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This unit provides a quick overview of the functionality of Microsoft Word 2002. MS-Word is
the word processor of the MS-Office XP productivity software suite. The emphasis in this unit
is on giving an overview of the basic knowledge required to work productively with Word,
rather than a detailed step-by-step introductory tutorial. On the other hand, there is so much
functionality in Word that it is outside the scope of this overview to deal in depth with the
more advanced topics. It is, in our view, better to learn about the advanced features as your
experience grows and you develop a particular need for a specific functionality such as mail
merge, collaborative document development, tables with calculations, VBA automation or
web/XML integration.

After working your way through this module, you should be able to:
Understand the basic concepts of word processing and the screen layout of Word.
Create, load, save and print your document.
Enter, edit and format text.
Incorporate tables, clip-art and graphics in your document.

Use the grammar and spelling tools to assist with proofing your document.



Introduction to MS-Word

Welcome to Microsoft Word 2002, which is one of most powerful and widely used word
processing programs? Whether you want to type a simple letter or produce a complex book,
Word can handle the job for you. These notes are only intended to get you going with the
basic operation of Word. Books of several hundreds of pages have been devoted to the "ins"
and "outs" of Word and even the most experienced Word users keep discovering new capa-
bilities, features or possibilities. We just aim to give you sufficient confidence to type simple
documents such as essays and projects. As you start using Word, you will discover new fea-
tures as you go along. Do not be afraid to experiment or share your experiences with your
fellow students.

What Is Word Processing?

Word processing can be defined as the use of software to aid in the compaosition, revision,
filing and printing of text. You are not limited to text, however, you can also edit graphics,
clip-art, and word “art”. Why, your Word documents can even incorporate animation and
sound!

Some of the typical documents produced with Word include brochures, leaflets, reports, as-
signments, letters, memos, faxes, theses and even calendars.
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Why Word Processing Instead of Using Typewriters?

Today's word processing software has rendered the typewriter almost completely obsolete.
The original purpose of a word processor was to produce simple printed documents such as
business correspondence and small reports. Nowadays word processors (and printers) are
used for all but the most demanding typesetting jobs including stunning full-colour produc-
tions and electronic publications. The following are just some of the advantages of word
processing instead handwriting or typing.

Easy editing and re-use of (parts of) previously created documents.
Advanced graphic capabilities e.g. use of clip-art, drawings, pictures and “word art”.
Assistance of electronic dictionaries, thesauruses and grammar checkers.

Attractive layout elements are easily incorporated e.g. different fonts, borders, and wa-
termarks.

Automation of error-prone routines such as page numbering or constructing a table of
contents.

Full integration with other productivity software (spreadsheets, databases, presenta-
tions).
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Basic Word Processing Concepts

Characters, Words and Paragraphs

The smallest element with which you will work is the character. A character can be a letter,
digit, punctuation symbol or any other symbol. Each letter can be formatted differently as in:

BUT TR

The format of text refers to the way it looks (e.g. bold, large) and where it is positioned (e.g.
on the left).

Several characters together make up a word. Words are separated by a blank <Space>.

Words are grouped together in sentences. One or more sentences make up a paragraph. A
paragraph is anything that ends with the <Return> or <Enter> -key. Paragraphs are a very
important entity in word processors; they have their own special formatting characteristics
such as alignment, line spacing, borders and indents.

All your paragraphs together will constitute your document, which is normally saved in a
single file. Very large documents may be split up in different files for convenience.

As you type, a word processor will automatically move a word that does not fit at the end of
the line to the beginning of the next line. This is called "wrap-around": you don't have to (and
shouldn’t!) press the <Return>-key to indicate the end of a line and move to the next one.

Document Layout: WYSIWYG?

A word processor displays your document more or less in the same way as it will appear in
printed form. The holy grail of word processing is "What-You-See-Is-What-You-Get"
(WYSIWYG). Since a monitor does not have exactly the same characteristics as a printer,
this may not always be the case. Coloured text on screen will print out as a shade of gray on
a laser printer; fuzzy letters on your monitor will print out with sharp edges; what looks like a
perfect picture may be far less clear on paper. When you change printers, the word proces-
sor may adjust the page layout if it “knows” that the printer cannot print beyond certain mar-
gins or uses a different size of paper.
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Important Word Processing Rules

There are a number of important rules with respect to word processing. If you are used to
typewriters, you may want to take special note of these rules.

Never use the <Enter>-key to mark the end of a line. Your word processor will auto-
matically wrap-around to the next line. The <Enter>-key should only be used to end
a paragraph. This is important because every time you change the page side mar-
gins or the font size, your lines will break at a different word.

If you want to align the beginning of a word or sentence at another place than the left
margin, don’t use the <Space>-bar to insert the required blank space to visually align
the text. This will result in a very ragged edge at best, or jumbled text at worst, when
you make even the slightest change at a later stage (e.g. inserting a new word or
changing the formatting). Aligning text is done using the <Tab>-key, paragraph in-
denting, or the table feature.

Save frequently and make regular backups of important documents on different
disks. Even if you don’t make any drastic mistakes, a bug in the software may corrupt
your entire document. No one that | know has ever adopted this rule before they've
lost at least a solid week’s work. May you be the first!

How to Get Additional Help

Word 2002 comes with a very comprehensive help system. Use it! You can get on-line as-
sistance in one of the following ways.

