WORD XP

January 17, 2005
Presented by
Dodge County 4-H Tech Team




What You WIll Learn In this Class

Learn about the different toolbars
Formatting

Headers and Footers
WordArt

Clipart, Graphics and Photos
Borders and Shading

Bullets and Numbering

Case Change

Indentation

Tabs

Symbols
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Learn the Names of Your Toolbars

Title Bar

Menu Bar
Standard Toolbar
Formatting Toolbar
Drawing Toolbar
Form Toolbar

To find your toolbars, Click on “View” then click on Toolbars. A
Check Mark will be by the ones that in use.




Looking at Your Bars

Title Bar

Standard Toolbar

Menu Bar Paragraph
\ MarkerI Zoom
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Paragraph Marker allows
you to see formatting in your

document. Click on it to Drawing Toolbar ¢
toggle it on or off.
Zoom will make your Formatting Toolbar e
document close up or further
away.




Standard Toolbar Icons

As you slide across the icons, they will tell you their purpose.

[0 Standard Toolbar
New document
Open file

Save

Email

Print

Print Preview
Spell Check
Cut

Copy

Paste

Undo

Redo
Paragraph Marker




Formatting Toolbar

Styles Type
Font Type

Font Size

Bold

Italicize
Underline

Left Justify
Center

Right Justify
Justify

Line Spacing
Numbering
Bullets
Decrease Indent
Increase Indent
Outside Borders
Highlight

Font Color
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Drawing toolbar
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Lets you pick Auto shapes

Lets you draw lines & shapes

Insert a text box

Insert Word Art

Insert Diagram or Organizational Chart
Insert ClipArt

Insert a picture

Change the color of lines or text and lets you fill in
with color

Change the thickness of lines and type of lines,
even shade the shapes




Document Rulers

Horizontal

B Corner box Toggles
different tabs

[ R S R S A O S NS R B R ST S

Horizontal rulerThe markers an the horizontal ruler
display seftings for the paragraph that contains the
inserion paint. To change the settings for indents,

fmarging, and columawidths, drag the markers an
| the horizontal ruler. To set a tab stop by using th
. Left Tab = — hDEriESthEaE;r:uE:e:JcEIirch’ltjhzehuattnan aE:[’I[jhpe IZfIEI zhndgnffhe
nght Tab 1 huarizantal ruler until you see the type oftab you want,
and then click the ruler tao set a tah stap.
B Center Tab .
Centers the word or "Eit s T
words you type at
the tab position : T+ LT - . gt Tae
. DeCimaI Tab == _ E 1 FirstLine Indenty
- e T 1
B [Indentation . e | T e . e
Vertical = =1
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S Save

Page Setup. ..

Print Previsw

Properties

Tab stop position:

2]

Default tab stops:

5 3

=1 Tab stops to be cleared:

=
Alignment
' Left " Center £ Right
" Decimal | " Bar
Leader
¥ 1 Mone 2, e
.y

Seb I al | Clear all |

O O

Click on Format on Menu
Bar, then Tab

Dialog Box pops up
Default tabs are set at
every half inch

B Tab Stop Position

[0 Type in where you
want the tab

Alignment

[ Click on type of tab
L eader

[0 Choose one

10



Formatting...from Menu Bar

[l Font

B Change the Font type
Change the Font size -2k

Fort... S b= [3) .
Ch he F | ey P e
ange t e Ont CO Or T ¥ i=  Bullets and Mumbering. .. By F A vE:;.‘:' . =

Underline style T S 1
Change Font effects 'y —

characteristics ==
[0 Character spacing
[0 Text Effects
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More About Formatting

Paragraph
B Indents and spacing
L1 Alignment
[l Indentation
[1 Spacing
[l Line Spacing
[1 Tabs
B Line and Page Breaks
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More & More Formatting

