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In this section you will learn how to:

Enter data from an existing file

Key in and edit text

Import images from a variety of sources
Place and manipulate images

Set page margins

Use headers and footers

Set page, section and column breaks
Use columns

Set font styles and sizes

Emphasise text

Use lists

Use tables

Align text

Set line spacing

Correct errors
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+
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*
*
+
+
*
*
*
+

For this section you will need these source files from your teacher:

+ ACTIVITY3.RTF + TEXT3.RTF + COLE.JPG
%+ SNOWBALL.JPG + TEXT4.RTF + EPL.JPG

4 TABLE1.CSV
4+ TABLE2.CSV
4 TEXT1.RTF
4 TEXT2.RTF

4 TEXTS5.RTF
4 TEXT6.RTF
4 TEXT7.RTF
+ TREE.JPG

4+ WEATHER UPDATE.RTF

4 FERDINAND.JPG
4+ FOWLER.JPG

4+ HENRY.JPG

+ OWEN.JPG

4+ SHEARER.JPG
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10.1- Generic File Types

The practical examination will ask you to open and edit files that are supplied to you
by the examiners.

These files will be saved in a File Format that can be opened using suitable software

(.txt can be opened in Word Processors for example).

You need to be able to choose the correct software in order to open and edit the files
mentioned above.

Common files include:

¢ Comma Separated Values:

These files have a .csv files extension. Csv files take data in the form of tables
(from spreadsheets and databases) and save it in a text format. The
information contained in the csv file is separated by commas.

Text:

These files have a .txt file extension. A text file is not formatted (colour, size,
font style) in any way and can be opened in any Word Processor.

Rich Text Format:

These files have a .rtf file extension. This text file saves some of the formatting
within the text.

10.2 - Entering Data from Existing Files

Task A
Open the file TEXT1.RTF from the Section 10 Files folder and insert the file TABLE1.CSV as a table
within the document.

Change the document heading to ‘Winter weather forces school to close’.

Save the document as ‘Document Production — Task A' — making sure it is saved into your
Document Production folder.
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How to do it:
Open Word.

To open the TEXT1 file, select the Office Button in the top left of the screen then click
on Open.

Browse to your Document Production Folder, select the TEXT1 file and click |_©pen .

NOTE: If you are unsure of the file type you need you can select All Files. This shows
you a list of all the available files.

Document Production
Folder.

—

Office Button and Open.
N

Organize ~ New folder - j e‘

N a g
i Microsoft Office\—, ~ Name BE Al Files

=9 Activity3 15All Word Documents
QPEH Word Documents

. -
Favorites @ Snowball 4Wmd Macro-Enabled Documents
M Desktop “a) Tablel 22 XML Files

I oo L “al Table2 14Word 97-2003 Documents
Save

A

All Web Pages
1 =
< Recent Places 2 Textl 14 Al Word Templates

) Text2 \ 14Word Templates

e . = Text3 14Word Macro-Enabled Templates
w=l Libraries Ej Word 97-2003 Templates
. Documents = Text4 14Rich Text Format
@ Music ﬂ;] Texts 14 Text Files
= o % Texts OpenDocument Text
< Pictures = Te Recover Text from Any File
B videos =] Text7 14 WordPerfect 5x
‘@ Trees 14 WordPerfect 6.
] Works 6 - 9 Document
Works 6.0 - 2.0

File name: Textl ~  |AuFiles ~|

—P( Open |vH Cancel ]

H & Homearoun

now hits South East England

On Monday February 27 2009 the South East of England was hit by snow. I
know this is not unusual in many parts of the world, but it was
interesting to watch the whole region grind to a wvirtual standstill. At TEXT1 docu ment
the time of writing this article the major London airports of Heathrow,
Gatwick and London City were all closed. Stansted airport had been closed

but has just had one runway re-opened. Wi” Open and IOOkS
<Place table here> . .
like this

This table shows the number of schools reported closed. It is interesting
to note that although the snow was nc heavier in the South East of
England, one of the eastern Counties reported more than 250 of its
schools are closed.

This gave the children lots time to play in the snow, snowballing, making
snowmen and snow angels. The snow gave an added dimension, producing soms
very picturesque scenes, many captured on camera. Travel chaos has
ensusd, the M25 is closed in many places and many schools throughout the
country have been closed.
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Use the Office Button and Save As... to save the document with the filename
“Document Production — Task A”.

Be sure to save the document as a Word Document rather than a RTF file. Save in
your Document Production Folder.

Word Document b
[ 5Lz | Deskiop » Secion10-Document roducion » __~ |

Organize ~ New folder

Save a copy of the docume

Word Document %, Documents o~ Name
Save the file as a Word Document.

- Music

- ot | Chapter Files Document File folder
= ctures
Word Template iVideos | Folder Demo File folder

Save 1 Save the document as a template that P \. Partl- PrOdUCtIOn FOlder File folder

can be used to format future documents.

Word 97-2003 Document

Save a copy of the document that is fully

compatible with Word 97-2003. " Computer Correct File Name
& Local Disk (C:)

i BD-ROM Drive (C P
- 4 ‘ /

File name: Document Production - Task A

Save as type: |Word Document .

Authors: Graham Word Document

Date modified

& Homegroup

Save As | F

[] Save Thumbnail

“ Hide Folders Tools - [ Save ]I Cancel I

Open the file TABLE1.CSV as a Word Document (Open from within Word).

NOTE: Because the TABLEL1 file is not actually a Word document you will need to
select ‘All Files’ in order to see it.