1. Hover the mouse cursor for 2 seconds above any icon and a small text box (screen tip)
will explain its function.

2. Use Microsoft Word’s Help function. Press the <F1> function e |
key to search the help resource file on any specific topic. Select &) gt wardtee, 1|
the Help menu (click on the menu option or press <Alt>-H) to Hide the Office Assisr
display the various Help menu options, including an alphabeti- A7 -
cal index of all keywords and the contents organized in a logi-

‘What's This? Shift+F1
Cffice on the Web

cal way. Activate Product, ..
3. Use one of the digital office assistants. They will look up any- worcBertect Help.

thing you want and even offer advice when they see a better etect and Repar.

way of doing things. Depending on your installation, you could About Microsoft Word

have one of the following: Merlin or Clippit.
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The Word 2002 Window Elements

The editing window of Word can appear quite intimidating at first. It has indeed so many
icons and options. But they are grouped together quite logically and consistently. A great
advantage is that, once you have got used to the Word interface, working with other Win-
dows applications will go that much quicker. You find a typical MS-Word screen below. Your
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The toolbars have little icons or buttons that perform a variety of tasks. Just click the icon
once to activate. If you are not quite sure what the button does, hover your cursor for two
seconds above the button and a small explanatory text will appear. The screen above shows
three toolbars: the standard toolbar (which you will find in all Office 2002 applications), the

formatting toolbar (which contains the most used
text formatting commands) and, at the bottom, the
drawing toolbar. You can add or delete toolbars by
right-clicking on any toolbar and selecting/de-
selecting from the pop-up list of possible toolbars.
You can also move toolbars from top to bottom or
turn them into “floating” toolbars by dragging them
to the desired location.
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Menu bar

File Edit “ew Insert Formak  Tools  Table  Window  Help

All commands, including those not found on the toolbars, are available from the menus.
Choose any menu by clicking the desired menu option or press the <Alt>-key in combination
with the underlined letter of the menu option. For example, to access a File command, press
<Alt>-F.

Scroll bars

Kl | A

The use of the scroll bars is explained in the “Quick Start to Win-
Browseoption | dows”. Note the special Previous/Next Page and Select Browse

@uuuuL Object buttons on the vertical scroll bar.
@.“H The larger your document, the smaller the slider inside your scroll
by Edits

Browse bar becomes: its size indicates the size of the screen relative to the
total size of your document.

The Ruler Bars

Eq-l1|2|3|4|5|5|?|s|9|10|11|12|13|14|15_
The horizontal and vertical ruler bars indicate the position of the text in relation to the current
page: the white space indicates the text area and the gray area refers to the page margins.
The numbers give the position in centimeters (or inches, depending on your preference).
The ruler also provides you with a quick way to set Tabs: just double-click on the ruler where
you want the new tab and right-click to set the type of tab or dot leader. You can also adjust
your page margins and paragraph indent on the ruler bar. Remove the rulers from the win-
dows by selecting the View « Ruler menu option

Different Document Views

— One of the main purposes of a Graphical User Interface operating
| I = IEI :‘-I *I—I system, such as Windows, is to ensure that “What-You-See-Is-
What-You-Get” a.k.a. WYSIWYG. Word 2002 tries to give you as
close an approximation to the final printed product as possible. However, for editing pur-
poses, you may not always wish to see the exact same thing as the final print-out. Select the
desired document view from the View menu or click its button on the left of the horizontal
scroll bar.

Normal: in this view, you see the main text area almost exactly the way the way it will be
printed out, but it leaves out page formatting such as page margins, headers and footers. It
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also re-formats the document so that you can see as much text as possible within the win-
dow.

Print Layout: shows you exactly how it will be printed out,

wiew | Insert Format  Too j,0,ding page numbers, headers, footers and page mar-
=l normal gins. This is the preferred view but may slow you down
C&  Web Layout when working with a big document.
L K
Bl erirt Lavout bty Web Layout: shows roughly what it would look like if
saved in HTML format and viewed by a web browser.
Ckline
Outline: does not show the actual text but just the various
¥ | TaskPane headings. Ideal if you want to see or modify the overall
Toolbars » | structure of your document.

Full Screen: takes away all toolbars, rulers, menus and even the title bar so that you can
see as much of your document on screen as possible. The only remain-

. . . . . . . -
ing non-document item is the floating “Full Screen” window. Click on it to | Fall SEr&en
close the full screen and return back to the normal window view with all | 5252 Full Sereen

its toolbars.

There are another two document view-related options available from the standard toolbar.

Print Preview: gives you an exact view of how the printed page will look like. Select
& print preview by clicking the Print Preview Icon on the standard toolbar or selecting
the Print Preview option from the File menu.

Zoom factor: the percentage factor by which the screen should be enlarged
(>100%) or reduced (<100%). You can specify this factor with the Zoom op-
tion of the View menu (see be- |z00%

Zoom to on the standard toolbar (see
; 200%: ; Pane wiccllt: " Many pages: nght)
100% Tt widt =5 L0
" 75% " Whole page ' F‘ag; width

Percent:  [Bgo %: I'_F"::; lpeazzlie

Preview

10 pk Times Mew Roman

o

Ok | Cancel
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Creating a New Document

There are various ways of creating a Word document.

How to Start Word

If you click on an existing Word document file on the desktop or in Ex-  ps
plorer, Windows will automatically load Word and open the document Lid
for you. You may also have the Create a New Document icon on your Windows
desktop or on the Start menu.

Course
Cutline . dorc

Alternatively, you can load Word directly from a desktop icon or from the Program Start
menu. In the latter case, you will face a blank screen, which means you start creating a new
document right away. The default name of your new document is Documentl. When you
save your document the first time, Word will prompt you for a new name.

Starting with another Blank Document

[

If you want to create another new document from scratch, you can click on the New
Blank Document icon on the standard toolbar, select from the File menu or click
Blank Document in the New Document task pane. This will open a second docu-
ment, with the default name of Document2. In fact, you can open as many docu-
ments as your system capacity will allow you to. Switch between your documents by using
the Window menu or click on the window that contains the document you want.

