Et leo duis ut diam quam nulla porttitor massa. Leo vel orci
porta non. Eget magna fermentum iaculis en non diam phasellus. Velit egestas dui id ornare
arcu odio. Vitae proin sagittis nisl rhoncus mattis rhoneus. A pellentesque sit amet porttitor

¢ Even Page or Odd Page: This prepares the document for formatting
changes on all the odd pages only of the document or only on all the even
pages throughout the document. You might like to place a header or footer
on only the odd pages in the document, and therefore would insert an odd
page section break:
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e Next Page: This section break being inserted instead of a normal page
break (before and after the page) will control what happens on that page
only. This type of section break is very useful when you want to create
portrait pages followed by one landscape page, and thereafter the
document returns to portrait mode. Another use for this type of break is to
sort out a problem table that is too big to fit on a portrait page!

iy Quastans met 16T Snnge 10 the Cascroam

heee i sy  reeroet e et 3 s o i

Now, we will learn how to locate and insert Next Page section breaks into a
document to create different page orientation layouts in a single document.
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Viewing section breaks

Follow these steps to learn how to view section breaks:

1. Let's open a document to work on. In this example, we will work on
SectionBreaks.docx.

2. On page 2 of this document, you will notice that columns have been
inserted in a particular paragraph.

3. At the start of the paragraph and the end of the paragraph are section
breaks.

4. These breaks are not evident in the document, but because this section of
the document contains columns, we know that they are there.

5. If a document contains section breaks, they can be viewed in three ways: by
changing the document view from Print Layout to Outline view, by
changing the document view from Print Layout to Draft view, and by
using the Show/Hide icon on the Home tab:

File Home Insert Draw Design Layout References Mailings Review View

I—_il [I 4 gs::inem I—_“—g Ruler Q [3)! [ One Page

] ; [] Gridlines EIE Multiple Pages
Read Print Web Learning Zoom 100%
Mode Layout Layout Tools ] Navigation Pane Elr Page Width
Views Immersive Show Zoom

6. Click on the Print Layout icon to return to the normal working view.

Adding section breaks

Follow these steps to learn how to add section breaks:

1. Click into the document where the section break is required. I have
continued using the same file from the previous section.

2. Insert the type of section break required into the document.

3. Here, the second page will be changed to landscape orientation. We have
inserted a Next Page section break at the end of the first page (to show
where the change must start) and at the end of the second page (to show
where the change must end):
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4. Let's replicate these by inserting Next Page section breaks into the
document to create a landscape page in the middle of the document.

5. Click before the text Existing Employees.

6. Visit the Layout tab and select Breaks from the list.
7. Choose Next Page section break to insert a break before the text Existing

Employees.

8. Move to the end of the paragraph, before the text What You Need to

Know.

9. Insert another Next Page section break at the end of the paragraph.

10. Make sure your mouse pointer is clicked into the text of the page beginning

with Existing Employees.

11. Click on the Layout tab and choose Orientation.

12. Choose Landscape from the list provided.
13. The page will turn into a landscape page with portrait pages on either side.
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Note that this is just one example of how section breaks can
transform your documents. The Next Page section break is really
great when you need to add a complex table in the middle of a
Word document.

To delete the section breaks, click on the non-printing symbols
(Show/Hide icon) icon on the Paragraph group, which is located on
the Home tab. Alternatively, change the document view to Draft
view and click to place the cursor on the section break line in the
document. Then, press Delete on the keyboard.

Headers and footers

A page header is an area at the top of the document where you can add text, page
numbers, or logos that repeat at the top of each page of the document. A footer is
exactly the same, except it resides at the bottom of each page.

The header area is located at the top of the document:

12 .g. 120 141 161 1 B1 1101 1121 1141 1 00008
HEADER AREA HEADER AREA
| Header -Section 1- |7 "o0renes First Page Header -Section 4- Same as Previous
Lare EL at

When a header exists in a document, you will notice that the information in it is
grayed out when you are in Print Layout view. This is because the information is not
active at the present time. To activate this area and work in it, simply double-click on
the existing header. The header area will open up, as shown in the preceding
screenshot, and you will be able to edit it. The same applies to the footer.

Inserting a header and footer

Follow these steps to learn how to insert a header and footer:

1. Open the document that you wish to add a header to. We will continue
with the HeadersFooters.docx document.
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2. On the Insert tab, locate the Header & Footer group.
3. Click on the Header icon to access the drop-down list:

D Header =
D Footer -
[ Page Mumber -~
Header & Footer

4. Choose a built-in style to suit your document.

5. Notice that the list contains different types of headers such as odd and even
page headers and styles.

6. For this example, we will use Blank header.

7. Type in the text so that it appears at the top of each page in the placeholder
provided. In this case, Report on Services 2019 will be inserted.
Notice that all the pages update with the header text:

1. To type text into the center of the page, press the Tab key on your
keyboard once.

2. To type text on the right of the page, press the Tab key twice on

your keyboard:
View Developer Help Acrobat Design Q Tell me what you want to do
Different First Page o+ Header from Top: 0.5cm a
[] Different Odd & Even Pages "'t Footer from Bottorn: | 1.25cm o
l} . Close Header
Show Document Text Insert Alignment Tab AIECTTeT
Options Paosition Close

|-2-|-1.-|-g-|-1-|-2-|-3-|-4-|-5-|-6-|-i"-|-1-|-9-|-10-|-11-|-12-|-13-|-14-|-15-|m-|-1.?-|-].8-

EEPDRT 0N SERVICES AUGUST 2019 Page |2
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8. The footer area is also available to edit.
9. Use the scrollbar to move to the bottom of a page or click on the Go to
Footer icon on the Design ribbon.

10. Using the keyboard, type the text you wish to appear on the left of the
footer. In this case, we will type safest Solutions Group.If you want
to place text in the center or to the right of the page, simply press Tab on
your keyboard to get there!

11. Press Tab to navigate the center of the footer.

12. Click on the Date & Time icon on the Header & Footer Tools Design
ribbon.

13. Select the date/time format you require from the dialog box. If you would
like the footer date to update automatically each time you open the
document, make sure that Update Automatically is selected.

14. To exit your header area, click on the Close Header and Footer icon or
double-click outside of your header, onto a page in your document.

either one of the built-in styles or page number styles, it will replace

If a custom header already exists in the document and you select
0 the contents of the current header or footer.