The file TABLE1.CSV looks like
1 this when it has been opened in
.>D5 All Word Documents WO r-d .

Word Documents

T— All Files

g
7 2] Activity3 Word Macro-Enabled Documents
. Favorites ‘@ Snowball 14 XML Files

I Desktop “a] Table] <= TABLE1 5 Word 97-2003 Documents

ls Downloads  |=| & ) All Web Pages A - B
“a) Table2

~» Recent Places ) Textl

1‘4AIIWordTemplates 3 4 Courier New -|105 - A« N E

a& Homearoun

14Word Templates G o PRI SE e quik Crange |
- - =
& Word Macro-Enabled Templates - | R e [BULH] | stpes - soes- | =
j Text2 Word 97-2003 T It Clipboard Font 5 Paragraph G syles &
e ord 97- emplates =
+ Libraries EJTE)(‘B 14 Rich Text Format P \ SRS RN RARERNRE EERE RN RN KRS KRR KRR EXRE IS SRRRE RNE IRRET |
., Documents E_1 Text4 14 Text Files bounty, Closed,
South East,,
& Music 4 Texts OpenDocument Text Essex, 250+,
) Recover Text from Any File Hertfordshire, 100+,
= Pictures ] Text6 14wordPerfect 5x Middlesex, 80+,
- Sussex, 50+,
& Videos = ; North,,
! j Text7 14 WardPerfect 6x Greater Manchester, 100,
. Works 6 - 9 Document Lancashire, 70,
. ‘@ Trees 14W0rk560— 90 Curbria, 34,
& . . purham, 70,
Works 7.0 N;it;!:mberland, 33,
. - Yorkshire, 1,
File name: Tablel A |AII Files ']
Pageriof1 | Words:1s | P2

Tools ~ i Open |v]l Cancel ]

Page |6
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Remember that .csv stands for “Comma Separated Values”. This means that each
piece of information in the table is separated by a comma.

Home Insert Page Layout References Mailings Review View Developer

LN We need to edit the information so

Courier New -|105 - |§E

Clipboard = Font

=B or U x x’\\i}“é
I w-A-mda x| |2
|

1213141 -5-01 61

founty, Closed,
South East,,

= = Quick Change | Editing
& -8 w)

Styles - Styles -
Paragraph E Styles B

R R R IRt S F R E R

Essex, 250+,
Hertfordshire, 100+,

Middlesex, 80+,

Pieces of information

that the comma separated values
are turned into a table.

Highlight all of the text then select
the Insert Tab.

Sussex, 50+,

North,,

Greater Manchester, 100,
Lancashire, 70,

Cumbria, 34,

Durham, 70,
Northumberland, 33,
Yorkshire,1l,

separated by commas

Select the Table icon then Convert
Text to Table.

Click oK to create the table.

Tablel - Microsoft Word
Insert 9 Table i : Home Insert Page Layout References  Mailings Review  View Developer
EE - |5 Header - A 12 Quick Parts = & -
) ] B3 2 -
n 2 Footer - A wordart - [8)

Symbols

Home Insert

D N El@ 7 % T et
il
1 g |3 Footer ~ o wordart - 3

Pages | Table Picture  Clip N Links Text
- = At il . [#] page Number Box -

Tables Tlustrations Header & Footer Insert Table

A= WuickParts T & - o
Text =

A - gl -
Box~ = DropCap ¢
der & Footer Text
‘\-F‘I‘B-\-D‘\‘IU‘\‘II‘I‘H-\-IE‘\‘I‘I

= Symbols Table | Picture  Cli N Links.
A4S prop cap - 'ed - X N 7 - ArE il . [] Page Number -

R - R R R R R L I R R F R E T

County, Closed,
South East,,

Essex, 250+,
Hertfordshire,100+,
Middlesex, B0+,

Highlight the text
om0t M that we wish to turn
Greater Manchester,100, .

into a table.

Lancashire, 70, -
Cumbria, 34, Insert Table
Durham, 70, N 4 Draw Table
Northumberland, 33,
Yorkshire,1,

| Page:1of 1 i Words: 15/15 i = i

Convert Text to
Table.

Conyert Text to Table...

= Excel Spreadsheet

Quick Tables

| Page:1of 1 i Words: 15/15 i = i

AN - Tablel - MicrosoftWord e o (=) S

Home Insert Pagelayout  References  Mailngs  Review  View  Developer  Design  Layout @

If Word gives the incorrect number of
rows/columns you can remove them. Ttrow taconmn | [EE==E | 2 s on— - 2

(This example has one extra column) Dekeces — IBeE-  eoe O e

() shift cells left
() shift cells up

| Header Row [V First Colurnn — & shading -

Closed

250+ H

100+

To remove the extra column just

right click in the extra column and umn —

select Delete Cells. | [ cance “*‘

Durham 70
. [ Northumberland 33

Choose the Delete Entire Column option = :

and then press| o |,

Page:10of1 | Words: 26/26 a,‘é o= |

Page |7
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Copy the table and paste it in place of the text <Place table here> in the document

that you saved as “Document Production — Task A”.

Home

Paste

Clipboard

Insert  Pagelayout  References  Mailings  Review  View Developer

Courier New -l105 -

AaBbCcDd AaBbCcDd AaBhCc % i

B I U - x ¥
Editing

Exrersirn

Font E

_ Change
styles ~
Styles ]

TNormal  TNo Spacing  Heading 1

810G 1100 11101120 10130 1 140 1 150 1 161 ad7 e | A8t

Snow hits South East England

on Monday February 2™ 2009 the South East of England was hit by snow. I
know this is not unusual in many parts of the world, but it was

interesting to watch the whole region grind to a virtual standstill. At
the time of writing this article the major Iondon airports of Heathrow,
Gatwick and London City wer
but has just had one runwa
<Place table here>

Paste table here.

