Continuing Education -- WORD ver 2007

SessionNo# 4 Date: March 30", 2011
File: CE-Word-4.doc Tom Gerfen, CSIS Professor
Class Notes:

Class WEB Address (URL)  http://infotwg.com/

Final Class meeting tonight March 30, 2011

Excel | Class April 27 — May 18, 2011
Excel Il Class Summer ? ?

Access Class May 25 - June 15, 2011
Questions

Review last week’s class

Tonight
Review
e Downloading files drive K:CIS | CE WORD-Gerfen
e Saving a Document Page 2 Filenames in documents
e Page Borders
e Bulleted list 3
e Mail Merge Snagit by
o Names & Address Into Word documents TechSmith
o Address Labels
o Excel files 9
e Envelops & Labels 4
e WordArt
e Lines & Shading 6-7
e Saving as a PDF file Portable Document Format
e TABS To set and clear tabs

Class Evaluation
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Save the document / file
Save in:
File Name:

ile type:

Wcrs105
File name:

Save as bype:

Date: March 30", 2011
Tom Gerfen, CSIS Professor

4

Saving the document / file

Save in:

[ 2515 105 Windows

o Trusted Marme
Templates |l 1515 02, doc
=) Recent ] c15105-03, doc

] c15105-04. doc

2, doc 140KE  Microd

CI5105-04, dioc

ard 97-2003 Document (*.dac)

grd Cocument (%, doci)
™Y+d Macro-Enabled Document (*, docm]
Sitord 97-2003 Document £+, doc)
Word Template {*.dobx)

_|'#ord Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dak)
T

j Sa f the d t
New ve a copy of the documen
Il:,‘ Word Document
~~ = Save the file as a Word Document.
7 BQpen

Word Template

Save the document as a template that can

Conyert
be used to format future documents.

Word 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003,

Save

Save hs |k OpenDocument Text
= Save the document in the Cpen Document
Farmat.
e Erint 4 PDF or XPS
Publish a copy of the document as a PDF or
¥PS file,

Prepare »
Other Formats
Open the Save As dialog box to select from

Send » all possible file types.

a3

CE —Word
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Class Notes:

Adding Bulleted and Numbered List
What are Bulleted and Number
Home | Paragraph

Bulleted [EHE ) TIEER™ acppce 4
= Nkisdf ose kjfkjdf;aldsk _—
»  Kklkdk akdfjkldflksdfklsad f;l ®

» Dkjfklieir kdjfs sieri kksliorew kI

Bullet Library

i mone ® ] ] + 0:0
Number % | [v
1. Jkds dIkf skdljfoeiwi r
2. Pdkfkd kIkl kidfksdieuri kj kdf uyuu twerwt
3. Quer djh jk auieyu weukjhd
4. Seryuierwuiwojdhf dsjks = = e
= Ksdjfkldjfkldjlkf slkdf = ;umb:”_n;l-f ; _ AaBbCc 4
= Dskf Iksdf Iksdf salk; =13 ) )
5. JKjkd fk kdifkjir iewkjdf — [ 5
cript ’ i
ne - A, a
I. B. 1]
o~ ted-an " “ ?
Symbols V Y BFTBE . )
! h. i
Equation Symbol
Symbaols
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Class Notes:

Envelops & Labels

Ll
- Home Insert Page Layout References Mailings

Type a address ;_'l —% =_:J

Envelopes Labels Start Mail 5
Merge =

Highlight A
cipients ~ Recipient List || Merge Fields |

Start Mail Merge

Tom Gerfen
Citrus College Create
1000 W. Foothill

Glendora CA 91741-1899

Envelopes and Labels

Envelopes | Labels

Tab - Mailings
Delivery address: Gy -

Tom Gerfen ~
Citrus College

1000 W. Foothill
Glendora CA 91741-1899

[] add electronic postage
Return address: G - [ omit

Envelopes and Labels |E| _" | Preview Feed

Thomas W, Gerfen =
Envelopes | Labels | 370 N. Any Street =
Monrovia CA 91016-2332 m
Address: G+ [ use return address
Tom Gerfen ~ 2
Citrus College E
1000 W. Foothill Werify that an envelope is loaded before printing.
Glendora CA 91741-1899 Print ] [ Add ko Document ] [ Options. .. ] l E-postage Properties. ..
-
Print Label
(® Full page of the same label Avery US Letter, 5160
) Single label Easy Peel Maiing Labels - Fill Across
Befare printing, insert labels in your printer's manual feeder,
Prink ] [ Mew Document ] [ Cptions. .. ] [ E-postage Properties.., ]
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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 - pulldown - Field... select option - File Name

E)Date
WorgArt Drop

.
' =1 | Field... /

—] @ Building Blocks Organizer...

