Word Processing using Microsoft Word

Lesson 1
Text entry and editing.

Run Microsoft Word by clickingon it’s Icon.

WhenWord isrunthe insertion pointappearsasaflashing vertical line at
the top left of the screen.
Typeyour full name on the top of the screen. Pressthe returnkey twice
to leave two blank lines.

Afew points:
Thereisnoneedto pressreturnatthe ends of lines, the machine will take
care of new lines for you. Pressing return is only needed at the ends of
paragraphsand shorttitle lines.
Leaveasingle space betweenwords and after punctuation marks except
full stops. Leave two spaces afterafull stop.
Do notindentthe firstline of aparagraph by inserting spaces.

Textentry:
Typethe following piece of textremembering to hold down the shift key
for capital letters, and to leave two spaces after a fullstop.
Do notworry abouterrors for the moment they can be corrected later.

Good presentation is central to any design work. This
applies not just to manufactured items but to draw-
ings, recordsand written reports. Drawings should be
presented to be attractive to the viewer. While accu-
rate diagrams will attract the eye, poor layout will
take away from them. Any final drawing should be
laid out with a border around the edge of the paper.
Included on the page should be the title of the drawing,
the student’s name and the date. Later on the scale,
and the type of projection should be included.

Correctingerrors:
Read back over what you have just typed and look for errors.
If you spot an error use the mouse to move the screen pointer to the
charactertotherightof the error.
Click the mouse button to position the insertion point.
Pressthe delete key to remove the offending characters.
Type inthe correcttext.— The following text will move out of the way to
make room for what you type.
Move on to the nexterror.
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Savingyourwork:
Move the mouse pointer to the wordFile on the Menu Bar.
Clickthe button.— A menu appears.
Selectthe wordSave and let go. — A dialogue box appears.
Typeyourinitials followed by the number one asafile name.
E.G. John Murphy wouldtype JM1.
Do notuse spaces or punctuation marksinfile names.
Click onthe wordSaveinthe dialogue box.
QuitingfromWord.
Click onthe wordFilein the Menu Bar.
Drag the mouse down untilExitis highlighted let go of the button.
If the message “Save changesto JM1” appears click onYes.

Lesson 2

Opening files and more editing.
Double click on the Word icon to start the word processor.
Click on the wordFile in the Menu Bar. — a menu pops down.
Drag the mouse downwards to select the word Open...
Adialogue box appears containingalist of availablefiles.
Selectyourfile by clicking onit’snameand click onthe wordOpen. After
ashortdelay your file should appear on screen.

Inserting atitle.
Use the mouse to positionthe insertion point before the wordGoodat the
startofyourfile.
TypeinthetitlePresentation and pressreturn. —Thetextwill move out
of the way to make space for the title.
More Text:

Move the insertion pointto the end of the paragraph press returnto leave
ablankline.
Thentypethefollowing:

Records:

It is important for the student to keep written

records of her/hiswork in all areas of the course.

This will help with later evaluation and provide

ideas for other projects later on. Standard

record sheets are a useful way of keeping rec-
ords. The difficulty with this is

#
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a3 book
addresses
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File name: m

Save as type: IWold Document

. S finding a general sheet that will be

oo - == | Suitable in different areas of the
%Egﬁﬁ i Cance course. It may be that a number of
fon _owes. | different sheets will be necessary.
%EZEZTW Check the above text for errors and correct
] cian o el 1997 . themas before.

3 Savethefile.

| ExitfromWord.
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Lesson 3
Adding more text and printing.

Run Microsoft Word and openthe file used inlesson 2.
If you can’tremember how, look at the start of lesson 2.

Move the insertion point to the end of the second paragraph and press
returntwiceto leaveablankline.

Thentypethe following. Thistime press returnatthe end of each line so
thateach pointoccupiesaseparate line.

Tasks:

Design a page layout for use with future drawings.
Design a report sheet for use with projects.
Design a cover for your class folder.

Design and make a folder to hold your class notes.
Design a cover for a book titled "Technology."
Design a cover for a book titled "Crafts."”

Design a cover for the magazine "Practical House-
holder™

Read the new additions you have made to the documentand correctany
errors.
Save the changesto your document.