This table shows the number

to note that although the snow was NO Neavier 1n the Sou

England, one of the eastern Counties reported more than 250 of its
schools are closed.

This gave the children lots time to play in the snow, snowballing, making
snowmen and snow angels. The snow gave an added dimension, producing some
very picturesque scenes, many captured on camera. Travel chaos has
ensued, the M25 is closed in many places and many schools throughout the
country have been closed.

Pagerlof1 Words:173 | X |

ome | et  Pagelaout  References  Maiings  Revew  View  Developer

Courier New +108 « =
LIRS S N E=sss
[ e ) CREITYIE |

ront Paragraph Stybes ;

A3BbCcDd AaBbCcOd AaBbCc A =

TNormal  ¥NoSpacing  Meadingt 5 Change | Editing
st
P AR i
s article the major London airports of M

were all closed. Jtansted airport had been closed
but has just hed one runway re-opened.

County
South East

Tasex
Hertfordshire
Widdlesex
Sussex

Table pasted in

though the snow
the eastern Counties reported more tl

This gave the children lo
snowmen and snow angels nension, producing scme
very picturesque scenes, many captured on camers.

the M25 ia closed in many places and many schools throughout the
countzry have been closed.

Page:1of1 | Worde 196 D |

, snowballing, making

This task is directly continued in the next section.

5
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10.3 — Keying in text

To change the document heading, highlight the existing heading and overtype with
the new heading.

Old heading = “Snow hits South East England”.

New heading = “Winter weather forces schools to close”.

Your new document should ook 0 o e et e i e vee oeloper

&  Courier New ~[105 - {iiE= i=|
‘ AaBbCcDd AaBbCcDd AaBhCc e& #

like this. ol DT
aste i - T THNormal TNoSpacing Heading1 - Change ing
- VT A- A K RN Rl e il e
Clipboard = Font & Paragraph E} Styles E}

B '2"'1"‘5"‘1"'2‘“3"'4‘“5"'5"‘7"‘5‘“g‘l'lﬂ"‘ll‘|‘12“'13"‘14"'15‘“15&"17"‘13"

NOTE: This seems an easy task : e

- On Monday February 2% 2009 the Scuth East of England was hit by snow. I
o . - 2y F :
but It is one where man - know this is not unusual in many parts of the world, but it was
y - interesting to watch the whole region grind to a virtual standstill. At
the time of writing this article the major Leonden airperts of Heathrow,

Gatwick and Londen City were all closed. Stansted airport had been closed
but has just had one rumway re—cpemed.

2

students fail to correctly type

R

County Closed
South East
Essex 250+
Hertfordshire 100+
Middlesex B0+

Sussex S0+

North
Greater Manchester 100

in the correct data. Make sure

you carefully read what you
are asked to enter and follow
it exactly.

Lancashire 70
Cumbria 34
Durham 70
Northumberland 33
Yorkshire 1

This table shews the number of schools reported closed. It is interssting
to note that although the snow was nc heavier in the South East of
England, one of the eastern Counties reported more than 250 of its
schools are closed.

This gave the children lots time to play in the snow, snowballing, making
snowmen and snow angels. The snow gave an added dimension, producing seme
very picturesque scenes, many captured on camera. Travel chaos has
ensued, the M25 is closed in many places and many schocls throughout the
country have been closed.

©
™~
@
@
=)
hal
hal
o
-
[}
-
-
I

Save the changes to this document.

Page:1of1 | Words:e/197 o 21 |
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10.4 - Editing Text

Task B
Open up ‘Document Production — Task A’.

Move the last sentence in the document so that it becomes the last sentence in the first paragraph.

Add a new subtitle “School closures” just above the table, and add this short paragraph between the
subtitle and the table:

“The dramatic change in the weather has meant that a number of areas are experiencing transport
problems. This means that many schools across the country have been closed.”

In the third paragraph change the word ‘was’ to ‘is’, and add the word ‘has’ between ‘Counties’ and
‘reported’.

Save the document as ‘Document Production — Task B’ as a normal Word document.

How to move the last sentence:

There are a number of techniques that could be used to move the last sentence to the
end of the first paragraph. These techniques include:

4+ Cut and Paste
4 Copy and Paste (Then delete the original)

4+ Drag and Drop

You should learn and practice all 3 methods.

10.4a - Cut and Paste

Highlight the correct area of text with your mouse.

to note that altheough the snow was no heavier in the South East of
England, one of the eastern Cocunties reported meore than 250 of its
schoels are cleosed.

e

This gave the children lets time to play in the snow, snowballing, making
snowmen and snow angels. The snow gave an added dimension, preducing scme
very picturesque scenes, many captured on camera. Travel chacs has
ensued, the M25 is cleosed in many places and many schools throughout the
country have been closed.

page:10f1 | Words: 20/197 | ¢ | P LE! R E

BTSN
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Right Click within the highlighted area to get the drop-down menu then select Cut.
This removes the last sentence and places it on the Widows Clipboard.

Move the cursor to the end of the first paragraph and right click the mouse to obtain
the drop-down menu again. This time select Paste.