Starting from a Template p

New Document ¥ X

Open a document
GuickStart ba Word ¥P.dac
Quickstart bo Windows 2P, d
Inkro to Word 97 ver 4.doc
officelogos, doc
(= More documents. .

Save yourself a lot of trouble and produce a much
more professional-looking document by making
use of the various templates that come packaged
with Word. These are pre-formatted and provide
clear directions where you have to provide the
necessary information.

New
[ Blank Document
@ Blank Web Page
A Blank E-mail Message

Mew from existing
document

To create a new document based on a template, select the New

Templates

Click on atab to sdlect

Preview the

option under

© Jean-Paul Van Belle <jvbelle@commerce.uct.ac.za>

Iﬂj Choose document...

Mew from template

the File i i
ruis— the tvoe of template template = Pelng Labe eerd
General Egal Plesmmm [ TErTergE T Memas menu, OI’ & J GEEI::FI;TTE;IDI‘E:::
pl‘eSS the :’:‘ Templates on my Web Sites
Cnntirgzorary Conirtnti?rary Elegant Fax  Elegank Letter <Ctr| >-N @ J Templates an Micrasaft, com
shortcut key combination. This will
it i open the New Document window list-
i i ing all templates. Or select one of the
Profnal Pronal weCt your OK When g p H
Fax  letter template o done New from template options on the
© bty _me=T T New Document task pane.
OK’ Cancel



Entering and Editing Text

Entering, Deleting and Correcting Text

As you type, the text gets entered into your document at the location of the text insertion
cursor, which is a vertical bar. When you get to the end of a line, Word will automatically
wrap-around to the next line. You should only press the <Enter>-key when you want to start
a new paragraph.

Use the <Del>-key to delete text to the right or <Back Space> to delete text to the left of the
cursor.

The cursor (or arrow) keys move the text insertion cursor around your document. You can
also position the text cursor to where the mouse arrow cursor is located by clicking the left
mouse button, as long as it is in the document window.

Selecting Text

To delete, move or copy a larger block of existing text, you must first select the text in one of
[QLER{e]I[e)VIs[{RVEVEMAS yOu do SO, the selected text will be highlighted in reverse, just like the

current sentence.

Drag the mouse cursor from the beginning to the end of the text.

Move the text insertion cursor from the beginning to the end with the cursor keys while
holding down the <Shift>-key.

Press the <F8>-key a number of times in quick succession: twice to select the word
where the text insertion cursor is located, three times to select the entire sentence, four
times to select the current paragraph or five times to select the entire document.

Pressing the <Del>-key when text is selected, deletes it. Alternatively, start typing new text
straight away.

Copying and Moving Text dh e

You can use the clipboard to copy or move text. Use the clipboard icons, the shortcut keys
or the Edit menu. You can also drag selected text to a new position in your document.

Moving within a Document

You can move to another location in your document by using the arrow keys. If you want to
move quicker, use the <Pg Dn> or <Pg Up> keys to move one paragraph at a time or
<Ctr|>-<Pg Up> and <Ctrl>-<Pg Dn> to move you one screen at a time. The <Home> and
<End> keys move you to the beginning or end of the line, whereas <Ctrl>-<Home> and
<Ctrl>-<End> move you to the start or end of your document...

You can also use the mouse to click on or drag the scroll bar.
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Undoing Mistakes

Word has a very powerful undo feature. If you delete something by accident or perform a
command by mistake, you can undo the dam-

A E age and restore the document to its previous K
stage by using the undo feature. Click on the

Undo button on the standard toolbar to undo your last ac-
tion (or press <Ctrl>-Z). If you want to undo more than
Insert one action, you can scroll through all the editing tasks you
] Undo 7 Actions have done since loading the document by clicking on the
adjacent drop-down button which lets you scroll through your various commands. You can
selectively undo any one of them or undo a whole lot of them at once (illustrated).

If you have undone an action and decide that you did want to take that action after all,
click the Redo button.

|

Note: also refer to the section on Tools for Word’s AutoCorrect, spell checking and gram-
mar checking.
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Saving and Loading Your Document

The procedure for saving a document is the same in most Windows applications.

Saving and Naming a Document

To save a document using the current document name, click the Save button on
E the standard toolbar or press the <Ctrl>-S keyboard shortcut. If you opened a new
document and the name is still the default Document# name, you will be taken to
the Save As ... window. This window can also be used to save an existing document under
a different name or as a different type: select the Save As option of the File menu.

Save As E]@

Save jn: | |5 MewBooks

|CiM3EducationTutorials

% (C)MsEducy Click hereto select
I5creensh  another folder

ristory - Specify how to
- Free Desktop And Office Tukorials on & new folder list documents
k ko Word %P, doc
My Docurnen Intro bo Word 97 ver 4.doc
@foicelugus.duc
@PDWEFPDiI‘It.dDE List of documents

@Quick Start o windows 35,doc
Desktop B couickstart ta Windaws ¥P.dac
@QuickStart ko Word $P.doc

Click to save

= l " _ inlzerI Specify new
avourite Excel document name : :
Favorited folders  fwerc T Savein avariety of formats e.g.
to share with other word proc-

=]
gﬁ - essors or for the Internet.
=1 File name: CuickStart bo Word S#ne Save |
My Metwork, = —

Flaces Save as bype! |w.;.r.;| Document (*,doc) j Cancel

Loading an Existing Document

~y 10 load an existing Word document if you are currently in Word, click the Open
button on the standard toolbar; select the Open... option of the File menu, or use
the <Ctr|>-O shortcut key. The Open File window will appear. Most elements on
this window are similar those of the Save As window.