Inserting page numbers

Follow these steps to learn how to insert page numbers:

1. Open the document that you would like to add page numbers to.
2. Click on the Insert tab.
3. Choose the Page Number icon under the Header & Footer group

(alternatively, double-click into the header or footer region to edit it, then
select Page Number from the Header & Footer group):
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EView View Developer Help Acrobat Q Tell me what you want to do

s o L + [ Header ~ E
et Add-ins W E:ﬂ Go Link
2 = =f

: Wikipedia Onli:e > Bookmark Comment [X] Footer~
y Add-ins ~ Video E',_:| Cross-reference [¥] Page Number~ Box~
Simple «| [® Topof Page h 3
Plain Number 1 B Bottom of Page ,
E Page Margins 3
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F Format Page Mumbers...
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Plain Number 3

posuere. Fringilla nwrna porttitor rhoneuns dg
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rra adipiscing at. Pretinm fusce id velit ut tor
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assa tempor nec. Faucibus pulvinar element|
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Page X

diam quam nulla porttiter massa. Leo vel orc
Accent Bar 1 nom lf{all:l phas&llﬂs_ve'ljl: agestas duoi id orna
attis thonens. A pellentesque sit amet porttt
m fosce. Vel quam elementum pulvinar stiam|
risque purns semper eget duis at tellas at.
idunt. Turpis egestas maecenas pharetra

iz massa tincidunt dui ut. Massa vitas tortor
ssa nltricies mi quis hendrerit dolor magna
ac. Fengiat seelerisque varins morbi enim o
risqus falis

@ Meore Page Mumbers from Office.com »

4. Choose where you would like to insert the page number (top, bottom, or
current position) and choose a style from the drop-down list that appears —
the current position is the position of the mouse pointer when you clicked
there. Page X of Y page format is the most popular!
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5. After inserting the page number in the footer, you will notice that the first
page indicates page 0 of 7. Don't worry about this as it is assuming that the
cover page in this document is not counted. We will fix this in the next
section.

6. Formatting the header or footer is exactly the same as formatting text in a
document.

Choosing a different first page

In the previous section, our page footer numbering included the first page, which is
the cover page. Since we do not want a number on this page, we need to do some
tweaking to remove the numbering from the first page only:

1. Double-click on the footer area in the document to open it.
2. Go to the Header & Footer Options group.

3. Select Different First Page.
4

. With that, the problem has been fixed! Our cover page is now excluded
from the header and footer entries.

Numbering from a specific page number

To continue numbering from a specific page number in the document in order to start
at a particular page for a chapter of a book, do the following:

1. Open the header or footer area in a document.
2. Select Format Page Numbers... from the Page Number drop-down list on

the ribbon:
File Home  Inset  Draw  Design  layout  References Mailings  Review  View Developer  Help Acrabat Design Q  Tell me what you want t
D D F D |;| U 514 Previous Different First Page .t Header from Top: [125cm = a
o =} §
e ! O e i Next [] Different Odd & Even Pages | = Footer from Bottom: |1.25cm =

Header Footer  Page Date & Document Quick Pictures Online | Goto Close Header

- - MNumberr | Time Infor Parts~ Pictures | Header Show Document Text [3) Insert Alignment Tab and Footer

Header&F [#) Top of Page bosert Navigation Options Position Close

G &  Bottom of Page N w1-|‘1m§m1‘\-z-u-z-\‘4‘\‘s-u-e-\‘.'-‘\1-.-5-.‘1c‘\‘11-|-1z-|11\14-.-15-.
g B
g B Page Margins S
+
= [/ Current Position »
A
N Eh Format Page Numbers...
o
= [ Remove Page Numbers
) = Format Page Number
= Change how the page numbers
2 lock in the header/footer.
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3. In the Page Number Format dialog box, click on Start at: and type the
number to start from. Alternatively, use the spin arrows to navigate to the
number of your choice.

4. Click on OK to make the changes.

To remove headers, click on Insert | Header | Remove Header. To
remove a page number, double-click on the header or footer area to
access its contents manually. Alternatively, click on the Page
Number icon from the Insert tab and choose Remove Page
Numbers from the drop-down list box.

Different header and footer sections

Often, you might feel a bit restricted when dealing with headers and footers that have
the same information at the top or bottom of each page in the document. With section
breaks, you can fix this so that, for instance, pages 1 and 3 can have different header
content to that of pages 2 and 4. Follow these steps to learn how to do this:

1. Open the document called sections.docx. Notice that the first page is
excluded from headers and footers. This is because the Different First Page
option is active in the document.

2. Also, notice that when viewing the header and footer area, the sections are
the same from page 2 onward, and the Same as Previous option is active
on each page header in the document. This means that anything inserted
into a header or footer area will be repeated across all pages:

|-2-|-1-|-X-|-1-|-2-|-3-|-4-|-5-|-6-|-?-|-i-|-S-|-IC--|-11-|-12-|-13-|-14-|-15-|-ﬁ.-|-1?-|-18-
[[[First Page Header Sedtion 2- [LUTIONS INTRODUCTION 7 7 T ieame as Previous |
Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt
ut labore et dolore maegna aliqua. Viverra nam libero iusto laoreet sit amet. Tortor pretium

3. Insert section breaks, where relevant, into the document (for this exercise,
we will insert Next Page section breaks at the bottom of each page to break
the document into different sections).
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4. Asyou add Next Page section breaks, you might find that the text on the
next page moves down slightly. This is normal as the section break tends to
do this. Just delete the space at the top of the document as you insert
breaks.

Make sure you are on the first page of the document.
Double-click to open up the header area.
Type the text Report on Services.

*® NG

As the second page displays Same as Previous to the right, any text added
to the header will appear on the first page as well.

9. Click into the header area on page 2, then click on Link to Previous from
the Navigation group - this will remove the link between the two sections
and allow you to delete the header from the first page, without interfering
with any text on the second page:

File ~Home Inset Draw  Design  Llayout  References  Mailings  Review  View  Developer  Help  Acrobat IR © Tell me what youwant to do 3 Share
t, F [E1¢ Previous Different First Page .+ Header from Top: 05cm - a
i o = O lag = —
- == iy Next [] Different Odd & Even Pages + Footer from Bottom: |1.25cm
Header Footer Page | Date& Document Quick Pictures Online Goto Close Header
o o [mhme| T e Bhae Pictures Footer |+ LinktoPrevious | | [/] Show Document Text [3] Insert Alignment Tab and Footer
Header & Footer Insert Navigation Optians Position Close -~
L \‘1‘\‘1‘\‘5-“1-.-2-.- Link to Previous RIS CPRIRT U RRIE AT E PR P IECRII 0 s P
Link to the previous section to
continue using the same header or
footer.
. REPORT ON SERVI  Turn this feature off to create 2
j different header or footer for the
= current section.
d First Page Header -Section 2- | LUTIONS INTRODUCTION
-
2 Lorem ipsum dolor sit a sectetur adipiscin
: ut labore et dolore magn Viverra nam libero justo |

10. Move to the next page (Section 3).
11. Click on Link to Previous to remove the link between two sections.
12. Enter the text Safest Solutions Group in the center of the header area.

13. While navigating between sections, notice that the distance between the
text in some sections is wider than the next — this demonstrates that you
can also use formatting to denote a difference between sections in headers
and footers.

