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Class WEB Address ( URL)      http://infotwg.com/  
 
   Final  Class meeting  tonight    March 30, 2011 

 
Excel I Class  April 27 – May 18, 2011 
Excel II Class  Summer  ? ? 
Access Class   May 25 -  June 15, 2011 
 

Questions 
Review last week’s class 

 
Tonight 
Review 

 Downloading files         drive  K:CIS  | CE WORD-Gerfen  
 Saving a Document  Page 2   Filenames in documents 
 Page Borders 
 Bulleted list   3 

 

 Mail Merge         Snagit by 

o Names & Address Into Word documents    TechSmith 
o Address Labels 

 Excel files                  9  
 Envelops & Labels  4 
 WordArt 
 Lines & Shading  6 - 7 
 Saving as a PDF file             Portable Document Format  
 TABS   To set and clear tabs 

 
Class Evaluation 

 
 
 

  =rand() 
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Saving the document / file 
Save the document / file 
 Save in: 
 File Name:   
 File type: 
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Adding Bulleted and Numbered List   
 What are Bulleted and Number 
 Home   |   Paragraph  
 
Bulleted  
 Nklsdf ose kjfkjdf;aldsk  
 Kklkdk akdfjkldflksdfklsad f;l 
 Dkjfklieir kdjfs sieri kksliorew kl 

 
 
Number  

1. Jkds dlkf skdljfoeiwi 
2. Pdkfkd klkl kldfksdieuri kj kdf uyuu twerwt  
3. Quer djh jk auieyu weukjhd 
4. Seryuierwuiwojdhf dsjks  

 Ksdjfkldjfkldjlkf slkdf  
 Dskf lksdf lksdf salk;  

5. JKjkd fk kdjfkjir iewkjdf 
 
 
 
 

Symbols    √          
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Envelops & Labels 
 
 
  
 
Type a address 
 
Tom Gerfen 
Citrus College 
1000 W. Foothill 
Glendora CA 91741-1899 
 
Tab - Mailings 
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To add the name of the file into the document 
                          name the document first then …      this is now  known as a “FIELD” 
 
Like this          c:\csis\commed classes - word\ce-word-4.doc 
 
Must have saved the document first 
Have your courser at the point you want to insert the field 
 
  Insert tab 
  Quick Parts   -   pull down   -   Field…        select option   -   File Name 
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Lines & Shading 
 
Highlight the area you want to “box” in.  
   Plus one above and one below the lines. 
 
Home  |  Select Outside Borders 
 
Color Themes 
Fill backgrounds  
 
 
 
 
 
 
 
 
 
 
 
 
Recolor the Border & Shading for the PARAGRAPHIC  
 
On the Insert tab, the galleries include items that are designed to coordinate with the 
overall look of your document. You can use these galleries to insert tables, headers, 
footers,   add an extra ¶ before the area and after  … document building blocks.  
 

  ¶    
When you create pictures, charts, or diagrams, they also coordinate with your current 
document look. 
  ¶   
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You can easily change the formatting of selected text in the document text by choosing  
 
Recolor the Border & Shading for the PARAGRAPHIC  
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Mail Merge 
 
Data base  using EXCEL files 
 
Filename: mm-names-ttt222.xls 
 
Tab  MM-Names 
 
 
1st Row MUST be the name of the  “field” 
 
 

  
 
 
 
Tabs at bottom of Excel sheet       
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Mail merge fields        from Excel 
 

 
Sample fields 
 

«First_Name»   «Last» 
«Address» 
«City»   «State»   «Zip» 
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Ribbon  Mailings 
 

 
 
 
 

See attached handouts about Mail Merge 
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An add-on you MUST have … 
 
SnagIt  by TechSmith 
 

http://www.techsmith.com 

 
Class Evaluation 
 
Comments 
 

http://www.techsmith.com/
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Inserting Photos into a Word Document    
 
 
        1st  Find the photo 
 
               Insert the photo (Insert) 
 
 
                                                      Then  Text Wrapping 
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Continuing Education --  WORD ver 2007 

 

Session No # 4       Date: March 30
th
, 2011 

File: CE-Word-4.doc       Tom Gerfen, CSIS Professor   
Class Notes: 
 

  
 

CE – Word          Page 15 of 16  

Week 4 

              T A B s 
 
 
Tabs 
 
 
Paragraph  
down Arrow     
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Decimal tab  4764.03 
 1234.88 
 
 
Dot leader ....................................................................................87 
Table of Contents ..........................................................................76 
ABC Information ...........................................................................14 
 
 
 