4 MNew Document ¥ X

The New Document task pane will list the most recently
Open a document

used documents. It also allows you to create a new docu- Couickstart to Word K. doc
ment based on the formatting of an existing document or us- QuickStart o Windows ¥P.d
ing a template. The last few documents edited are also listed Intro to Word 97 ver 4.doc

. Fficelagas.d
at the bottom of the File menu. erieEingns.ahe

[= More dfcuments. .
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Using the Task Panes

A major improvement of Office XP is the introduction of the task pane. A task pane is a
small side window displaying the options for frequently used tasks. By default, the task pane
takes up the righthand-side of the document window (see p.6). This is most convenient when
working in full screen mode on a larger monitor where the width of your document leaves
plenty of side space. Just like the toolbars, you can move the task pane to any location you
want to by dragging the title bar to the desired screen location. (Move a toolbar by dragging
its handle which is the leftmost vertical bar.)

MNew Docurmenk
Clipboard
Search

Insert Clip Ark

Skyles and Formatting

Mail Merge

Translate

Feveal Formatting %_

Word has 8 task panes, of which you are likely to use the
New Document, Clipboard and the Styles and Formatting
task panes most often — they are shown in their relevant sec-
tions. None of the task panes add functions to Word that is
not available from the menus, but they make many tasks

much quicker and easier.

A relevant task pane pops up whenever Word thinks that you
have the need for it. E.g. when launching Word it will open
the New Document pane; when pasting from the clipboard, it
will open up the extended Office XP clipboard pane; when
changing paragraph styles it will give the styles pane etc. You can select any one of the
available task panes by clicking the drop-down button on the pane’s title bar.

Below are examples of the search, reveal formatting and clipboard task panes.

GRllbosicsEanh % v X Selected text il Paste Al | B Clear Al
scaichlioe: Click an item to paste:
Sample Text

Seatch bext: H ﬂ

Word 2000 &) B raste |

pesore Character X polte I3

@ Search Tips... v| Compare to another selection @

n

Other Search Options: Formatting differences

Search in: E Font V-

Selected locations - Font:

: 11 pt-= 18 pt
Results should be: Mot Bald - Bald @j
Selected file bypes - Font color: Auto -= Fonk
e ' color: white —
Fast searching is currently disabled Lanouane:
Search options. .. Do nok check spelling or @j when working jn Full scre
meamn e <~ Check mode on a Iar:ﬁr morikal

See also Options where the widtf of your

8 Advanced Search docurnent leaves plenty ﬂ

@& Find in this document. . %Shu:uw all Formatting marks Options -
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Character Formatting

You have an extremely wide variety of formats that you can apply to your text. These for-
mats determine how a letter will look like: colour, shape, size etc. These formats are also
called the attributes of the text. When you switch to a certain format, all the new text you
type at that location will inherit the attributes that are currently “active”. When you move the
cursor to another area, any new text you type will inherit the attributes from the surrounding
(neighbouring) text. You can also select existing text and apply special formatting to it.

Choosing a Font Type and Font Size

One of the attractions of Windows-based word processors is the wide variety of fonts from
which you can choose. The following are just some of the fonts that come standard with
Windows XP.

Arial Arial Black Book Antiqua Britannic Bold Comic Sans Franklin Gothic Gara-

mond Haettenschweiler Impact Monotype Corsiva Tahoma Verdana and of course Times New
Roman.

Any of these can be selected by clicking on the Drop

Box icon of the Font Type Drop Box. Move your cur-
T Comic Sans M5 — sor down the list until you find the desired font and
% Franklin Gothic Medium c

. click it.

T Tunes New Eoman
T Courier New Special symbols are found under a variety of head-
- Haettenschwreiler ings, the best known being Wingdings:
 Verdana (+P8—=zAa. Also try out Webdings or Sym-
& Anal Narrow bols. Additional font t be downloaded f
& Clarendon Condensed ols. itional font types can be downloaded from
T Monoitype Corava the web.
& Albertus Extra Bold v h the font size i imil b
g Abertus Medium <l ou can change the font size in a similar way by

using the Font Size Drop Box and selecting one of
the default sizes. You can also enter any number directly in the box, allowing you to specify
fractional font sizes (e.g. 12.5) or very large sizes (e.g. 400). Font sizes are measured in

points. A 30-point font is 1 centimetre high. Examples of sizes are s10 15 and 20 points.

Applying Basic Font Effects

In addition, you can apply various formatting effects to most fonts. The
| B | £ | U most commonly used styles are available from the formatting toolbar:
bold, italics and underline. You can also use the short-cut keys <Ctrl>-
B, <Ctrl>-l and <Ctrl>-U respectively. Of course, any COMBINATION of effects is also
possible.
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Exploring More Advanced Font Effects

Yoo A wide variety of additional stylesand [ " 700 Table Wi
_ ) special effects is available. Access the j-"; = —
Copy . L Fork... [~
full range of font options by highlight- — ey
R Paste ing (selecting) the text to which you =T Paragraph...
T e would like to apply and then choosing | := Bullets and Humbering. ..
e I$— the Font option from: Eorders and Shading. ..
=7 Paragraph...
. the top Format menu EE  Columins...
s—  Bullets and MU
the right-click menu Tabs...
The following are some sample text effects:
subSCript Font P
Font ] Character Spacing ] Text Effects ]
SUperSCI'i pt Eont: Font: style: Size:!
[comic sans ms ES
ﬂ Regular
ShadOW = IBt;ICilc
©Utﬂ H m@ Fonk color: Underline style: Underline color:
|_ j | ........................ :[\LJ Automatic j
Effects
[ Strikethrough v Shadow v Small caps
[ Double strikethrough [ Qutline [ all caps
[v Superscript [ Emboss [~ Hidden
[~ subscript [~ Engrave
SMALLCAPS Preview
et I COUE. S8 MS
This font style is imitated For display, The closest matching style will be printed,
and more. Default... [al’s | Cancel |
A useful effect is the Highlight effect, that changes the background 0 -
colour of the selected text. It is used to create “reverse text” effects
(white text with a black highlight) or the “marker highlight” effect using
a bright yellow or light green/blue/grey. If you have a colour printer, E : :

you will also want to experiment with the various font color options.