14. Move to the next page (Section 4).

15. Click on Link to Previous to remove the link between two sections.
16. Enter the text Report on Services.

17. Continue in this fashion until you reach the end of the document.

18. Click on the Close Header and Footer icon to return to the document and
view the result.
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Summary

In this chapter, you have learned how to create professional documents using Word
2019. Now, you should have a firm grasp of Word 2019 referencing features, be able
to perform mail merge documents manually, and be able to use the wizard with
confidence. By gaining knowledge of how to customize page layouts and work with
forms, you can now create stunning professional documents with ease.

In the next chapter, you will learn how to share and protect documents from
unwanted editing or restrict access to content using passwords. We will look at the
collaboration features within Word 2019, compare document revisions, and
understand metadata. By doing this, you will be able master track changes, locate
document properties, and check documents for issues.
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In this chapter, we will learn all about setting editing restrictions and passwords on
all or part of a document to prevent unwanted changes. After collaborating
on the documents, we will compare and combine document revisions.

This chapter will cover the following topics:

¢ Recovering draft versions
e Restricting access to documents and workbooks
e Comparing and combining documents

By the end of the chapter, you will understand the term metadata and the importance
of checking for documenting properties and issues using the Document
Inspector utility.

Technical requirements

Prior to going through this chapter, you should have a working knowledge of how to
create professional documents, being able to save, close, and open documents. You
should be familiar with document layouts and the ribbon contents offered in
Microsoft Word 2019, and also know how to manipulate images. The examples used
in this chapter are accessible from the following GitHub URL: https://github.com/
PacktPublishing/Learn-Microsoft-Office-2019.
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Recovering draft versions

You will learn how to recover unsaved versions of documents, allow only certain
types of formatting and editing by setting restrictions, apply password protection to
documents, and mark documents as final to protect users from editing the final
version of a document.

If a user closes a document without saving it, the program stores a version in the
temporary files list so that it is recoverable. The user usually has 4 days from the
document creation date to restore the version.

Previously saved files—that have been opened and edited, but closed without
saving—can be restored as an autosaved draft from the Microsoft Backstage view.
These features are particularly useful if a power outage occurs or your system
becomes unstable.

Please note, however, that to recover files, you must make sure that you enable the
following features in the Microsoft Word environment beforehand.

Enabling the AutoSave and AutoRecover
features

The AutoSave and AutoRecover tools within Word 2019 can be of great value when
unforeseen computer crashes happen while you are working on documents. Steps to
set up both these tools are explained here:

Select the File tab.
Select Options from the list provided.
Click on the Save category to display the applicable information.

Enable Save AutoRecover information every 2 minutes (you can change
the time according to your usage) and Keep the last AutoRecovered
version if I close without saving so that files can be recovered.

5. Click the Browse... button to choose a folder on the hard drive, which will
become the AutoRecover file location, or leave the default folder as-is.

L e

Refer to the following screenshot to view the preceding information:
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Word Options

General E Customize how documents are saved.
Display
Proofing Save documents
Save Save files in this format: Word Document (*.docx) A
Language Save AutoRecover information every | 2 > | minutes
Ease of Access Keep the last AutoRecovered version if | close without saving
Advanced AutoRecover file location: % Ch\Users\foulk\AppData\Roaming\Microsoft\Word', Browse...

Customize Ribbon [] Don't show the Backstage when opening or saving files with keyboard shortcuts

Show additional places for saving, even if sign-in may be required.

Cuick Access Toolbar
[] Save to Computer by default

Add-ins Default local file location: C\Users\foulk\ Documents\SAFEST SOLUTIONS GROUP\ Browse...

Trust Center Default personal templates location: |ChUsers\foulk\Documents\Custormn Office Templates

Offline editing options for document management server files

6. Click on OK to commit the changes.

Recovering documents

If Microsoft Word 2019 suddenly closes while working or you forget to save a
document that you have been editing for some time, you will definitely want to try to
recover the document. In order to do so, follow these steps:

1. Open Microsoft Word. If there are files to be recovered, they will be listed
on the launch window of Word 2019, as illustrated in the following
screenshot:

WO rd Search for online templates 0o

Suggested searches:  Business Cards Flyers Letters Education Resumes and Cover Letters
Holiday

Recovered

Featured  Personal

Word has recovered files that you might want to
keep.

(@ Show Recovered Files Title E

Recent
Takeat

Pinned

Pin files you want to easily find later, Click the pin icon that appears

when you hover over a file.
Today
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2. Word will notify you at the top left-hand corner of the screen if there are
files that need attention.

3. Under the Recovered text, click on Show Recovered Files.

4. The Word environment will open with a new blank document, and, to the
left of this, the Document Recovery pane will be visible, as illustrated in
the following screenshot:

Document] - Word

Insert Draw Design Layout References Mailings Review View Developer Help Acrobat Q Tell me what you want to do

- . R Ll =| a .
[ Calibri (Body} ~[11 - A" & | Aa = 20T assbcene asmbcene AaBhCe Assbce AQB
Paste . AW .p - t=. | dem. i :
T Format Painter B I U-~aex, X A-%-A = &y~ TNormal | TNoSpac.. Headingl Heading2 Title
Clipboard [F1 Font ] Paragraph [F1 Styles
L |‘Z-\-l-\-g-\-1‘|-2‘|-3‘|-4‘|-5-|-6-\‘T-\‘3-\‘9-\‘10-\‘11‘|-11‘|-1]‘|

Document Recovery

Word has recovered the following files.
Save the ones you wish to keep.

BRI BRI

Blog Post.docx [AutoRecov...
Version created from the last.. ~ . |
2019711112 14:35 N

Blog Past.docx [Original] This is thef\utcRacc'.er‘.'er:\cn‘

Version created last time the..
20191112 12:20

Document] [AutoRecovered] p
Version created from the last... Z
2019/11/12 14:33

il () [

[ ENRE TR

o Which file do | want to save?

Close

0191 8.

5. If you no longer need the files, click on Close; you will be prompted to
confirm that you no longer need to keep them.

6. The times and dates of the revisions are listed under each filename in
the Document Recovery pane.
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7. Click to the right of the filename to access options about each file, such
as Open, Save As..., Delete, or Show Repairs (these will only be active if
there are repairs to be conducted—normally when the file is corrupt or
experiences errors).

8. You will able to click on the file to view it in the Document Recovery pane,
and then decide what to do with it, as illustrated in the following
screenshot:

Document Recovery

Waord has recovered the following files.
Save the ones you wish to keep.

Blog Post.docx [AutoRecov..

m Version created from the last... | =
2019/11/12 14:35 R,
.. Blog Post, Open
m Version cre E Saye A
Save As...
20191112
Delete
Document
Version cre

2019/11/12 14:33

'ﬂ' Which file do | want to save?

Close
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It is also possible to recover files using another method, as follows:

1. Click on File | Info, and the options shown in the following screenshot will
appear:

Document! - Word

Info

New
Protect Document
Open } Control what types of changes people can make to this document.
Protect
e Document ~
Save As
5 Inspect Document
'::Ev: as Adobe Y Before publishing this file, be aware that it contains:
Check for Document properties and author's name
Issues -

Manage Document

_j There are no unsaved changes.