Send the documentto the printer:
ClickonFiletoselectthe file menu.
Drag down toPrint and release.
Adialogue box appears. No changes should be necessary so clickPrint
Afterashortdelay your documentwill printatthe printer.
Save yourwork.
ExitfromWord.

Print dialogue box.

Printer
Mame: I,cﬁ HF Lazeret Series || j Froperties |
Status: Idle
Type: HF Lazerlet Senesg ||
Where: “wUsgerl Sbrather ™ Piink ta file
Comment; -
Fage range Copie:
Al Mumber of copies: ﬂ 3‘
' Cument page © Geleoagy,
" Pages: | v Caollate
Enter page numbers and/or page ranges
separated by commas. For example, 1.3.5-12

Print wihat: D ocument j Print: IAII Pages in Fange j
(1]4 I Cancel I Optiong... |
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Lesson 4

2 iew  Insert  Format

e Moving Text.
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Cut Cirkt On proof reading itappears that the paragraph headed Tasks should be
Copy Chrl+C ] v .
Erdic Chiley placed before the onetitledRecords. Thisishow to move themwithout
Paste Special... re-typingthelot.
Clear Del Selectthe paragraphstarting withTasks by clicking with the mouse before
Select Al Cirke. the T of tasks and dragging down to include the full paragraph.
Char Left Lett . .
Click onEdit on the menu bar.
g'”di-- E':t“l"': Drag down toCutand release the mouse button.
GﬁpTTE'" Et:I:G Move the insertion pointto before the R ofRecords.
AutoT et Click on Editon the menu bar.
Enokmark. . Drag down toPaste and release the mouse button.
Lirks... The Tasks paragraph will be inserted before the Records paragraph.
Object

Save and Printthisversion of you document.

Exercises:

Make the Presentation paragraph the last paragraph.
Re-arrange the documentto the same way it was at the start.

Copy and Paste.
Sometimes you may want two copies of the one piece of text ina
document. Copy and Paste is used to do this.

Selectyour name from the top of the document.

Click onEdit on the menu bar.

Drag down toCopyand release the mouse button.

Move the insertion point to the bottom of the document.

Click onEdit on the menu bar.

Drag down to Pasteand release the mouse button.
Younameisstillatthe top of the documentand itisnowalso atthe bottom.
Exercise:

Delete your name from the bottomusing cut.

Saveand printthis version of the document.

Autotext
Frequently used pieces of text can be stored as autotext and used
repeatedly withoutre-typing.
Theoveralltitle ofthisdocumentwe are working on could be “Understand-
inggraphical communicationinJunior Certificate Technology”
Itwould be helpful if that did not have to typed ittoo often!!!
Typeitonce atthe end of your document.
Selectitby highlighting.
Click onEdit on the menu bar.
Drag down to Autotestand release the mouse button.
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Typeinashortname for the autotexttitlee.g.Graphics. | EuL S — ]

= Mame:

Returntoyourdocumentandinsertthelineusingtheautotext  * [Grapnics

Byt I

command | o pARee
Select Editfrom the menu bar, selectautotextfrom the
menu.

Scroll down the listuntil you find graphicand click on | msksutoTest Enty avaiable Tor

- Cancel I

Add

Inserttoinsertitintoyourdocument.

! IAII Drocuments (Mormal.daot)

Selection

Exercises:

Understanding graphical communication

Create autotextentries for your name, your full business

In the document, type the AutoText name and press F3.

address, your full home address.
Practice inserting these.

Use the autotext feature of Word to store the following paragraph
for future use.

Filel:

I am informed by Mr Pat Murphy, Our Service Manager, that you are
bringing your car into the garage for repairs and service which will take
more thanthree days.

File2:

Under our agreement with you we can offer the use of a car free for the
period. The carwillbeanOpel Astra1400 modelandallinsurance istaken
care of by us.

File3:

Under our agrementwith you we can offer you the use of acompany car
atvery competitive rates for the period. The car will be an Opel Astra
1400 model and all insurance is taken care of by the company.