@ .Bnrders and Shading

Buleted | pumbersd | utine Numbersd | Lit Styles | 21::: | Bage Border ISS:Z:ing] eeeeeee
- . ) buttons bo apply bords
. g B
\:: h =l
Change Case Change Case-To
| Zortenes case change the case
® (pRERCHSE you need to
Ik cse highlight the word
E2iaGLE cASE
o ] | or words you
want changed
first.
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Bullets and
Numbering

Borders and
Shading

Columns & Tabs
Change Case
Drop Case
Background
Theme

Frames

Auto Format

Styles and
Formatting

Reveal Formatting
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Symbol

Symbols

Font: |(n0rmal text)

Subset: |Basic Latin j
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[1 Click on Insert on @ AlB
Menu bar, then "RIR

Recently used symbols:

Symbols [a[*[VIe[o[r[al#[ws]c]i
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AutoCorrect.,, | Shortout Key,.. | Shortouk key:

[0 Symbols Eeliss |

B Select font - ax)

Symbol
[0 Normal Text
[ul cker: Shartcut key:
- AT T T Embeeh AT i = [=
D We b D N g S - EnDash Chri+hium - —
- Monbreaking Hyphen Chrl+_
Bl Optional Hyphen Chrl+-
Ern Space
1 1 En Space
Wing Dings i s
= Monbreaking Space Chrl+-Shift+5pace
Copyright Al H-C
- = ® Reqistered Alt+CErHR
B Click on Special T e
g Section
Ll Paragraph
Ellipsis Alb+CEr+, -
Characters Tab C Sgmmawe G
* Single Closing Quate Chrl+',!
i Double Opening Quote Chrl+" " ﬂ

AukoCorrect. .. Shortout Key...

Insert | Cancel ‘
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More on Symbols

Bullets and Numbering

Bulleted Iﬁumbered Cutline Mumbered | List Styles

B You can use a symbol
for a bullet. nore ||

Bullets and ] Pl ¢
Numbering .

-

- - ._f
[0 Click Customize!

then CharaCter,\suth
and choose the rrﬁfr

Bullet positiol

symbol you want o

Texk position
Tab space after:

0.5" 3: Indent at: |g,5" 3:

Prewvies A




What should | do First?

Determine what type of document
your are doing?

B [etter, Flyer, Poster
B Form

B Merge document

B Brochure

Exercise

Click on File click then New, then General Templates. You can
use these to create your project.
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General Templates

o

File  Edit

<M Mormal

View

Draw = [:3 Aukod

-~

Insett  Formak  Tools  Table  ‘Window  Help I
edst SRV =l = wHOE:=E § B 7 1w -3,
el 4 o x xx e s s s Sl SR - B o 23 A
Templates ;
Publications ] Reports ] \Weh Pages
zEneral Leqal Pleadings ] Letters & Faxes ] Mail Merge ] Memos ] Cther Documents ]

:,_:- oy

Blank

o 3

WWeb Page

Docurment

A

E-rnail
Message

-Preyview

Preview not available.

Create Mew
o pocument O Template

O | Cancel
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Page Setup

=) |
File  Edit  iew
a8 &&V
-4 Mormal

Insert

- Arial

Draw= [z | Autoshapes~= ™. "w ]

Farmak

Page Setup

] e

Margins l Paper ] Lawaout ]

Margins

Top: 075" 3: Bottam: ]D.SS" 5‘
Left; 0.75" = Right: {0.5" =

o % Gutter position: |Left -

Qukker:
Qrienkation
Partrait Landscape
Pages

|Nu:urma| LJ

Multiple pages:

Preview

Apply ko % e —
w'hole document j

o]

Cancel

Default, ..

- M
S ]
E-2-A-.
N I 7 (_\,"_Iz]
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Page Setup

O

Margins

B Top, Bottom, Left, Right, Gutter

B Orientation — Portrait or Landscape
B Pages

[0 Multiple pages — Normal, Mirrored Images
B Mirrored Images are used for books or binding

B Preview
O Apply to... Whole document or from this point forward
Paper
B Paper size, Width, and Height...Letter or Legal
B Paper Source

Layout

B Section

B Footers, Headers

B Page

B Line numbers and borders
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Headers and Footers

O

O

Click on View on the
Menu bar

Click on Headers and
Footers

B Insert AutoText
Page numbers
Date & Time

Page setup

Toggle to Header or
Footer.