Recover Unsaved Documents
Browse recent unsaved files h

’_E] Delete All Unsaved Documents
x

Delete all recent copies of
unsaved files

Account

Feedback

Options

2. Click on Manage Document to access its options.
3. Click on Recover Unsaved Documents.
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4. The Open dialog box will populate, showing the UnsavedFiles default
folder with all the recovered files listed, as illustrated in the following
screenshot:

w3 Open
1 <« Local » Microsoft » Office + UnsavedFiles w | O Search UnsavedFiles 2
Organize * Mew folder == O @
) 30 Objects ) MName Type Size
I Desktop [] Doc2((Unsaved-307752290180659216)).asd ASD File 27KB
= Documents |:] Enter Post Title Here{{Unsaved-30773634... ASD File 113 KB
* Downloads |:] Enter Post Title Here((Unsaved-30775634... ASD File 113 KB
J, Music |:] Enter Post Title Here{(Unsaved-30775636.., ASD File D KB
= Pictures |;] Enter Post Title Here{{Unsaved-30773644... ASD File 20 KB
B vid [ ] MANAGING DOCUMENT VERSIONS((Uns... ASD File 27KB
ideos -
| ] safest Solutiens Worksheps({Unsaved-30..,  2015/11/12 14:02 ASD File 31 KB
e Windows (C:)
W
File name: || v| Unsaved Files (*.azd) v
Tools - Cancel

5. The unsaved document opens in Microsoft Word 2019, where you can edit,
save, or close the file.

6. If you wish to get rid of all unsaved documents, click on Delete All
Unsaved Documents from the Manage Document list.

7. If you still have recovered files when you close Microsoft Word, a dialog
box will open, asking if you would like to view recovered files at a later
stage or remove them all right now, as illustrated in the following
screenshot:

Microzoft Word

The Document Recovery task pane contains some recovered files that have not
been opened. Would you like to view these files the next time you start Word?

ID Yes, | want to view these files later.

@ Mo, remove the files, | have saved the files | need.

[

Cancel
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Restricting access to documents and
workbooks

This section will focus on protecting documents in Microsoft Word and Excel 2019.
You will learn more about the restricting of document parts from editing using the
Review tab options.

Restricting access to document contents

We can restrict documents using a number of methods in Microsoft Word 2019. If you
forget a password for a protected document you will not be able to recover it, so be
very careful with this, and only restrict documents when absolutely necessary.

The entire document can be restricted, or we can select parts of the document that can
be viewed but not edited. These options are explained in the following subsections.
Restrictions can be set via the Info option from the File tab, or from the Review tab
on the ribbon.

Follow these next steps to protect certain parts of a document from editing when
sharing with others:

1. Open the document. We will use Resume1Furkidds.docx for this
example.
2. Select the Review tab.

3. Select Restrict Editing from the Protect group, as illustrated in the
following screenshot:

File  Home Inset Draw  Design layout  References  Mailings View  Developer  Help  Acrobat  Design  layout Q@ Tell mewhatyou want to do 9 Share
ABC ) -2 -] BS - & -
Yoo A 5| 5 R B Bewmr ) [) e 35|
Spelling & Read Check Translate L Track B Shon Markup- A AT C Re bide | Linked
pelling 8 455 \yord Count ea el tanslate Language ra ccept ompare estrict ide | Linke
Grammar "= Aloud | Accessibility - - Changes~ (7] Reviewing Pane ~ - PNext - Editing Ink MNotes
Proofing Speech | Accessibility Language Comments Tracking ) Changes Compare Protect Ink | OneMlote | A
L TowE 10203040 5.7 E 8 9. 00y Il 12e 1 1300 14y M54 o161 170 18 4 S8 2
Restrict Editing X

E 1. Formatting restrictions

B [ e

. Settings.
- %] 2. Editing restrictions

N Allow only this type of editing in the document:
- %.)mw,».‘ngm only

N Human Resources Department
" [Company] 3. Start enforcement

] 4 [Recipient Street Address] Are you ready to apply these settings? (You can turn them off
M [Recipient City, ST Zip] Iater

] s 18 October 2019

] 5 [
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4. The Restrict Editing pane will now be present to the right side of your
Word document (see preceding screenshot).

Locate the second step, Editing restrictions, on the Task pane, making sure
that the checkbox is selected to reflect Allow only this type of editing in
the document.

Click on No changes (Read only) from the drop-down list box.
Select/highlight parts of the document for which you wish to allow editing
to happen. You may use the Ctrl key on the keyboard to select multiple
parts of the document simultaneously.

Under the Exceptions option, select Everyone to allow any user of the
document to make changes to the highlighted parts of the document.

Or you could follow these steps:

1. Click on More users... to type the usernames of the people granted editing
rights.

Click on OK to accept the usernames, after which they will be added to the
list.

At this point, you may select other parts of the document to allow different
users editing rights.

Repeat this step, if required.

Refer to the following screenshot to view the preceding information:

File  Home Insert Draw  Design Layout  References  Maiings [USYSUMM View Developer Help  Aciobat  Design  Layout  Q Tell me what you wantto do 5 Share
RGN EEE= 3 (5| @
@ ax & [ Show Markup - £ Previous -
Speling & (55 \yord Count | Read Check | Translate Language | New = | et ompare Restrict | Hide | Linked
Emmren e | peeiy | o e e Changes~ [ Reviewing Pane o B Nee 3 B | i | Notes
Proofing Speech Accessibility Language Comments Tracking i Changes Compare Protect Ink OneNote ~
= croE - VoS 7R 89 u 10y w1200 1300 o140 380 160 370 18- S0
a - x

Restrict Editing

W

Dear Human Resources,

Please find attached CV with regard to the Manager

BL
FURKIDDS

Manager Trainer

CONTACT

PHONE:

Trainerrole as advertised on the local website. | am
currently residing in Jdgani, but will relocate for the right
role.

[l am a Manager Trainer with over 5 years' experience in
the Corporate Management sectors, with a range of
other skills in administration, project management and
training.

You will find that my CV highlights certifications,
experience and job specification. A more comprehensive
CV with references is available on request.

[l have applied for the above position as | feel that it would
be a great fit according to the job specification. iy
experience spans corporate management, having
trained in many roles in finance, purchasing and
marketing. My roles were as Management frainer and |
am certified as g MQT. ]

| am available immediately for employ.

Thank you for taking the fime to review my CV and look
fonward fo hearing from you.

Sincersly.

1. Formatting restrictions
[J Limit formatting to a selection of styles
Settings...

2. Editing restrictions
Allow only this type of editing in the document:
No changes (Read only) |+

Exceptions (optional)

Select parts of the document and choose users who are
allowed to freely edit them.

Groups:

O bizturkidds @gmail.com, safestsol@gmail.com
[A[Everyone |

Indhiduals:
Olbizfurkidds@gmail.com
[ safestsol@gmail.com

28 More users..

3. Start enforcement

Are you ready to apply these settings? (You can tum them off
later)

Yes, Start Enfordng Protection

Seealso

Restrict permission...
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5. In the last step, click on Yes, Start Enforcing Protection.