File4:

Under our agrementwith you we can offer you the use ofacompany car
atvery competitive rates for the period. The car will be an Opel Astra
1400 model. Arrangementwould have to be made withyour insurance
company toinsurethe vehicle whileitisinyour possession.

File5:
Please contact usas soonas possible to confirmarrangements.

Send letterstoeach of the following people containing files as listed below
andsigned by you on behalf of the company.

Mr John MahoneyFiles 1,3and 5
34 Green Park

Santry

Dublin9
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Autotext dialogue box.

Faster insertion of autotext.
To insert autotext on the fly
without resorting to the menu:
Type the autotext name and
press F3
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MsAnne Murray Files1,2and5
"TheGrove"

Santry Avenue

Dublin9

Mr Pat Maxwell Files1,4,5
34 CarraigminesRoad
Dublin9

Lesson 5

Formatting
Formatting commands fall into four maingroups.
Fontformats, e.qg. Italics, bold underline, fonts.
Paragraphformats, e.g. centred, justified, rightaligned, indents, tabs, line
spacing.
Section formats, page numbering, number of columns, headers.
Page setup, e.g. margins

Thereare three ways of applying formats
» Usingtherulerandtoolbarsatthe topfofthe screen
¢ Usingthe format menu onthe menubar
* Using keyboardshortcuts

Openthe documentyou were using inthe last session.

If you can not remember how look up Lesson 2.

Make sure the standard and formatting toolbarsandthe rulerare switched
onby:

SelecttheViewmenu, ifthereisatick mark beside Ruleritiseon, ifthere
isnotick mark, selectit.

ThenselectView, Toolbars, there should be atick mark beside Standard
and Formatting. If not switchthemonand click OK to,proceed.

Fontformats
Changing fontsize, putting textinto italicsand bold type.

Select you name at the top of the document by positioning the mouse
pointer before your name, clickand hold the button down, drag the pointer
acrossthe name.

Tochangethefontsizeclickonthearrow beside the sizedrop downinthe
toolbar, the menu pops down, drag downto 14 pointand release —your
namewillincreaseinsize.
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Toputyournameintoitalics, make sure the nameisstill selected, Click on

the Italics button in the ribbon.

Exercise:

PutthetitlesPresentation, Records and Tasksinto 18 pointbold by the

same method asabove.

Paragraphformats

Paragraph formatting can be achieved most readily by switching on the
formatting toolbar and making selections fromthere.

Thetoolbar showsiconsfor pagealignment. Other paragrpah formatting
can be applied by selecting the Format, Pararaph and making selections

fromthedialog box.
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Centringthe heading Presentation.
Selectthe headingPresentation, click onthe Icon for centred text.

Exercise:

Centrethe other headingsalso.

Justify the body text.

Double line space the first paragraph
Fromthe menu bar select theFormat,paragraph, fromthe line spacing
dropdwown box select double line space.

Exercise:

Changethe spacing of the entire
documentto 1.5 line space.
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Marginz I Paper Size | Paper Source I Layout Changlng Marg | ns.
I - T For page setup there isnoneed toselect
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Header: I'I .25 cm H I’Ight and Ie.r_t
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Save yourdocumentand Print t.
Short cuts:

Many commands can be
performrd quicker using
keyboard shortcuts:

for centre
Ctrl+ J to justify
Ctri+L to left align
Ctrl+ R to right align
ctrl+B forbold type
ctrl+ I foritalics
whereCtrl stands for hold
the key marked Ctrl and
and type the letter.

Set margins of two inches all
around.

1.5 line space this paragraph.

Exercise:
Startanew document, type up the following piece of text.
Thenformatitto matchthe example.

Junior Technology

Communications Notes

Preface

Aims of the course

a) Indeciding howto approach the teaching of the graphics section of the
Junior Technology course itis useful to look at the aims and objectives
ofthe course and atthe syllabus. The aims ofthe course can be foundin
the syllabus so I will not repeat them here in full. However they could
perhaps be summarised by:

Thecourseisintended toawaken aninterestin the pupil andto give her/
him the skills to solve practical problems. In particular in relation to
graphics she/he needs to develop the skills of visualisation required in
makingartifactsand she/he needsto develop aknowledge of communica-
tionsconventions.