Document Production ZTask ASMicrosoft Word L - i .
e et it st il e Move curser then Right-

Mend- |
bee AaBbee - A
o

Select information then - == Click and Paste.
Right-Click and Cut. B = AR SXENEE

Toees

750+
oo+
0%
53

Page:1of1 | Words: 20197 B

10.4b - Copy, Paste and Delete

Highlight the correct area of text with your mouse.

Right click to get the drop-down menu and then select Copy. (This copies the

sentence to the clipboard but does not remove it)

Move the cursor to the end of the first paragraph and right click to obtain the drop-
down menu then select Paste.

Move back to the original sentence, highlight it and press the Delete key on the

-y Y ; Move curser then Right-
Select information then s ey = = Click and Paste.

Right-Click and Copy.

“loscd 1n masy places snd many achoals Chemughoutthe
oy Cowerer - 105 - A & A F

Pageiiot1 Viords oz B D

to note that although the snow was no heavier in the South East of

England, one of the eastern Countiss reported more than 250 of its nghhght Orlglna|
iren lots time te play in the snow, snowballing, making E E E
e e L e e e e information then click

very picturesque scenes, many captured on camera. Travel chaos has
ensued, the M25 is closed in many places and many schools throughout the

Sancey have basn closcd. Delete.

Page:10f1 | Words: 20197 o | B3 | & ==
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10.4c - Drag and Drop
Highlight the correct area of text with your mouse.
Left click the mouse button in the highlighted area and hold this down.

Move the cursor to the end of the first paragraph and then release the left click. This
will drop all of the selected text into the new position.

Document Production - Task A~ Microsoft Word

Page Layout References Mailings Review View Developer

# 2 .- = 44 Find -
r_ﬁ oy |[[ouner New M L= I 2419 papbeedd AaBbCcDd AaBhCe AaBbCc = . §

2. Replace
- “ae
e B I U -ak x, X Aa-||W- A S S - E - T Normal TMNoSpacing Headingl  Heading2 - Change
e ylman 2 e e
Clipboard = El Paragraph E] Styles El Editing

g Select -

U'I'l'l'2"‘ clc4 150061 F 18191100 111 10120 113 1 +14+ 115 1 160 (17 | 180 |
Gatwick and Lenden City were all clesed. Stansted airport had been closed

but has just had cne runway re—opened. Travel chacs has ensued, the M25

is closed in many places and many schools throughcut the country have

been closed.}

County m

Scuth East
Essex

Dol lordehire Highlight original
Sussex . . .
Forth information then drag into
Greater Manchester ..
Lancashire 70 new pos|t|on_
Cumbria 34

Durham 70
Northumberland 33
Yorkshire 1

‘g

This table shows the number of schoeols reported cleosed.

to note that although the snow was no heavier in the Scuth
England, cne of the eastern Counties reperted more than 25
schocls are closed.

This gave the children lots time teo play in the snow, owballing, making
snowmen and snow angels. The snow gave an added dimenslcn, preducing scme
very picturesque scenes, many captured cn camera. Travel chaos has
ensued, the M25 is closed in many places and many schools throughcut the
country have been closed.

Maove to where? i B E2 G

a
=]
—
=
)
]
m
a
T
Z
A

| O M Document producton o A oo bl = o
w4 §| =

| Home ‘ Insert Page Layout References Mailings. Review View Developer @

% = S —
ﬂ o Courier New MR Sl AaBbCcDd AaBbCcDd AaBbC¢ AaBbCc

paste B I U e x X As- ay.-Av| = & - fi-|| UNormal  TNoSpacing Headingl  Heading2 - g::‘;'ff
Clipboard & Fant & Paragraph El Styles ] Editing
'2"‘1"‘5‘I‘l‘I‘Z‘I‘E'I'4'I'5'I'6'I'7'I'B‘ 109+ 110+ 111+ 112+ 113 1014 1015 |16l 27 | 18t 1

#4 Find ~
25 Replace |

L Select ~

Gatwick and London City were all closed. Stansted airport had been closed
but has just had one runway re-cpened. Travel chaes has ensued, the M2S
is closed in many places and many schools throughout the country have
been closed. Travel chacs has ensued, the M25 i= closed in many places
and many schools throughout the country have been closed.

County Closed
South East |
]

Essex 250+
Hertfordshire 100+
Middlesex 80+

Seasax e Original information disappears from

North
Creater Wanchester 100 bottom paragraph and appears at
e = the end of the first paragraph.
Northumberland 33
Yorkshire 1 |

IRl TGl B e d el 3

This table shows the number of schocls reported closed. is interesting
to note that albhnugh the snow was no heavier in the Sojfth East of
England, one of the easterzn Counties reported moze thagl 250 of its
schoels are cleosed.

This gave the children lots time to play in the snogf snowballing, making
snowmen and snow angels. The snow gave an added digfnsion, producing some
very picturesque scenes, many captured on camera.

U141 13001200 110 1001 -9

Page: 1 of 1 | Words: 20/217 \Qﬁ = EHE
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NOTE: Whichever method you used to move the last line of the bottom paragraph,
make sure that the spacing’s between characters (letters) and lines match
the rest of the document. If you are not consistent in the practical exams
you will be penalised.

10.4d - Adding subtitles, paragraphs and editing words

Move the cursor to the end of the first paragraph and press enter twice. (This will
keep the paragraph spacing the same as the rest of the document).

Now type the text “School closures” followed by pressing the enter key once.

Add in the extra paragraph:

“The dramatic change in the weather has meant that a number of areas are
experiencing transport problems. This means that many schools across the country
have been closed.”