6. A dialog box appears, asking for a protection method. In this case, I've
chosen the Password option.

7. Choose a method and click on OK to continue, as illustrated in the
following screenshot:

Start Enforcing Protection k

Protection method

@ Password

[The document is not encrypted. Malicious users can edit
the file and remove the password.)

Enter new password [optional): |
Reenter password to confirm:

D User authentication

[Authenticated owners can remove document protection.
The document is encrypted and Restricted Access is

enabled.)

8. Editing is in place for certain document parts, defined for particular users,
and the rest of the document will be restricted.
9. Don't forget to save the document so that the changes are intact when you
share the document.
10. You will notice that if you try to delete a sentence or edit a paragraph that
is protected, you will not be able to edit it until protection is removed.
11. To stop protection, simply click on the Stop Protection icon at the bottom
of the pane, as illustrated in the following screenshot:

5top Protection

Note that you can also use the following steps to access the Restrict Editing feature:

1. Go to File | Info | Protect Document.
2. Select Restrict Editing, as illustrated in the following screenshot:
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Info

ResumelFurkidds
Daocuments » SAFEST SOLUTIONS GROUP

Save Protect Document

Control what types of changes people can make to this document.
Save As Protect

Document ~

Save as Adobe o

PDF Always Open Read-Only
/é Prevent accidental changes by asking

readers to opt-in to editing,

Encrypt with Password are that it contains:
} Password-protect this document ment server properties, content type information and
D Restrict Editing L\@
Control the types of changes others
can make sabilities are unable to read
Restrict Access rernoves properties and personal infarmation when
[g Grant people access while removing  * . .
their ability to edit, copy, or print. —saved in your file
D Add a Digital Signature
2 Ensure the integrity of the document

Account

by adding an invisible digital signature

Feedback ; Mark as Final
Let readers know the document is

final.

You now have the skills to protect certain parts of your document from editing using
the Restrict Editing pane within Word 2019. The next topic will show you how to
protect the entire document.

Restricting access to workbook contents

In addition to using the File | Info | Protect Workbook method to restrict the editing
of workbooks, we can use the Review ribbon. We will use this option to protect
different parts of a worksheet from editing.

If you are working with others on the same workbook, you may want to consider
removing editing rights to parts of the workbook, especially to protect complicated
formulae or functions.

Follow the instructions described in the next section to protect a certain part of the
workbook from any unwanted editing.
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Restricting changes to parts of a worksheet

1. Open the YearlyProductSales.x1lsx document, in order to restrict parts
of the worksheet. This tool is very useful when you do not want users to
have editing rights to delete or change the formula you have constructed in
certain parts of the workbook. The user can view the result of the formula
but cannot edit it.

Please note that before you can prevent users from editing locked
cells on a worksheet range, you need to specify which worksheet
cells you do not want users to edit.

Click on the Review tab.
Choose Allow Users to Edit Ranges from the Protect group.
Select the range to protect from editing—in this example, G2:0145.

2.
3.
4.
5.

Note that the Permissions... icon is available, should you wish to specify
specific users who are allowed to edit a range without a password. Click
on Apply at the bottom of the dialog box.

Refer to the following screenshot to view the preceding information:

Allow Users to Edit Ranges

Ranges unlocked by a password when sheet is protected:

Title Refers to cells New...
Editallowed 3652305145 Modify...
Delete

Specify who may edit the range without a password:

Permissions...

|:| Paste permissions information into a new workbook

Protect Sheet.. k oK Cancel Apply
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6. Click on the Protect Sheet... icon at the bottom of the dialog box, then enter
a password, and enter it again to confirm.

7. Click on OK to commit to the changes.

8. If a user tries to delete or edit contents in a protected range, they will be
greeted with the following error:

| The cell or chart you're trying to change is on a protected sheet. To make a change, unprotect the sheet. You might be requested to enter a password,

9. To remove protection from the worksheet, click on the Unprotect
Worksheet icon on the Protect group, then enter the password to unprotect
the worksheet. Save the workbook.

Comparing and combining documents

In this topic, you will learn how to compare different versions of a document and
combine revisions from multiple authors.

If two reviewers receive the exact copy of a document with changes made to both, the
documents can be compared using the Compare Documents utility. This feature
takes two documents that have gone through the editing process and combines only
what has changed between them into a new third document. The two original
documents are not changed.

Please note that if you are working with edited documents from
more than two reviewers, then Combine revisions from multiple
authors into a single document is the option to use.

1. Open the first document to be used to compare with another. Here, we will
open ResumelFurkidds.docx.
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2. Select Review | Compare, as illustrated in the following screenshot:

Review View Developer Help Acrobat Q Tell me what you want to do r!;:_'-;_
[5 B Al Markup - Reject - D b Eﬂ
Z [El show Markup ~ a Previous b
Track . Accept Compare Restrict Hide Linked
Changes - [5] Reviewing Pane - - ':’j Next - Editing Ink Motes
Comments Tracking ] Changes k Compare... neMote
& &
|-4-|-5-|-6-|-?-|-8-|-9-|-10-|-11-|-12-|-13-|-14-|-15-|-Q-|-] Comparetwoversionsofa

document (legal blackling).

E’-ﬂ Combine...
B=

Combine revisions from multiple
authors into a single document.

3. You will be offered the following two options:
e Compare two versions of a document (legal blackline).
¢ Combine revisions from multiple authors into a single document.

4. Click Compare...

5. A dialog box will present itself and will allow you to choose the two
documents to compare, as illustrated in the following screenshot:

Compare Documents

QOriginal document Revised document
H HRY LT
Label changes with Label changes with

More » = OK Cancel

6. Choose the original document from the drop-down list or browse to locate
it on your computer, and click the revised document from the drop-down

list or browse to locate it on your computer, as illustrated in the following
screenshot:
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Compare Documents

Original document

Label changes with

More > =

ResumelFurkidds.dooe 4

Revised document
Resume2Furkidds.doo

Label changes with | puthaor

bt

7. There are more settings that can be changed by using the More >> icon on
the dialog box and selecting desired options, which are illustrated in the

following screenshot:

Compare Documents

DOriginal document

Label changes with

Comparison settings
Insertions and deletions

Moyes
Comments
Eormatting
Case changes
White space

Show changes

Show changes at:
D Character level

@ Word level

Revised document

Label changes with

oK

Tables

Headers and footers
Footnotes and endnotes
Textboxes

Fields

Show changes in:
D Criginal document

D Revised document
@ MNew document

Cancel
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8. By default, the changes will appear in a new document (a third document).
9. Click on OK to compare the documents.