Startanew document, type up the following piece of text.
Then formatitto match the example.
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Tuscany High School

Tuscany
Ttaly

23 February 1991
Chief Inspector,
Departmentof Education,

Dear Inspector,
I amsick andtiredofbeingabig fishinasmall pond. Whenare you going
to realisemy true potential and getme outof thisratholeand intoajobwith
more bite. Asyouknow | have already broachedthe subject of the schools
marketing withyou. Why can'twe getout of educationand into something
more interesting.
If we have to stay in education how about brightening up some of our
subjecttitles. Consider these:
""Basic Electricityand Lighting"
withinstructorSean D'Olier.
"Firearmsand Ammunition" Double line space this part
withRick O'Shea.
"Sheep husbandry"
withLarry Lamb.

Youowe ittoyourselfand the departmentto let me let my creativity roam,

Yourssincerely, Modify the layout to improve

the appearence of the printed
ImaBrain (Principal) document.

Startanewdocumentand lay out the following, using the skillsyou
have learned to make it as attractive as possible.

Hilton Hotel
Menu

Soup ofthe Day

BoefBourguinon
Hamand Chicken

Strawberriesand Cream
ApplePieand Cream

Teaor Coffee.

10% service charge.
Prices include VAT at 10%
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Using menus
Only the most commonly used Character and Paragraph formatting
commandsare shown intheribbonandruler. Awider range of commands
can be found under theFontandFormat menus.
Lesson 6
More Formatting
Tabs
Tabsare usually one of the more difficultaspects of formatting. MS Word
makes the task of setting tabs easier than mostword processors. When
Word starts tabs are preset to positions of 0.5 inches. These do not suit
most purposes and so they must be changed. There are two approaches
tosettingtabs, one, isto key up the text with the default settingsand then
resetthe tabsto suit. The second isto setup the tabsfirstandthenkeyin
thetext. | prefer the first method and that is what we use here.

Type up the following table pressing tab after each entry and returnat the
endofaline. Whileyouaretyping, yourtextwill look likeamess!!! Don't
worry aboutthisitwillall sortitself out later.

Chapter1 Gettingstarted 1
Chapter2 Installingthehardware 7
Chapter3 Preparingdisks 15
Chapter4 Installingthesoftware 19
Chapter5 Testingthesoftware 21

Astypedthe firsttab position for the chapter titles looks OK but the page
numbersareallwrong. Letssortthemout.

Switchontheruler:
Select Format Ruler. / / \\
L&ft, Center, Right, Decimal, Bar

Observethe Tabicons, there are five of them - leftaligned, centred, right
aligned, decimaland bar.

Selectthe piece of text.

Selectthe leftalignedtabicon.

Decide where the tabs for the chapter titles should be in inches. Say 2
inches.

Clickinthe paragraphsetting bar directly belowthe 2 inch marker. - The
textjumpsintoline.
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Decide where the tab for the page numbers should be in inches. Say 5
inches.

Clickinthe paragraphsetting bar directly belowthe 5 inch marker. - The
textjumpsintoline.

Ifyou are not completely happy with the positions, you can drag the tab
marker across the paragraph settings bar to anew position.

Look atthe page numbers, they do not look quite right. Normally the tens
should be under the tens and the units under the units. Don't dare use

Remove the old tab first.

Dragthetabatthe 4 inchmark out of the paragraph settings bar. Thetab
disappears and the text moves out of line.
Selecttherightalignedtabicon.

Clickonthe4inch mark.

Anewrightalignedtabiscreatedatthe 4inchmark. Ifit’s positionisnot
satisfactory drag ittoanew position.

More TABS
Type up the following text pressing the tab key at suitable places.

Name Code  Quantity Description Price
Malone Ltd C 20 Oranges £160.45
CarrVeg D 5 Apples £98.50
CityFruit&Veg F 100 Satsumas £145
AllFruit B 2 Pears £9

This should look quite a mess now. Before proceeding decide the
approximate positions and type of tabs required.

Names do not need a tab, they will line up at the left of the page.
ForCode, acentred tab atabout 1.5 inches might suit.