To change the word “was” to “is”, locate the word and highlight it. Type in the word
“is” and it will replace the original.

To insert the word “has”, place the cursor between the words “Counties” and
“reported”. Type the word “has” while making sure there is a single space on each
side of the curser.

- = Document Production
L\ d 2 - A Sy

Fina”y, save the document as NG e [imsent Pagelayout  References  Mailings Ifeview View  Developer

1= /s Courier New +1105 + | |[i= - §= - N2

“Document Production — Task B”. ||.o @ s 75 wxx[z= = =] il ==

S| - A~ aa-a « R P Styles - Styles -

[hpbuard L2} Font £ paragraph & Styles

. 9 12 415 16171819110 1L 112 113 114 115 1 160 47 148
The finished document should look like | | e wemmer seeces soncoss o ciose

% On Monday February 2* 2008 the South East of England was hit by snow. I
¥now this is not unusual in many parts of the world, but it was

this with the following new features: i s :*:“ii Tgioa S T 8 Vi sumaal g

Gatwick and London City closed. ;;m airport had been closed

- is clos
- been closed.

. I
‘*‘ New SUthtle E %:2 diam;tﬂur:ang in the weathe n meant that a number of areas are

N experiencing transport problems. Thia meana thar many schools across the

W’ country have been closed.

4 New paragraph — —

South East

Essex

+ “Was” to “Is” | =
4+ New word between Coums : m*«a

rham

rland

and Reported

This gave the children lots time to play in the snow, snowballing, making
snownen and snow ange els. The snow gave an added dimension, producing some
wvery picturesque nes, many captured on camera.

| Page:1of1 | Words: 228 | & | B3

Page |13
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Activity 1

. Open the file TEXT2.RTF.

. Insert the table file TABLE2.CSV as a table within the document in place of the
text ‘<Insert Table Here>’.

. Change the document heading to ‘Greatest Premier League goal scorers of all

time.’

. Move the third paragraph in the document so that it becomes the last
paragraph (With 2 line spaces).

. Add the subtitle ‘Players and goals’ immediately before the paragraph that
starts ‘This table shows the players with the highest goals tally’ (With 1 line
space).

. In the first paragraph, change the words ‘been in existence’ to ‘existed’ and
add the word ‘football’ between ‘their’ and ‘career’.

. Add this text as a new paragraph to the end of Alan Shearers description —
‘Alan Shearer is currently a soccer pundit working for Match of the Day.’

. Save as a Word Document using the filename ‘Document Production —
Activity 1’

. Check for errors, print, add your name and group, and then hand in to me.

NOTE 1: - The text above is bolded in order for it to stand out within each task.
You should not use bold in any of the text in your Activity 1 task.

NOTE 2: - Make sure you use the correct line spacing in your Activity 1 task. Line
spaces used in the original document should be consistently followed.
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10.5 - Importing Images

Images for the practical examination can be imported from the following sources:

#+ Clip art

+ Scanner

+ Digital camera

+ File supplied by examiner to you
+ Image from a website

Task C

Open the file you saved earlier ‘Document Production — Task B’.

Add suitable images from clip art and from images provided.

10.5a - Importing an image from clip art
To import an image from clip art, select the Insert tab and click on the Clip Art icon.

This will open the Clip Art pane to the right of 13

it Home Insert Page Layout Ryferences Mailings Review

the document. A 2 53 b B8 ™ el €

Elank  Page Table Picture I Shapes SmartArt Chart | Hyp

As there are literally thousands of clip art Page _ Bresk || - -

Pages Tables Hlustrations

i --\‘-I-U‘I-‘I--\- :
images to choose from, Word has a search * 2L A clip At

. jiinter weathe Insert Clip Art into the document,
H H - including drawings, movies, sounds,
featu re WhICh we Can use to qUICkly Iocate - On Monday Feby or stock photography to illustrate a  |r
kmow this is specific concept.

images that we may be interested in. imteresting ©

Search for:

Clip Art
In this case the article is about snow so we can add this in the J ’

snow

search string in the Search for: box.

1 —
Clip Art In the Search in: box you can select where

Search for:

H My Colections
o you want to search for the images. T Offce Colertons

Search in Choices are; from your Personal Collection, i &) Web Colectons

All collections . .
Resuls should be: <@ from Microsoft Office, from the Web or
Selected media file types

=-00 Al media types
&4 Clip Art

+ i . .
E Protographs | In the Results should be: box you can also define what type of clip

=0 art you are looking for - Clip Art, Photographs, Movies or Sounds.

Search in:

All collections

from Everywhere.




Mr Nicholls

Clip Art

Search for:

box. When you have set up the search correctly click on| 6o |. snow

Search in:

In this case you want clip art, so ensure you have checked that tick

All collections

The results of the search will look something like this. _\ Rosults should be:
Selected media file types
Move your cursor to the end of the document and then double \

click the left mouse button on the image you want to place on the
page.

Repeat the steps to insert a second clip art image into your

document.

NOTE: You will manipulate these images later on in the guide.

[8] organize clips...
3 Clip art on Office Online

@ Tips for finding clips

10.5b - Importing an image provided for the task

Select the Insert tab, followed by Picture. =)

Home Insert Page Layout References Mailings

S E PR

Browse through the folders and files until Cover Blank Page Table || Picture| Clip Shapes SmartArt Cha
Page ~ Page Break e Art '

you locate the SNOWBALL.JPG. Pages Tables Hlustrations

(20 10101 - 11 | Insert Picture from File

1
This will open the Insert Picture window.

{- Insert a picture from a file.