10. Your Word screen will now change to a new document called Compare
Result 4. The screen is split into four parts, as follows:

¢ The original document, called Resume1Furkidds.docx
e The revised document, called Resume2Furkidds.docx

¢ The compared document, which shows both revisions

e A summary of changes highlighted and explained on the left of the
screen, as illustrated in the following screenshot:

0 E-H = Compare Result 4 - Word T Foulkes@Work
File Home Insert Draw  Design  Layout  References  Mailings View  Developer  Help  Aciobat  Design  Layout Q@ Tell mewhatyou want to do
ABC )y e + B &) - S . Iy
Fomee | N (B | B R | O B B |3
[ Show Markup ~ £ Previous ’
Spelling & MSyyorg coune | Read Check Translate Language New Track Accept Compare Restrict | Hide | Linked
Grammar Aloud | Accessibility - - Comment Changes = [FReviewing Pane ~ - ] Next - Editing Ink Notes.
Proofing Speech | Accessibility Language Comments Tracking 3 Changes Compare Protect ink | onenote | &
ompared Document % || Original Document (Resume1Furkidds.docx - Comparison) *
Revici i | ComporedD Original D Re 1Furkidds. docx - Comp
evisions v
A 13 revisions 2 Human Resources Depariment
[Company]
Author Deleted [Recipient Street Address] §
18 [Recipient City, ST Zip] 4
} 1229 October 2019
Author Inserted f J

the Manager Trainer role as advertised
Author Deleted

{
Author Deleted / ] \

5 \ P Dear Human Resources,
Auther Inserted § . J

10 ! | L’ Please find attached CV with regard to

on the local website. | am currently

| o ’ -
onrequest resicing in Mogn), buf wil relocate for Revised Document (Resume2Furkidds.docx - Auther) x
Author Deleted the right role.
@ | am a Manager Trainer with over 510
Author Deleted years' experience in the Corporate
immediately Management sectors, with a range of
Author Inserted other skills in administration, project 4
within 2 weeks management and training. J
Auther Deleted You will find thert my CV highlights i’ ]
Sincerely cerfifications, experience and job A\
Author Inserted specification. A more comprehensive
Kind regards CV with references is available-en N k‘ LA
Author Deleted o J
Enclosure | have applied for the above position as
| feel that it would be a areat fit
183words  [[F  English (United States)  Track Changes: Off &7 B2 B - 1 + 100%

11. The next step is to accept or reject the changes in the compared document,
to reach a combined final document, as illustrated in the following
screenshot:
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Compared Document
x> As

» [y Paste Options:
\ . De =

\ = s LA

PI Acegpt Insertion [\ with regard to
i ;

. ‘ th Reject Insertion € @15 adivertised
B Track Changes am curently

re| il relocate for
th| & Link

t:l Mew Comment -
la - with over 510

years' experience in the Corporate
IManagement sectors, with @ range of
other skills in administration, project
management and fraining.

You will find that my CV highlights
certifications, experience and job
specification. A more comprehensive

12. Right-click on the changes highlighted in the compared document and
decide whether to reject or accept them, or go to the ribbon and locate
the Accept Insertion and Reject Insertion options.

All the text highlighted by a strikethrough indicates removed text,
and underlined text is anything that is added in its place.

13. Once the revisions are complete, you will notice the Revisions pane will
display 0 revisions, as illustrated in the following screenshot:

Revisions - X

» 0 revisions

[+

14. Save the compared document as ResumeFinal.docx, and close all other
windows to see the final document.

You have now learned how to compare two documents and combine the changes into
one document.
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Summary

This chapter has equipped you with the skills to share, collaborate upon, inspect, and
protect documents in Word 2019. You have mastered the task of comparing different
versions of documents, thereby combining revisions, and are able to use many
methods of sharing documents with others.

In the next chapter, you will be introduced to the PowerPoint 2019 interface and
presentation options. You will learn how to set application options, set up slides, and
work with files and print options, and will be confident navigating around the
interface.
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Section 2: PowerPoint

PowerPoint 2019, being part of the latest desktop productivity suite, provides a rich
set of tools for creating presentations. During this part of the book, we will introduce
end users to this presentation software, identifying its new features and
demonstrating how to use it to create and work with attractive, highly professional
presentations. These chapters cover everything you need to know to start using
PowerPoint 2019 productively in the workplace, at home, and for certification
purposes.

In this section, we will cover the following chapters:

e Chapter 5, The PowerPoint Interface and Presentation Options
e Chapter 6, Formatting Slides, Tables, Charts, and Graphic Elements
e Chapter 7, Photo Albums, Sections, and Show Tools



The PowerPoint Interface and
Presentation Options

In this chapter, you will be shown how to personalize the Backstage view and set
various options. You will navigate the interface and perform basic tasks, including
creating, saving, printing, and viewing presentations in PowerPoint 2019.

The following topics are covered in this chapter:

¢ Introduction and new features

e Saving presentations in different formats
e Setting print options and layouts

¢ Using the view and zoom options

Technical requirements

You should understand basic presentation terminologies such as slides, presentation,
animation, and transitions. The examples used in this chapter are accessible from
GitHub at: https://github.com/PacktPublishing/Learn-Microsoft-Office-2019.
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Introduction and new features

It is important to note that a presentation is a collection of slides around a specific
topic, generally delivered to an audience by a speaker. PowerPoint offers the user
various slide views and printed formats (such as overhead slides, speaker notes,
audience handouts, or outlines). The user makes the presentation professional,
visually attractive, and understandable by adding elements such as special effects,
sound, animation, and transitional effects to view on the screen. Slides are the
separate pages of the presentation to which elements such as graphs, tables, shapes,
WordArt, SmartArt, clip art, and other objects are added.

We will not cover all the interface skills here as you have been through these in the
previous chapters, and these are identical across Office 2019.

There are a few new enhancements in PowerPoint 2019 that we will address
practically throughout this part of the book, but we will highlight the following list as
an introduction:

e Morph effect: The Morph tool helps you create smooth transitions by
moving items around at the same time, and is illustrated in the following

screenshot:
File Home Insert Draw Design Transitions Animations
Ry = E
MNone Marp! Fade Push Wipe
Preview
Morph 161151 141 13
1

Mowve things on the previous slide
to their new locations on the
current slide.

To get the best results:

1. Duplicate a slide.

2, Move things arcund.

3. Apply the Marph transition.

Anything you add or delete will fade
in or out,

ﬂ Tell me more
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e Zoom: This allows the presenter to jump to a certain slide during a
presentation with ease. The Zoom tool is illustrated in the following
screenshot:

File Home Insert Draw Design Transitions Animations Slide Show Review View Recording Developer Help Acrobat Q

L& Online Pictures 1) ot ' + A
I ==z PO e i P Ll | R e L) 2
= s Screenshot -
New Table Pictures Shapes lcons 3D SmartArt Chart 3 My Add- - Zoom Comment Text Header
& ins

Slide - - = Photo Album - - Madels - & hd Box & Footer

Slides Tables Images Illustrations Add-ins Summary Zoom Comments Text
L2 E-R O E S = S R B = S N R ) |,\\) 1120314151617

o ‘o == Slide Zoom Create Summary Zoom

Organize your presentation into
sections and then we'll make a new
slide with a Surmmary Zoom. When
presenting, you can select the
sections and move through
different parts of your presentation
in any order you like.