Previous Header or
Footer

Next Header or Footer
Close

Document1 - Microsoft Word

Wi

0 EE

<4 Normal B3 e Layou
B

Draw~ [

File Edit | Wiew | Insort Format  Tools Table  Window  Hel

5 %

Header and Footer

Insert AutoTexk =

& EF Beo D&

-

L F O  Close
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Getting Ready to Be Creative

[ Word Art

B On the Drawing Toolbar
click on the slanted
blue “A”

B Pick out the WordArt
style you want

B Type in your text and
hit “Enter”

1 Single left click with
bring up box for
editing if you need
to change font, font
size

WordArt Gallery

Select a Waorddrk style:

Wordh"®

«grd&,’

T
At
by

il l\}l".ﬂfl;l.-\ﬂ WordArt [Woransn

WordArt

WordArt

Worddert

wWartrt

Hordhot

Wordart

A4l EdieText... Cgl By i Ad of =




Word Art

Experiment

B Format the Word Art

[0 Change the line
color

[J Change the fill

B Change Word Art
Shape

WordArt

4l EditText... | T B s PR

w

1% N

Format

=

Word Art Shape
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Adding Clip Art or
Graphics or Photos

@ Document1 - Microsoft Word [:]@
File  Edit i T af He

R ... 0O Click on Insert on
g Menu bar, then
e - picture, click on either
. B I Clip Art or From File or
| 8= use your Drawing
Toolbar
—— [0 Find the item you want
in the directory and
click on it.
Your Drawing Toolbar ® You will need to know
e s s . W CJOE 4 0@ »-2-4-===mg . Where your photos or
n/ I graphics are stored
Clipart ico OoNn your computer.

Picture icon
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Formatting Picture

Format Picture

Bﬁﬂlnesw Size ] Layout ] Picture ]

Mo Fill hd
[T i

Calor: Skyle:

Dashed Weight:
Arows

Begin style: End style:

Eegin size: End size:

]Webl

o =

T
P =

[ T
[ T

Format Picture

O

B[%]

IV Lock aspect ratio

I¥ Relative to original picture size

Widkh:

Colors and Lines SIZE] Layout 1 Pickure ] ] ‘Weh ]
Size and rotate

Height: 4,07 — Width: 6. 92"

Rotation: ’ﬁ

Sicale

Height: [0 =] widkh: [0 =]

6,92"

g oo

Right Click on the picture,
click on Format Picture

Tabs

B Colors and Lines

[0 Change color

[J No Fill, No Line

[0 Thickness, Type of Line
B Size
B [ayout

Picture

0 Image Control
B Automatic
B Grayscale
B Black & White
B Washout
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Formatting Picture

Don’t be afraid to
experiment and

learn the different
things you can do.

Wrapping style

In line with text  Sguare

Horizontal alignment:

Tight Behind text  In fronk of kext
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Exercise

Create a flyer or

record book page.

Use WordArt

Change Font Types
Change Font Sizes
Add graphics or photo
Use Bold, Italics, etc.

MY RABBIT PROJECT =
1

Don’t be afraid
to mix things

up.
My 4-H Record

Book is bolded
and size 72 pt.

4t Year in 4-H
iIs 36 pt.