ForQuantity, arightaligned tab will line up the numbers correctly, at
about2inches??

ForDescription, aleftalignedtab will line up the text, you decide on the

© Ray O'Neill 1997

11



12

position.
ForPrice,adecimal tabwill line up the decimal points.
Lesson 7

Tabs: Enhanced features.
Key inthe following list pressing the tab key between the chapter number
and the page number.

CONTENTS

Chapterl 2

Chapter2 15
Chapter3 27
Chapter4 34
Chapter5 56
Chapter6 178

Centretheheading CONTENTS.
Setarightaligned tab at5" for the page numbers.
Yourdocumentshould now look like this.

CONTENTS

Chapter1 2
Chapter 2 15
Chapter 3 27
Chapter 4 34
Chapter5 56
Chapter 6 178

With a list like this it is difficult to see clearly which page number
correspondstowhich chapter. Leader characters helpthe eyeto follow
thelinecorrectly.

Selectthe listof chapters.
Doubleclickonthetabiconintheruler

Under the headingLeader selectthe dotted lines.
SelectOK, to leave the tabs dialog box.
SelectOKto leave the Paragraph dialog box.

Exercise:
Gobackand change the leader character to broken lines.
Goback and change the leader character to a continuous line.

TabBorders.
Ruling tabs with straight lines is one way of making them easier to
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understand and more attractive. The next lesson will describe how to
create borders.
Type up the following table and set up appropriate tabs.

Irish English Maths

John A B C
Mary B A A
Pat C D C
Linda B C B

Selectthe tableabove.

Select Format, Paragraph, Borders.

InthePreset Bordersdialog box select Box.

ClickOKto leaveParagraph Borders.

ClickOKto leaveParagraph.

Yourtable should now have asingle, narrow box around the outer edge.

Whataboutawide line? Andaline between eachentry?

Selectthetableabove.

Select Format, Paragraph, Borders.

Selectthe wide lineiconatthe left of the dialog box.

Inthe Preset Borders dialog box selectNone

Inthe Custom design box click at the top, bottom, right, leftand centre to
insertlinesatthese points.

ClickOKto leaveParagraph Borders.

ClickOKto leaveParagraph.

Yourtable should now have asingle, wide box around the outer edge and
between each line of the table.

Exercise;

Create a shadow border.
Create adouble border.
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Printthese if youwish.
Lesson 7

More Exercises
Startanew document by selectingFile, New...
Type up the following piece of text. Do not start formatting until after
typing.
MARINO COMPUTER PRODUCTS LIMITED

The Green, Marino, Dublin 9.
Telephone: 303456
Fax:303333

ANTI-STATICMATS

Areyouaware of the importance of protecting your computer
and other visual display unitsagainst static electricity? Do
you know thata build-up of static electricity in or near your
equipment can cause problems in your word processing
terminalsand computer equipment?

Marino Computer Productshave the answer. Y ou cannow
protect your equipment with a spray can of Marino Anti-
static Spray. Ourenvironmentally friendly Anti-Static Spray
will costyouonly £1.50acan. Ourbargain pack ofsixcans
costs £7.00!!!

Marino Anti-Static mats provide afirst line of defence by
reducing the static build up near your computer often caused
by synthetic fibres rubbing against desks.

To get a copy of our free full-colour brochure of office
supplies, justcomplete the enclosed reply-paid card and post
itto Marino Computer Products Limited or simply telephone
our Supplies Department on Dublin 303456. or Fax us at
303333.

AftertypingSave as .. Anti-Static
Short cuts Change the character and paragraph formats as shown above .i.e. bold
Pross S 1o save italics, centred justified etc.
Press P to Print Savethefileand Printit.
Insertthe following piece of text between paragraphs three and four.

Ouranti-static productsreceived ahigh recommendation from
PC Magazine:

The Marino Anti-Static Mat hasto be one of the most effective
anti-static products onthe markettoday. It’sprice at £5.95
also makes itthe bestvalue. It's capacity toreducestaticin
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the normal office environment is greater than that of products
costing twice the price.
PC- Magazine December 1990. Best Value Awards.
Savethisversionofthe documentand printit.
Remove the paragraph break between paragraph two and three, that is
make paragraph three continuous with paragraph two.
Make anew paragraph beginning with the wordsOur environmentally....