&
®
-
&
-

e Text highlighter: This tool allows you to apply highlight colors to text
within a presentation to create emphasis, just as in Word 2019! It is
illustrated in the following screenshot:

40303010

e Scalable Vector Graphics (SVG) and other graphic properties: SVG files
can have color changes, can be disassembled and reassembled, and do not
lose any quality when the size of the image changes. SVG files can also be
converted to shapes in PowerPoint 2019, and 3D models can be inserted so
that rotation can be utilized. Image background removal is also enhanced,
as you no longer need to be restricted to highlighting areas to be removed
via straight lines.
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¢ 4K resolution for video: You can record video, audio, and inking and
export video at 4K resolution, all available from the Recording tab, as
illustrated in the following screenshot:

k File Home Insert Draw Design Transitions Animations Slide Show Review View Recording

E’il- &+ =1+ m ‘)) I@ﬂ

Record Slide | Screenshot Screen Video Audio | Saveas Export
Show ~ = Recording = Show to Video

Record Content Auto-play Media Save

¢ Inking: Highlighter pens are available in all the Office apps, which can be
customized and are portable—this includes the new Effects option and a
segment eraser when drawing. There is also support for touchscreens when
placing objects on straight lines using the Ruler. These features can be seen
in the following screenshot:

File Home Insert Design Transitions Animations Slide Show Review

f/ [ T
2 & (5 "] + | & |
Draw Eraser Llasso Add Ruler Inkto Inkto
v Select Pen~ Shape Math
Tools Stencils Convert
A6 A5 1403092041040 918

iv Mare Colors...

]E Delete

e Digital pen to navigate a slide show: You can advance slides using a
Bluetooth pen in PowerPoint 2019.
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o Charts: There are new charts available, such as Map and Funnel charts, as
illustrated in the following screenshot:

Insert Chart

All Charts

™ Recent

Templates %I
Column
Line Funnel
Pie
Bar
Area
XY (Scatter)

Map %

Stock

Surface
Radar
Treemap
Sunburst
Histogram

Box 8 Whisker

Wi

]
e
®
=
A
(o)
Lt
&
>]\,'.
i
@
ks
(1]

iy Combo

These are some of the stunning new features available in the PowerPoint 2019
application.

Creating presentation templates

A template is a presentation with a predefined look and contains default text, layouts,
and even animations. Templates are often used as a basis for presentations, especially
in the 2019 version, as there are many professional animated effects available. They
are created to suit the needs of the user and are often a quick way to get things done!

[166]



The PowerPoint Interface and Presentation Options Chapter 5

Office 2019 has a huge range of templates within the PowerPoint environment, as
well as the ability to search and download templates online from within the
application. Categories are available just below the search bar and guide the user
when searching online.

To search for templates online, you must first have an internet connection. Then,
proceed as follows:

1. Click on File | New and search for a template by inputting a keyword into
the text area provided, or select a template from the Featured list provided,
as illustrated in the following screenshot:

Furkidds_Pres.pptx - PowerPoint Foulkes@Work 7 - X

New

Search for online templates and themes ye)

Suggested searches:  Presentations Themes Education Charts Diagrams Business  Infographics

Featured  Custom

Save As

Save as Adobe PDF
Quotable

Blank Presentation Quotable Welcome to PowerPoint Bring your presentations to lif...

—
. I LN
Po— Madison
| Zsmioasam e
Feedback
Madison Atlas Gallery Parcel

Options

¥l Furkidds_Pres.ppbe
WOO0D TYPE ¢ o CELESTIAL

[167 ]



The PowerPoint Interface and Presentation Options Chapter 5

2. Once you have decided on a template, click on the template to view details
about it. You are able to scroll through all the templates using this method
as a preview, using the arrow to the right of the preview, as illustrated in
the following screenshot:

Presentation
Title

Options

B Furkidds_Pres.ppbx

3. Click on Create to open the template in PowerPoint and add content.

Setting up slides and working with files

In this section, you will master slide size and orientation options, use Compatibility
Mode, add tags to a presentation, embed fonts so that you do not lose formats when
presenting on different devices, and learn how to save a presentation in the required
format.
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Setting slide size

Access the Page Setup dialog box to change the size of the slide presentation to a
custom format. This dialog box contains a range of different sizes (Slide Show;
Banner; 35 mm slides; Overhead, to name but a few). Proceed as follows:

1. Click on Design | Customize | Slide Size.

2. You will be presented with two default slide sizes, Standard and
Widescreen, as illustrated in the following screenshot:

Transitions Animations Slide Show Review View Recording Acrobat Q Tell me what you want

=1 .

Themes Variants
R R AR AR ERR R AR RERYRY: YR SURY-RURE-ERT SYRE SRFRURS RUR! SAREENEF-RURE SURF RURT-RUR-SURY AR SR SR AR VNN F AR ERREARES l:l g“’""""”“)

@ Widescreen (16:2)

Custemn Slide Size...

Developer  Help

1 &8
Slide  Format
Size = Background

3. Click on Custom Slide Size..., and once the dialog box has opened, choose
a slide size from the Slides sized for: drop-down list. Some options will ask
if you would like to maximize the size of the content or to fit the content.

4. You can select Custom if you wish to enter your own measurements in
terms of width and height of the slides in the presentation, as illustrated in
the following screenshot:

Transitions  Animations  SlideShow  Review  View  Recording  Developer  Help  Acrobat @ Tell mewhat youwant to do £ Share

W = EEEe .

Slide  Format
Themes Variants Customize

Size - Background
R R E R R E R A S A (RS- RURY SN SURT-TURE SY R SYRE RERF-R RS RURC RS 5 v REE

slides sized for: Orientation

Widescreen Slides

On-screen Show (4:3) O Portrait
Letter Paper (8.5x11 in) @® Landscape
Ledger Paper (11217 in)

A3 Paper (2975420 mm)
N ;
A4 Paper (210297 mm) % @ Portrait

Motes, Handouts & Qutline

B4 (150) Paper (250353 mm) O Landscape
B3 (150) Paper (176x250 mm)

Overhead

Banner
On-screen Show (16:9)
On-screen Show (16:10)

reen

3
[Costom |

We will now learn how to change the slide orientation in the next topic.
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Changing the slide orientation

Slide layouts are landscape by default in PowerPoint and are always the same
throughout the presentation. You cannot have some slides in portrait format and
others in landscape format. When the orientation is changed, the entire presentation
will update to the new orientation. To change the orientation, follow these steps:

1. Click on Design | Customize | Orientation, and the following options will

appear:
Slides sized for: Orientation
v Slides
Width: D () Portrait S
33.867 cm<5 @ Landscape
Height: i
19.05 em |= Motes, Handouts & Cutline
MNumber slides from: @ Portrait
1 - Cl Landscape

hd

2. Choose Portrait from the Orientation options, after which you will be
asked to select a scaling option, as illustrated in the following screenshot:

Microsoft PowerPoint

You are scaling to a new slide size. Would you like to maximize the size of your
content, or scale it down to ensure it will fit on the new slide?