— WordArt

% My
4-4

®
a8 T %8

ok QPubl

T ear-n-4-11
95
Z004.-- 200517
1

%

Record-Book™

8

ic

I
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Adding a Page Break

Use a page break [=4% == e
when you wish to f_ I
put more on =

another page and | » .. . -
the previous page | -

is not full. | I

B Click on Insert
B Click on Break

B Make sure Page
Break is selected
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Making a Letter

[0 Set up the margins, etc — Page Setup
B Click on File, then Page Setup
[0 Headers and Footers
B Click on View, then Headers and Footers
B Header is at top of page...letterhead
B Footer...page numbers

0 Insert Date
B Choose the format of your date
B Note a box to check...automatic update
[0 Highlight some of your text
[0 Number some items in your letter [Menu bar Format]
[0 Add some bulleted items in your letter [Menu bar Format]
[0 Page Break
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Exercise

[0 Create a Letter
B Margins: top .75 bottom

T

.50 left 1.0 right 1.0
[Page Setup]

Put a Header and a
Footer on the letter
[View]

Use Insert on Menu bar,
put a date in the letter

Add a bulleted list [use
formatting toolbar]

Add a numbered list
[use formatting toolbar]
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mass-destr wction 1
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2.vlie -3re all-the & ok com g - bome 7

Ay-does anr-aton -k3ue-lome ks mawo s bed, wieE vred-pe ople e 3re-

FOdl s
T
w—lfe -y e to-Eke cane oot row s peoplk T
u—¢Health- ks arancey
n—¢0cEISeC T
w— Home lezz
s—Malhonrkhedy

-
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Making a Business Card

Tools | Table wWindow Help

% speling and Grammar. .. F7 2 & % . -
oo e Click on Tools, then

] AutoSummarize. ..

Letters & Mailings

Compare and Merge Documents. ..

Protect Document...

— Click on Envelopes

%‘j Mail Merge Wizard...
Tools on the Web, .. Show Mail Merge Toolbar

Macro ¥ |[=] Envelopes and Labels... al l d I a b e I S
Templates and Add-Ins. .. Letter Wizard. ..

ZF  AutoCorrect Options. ..

Customize...

Click on the Labels
EI;::::: and Labels B[= Tab

Address:

I Use return address Print |
A = =
Mew Docurment C I I I O t I
Cancel (: ()I l p ‘ ’I lS
Options. ..
v
E-postage Properties. ..

—

Label
Print Avery standard, 8660
(+ Full page of the same label Address

" Single label E
= =

I Add electronic postage

EBefore printing, insert labels in your prinker's manual feeder,
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Business Cards

Label Options

Ax]

Options
B Pick the right brande——
name & product

Printer information
" Dot matrix
& Laser and ink jet Tray: |Default ktray (Sheet Feeder) ﬂ

Label infarmation
[ e prodc— |Fwery standard j

Product number:
8377 - Business Card

Label infarmation
[ |

number e
B Click OK

8357 - Post Card Type! Address
Same -post or Height: i

460 - Address ) .
8462 - Address 1| thidth: 2,63

3463 - Shipping

1
Details... Mew Label. .. | | [o]4 |

Page size: Letter (8 15 % 11 in)

Cancel

Labels Dialog Box
B Click on New

Envelopes and Labels

B/x

Envelopes

Address: B ~ [ Usereturn address Prirk

Document «—

Label
Print Avery standard, 8660
(* Eull page of the same label Address

" Single label E
= =

[ Add electronic postage

Before printing, insert labels in your prinker's manual feeder.

~
weelp  New Document
Cancel
options...
v
~  E-postage Propetties...
-
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Fill In Business Card Template

Add In your text first in the first
square

Add Iin a photo or a graphic if you
want...Insert, Picture, From File from
Menu bar (may need to change the
layout of the picture)

Highlight the first square when
finished and copy and paste into the
rest of the labels
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] WORD XxP ADVANCED

[ Next Class January 31, 2005

B L[earn to Make Brochures

[0 Tri-fold and bi-fold brochures
B Tables
B Columns
B Text box

B [earn to Make Booklets
[0 Table of Contents

[0 February 28, 2005
B Web Design — learn HTML
[0 March 21, 2005

B Forms & Documents
[1 Learn to use 4-H online documents

[l Coming in April — Excel XP
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