Winten @ Press F1 for more help.

) incert e e Click the left mouse on the file followed
‘ > ,7, Section 10 - Document Pffoduction » Chapter Files v h uprer Files pol by the InSE'r-t ‘V button

Organize v New folder B~ n| 0

-

| 1= Microsoft Office \ |

This will insert the image into the

. Favorites L
= Deskiop i R document.

[ load:
B Pownloads Snowball

<» Recent Places

— Repeat the steps to insert the
< TREES.JPG image into the document.

4 Music
. Pictures
B \iidanc

e name: < o - Save the document with the name
foos = ‘Document Production — Task C’.
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10.6 — Resizing Images

Task D
Open the file you saved earlier ‘Document Production — Task C’.

Resize the image SNOWBALL.JPG to 8 centimetres high and maintain its aspect ratio. Place this at
the top of the first paragraph, aligned to the right margin.

Resize the first clip-art image to 2.8 centimetres high and 2 centimetres wide. Place this image at
the top left of the second paragraph. Ensure that the text wraps around both of these images.

Place the second clip-art image to the right of the table, aligned to the right margin. Resize this
image if needed.

Place the TREES.JPG image to the bottom left of the page. Crop the image to remove the top 25
percent of it.

Ensure that all the text and images fit onto a single page.

How to do it

Find the SNOWBALL.JPG in your document.

Cut

Right click the image to obtain a drop-down menu. e EVRTEE . ..

Paste

From this menu select the Size option. This will open

d L5 Change Picture...
the Size window.

% | Hyperlink...

The task asks you to resize the image whilst i 4 ; lsert Capton..
maintaining its aspect ratio. This means to keep the ,' : :Mppg

height and width in the same proportion to the B
we R Lo original  image.  This
5= Lakan] prevents image distortion.

Size and rotate

:tg:t S:m - To do this, ensure that the two tick boxes related to

Scale .
ot BT w7 aspect ratio are both selected.
] lLock aspect rato] <

gete o ongrel s e 4 Change the Height of the image to 8cm and click | dese .

Crop from

Left: 0cm Top: 0cm

Right: 0em 2 Bottom: |Ocm

original sze Use a similar method to resize the first clip-art image to

Height: 23.53 cm Width: 17.64 cm

2.8cm high by 2 cm wide.
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This means that you will probably have to | Size -—E_— =

distort the image from its original Size | Alt Text

proportions Size and rotate
Height: 2.8 cm

To do this, ensure that both of the aspect Rotation: |0°
ratio tick boxes have their ticks removed. scale

Height: 100% Width:

. . . o [T Lock aspect rat
Use the Height: box to change this setting \D Relatve to orighel picture size

to 2.8 cm and the Width: box to 2cm. This o

will change the images proportions from lef:  0cm
Right: 0cm

Top:

r
-
r
-

Bottom:

Original size
Height: 6.1 cm  Width: 6.1 cm

Notice how the second image is slightly thinner but the same height. This task is
continued in the next section.

10.7 — Wrapping text around images

10.7a - Placing the SNOWBALL.JPG into the document

Task D requires you to place a resized SNOWBALL.JPG image at the top right of the
first paragraph.

To achieve this you will need to set Text Wrapping and then move the image into
place.

To set the text wrapping of the image, right click the image and select the Text
Wrapping option from the drop-down menu.

Text Wrapping options include the following:

1. InLine with Text
This treats the image as a text character within a line of text and will move the
image with the text surrounding it if new text is inserted or deleted.
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Square
This places the image on the page and the text wraps (flows) around it. Use More
Layout Options to specify the type of wrapping you require.

Tight

This places the image on the page and the text wraps (flows) around it in much
the same way as with Square. The difference is that you cannot control the
distance of the text from the image for the top and bottom settings, although you
can to the left and right, using More Layout Options.

Behind Text
This places the image behind the text. It can be used to set a background image in
a document.

In Front of Text
This places an image over the top of text.

Top and Bottom
This places the image with the text above and below the image, but not wrapped
to the side.

More Layout Options

This can be used to give more options to the selected layout types above. For
example: if a Square layout is selected you can specify where you wish to flow the
text around the image and the distance of the text from the image on each side.

10.7b - Aligning Images

Cut

For this task set the Text Wrapping of .
the image to Tilght using the sub-menu. || . B paste

) Change Picture...

To move and place the image, click and

hold the left mouse button on the TR P B 5

< N =, Hyperlink..
image and drag it into the top right : - g B mt:ncapﬁon,_,

Text Wrapping

In Line with

corner of the first paragraph.

- :
all | size.. Square

Format Picture... Tight

Behind Text

When you have roughly placed the

In Front of Text

image, right click on the image again

Top and Bottom

MR RN R E(E

Through

and click Text Wrapping then More

B =

More Layout Options...

Layout options.
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Text flowing around the image.

Winter weather forces schools to clase /
On Monday February 2™ 2005 the South East of
England was hit by snow. I know this is not
unusual in many parts of the world, but it was
interesting to watch the whole region grind to a
virtual standstill. At the time of writing this
article the major London airports of Heathrow,
Gatwick and Lendon City were all closed. Sgpapsted
airport had been closed but has just had one
runway re-opered. Travel chaos has ensued, the
MZ5 is closed in many places and many schools
throughout the country have been clased. Travel
chaos has ensued, the M25 is closed in many

SNOWBALL.JPG dragged into rough
position in top right of the first paragraph.

places and many schools throughout the country
have been closed.