Change the marginstotwo inchestopand bottomand 1.75" rightand left.
Lesson 8

Personalised Letters
Itisoften necessary to send similar lettersto a large number of different
people. Inthe past, thisinvolved anumber of steps:
type one letter leaving gaps for the details like the person’s name,
photocopy the letter,
write or type inthe personal details.

Thissolved the problem, butwriting detailsonatyped letter did not create
the bestimpression.

With MS Wordwe can create standard letters that look like personalised
letters.

Creating Personalised Letters.
Thisinvolvesthreesteps.
1 Creatingadatadocument, forexamplealist of names, addresses
2 Creatingamaindocument, forexamplealetter.
3 Merging the two documentsat printing time.

Step 1: Creating the Data Document.

The datadocument consists of two main parts:

The header record, which lists the names of the fields e.g. title, name,
surname, address1,

Thedatarecord, which listsinformation in the same order as the header
record e.g. Ms, Jane, Newman, 27 the Grove,

The datadocument is created using the Print Merge Helperunder the
Viewmenu

Step 2: Creating the Main Document.

The Maindocumentcontains

Thetext of the document. whichistyped up as text.
Thefieldreferences, whichare inserted as fields using the Insert Field
Button.

Creating a standard letter and sending it to five
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people.

Creating the datadocument.

Use File New to create a new document.

Select View, Print Merge Helper

The Choose or create a data document dialog appears.
ClickNew.

The Data Document Builder dialog appears.
AttheField Name prompt, typeTitle Click Add
typeName Click Add

type Surname ClickAdd

type Street ClickAdd

type District ClickAdd

type Town ClickAdd

ClickOK, tocomplete entering the field names.
The Saveas.. dialog appears.

Type Namesasthe file name. ClickSave.

The datadocumentisnow created, butthereisnodatainit. Tokeyinthe
names, select Windows, Namesto see the names document.
Thefieldnamesappear inboxeswhichwe call cells. Thereisasingle row
ofblank cellsunderneath.

Wewantto key inthe following data.

Ms, Patricia, Jones, 22 Ballyowen Park, Drumcondra, Dublin 9
Mr, Paul, Dunne, 45 The Grove, Cloghran, Co Dublin

Ms, Jennifer, Holmes, 34 Clangillen Parade, Whitehall, Dublin9
Mr, John, Garvey, 45 St Patricks Avenue, , Dublin9

Dr, Anne, Flynn, The Surgery, Main Street, Swords

Thisisaccomplished by keying inMspress the Tab key, typePatricia
press the tab key and so on until all the data has been entered.

Savethisfile.

Creating the maindocument.
The maindocumentneeds aheader telling itwhere to find the data. This
header is created automatically by thePrint merge helper.
and all field names must be enclosed in chevrons to separate it from
ordinary text. Thisoccursautomatically whenthe Insert Field buttonis
used.

The main documenthasalready been creted by the Print Merge Helper.
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Youcanmakeittheactive documentby selecting it from the window menu.
Itisprobably called untitledl.

Observe thatanewtoolbar, the Print Merge Toolbar now appears under
the Rulerand Ribbon.

The Document header pointing to where the data is to be found is shown
atthe top of the document.

Now to create the field references for the names and addresses of the
peoplethe lettersare goingto.

ClicklInsert Field Name and select the field nameTitlefromthe list, the
wordtitle appears onthe page enclosed in chevrons.

Type aspace.

Then clicklnsert Field Name and select the field namename fromthe
list,

Continue like thisto insert field names and type other textas normal. to
produce the document shown below

«title» «<name» «surname»
«Street»

«district»

«town»

Dear «title» «surname»,
Weregrettoinformyouthatyour library book isnowoverdue. We

would appreciate if you would return it to us a at your earliest
convenience.

Yourssincerely

Mary Molloy (Librarian)

SavethisfileasLibrary.

Printthefile.

The printed file looks just like the one on screen. We are now going to
merge itwith the data file so youwill getthe personalised letters.