-

Flease choose a field Field preferties PrEld options
Categories: E [ add path to filename
||:n||:| w |

- Uppercase
Field names: / Lowercase
Doctariable A~ First capital
EditTime Title case
Emm

FileSize

Fill-in

CE —Word
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Class Notes:

B 24 ) BRaBbCc daBbCcl
LlneS & Shad|ng Sr- O T Caption  Emphasis

i+ Bottom Border

Top Border
Left Border e

Highlight the area you want to “box” in.
Plus one above and one below the lines.

Right Barder

Home | Select Outside Borders
| Mo Border

Color Themes Al &0 - T Caption Empk FH Al Borders

Fill backgrounds Theme Colors < Qutside Borders
H EEERNEREEFEs T Inside Borders

J_._. o ;1] — Inside Horizontal Border
S|4 Inside Vertical Border

II 1
| BN

" = - - | EE
N t-."'.'hlte, Background 1, Drarker 15% hCIX”' G o
Standard Colors /'
[ N EEEEE -
i :—; Horizontal Line
Mo Colar i

j Draw Table

T :a) | More Colors...

b | |

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 T before the area and after ... document building blocks.

1
When you create
docume

es, charts, or diagrams, they also coordinate with your current

CE —Word Page 6 of 16
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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

| Bonders and Shading

Borders | Pagg Border | Shading

‘-Sebiiagq/ Skyle: Prewvigw

L Click on diagram below or use
Mone buttons to apply borders

Box
rd

Shadow

il || [0
&

| Cuskom Fpt =
] pply to:
|F'aragraph ) W |

"I
3 Options... r
]

Horizontal Line. .. [ (04 l [ Cancel ]
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it | Page Layout | References Mailings Review View Developer

X b3 = —ﬁeaks'
IS P

argins Crientation Size Colum

- - - -

Page Setup

Bestart Each Page

Restart Each Section

Suppress for Current Paragraph

Line Mumbering COptions...

1
Onihednserttab, the-galleriesinclude-items-tha

yourdocument.¥oucan-usethesegalleriesto-in
otherdocumentbuildingblocks.\Whenyou-crea
withyourcurrent-documentdook.¥oucan-easily|
textby<choosinga-lookfortheselectedtextfron
formatdextdirectlyby-usingthe-othercontrolsg

A= R = R R L L

10 Mostcontrolsoffera-choice-ofusing-thedook-frg
11 directly. To-change theoverall-look-ofyourdocu
12  tab.To-<changeihedooks-available-inthe-Quick:S
13  command.BothiheThemesgallery-andthe Qui
14 canalways-restorethedookofyourdocumentig
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Mail Merge

Data base using EXCEL files

Filename: mm-names-ttt222.xis

Tab MM-Names

1% Row MUST be the name of the “field”

B21
Mame Box| B G l D E

Last First Name Address City State Zip Amount Date

Gerfen Tom 1000 W. Foothill Blvd  Glendora CA 91741 $1.500.25 111152007
Jones Bill 769 M. Grand Ave Duarte CA 91616 § 2599 10/1/2007
Beedle Linda 8120 5. First St Monrovia CA 91016 $3,570.00 B/25/2008
Reeves Sam 801 Island Blvd Glendora CA 91740 $ 603.03 3/20/2008
Smith James 1000 W. Foothill Blvd  Glendora CA 91741 5 100.00 1/9/2008
McWilliams Mary Ann 1234 M. Ardmore Azusa #1701 F 500,00 10/25/2007

42
43
44
4 4 b # | MM-Names - Sheet? . Sheet3 - Sheet4 - Sheets %1

Ready | 3

CE —Word Page 9 of 16
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Mail mee fields from Excel

Anytown-CA-910169
1
1

Today's-Datef
1
First-Name-Lagt-Namey

Cungr|_|Iatic:n-0n-‘,r0ur-seIec'.Tjurd,as-the-EUUB-F’n'ze-Squad-winner-in-the-hmuunt-
of--Amount--fromthe-city-gf-:Cify- This-selection-was-from-a-large-pool-of
nominations.q

1
Please-callthistoll-free-numberto-collect-yourwinnings-1-888-999-1212.9
1

Sincerely 1]

i%gﬁ“ﬂmf

aur-amet

Sample fields
«First Name» «Last»
«Address»
«City» «State» «Zip»

CE —Word Page 10 of 16
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Ribbon Mailings

Insert Page Layout References Mailings Review View Developer

g 3 P = = P Rules ~
;—I —&m 24 J—v
b ©  Match Fields

Start Mail Select Edit Highlight Address Greeting Insert Merge

Merge -~ Recipients ~ Recipient List || Merge Fields Block Line Field ~

Start Mail Merge Write & Insert Fields

Date: March 30", 2011
Tom Gerfen, CSIS Professor

«'é%ﬂ oM =
s Lo

Preview Finish &
Besults —:l/ Auto Check for Errors Merge ~

Preview Results Finish

See attached handouts about Mail Merge

CE —Word
Week 4
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An add-on you MUST have ...