Fonk ]Cha[acter Spacing  Text Effects }

Animakions:

Marching Red Ants
Shirnrner
Sparkle Text

© Jean-Paul Van Belle <jvbelle@commerce.uct.ac.za>

] !Bright Green

In fact, you can even have animated fonts, such as Las
Vegas Lights or Marching Ants, although these will obvi-
ously only have their full impacts when viewed on-

screen. Go and experiment!
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Formatting Paragraphs

Certain types of formatting apply to para-

graphs only. On the Format menu., click Paragraph 2%
Earagraph to Indents and Spacing l Line and Page Breaks l
Format Tools Table window open the Para- —
A Fonk,.. gl’aph format Alignment: Left hd
ISl Caragrarh. . window, from
' £= Bullets and Murnbering. .. ) ! Indentation _
Borders and Shading, .. which most '='?Ft: '3“ El: Special: By _
paragraph for- s - R (G0N =
mats can be selected. Spacing
Before: 12 pt El: Line spacing: at:
You can select a paragraph format before After: et = srde <] | =
you start typing a new paragraph, so that r
H . Double
it will apply to the new paragraph (and any | . =
subsequent paragraph you type until you Muliple
change the format again). Alternatively, P
you can apply a format to an existing

paragraph by clicking anywhere on the
paragraph and selecting the paragraph [55e = [ e |

format; there is no need to highlight or select the entire paragraph. Note that, due to space
limitations, the Tab or the Borders and Shading commands will not be discussed in this
module.

Alignment

Paragraphs alignment refers to the position of the paragraph in
relation to the left and right margins. The alignment is selected by
clicking the paragraph alignment buttons on the formatting toolbar
and can be one of the following.

Left aligned i.e. flush with the left page margin
(click the Left Align Icon or press <Ctrl>-L),

Centred (by clicking the Centre Icon or
pressing <Ctrl>-E), or finally they can be

right aligned i.e. flush with the right margin
(by click the Right Align Icon or pressing <Ctrl>-R)

Fully justified text is flush with both the left and right page margins since Word will automati-
cally insert extra white space between words to produce straight text edges on both sides.
Although it looks more professional (just like typeset books), it is not as easy to read.
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Line Spacing

You can set the spacing between the lines of a paragraph. A line spacing of 1 corresponds
to single spaced text (<Ctrl>-1) i.e. normal text without any extra space
between lines.

Double-spacing (<Ctrl>-2 i.e. a line spacing of 2) inserts an "empty" line

between lines of text. The current paragraph is double-spaced. The for- Ij[‘&i
1

matting toolbar also has a special line spacing button (see right). o

You can also specify any other fractional part using the Format Paragraph 2.5
menu. Line spacing of 0.8 will move lines very close to each other as in
the current paragraph whereas a line spacing of 1.5 will leave half of a blank line between
text lines. You can also set additional spacing between paragraphs.

Indenting Paragraphs

{Thd)
||

N

To move text away from the left margin by (one or more) <Tab>
stops, called indenting, click the Increase Indent and Decrease Indent buttons on the for-
matting toolbar. Additional indent options available from the Format Paragraph menu are to
indent the entire paragraph but not the first line or the Quotation Indent, which indents a
paragraph both from the left and the right-hand margin.

1 —

1 —
Numbered and Bullet Lists ¥ —
If you wish to make a list of a number of items, consider using a bullet list. Click on the Bul-
lets button when you type the first list item and Word will automatically insert bullets for every
list item whenever you press <Enter>. You return to normal (body) text by clicking the Bul-
lets button again or pressing <Back Space> after your last <Enter>. If your list items are in

a particular order or sequence, use the Numbering button instead.

Using styles Fle Edt Wiew Insert Fao
DEeEan &M@

d, ItalicEIERE

The recommended way of formatting your document is by
means of styles. A style assigns a consistent, predefined set of 41 |3

formats to a paragraph based on the nature of the paragraph: -
a heading, a quote, main text, a footnote etc... As an example, - .

you may want to format all your first (top) level headings with a -
20 point Arial italic font in blue on green background with a - || Heading 2

right alignment. Create a style by selecting Styles and For- )
matting from the Format menu and the appropriate task pane
will open. The easiest way is to first create a paragraph that . || Heading 3

looks the way you want it to be and then apply the paragraph formatting to the style tem-
plate. For subsequent paragraphs, you apply the style using the style drop-down box, the
task pane or shortcut keys (e.g. <Ctrl>-<Alt>-2 for a second-level heading).

Heading 2 + Ju
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Page Layout

Word allows you to customize your page layout to the finest detail. Most page formatting can
be done by selecting Page Setup from the File menu, though page numbering and head-
ers/footers are found on other menus.

fle | Edt_Yew I page Size and Orientation

1 mew..