School closures

The dramatic change in the weather has meant that
= number of areas are eaperiencing transport
problems. This means that many schools across the
country have been closed.

Change Picture...
Bring to Front

Send to Back

County

Closed

South East

Essex

250+

Hertfordshire

100+

Middlesex

80+

Sussex

50+

Horth

Greater Manchester

100

Lancashire

70

Cumbria

34

Durham

70

Northumberland

33

Yorkshire

1

Hyperlink...
Insert Caption...
Text Wrapping
Size...

Format fure...

In Line with Text
Square

Tight

Behind Text

In Front of Text
Top and Bottom

Through

B B R & EEE R

Edit Wrap Points
This table shows the number of schools reported closed. It is interesting
to note that although the snow is no heavier in the South East of
England, one of the eastermn Counties has reported more than 250 of its
schools are closed.

More Layout Options...

This gave the children lots time to play in the smow, snowballing, making
snowmen and srow angels. The snow gave an added dimension, producing some
very picturesgue SCenes, many captured on camera.

Selecting Text Wrapping then
More Layout Options.

This gives you access to the Advanced Layout

Ficture Position | Text Wrapping

Window. Click on the Picture Position tab. o

() Alignment Left relative to Column

( _- Book layout Inside of Margin

NOTE: In the practical examinations you will 51 1120 cm

to the right of | Column

be expected tO place the images Relative position = relative to Page

Vertical

() Alignment

precisely.

Top relative to Page

(@) Absolute position |0.01 cm below Paragraph

To align the image to the right margin you e posen 7] rebiver>  [Poge
Options

Allowogerlap
Layout in table cell

[ Move object with text
|:| Lock anchor

should select the Alignn:ent option (in the

Horizontal section) and then set the image

==

Right aligned relative to the Margin.

To align the image to the top line of the

Advanced Layout

Picture Position | Text %pping ‘

paragraph, in the Vertical section, select the

Horizontal

» @ alignment Right E relative to Margin

() Book layout Inside Margin

Alignment option and then Top relative to Line.

Press OK to set the new position.

() Absolute position |0 cm . Margin

Relative position 7| relative to Margin

Vertical

(@) Alignment Top relative to
[ ?' Absolute position |0 cm = below

NOTE: If this has not worked correctly it is

Relative position = relative to . .
options usually because the image was placed with

Allow overlap
Layout in table cell

|| Move object with text
|:| Lock anchor

it was dragged and
dropped. Try doing it again more carefully.

poor precision when

[ oK ] | cancel 1
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10.7c - Placing the first clip art into the document

e ] =
Repeat both procedures for the first clip art image. || seeroston [ ot |
Harizontal

Wrap the text using Tight and placing the image @uigment a8 e

() Book layout Inside - | of Margin

with a Horizontal alignment of Left relative to the © steoite poston. [78 2 totrerihtof [vargn
Relative position —| relative to Margin

Margin and a Vertical alignment of Top relative to

Vertical
t h e Li n e ] @) Alignment Top relative to Line
(7) Absolute position |0 cm = below Line
Relative position —| relative to Page
Options

[ Move object with text Allow overlap
[ Lock anchor Layout in table cell

10.7d - Placing the second clip art into the document

To place the second clip art image to the right of
Picture Position ‘ Text Wrapping ‘

Hortontl the table, aligned to the right margin, follow the
Ouomer  nge___[g] s e same procedures as above. Set the wrapping to

() Book layout Inside ¥ | of Margin
() Absolute position |0 cm +| tothe right of |Margin lTight’ and align the image tO the right margin.
Relative position —| relative to Margin

Vertical

@ Agment [Top vt [Une The image may not fit exactly into the space so

R o e L you will need to resize it while distorting the
elative position - relative to Page

optons aspect ratio slightly. Use the drag handles in the

[ Move object with text Allow overlap

B ook anchar ] tayoutntable e centre or the bottom of the image to get the

correct size.

The resizing has been
completed so that the
paragraph below the
image does not have to

wrap around it.

This has been done to

ensure that all of the

information and images

=ported ¢ e will fit onto a single

Lthough the snow is no heavier in
stern Counties has reported more

page. ort:_ed closed. It is interesting
er in the South East of
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10.7e - Placing the TREES.JPG into the document

Find the TREES.JPG in your document.

NOTE: The image is very large so you may need to resize (while keeping aspect
ratio) before we can work with it.

The image must be rotated before it can be placed into position on the document.

Left click the image with your mouse to select it. You will notice a rotate handle as
well as the drag handles used to resize
the second clip art image earlier.

Hold down the Shift key, then click and
hold the rotate handle and drag it in an
anti-clockwise direction (like the arrow).
When the image is the right way around,
let go of the mouse button.

This image should have the text wrapping set to Tight, and
placed with a Horizontal alignment of Left relative to the
Ma rgi n. Winter weather forces schools to close

On Monday February 2°* 2009 the South East of
England was hit by snow. I know this is not
unusual in many parts of the world, but it
was interesting to watch the whole region

Vertical align ment grind to a virtual =tand=till. At the time of

writing this article the major london

airports of Heathrow, Gatwick and London City

were all closed. Sgansged airport had been

s h Ou I d be Top closed but has just had one runway re-opened.

Travel chao=s has ensued, the M25 is closed in

many places and many schools throughout the

. - country have been closed.

relative to Line. A L ¥
The dramatic change in the weather | &
has meant that a number of areas
are experiencing transport

& problems=. Thi= mean= that many

When everything is set up, resize the image N =
to fit available space. The page should now S

Eszex 250+
Hertfordshize 100+

look like this.