Snaglt by TechSmith

http://www.techsmith.com
D\ TeChSmrth Language:  English

Products Downloads Support Community Company Purchase
L= Sﬂaglt screen capture software Free Trial Buy $49.9

Capture your digital lifestyle
Take a "snapshot" of anything on your PC screen.
Send it, store it, turn it into a detailed graphic, find it Iater.

it

(O Overview Video

What's New Product Tour Accessories Tutorials Upgrade

\\W-M*‘“\Jk“\ h’\' "wk~

Class Evaluation

Comments

CE —Word Page 12 of 16
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Inserting Photos into a Word Document Picture Tools  CE-

Insert Page Layout Format

= ~ | £ 1st Find the photo =] ”j "
= aal = |
Page || Table | Picture «C Insert the photo (Inser PrA—— d
Break - i 4 - Wrapping =
Tables Arrange
Then Text Wrapp#ig _
Insert Picture g 21| |
Look in: Ii[j citrusPhoto ZI @~ X iy~
. My Recent o~
9 bocuments e B
(& Deskrop Colie i g
A My
JDDocuments
My Citrus College-019.JPG  Citrus Col@=-021.JPG  Citrus College-023.JPG  Citrus College-025.JPG MYC-0015.JPG
Computer
LT T PN A
Picture Tools | CE-\W gl
Text Align  Group
ack ™ Wrapping ©| T -
o] InLine with Text
@ Square
€] Tight
Behind Text
®]| InFront of Text
@ Top and Bottom
Through
1] Edit Wrap Points
{H] More Layout Options...
CE —Word Page 13 of 16
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Page Layout References Mailings
-'\-[;‘.
il Select Edit Highlight Ad
- |Recipients ~|Recipient List || Merge Fields B

Type New List...
Use Existing List... |

Select from Cutlook Contacts...

Mailings Review View

Developer

Design

24 Match Fields

WORD ver 2007

Date: March 30", 2011
Tom Gerfen, CSIS Professor

= -

16 In Line with Text

Square

C@ Behind Text

i m Tt

E Top and Bottom

Through

1] Edit Wrap Points

(0] More Layout Options...
Layout

K o4jr | » M e}

i Find Recipient

ghlight Address Greeting Insert [flerge iew 3 Finish &
‘ge Fields Block  Line Fiel | ] Update Labels | ults | S Auto Check forErrors | pperge -
Write & Insert Field Preview Results Finish
Tom-Gerfen® " ! gl jonesq i ! Unda-Beedleq) i
1000-W.-Foothill-Bhvdy F69-M. GrandAve 8120-5.-First-519
GlendoraCAS1741Y Duarte CASL6169 MonroviaCAS10169
B <} B
Sam-Reevesy ! Jamessmithy T Marp-AnnMewilliamse

B01-1sland Bhedq 1000-W.-FoothillBhdq
GlendaraLA917409 GlendoraCAg17419]
b -]

_{ i _1'|

1 |

B -]

1234-M.-Ardmoreq]

AzusaCAS1T0LY
|+

. A .

=

CE —Word
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Tabs

Paragraph
down Arrow

=S N ||FE AR 2| T

Date: March 30", 2011
Tom Gerfen, CSIS Professor

2aBhCec AaBbCel AaBE

=== $§'| .Q * I Caption Emphasis T Headi
Paragraph l
P=ragraph 2=l
Indents and Spacing | Line and Page Breaks | B
7t
General
Alignment: M |
Cutling lesel: IBn:u:I':.-' Textk j
Indentation
Left: n" = Special; By:
Right: [ =

[ Mirror indents

Tah stop position: Default kab stops:

Spacing | II:I.S"
Before: Iﬂ il Tab stops to be cleared:
after: Iﬂ
[" Don't add space between pa j
Alignment
Presvigw

£ Left i~ Center

" Decimal

Leader

g 1 Maone
Ca_

Zlear

Clear all |

Zancel |

Spacmg

CE —Word
Week 4
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Class Notes:

Cligooard ]

“ou can guidkly set tabs by clidiing the tab selector at the left end of the ruler until it displays the type of tab that you want and then

clicking the ruler at the location you want. But which type of tab stop should you use?

[+]

A Left Tab stop sets the start position of text that will then run to the right as you type.
[+]
A Center Tab stop sets the position of the middle of the text. The text centers on this position as you type.
[4]
A Right Tab stop sets the right end of the text. As you type, the text mowves to the left.
[]
A Decimal Tab stop aligns numbers around a decimal point. Independent of the number of digits, the decimal point will be

in the same position. (You can align numbers around a decimal character only; you cannot use the decimal tab to align

numbers arcund a different character, such as a hyphen or an ampersand symbol.)

I
Decimal tab 4764.03
1234.88
0 ol 1= (=] 87
B IE=] 0] (200 SO0 01 = ] 5 76
PN = O g o) g 1= 1[0 o I 14
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