= Open Click the Paper Tab on the Page Setup window to specify which size of
s paper you will be using. A common problem occurs when moving a

_— document from a PC with a dot-matrix printer to a PC with ===
Serim e a laser printer or vice versa: dot-matrix printers normally —

By save a_s web page| USE tractor-feed continuous paper (11 inches long and 8 =

By seach. inches wide) whereas laser printers use A4 cut paper —

sheets (29.7 cm or £11.69 inches long and 21 cm wide).
Word may change your page layout, or your document
may print out incorrectly. Another Page Setup option is —_—
the orientation: landscape (“horizontal”) or portrait (“ver-
tical”). This can be specified on the Margins tab on the Page Setup win-
dow.

Versions, ..

W'eh Page Preview

Page Setup. ..

Prink Prewview

M o

Prink...

Page Margins

Page margins are the white space or borders around the main
WWle text on a printed page. Select the Margins Tab on the Page
Setup window to specify the top, bottom, left and right margins.
You can specify separate margins for the header and footer.
Note that Word may increase your margin settings if your printer
needs wider margins to “grip” the page. Margins are always
specified in relation to their side of the paper e.g. the right mar-
gin equals the distance between the right border of the text and
the right edge of the paper. You can also adjust the page mar-
gins by dragging the margin marker on the ruler bar.

[r]

W

Headers and Footers

Headers/footers are lines of text (or graph-

ics) that appear recurrently at the [
top/bottom of each page. You can specify L
the text of the header or footer by selecting March Sales Report
Header and Footer on the View menu.
(Personally, | have never understood why
Microsoft put it there.) You can edit your
header or footer directly in the document

screen if you are in Print Layout view March Sales Report Py 1
Fonter | March Sales Repart Fg2

Change the header or footer
for part of the document.

T
Feport Document
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mode. You can also change headers and footers within the document or specify different
headers/footers for even and uneven pages. The header/footer can also include a variety of
special “variables” such as page numbers, total pages in the document, date, time or file-
name.

Page Numbering

If you just want to number your pages, you a—T— HE
can select the Page Numbers ... option from Position:

the Insert menu. Although you can insert a Bottom of page (Footer)  |v)
page number also as part of the header / o :
footer, the Page Number window allows you

much more advanced control of the page
number fOI’mat. (04 I Cancel Format. ..

_(
o
=
o
=

I show number an firsk page
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Printing Your Document

Printing a document is done the same way in most Windows XP applications.

Printing an Entire Document

If you want to print your entire document, without changing any settings, just click
the Print button on the standard toolbar. (Just hover your cursor for two seconds
above the Print button and a message will show which is your default printer.)
Word will print your document in the background, so that you can go straight back to your
editing work. The status bar shows the progress
of the printing job and you can right-click the little e ST
printer icon on the taskbar to check the status of window  Help
your printing job — or cancel it. & - B dese 7
L1|§|1|2|3|4|5|a|?ﬂ
@' Before printing a large job, you are ad- _

&l QuickStart to Word XP. doc (Previ... (= |[B][X]

vised to take a print preview so that

you see what the final document will
look like. Click the Print Preview button on the
standard toolbar and Word will display a full-page
preview of your document. You can move the
cursor over the document (where it will change
into a magnifying glass) to zoom in.

Alternatively, you can preview several pages at
once on your screen.

O P A R S I 2o
R 2R B ot oA
1 R I e

Also very useful is the shrink to fit option, which
automatically adjusts the document size to re-

duce the number of pages by one — great if e.g.
you want to reduce a three-page document onto =o[E= |+
one double-sided sheet. el Smi @z [0 Wl R

I mr o9 0 2 7 06 5 04 0 3202 01

TR R a S T

Click on the Close Preview button to go back to editing your document.

File Edit iew  Insert | Shrink to fit Table  Window

5 R@@] = - [F4 @ cose K2,
— 7 s _/
Magnify Multiple Pages Back to edit mode |
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Some Print Options

The screen shot below explains the most important printing options. Note that you can get a

Printer
Rame: | <58 \\UCT_Ticom_lc409_g3 Propetties
Skatus: Idle - _
; Find Printer...

Tvpe: HP LaserJet 4050 Series PCLE Click here to sefect _
Print entire IWUCT_Ticom_lc409_g.printers,com,mg @nother printer [ Print to File
document Print only the text that [ Manual duplex

was selected before :
F| 4 range opening this window Copies

« all \(\/ Murnber of copies: |_ il

" Current page

" Pages: | 11 v Callate
Enter page numbers andfor page ranges '
ceparated by commas, For example, 1,3,5-1 Select one or
Print a certain more copies
Print what: |D|:u:|_|ment | range of pages
i Fages per sneet: 1 page =
Pring: |F'.II pages in range j L | Rag J

Scale bo ize: ||'-.,|.;. Scaling ﬂ
Print multiple
Qpkions. .. pages per sheet K, Cancel |

detailed explanation of any option by clicking the Question Mark button on the title bar and
then clicking the text of the option you want explained.

Printing Selected Pages

If you only want to print out part of a document, select the Print option from the File menu or
press the <CtrI>-P keyboard shortcut. You can specify the exact pages you wish to print by
giving a page range (e.g. 5-12 means pages 5 to 12) or several page ranges separated by
commas. If you want to print out a selected area of your document, select the area first and
then call up the Print window. This window also allows you to print several copies of your
document, collated (i.e. page order) or not.

Selecting a Printer

Normally your printer will be set up for you during the Windows XP installation process or

when you log in to your network. Occasionally, you may need to change printers. You can
select another printer or change the current printer settings via the Print window, or by se-
lecting Settings from the start menu.
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Using Tables, Clip-Art and Pictures

One of the greatest strengths of Word is the ease with which it handles more advanced word
processing tasks. These will only be mentioned briefly below, but you are invited to check
them our more thoroughly. Each feature has many options and commands for you to ex-
plore. The only way to learn about them is to try them out and experiment with the various
options. As you start using them, you will slowly get to know them better as you seek for bet-
ter or quicker ways to accomplish various tasks. Also don’t forget to use the Help function
when you are stuck!