4 do4

Maximize Ensure Fit

Maximize Ensure Fit Cancel
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3. If you have graphical objects on the slide and you change the slide
orientation, you may find that the objects shift around. Try switching
between Maximize and Ensure Fit to alleviate too much change, but it may
be necessary to reposition objects after changing the orientation. The
following screenshot shows an example of this:

Foulkes@Work B8 =

1 Help  Acrobat @ Tell me what you want to do

ID@

5\ de F rmal

{18116 11411210101 11211 14111611181 -

116 1A 200 B B AT 20000 12041 G 0 A 16

. Click to add notes
slide 10f5 [[2 Engiish (South Africa) = Notes B Commen ws (B 38 B T -8 + 4% F3

Note that it is possible to link two presentations together (one portrait and one
landscape). To change the orientation of notes, handouts, and outlines, visit the
relevant icon on the Slide Size dialog box.

Adding tags to a presentation

When you create presentations, you can add metadata such as tags to allow files to be
sorted and located. Tags are used to categorize presentations. To add tags to a
presentation, proceed as follows:

1. Open the presentation you wish to tag. Click on File | Info | Properties (on
the right-hand side of the window).
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2. Look for Tags. Enter a tag into the space provided, such as Safest or
Furkiddz, in this instance.
3. Save the presentation to update it.

Searching using tags
Tags are very useful when searching and locating specific presentations on your
computer. Click to open the Explorer window on the desktop, then proceed as

follows:

1. Navigate to a folder of your choice or, alternatively, select the Documents
folder, as illustrated in the following screenshot:

TRl  SAFEST SOLUTIONS GROUP
File Home Share View Search 0
[I m = Extra large icons [&] Large icons I [F]= [ ttem eheck boxes
i Small icons - File name extensions
Mavigation = N S X _ Sort Hide selected Cptions
pa?w. B 12 Details v by ™ [] Hidden items items "
Panes Layout Current view Show/hide
« v P » ThisPC » Documents » SAFEST SOLUTIONS GROUP v 2
Jl Music ~ ~
=/ Pictures :
REACHit Drive MASTER.S  SafestFurki  BLFurkidds  BLFurkidds  ConvertFo
m Videos UB dsQ_files -Reference. -Reference. otnotes.do
doc docx =
s Windows (C:) . ) ) )
- LENOVO (D)
[_ﬂ- MNetwork EndMotesF EndMotesF Furkidds_Pr Hyperlinks. Hyperlinks-
hd ootMotes.d ootMotes- es.pphe docx C.docx hd
22 items §=2 &=

2. Choose the Search tab directly under the Search Tools contextual tab.
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3. Select Tags from the Other properties drop-down list, as illustrated in the
following screenshot:

T Re el SAFEST SOLUTIONS GROUP

File Home Share View Search 0
! Current folder E r‘-D Kind = {E{' Recent searches = x
g Size v D Advanced options =
This Date == Open file Close
PC search againin = modified ' i Save search location  search
Location Authors Options
<« v » ThisPC » Doc Type SOLUTIONS GROUP v O Search SA.. @
Jl Music [ ~
= Pictures Folder path
REACHit Dri Bos N - - -
it Orive ER_S SafestFurki BLFurkidds BLFurkidds ConvertFo
m Videos Title ds_files -Reference. -Reference. otnotes.do
doc docx =
. Windows (C:)
- LENOVO (D)
F Network EndMotesF EndMotesF Furkidds_Pr Hyperlinks. Hyperlinks-
hd ootMotes.d ootMotes- es.pphe docx C.docx hd
22 items §=2 &=

4. The tags: search is inserted into the search box at the end of the toolbar, as
illustrated in the following screenshot:

= v ‘I"Dg » This PC » Documents » SAFEST SOLUTIOMNS GROUP v 0 | [Eg= *
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5. Type the tags you would like to search for through the presentations. As
you type the tags, the search is activated and the presentations containing
those tags become visible in the window, as illustrated in the following
screenshot:

euRnn el tags: furkiddz - Search Results in SAFEST SOLUTIONS GROUP

File Home Share View Search 0
‘ Current folder E “.J Kind = ({ Recent searches = x
= g Size = |_'| Advanced options = f
This Date Open file Close
PC & Searchagainin v modified~ = Other properties ~ H Save search location search
Location Refine Options
<« v 4 [l + Search Results in SAFEST SOLUTIOMNS GROUP v @ | )= furkiddzl X
I Deskto 2 )
. P mey Safest Solution-NewFormat.pptx Size: 274 KB
[ Documents Date modified: 2019/11/20 13:57 Authors: Foulkes@Work
‘ Downloads
J‘! Music
&=/ Pictures
REACHit Drive
m Videos
e Windows (C: e
1item 1item selected 274 KB =z &=

6. When you are done searching and have located the presentation according
to the tag search, open the presentation to see its contents.

Embedding fonts

When customizing presentations, adding specific fonts to a presentation aids the look
of the design, and also enhances diagrams and custom drawings. The only problem is
that when sharing the presentation with others or presenting it at a specific location,
you might find that the fonts are converted automatically, which will drastically
change your presentation design. This is because fonts that are not default application
fonts are not necessarily available at another location or computer.
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Let's fix this, as follows:

1. Click on the File | Save As... option.

2. Navigate to the location where you wish to save the presentation. Click on
Browse to populate the Save As dialog box. Look for the Tools option at
the bottom of the dialog box, as illustrated in the following screenshot:

1 || <« Docum... > SAFEST SOLUTIONS GROUP v o =
General
e Save files in this format: PowerPoint Presentation -
B Proofing K X -
N A Save AutoRecover information every | 6 +| minutes
3 This PC Hame Save . )
= Keep the last AutoRecovered version if | close without saving
B 3D Objects MASTER sU8 Language AutoRecover file location: C:\Users\foulk\AppData\Roaming\Microsoft\Po
[ Desktop SafestFurkids() files Ease of Access [ Don't show the Backstage when opening or saving files with keyboard shortcuts
e = 0¥ Furkiclds_Pres.pptx R
% Documents g Advanced Show additional places for saving, even if sign-in may be required.
1 MyFurkidPres.ppix ¢
Downloads Save to Computer by default
S v G sofet Soluion ppte CustomizeRibbon DDf ilocal i P‘ ; Ci\UsersifoulkiD tsh
b Music ) Sefest Soluton-NewFormat pptx || (o o efault local file location: !\Users\foulk\Documents
] Pictures e Default personal templates location: |C:\Users\foulkiAppData\Roaming\MicrosoftiPe
B videos Trust Center
Offline editing options for document management server files
L, Windows (C:) v <

Saving checked out files to server drafts is no longer supported. Checked out files are n
File name: | Safest Solution-NewFormat.pptx saved to the Office Document Cache.
Learn more
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