Notice thePrint Merge Toolbarcontainsthree further buttons. Theyare
theScanbuttonwhichallows youtoscanadocumentforerrors, thePrint
merge to filebutton and the Print Mergebutton.

Click onthe scan button to check your document for errors. If there are
errorstry correctingthemor seek help to correctthem.

Ifthereare noerrors, click onthe Print merge button to print them.
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Youshould now get five different, personalised copies of thisdocument.

Ask Fields.
Inthe standard letter you have created there isno reference to the fine for
the overdue books. A fine could be listed inthe datadocument. Butthis
setof letters may have to go out many times and the fines due may change
eachtime. We could insertthe amount of fine while Print Merge isgoing
on. Thisiscarried out using theAskcommand.
Click Insert Keyword.
SelectAsk...
Thelnsert Askdialog appears.
Anew field name isneeded to hold the data from the Ask command.
Position the cursor after the name and address on the page.
Click Define new field.
Thelnsert New Fielddialog appears.
TypeFee due for the field name, ClickOK.
For Prompt, type What is the due fee? and Click OK.
Thefollowing lineappears
«ask Fee Due=?What is the due fee»
Afterthe word overdue inthe body text, insertthe following.
The fine for late return is 20p per day which in your case amounts
to
Then click Insert fieldand select Fee Due.

When you use Print Merge... the first part of the sentence is printed as
normal butthe partin chevrons makesthe system promptyouforanentry.
Click thePrint Merge button to printthe documents

The Enter Datadialog box appears asking you for the data for the first
letter.

Type£l.20.

The Printdialog box appears. ClickOK.

The Enter Data box appears for the second letter. and so on.

Exercises:
Setupastandard letter to send to parents informing them that their child
has been absent for an unacceptable number of days.
Modify thisto specify the number of daysthe child has beenabsent. Make
use of the formatting skills you have already learned.

Youarethesecretary ofafootball club. Setupastandard letter to inform
eachmember of the date, time, venue and meeting place of the next match.

Donotforgetthat letters of this sortwould normally includea letterhead.

Use Print Merge to send dental appointments to each of the
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following:

Mr John Moore Ms Anne Connolly Mr Pat
Redmond

27 Shanown Road 84 Grace Park Road 4 5
LorcanDrive

Santry Dublin9 Santry
Dublin9 Dublin9
Mon 18 Jul 10:00am Tue19Jul 10:30am Tue 19
Jul11:00am

Thetextof the letter isas follows:

DrFPurcell

123 Griffith Avenue
Dublin9

Tel: 373737

Name
Address

Dear Name

Your nextdental appointmenthasbeen fixed for DATE at TIME. Ifthere isany difficulty withthistime,
pleaseringtoarrange another appointment.

Yoursetc

Graphics

Withthe Picture command, you can create and editsimple graphicsand
includetheminaWord document. Youcanimportgraphicscreatedin
other programsand saved inPICT,PICT2, TIFF, or EPS format. You
canalso convertexisting texttoagraphic.

Wordencloseseachgraphicinagraphic frame, which hassmall black
boxes called handlesthatyou use to scale and crop the graphic. Scaling
changes the size of a graphic element. Cropping trims portions of a
graphicoraddstrimmed portions back to the graphic butdoesn’tchange
thegraphic’soriginalsize.

You can insert empty graphic frames as placeholders and create or
importagraphic later. Empty frames appear as dotted lineswhen you
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Insert menu
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chooseShowfrom theView menu.
Thereare several methods of placing graphics into Word document, these
areexplained below.

Method 1: Using the Picture window.
Openingthe Picturewindow
Doone ofthe following:

» Ontheribbon, click the picture button.
e ChoosePicture fromthe Insert menu and choose New Picture.

» Double-clickanexistinggraphic.

Word opensthe Picture window so that you can create a new graphic or
edittheexistinggraphic.

Picturewindow tool palette
Using these tools, you can draw and modify the elements that make up a
graphic.

Tousedrawingtools-forexample, the rectangle tool-click the tooland use
itinthe Picture window.