Inserting Tables

Tables are a grid-like structure consisting of rows and col- - ""“ E" "“ “'
=]

@ umns. They can have a great many different ap- ezt 15 14 |7 7

pearances and are highly customisable. Word will ~ |South |& |7 |9 |24
Total [21 [18 [ [e0

even calculate totals. To insert a table, click the
Insert Table button on the standard toolbar. To customize the table, use L
the Table menu. -~ Q

Using Clip-Art and Pictures

| Picture Y B Clip At
.5 Diagram. .. From File.
Text Box % From ican%:

Make your documents even more attractive by incorporating attractive
clip-art: ready-made graphics, pictures and drawings. Word comes with
an attractive collection of clip-art (though your particular system installa-
tion may not have made them available). Much more clip-art and a vari-
ety of pictures can be found with commercial software or on the Inter-
net. To insert clip-art like the stick figure on the right, use the Insert Pic-
ture Clip Art/Erom File command, depending you wish to insert clip art
from the standard Microsoft clip art library or your own.

Inserting Diagrams

e There are many other graphics | 4[ D [al]
g o. creation tools available in Word.
.-_L.%&. %03 g—)g(-g You can select them from the Picture sub-menu on the Insert
—: menu, or from the drawing toolbar. Some of the chart types that
‘ @ O are available (see left) are: organisation charts, cycle (process),

radial, pyramid, Venn diagram and target diagram

Peyramid Diagram
Used ko show Foundation-based relationships

Ok | Cancel |
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Using WordArt and AutoShapes

In addition to clip-art and pictures, you
‘ can create your own drawings with Lines
Draw. Just click on the Drawing but-

ton, which will make the drawing toolbar avail-
able.

Connectors

Basic Sshapes

Block. Arrows

Flowchart

A useful option is AutoShapes, a collection of pre-
Stars and BannCs

B B & 80 [ol]es i s

made drawings such as lines, flowcharts or call- caloute "
Callouts
outs.
\ More Autoshapes. ., > = O 2
autoshapes = |~ w [ [r &5 G4
Insert | Format  Tools  Table ‘Window Help s
" (g8
Breck... «F Paste Special... | & Sec 1 22127 ak 3.9 "1} lj-:I {}
Page Mumbers, ., B 7 U =
Date and Time. ..
AukaText 3
Field...
Symbal..,
g Comment
Reference 3 . . .

You may also be interested in the WordArt which allows
| icture v @ i ar.. you to stretch, deform, shape and generally have fun with
7% Diagram... Eram File... any text.

Text Box §= From Scanner or Ca
File... 2= Organization Chart
Object... é‘j M Drawing
Bookmark... @_} Autoshapes
W Hyperlink...  Ctrl+k 4 ﬂordnrt...[
S
[ W
| < W
na Il "
Wardrt |w¢rlwt worda,, (WordArf WordArt | =
¥
t
| 3
L=y | a .' | ol o qnatl B 5 ) ! "
.I'I.lllll.-'rarl'.r.ll.ife'uﬁ'l “'i.’{.}rdlljln I.:I I...- i & -'IJI :l_r' :I-'I'-J-l! mm :_
]

Wﬂdm Wordart ||-WoreArt | WOrgd Ayt 2
worddet |WordAre | Wordhet | Wity (smamitd!

i

Fpdvag| - muasE
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Using Word Processing Tools

Perhaps the most powerful features of Word, or any Windows word processor for that mat-
ter, are their language tools that come bundled with the software. In fact, these tools should
perhaps have been introduced right at the beginning of this document! They are all available
from the Tools menu, though some are constantly watching “over your shoulder” to help you
out.

Spelledh
Spell-checking Spieled
Word includes a large spelling dictionary and can be configured so Speed
that it checks your spelling as you type. Any words not found in Spilled
the dictionary will be underlined in_red. Right-click on the
_ : _ speled Ignore Al
underlined word and Word will offer suggestions as to how

. add to Dickionaty
the word might be spelled.

AutoCorreck 3
Closely associated with the spell-checking is the AutoCorrect fea- Language R
ture, which will automatically correct frequently misspelled words B
J" Spelling. ..

as you type. For instance, if you type teh, Word will automatically
correct it to the. AutoCorrect also checks if you start sentences with a capital letter (but not
two)! You can even use it to turn common abbreviations into symbols e.g. (tm) becomes ™ ;
(c) becomes © ; :-) becomes the smiley J etc. You can add your own custom abbreviations
(e.g. jp becomes Jean-Paul). Also check out AutoFormat and AutoText.

Grammar Checking

(Coremonly Confused Words L Even more sophisticated than the
- Chelfk the meaning of the marked A spelling checker is the grammar
word to be sure you are using the .
| word carvecty. wore et s |l checker. Whenever Word thinks that
Commenly Confused Words, | allke are often confuised with one ' something is grammatically not well-
I gave it's book hack. another. For additional examples, |~ g ] g ) y
consult the Help menu under formed, it will underline the text
commenly cenfueed” s | (usually a sentence) with a green
+ Instead of: Itz a long way to the .
A station. wavy underline. It may suggest a
uggestions: .
R — Consider: It's a |Qng way 1o e H H
itz ition, ange correction and also explain the
- rammar rule with an example.
« Instead of: The cat drank it's milk, El 9 P
+ Consider: The cat drank its milk.
Dictionary language: E + Instead of! Your going o like this.
B » Consider: You're going to like this.
— |+ Instead of: Your improving every M
day.
« Consider: You're improving every
gy J
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Thesaurus Lookup

Stuck for the right word? Use the the-
saurus by pressing <Shift>-<F7> and
Word will quickly look up a whole lot of
synonyms for you! Some words have
different meanings and the thesaurus

will offer a list of
meaning.

And Much, Much More ...

AutoSummarize

ko the main theme,

Type of summary

Create a neww

summary there

Highlight key points

document and put the

Looked Up:

Thesaurus: English (U.K.)

Replace with Synonym:

synonyms for each

|right

Replace

ﬂ |cu:urreu:t

| Lok Up |

‘Word has examined the document and picked the sentences most relesvant

Insert an executive
summaty or abstract at
the top of the document

Hide everything but the
summary without leaving
the original document

L1

AutoSummarize will generate a summary of a
document for you! If your system is configured
with access to Microsoft Bookshelf, you can
lookup a reference from your document di-
rectly (and paste the reference material back
in your document).

With Mail Merge you can customize the con-

Length of summary

Percent of original:

10 sentences

Summary: 20 sentences

tent of your letters or other documents to a
large number of individuals.

Otiginal docurment: 100 words or less [ wewo g ‘ TMacr;st = pryes Wit
Templates and Add-Ins. .. & Record New Macto... | h
¥ Undate document statis|25% &) g 2utoCorect Options. . sty '8 .
Qustomize... &9 visual Basic Editor Alt+F 1L Vis
oK | Canicel | Options. .
T ual
Basic, you can even develop your own program within Word for unlimited customisation.
Word will take you wherever you want to go!
Readability Statistics
Counts
f ‘Words 5919
Word Count Characters 28537
Skatiskics: Paragraphs 238
Sentences 308
Pages 27
wards 5,979 Averages
Characters (no spaces) 28,953 Sentences per Paragraph 2.5
Characters (with spaces) 34,799 ‘Waords per Senkence 17.7
Paragraphs 242 Characters per Word 4.6
Lines 643
Readability
Passive Sentences 11%
[ Indude Footnotes and endnates Flesch Reading Ease B6.5
Show Toolbar Flesch-Kincaid Grade Lewvel
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Exercises

Exercise 1

1. Type all of the text given in the example below using Verdana font in 16 point size.

2. The greeting “Calling all Friends!” should appear in the centre of the first line.

3. The greeting should be in italics and bold and underlined.

4. All text should be fully justified, i.e. flush with both the right and left margins.

5. Insert a page number automatically in the centre, at the bottom of the page

6. Indent and bullet the four activities.

7. Use page margins of 6 centimetres on the left and 2 centimetres on the right.

8. Note: you will get one mark for word-wrapping.

9. Correct the four spelling mistakes by using the Spell Checker tool.

9. Insert the DANGER N symbol after the word “beware” from the Wingdings font by typing
N

10. Save your note in the My documents folder under the name GOALS

Calling all Friends!

| want to be the best student on U.C.T
Campus.

When 1 arrived at the University | found
it diffiult to settle down as | was al-
ways:

going to parties,
watching movies,
drunking and
meeting girls.

I have now decided that | want a first
and | want my name to appear on the
Dean’s Merit List. 1 know that | have a
great deal of work ahead of me, but I
am determinned and believe in my abil-
ity. Frinds beware N leave me to
work.
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Exercise 2

1. Type the text given in the example below using Comic Sans MS font in 16 point size.

Bold the word “Bolding”.

Underline the word “Underlining”.

Bullet the four points.

Indent the four points.

All text should be fully justified, i.e. flush with both the right and left margins.
Use page margins of 5 centimetres on the left and 5 centimetres on the right.
Note: you will get one mark for word-wrapping.

. Correct the four spelling mistakes by using the Spell Checker tool.

10 Insert the page number at the bottom of the page, on the left.

11.Insert the CLOCK 2 symbol after the words “starts at” from the Wingdings font.
12.Save your note in My documents folder under the name “Granny”.

©CENOUIAWN

Dear Granny

In Infomation systems we have to learn word
procesing skills. I thought 1 would write to you and

praktice what | have learned:

Bulleting,
Indenting,
Underlining and
Bolding

I have also learned to manipulate the size of my
document by changing the line spacing - no more
strugling to make my essay three pages when I only
have two pages worth of information - cool hey?

Anyway | need to go as my lecture starts at 1.

Love
(Your Name)

© Jean-Paul Van Belle <jvbelle@commerce.uct.ac.za>
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Exercise 3

Type all of the text given in the example below using Arial in 16 point size.
The headline “Wanted” should appear in the centre on the first line.

The headline should be in bold and italics.

Put a “box” around the headline.

All text should be fully justified.

Insert the file name automatically in the centre at the top of the page.

Use page margins of 6 centimetres on the left and 6 centimetres on the right.
Note: you will get one mark for word-wrapping.

Use a numbered bullet list for the “Four students who are required to” list.

10 Correct the four spelling mistakes by using the Spell Checker tool.

11. Insert the phone symbol  before the number from the Wingdings font by typing (.
12. Save your note in My documents folder under the name DESIRE.

OCeNoOR~ONE

WANTED

A researcher at U.C.T. is seeking help with
obtaining data from idustry.

Four students are required who:

1.are fit

2.have spare time

3.are able to visit small businesses in vari-
ous parts of town

A questionaire will be provided and traning
given to these students.

Pay is at normal reseracher assistant
rates.

Contact me at  123-4567.

(type your own name here)
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