Tousetoolsthataffect existing elements-forexample, the flip tool-select
lement, then click the tool and select the option you want.

Tousesettingstools-forexample, the fill colour palette tool-click the tool
andselectthe setting youwant. The settingisappliedtothe selectionor
tothe nextelementsyou create, until you change the setting.

Symbol Name Use to
Selection Select, move, andresize graphics
Text Typeand edittext
Line Draw lines
Arc Drawarcs
Rectangle Drawrectangles.
Rounded Draw rectangleswith rectangle rounded
corners.
Polygon Draw irregular shapes
Ellipse Drawellipses.
Rotation Rotate selected elements
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Duplication Duplicate selected elements

Exercise: try drawing some shapes using the tool.

Selecting elementsin the Picture window
Before youcanmove, resize, or modify anelementin the Picture window,
youmustfirstselectit.
Clicktheselectiontool.
Dooneofthefollowing:

» Toselectasingleelement, click the element.
» Toselectmorethanoneelement, hold down Shiftand click each
element, or drag aselection box around the group of elements.

Tip: Toselectall of the elements, double-click the selectiontool.

Moving anelementin the Picture window
Clicktheselectiontool:
Dooneofthefollowing:

* Iftheelementisfilledwithacolouror pattern, click it, hold downthe
mouse button, and drag the elementtoanew location.
» Iftheelementistransparent, dragitbyanedge.
Scalinganelementinthe Picture window
» Selecttheelement.
* Youcanonlyscaleelementsthathave notbeen flipped or rotated.

If necessary, click the flip tool (*) and select Undo All Flips And
Rotations.

* Pointtoahandle, hold downthe mouse button,and dragtoscalethe
element. Note: Toscaleapolygon, youmay have to drag more than
one handle to get the effect you want.

Selectingagraphicinthe documentwindow
Doone ofthefollowing:

» Toselectonlythegraphic,clickit.
» Toselectagraphicandsurroundingtext, drag over the graphicand

text. Whenyouselectagraphic, the graphic frame becomesasolid
lineandthe handlesare displayed.

Scalingagraphicinthe documentwindow

 Selectthe graphic and hold down Shiftwhile dragging a handle.
Draggingahandle onthe bottom or rightchangesthe heightor width;
draggingacorner handle changes both the heightand width propor-
tionally.
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Note: If you previously cropped the graphic, it returns to its original,
uncropped form before Word scalesit.

Croppingagraphicinthe documentwindow

» Select the graphic and drag a handle. Dragging a handle on the
bottomor right crops the height or width; dragging acorner handle
crops both the heightand width proportionally.

Note: If you previously scaled the graphic in the document window, it
returnstoitsoriginal, unscaled size before Word cropsit. Ifyouscaledthe
graphicinthe Picture window, cropping the graphic does not affect the
previousscaling.

Putting your graphicinyour Word document.

Whenyou are happy with your graphic, click on the close button of the
Picturewindow. The graphicisautomatically placed atthe currentcursor
positioninyourdocument.

Method 2
Importingagraphicusing the Picture command
Thismehod isusedtoinsertagraphicthathasalready been created using
anotherapplication. Tousethisyoumustensuresuchagraphicisavailable,
ifnotopenagrapicsapplication like MacPaintor MacDrawand draw your
owngraphic. Savethisgraphicand thenreturntoWord.

 Positionthe insertion pointwhere youwantto insert the graphic.

Select Insert, Picture

Inthefileslist, selectthe file youwantto insert.

Click Insert.

Method 3
Importingabitmap, PICT, or TIFFgraphic

Inthe graphic or scanning program, ( MacPaint, AppleScan etc)
copy the graphictothe Clipboard.

» Exitfromthe grapicapplication, restart Word.
Inyour Word document, do one of the following:

* Positiontheinsertion pointwhere youwantto insertthe graphic.

 Ifyouusedanempty frameasaplaceholder, click the frame sothat
the handlesare visible.

» SelectEdit, Paste. Regardless of its original format, Word pastes
thegraphicasaPICT image.

Method 4
Inserting graphicsfromthe scrapbook.
The scrapbook is a Desk Accessory (DA) which alloergaonneiistope
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