Durham
Northumberland

This task is continued in the next section. UG omnioes Sy sovmnas

producing some very picturesque scenes, many
captured on camera.
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10.8 — Cropping Images

To crop the image of the trees follow these steps:

Click the left mouse button on the image and then on the Format tab toolbar.

From the Size section of this toolbar click on

E— q - IJ | > -
Bring to Front - [= Align ~ T .
9 ¢ @- 1] Height: 7.43 cm

By send to Back - [F] Group

the Crop icon.

Position Crop I width: 5.57 cm

This will change the drag handles (which are - e vrepping - Sk fowte -

Arrange

used to resize pictures) to Crop Handles. —_—

Crop handles are used to cut of portions of an
image.

Drag the top handle down so that approximately
25 per cent (a quarter) of the picture has been
removed.

To resize the image you must click the Crop icon
again so that the crop handles are removed. You
can then use the drag handles to resize the image.

Tumbris
Durham
Northumberland
Yorkshire

NOTE: To access the crop tool
you can just double click the

\ This table shows the number of =c
reported closed. It is interestin
that although the snow i= no heav .
South East of England, one of the |mage.

5 4] Counties has reported more than 2
schools are closed.

This gave the children lots time
the snow, snowballing, making sno
angels. The snow gave an added dif
producing some very picturesque s
captured on camera.

TREES.JPG with 25% of the top
cropped off.

Save the document with the name ‘Document Production — Task D’.
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Activity 2

1.

Open the file ‘Documentation Production — Activity 1’.

Add the image EPL.JPG (from the section 10 files folder) and rotate it through 180 degrees.
Resize it to 4cm wide, maintaining aspect ratio. Place it at the top left of the first paragraph
whilst ensuring that text wraps around the image.

EPL.JPG should be Horizontally aligned to the left margin and Vertically aligned Top, relative
to the Line.

Add the image SHEARER.JPG to the document and crop the left and right of the image so that
the players arms are within 5mm of the edge of the image. Resize the image appropriately,
whilst maintaining aspect ratio.

Place the image at the top right of the first paragraph within Shearers section, making sure
that the text wraps around the image.

SHEARER.JPG should be Horizontally aligned to right margin and Vertically aligned Top,
relative to the Line.

Add the rest of the images of all the individual football players to the document. Each image
should be placed at the top right of the first paragraph within the players section and
formatted so that text wraps around the picture. Make sure each image is resized to suit the
paragraph size whilst maintaining aspect ratio.

Each image should be and Horizontally aligned to right margin and Vertically aligned Top,
relative to the Line.

Add a football related image sourced from clip art and place it in an appropriate position

within the document. Make sure that the image is resized appropriately and that text wraps
around it.

Align the clip art image to appropriate margins and lines.

Save as a Word Document using the filename ‘Document Production — Activity 2’

Check for errors, add your name and group, print and then hand in to me.
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10.9 - Formatting Pages

In the practical examinations, you might be presented with documents with different
page layouts and given instructions to reformat them.

Do not assume that a document is already set up appropriately.

Task E

Open the file you saved earlier ‘Document Production — Task B’.

Change the page size to A5 and the orientation to lan

dscape.

Set the top and bottom margins to 3cm and the left and right margins to 3.5cm.

Save the file as ‘Document Production — Task E’.

-
How to do it
Page Layoit | St DSISIEEEL

by = "5 Breaks Indent
0 = 0 = A @ L]

3 Line Numbers - 35 Left Ocm
Themes — Margins Orientation Size Columns
L Effects - ,g . . .

| A

2 iome

] B colors -
al
weeed] [ A |Fonts -

Insert

Watermark Page Page || __
Color ~ Borders | E Right: 0 cm

Page Background

b~ Hyphenation ~

Themes Page Setup & Paragra

1©101-20°3-1°4-1°5-1:5-17 18 9 paga Setup

show the Page Setup dialo:

Winter weather forces schools to close

On Monday February 2°* 2009 the Scuth Eas

Open the file saved in Document

~Page Layout tab.

know this is not umusual in many parts of
interesting to watch the whole region gri

This window can be used to change the:

%+ Page size
# Orientation (Tall or Wide)
%+ Page margins

10.9a - Page Size

To change the size, select the Paper tab. The Paper
size: can be selected from the drop-down list. For this

task, select A5 from the list.

=Page Setup window.

Production — Task B and select the

Click the icon at the bottom right
corner of the box. This will open the

TR

‘ Margms| Paper | Layout |

Paper size:

A4
’f Width: 21 cm

Height: 29.7 cm

Paper source

First page:

Other pages:

Preview

Apply to: | Whole document E

Print Options...

Default...
i

oK

| i)
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10.9b - Page Orientation (Tall or Wide)

|
s I wssw  To change the page orientation, select the Margins tab.

Margins | Paper Layout

Find the Orientation section of the window. Left mouse

Mmargins

Top: 2.35 cm Bottom: 2.35cm

| _I . .
- [ o [ click the Landscape icon to change from portrait to

Gutter: Ocm Gutter position: Left

onrsion @ landscape.
<

Portrait  Landscape

Pages

Multiple pages: Normal [~]

Margins | Paper | Layout ‘

Apply to: | Whole document E
Margins

— Left: 3.5¢cm Right:

Gutter: 0cm Gutter position:

10.9c - Page Margins orintation
To set the top and bottom margins to 3cm, select the P ——

Pages

Margins section then use the Scroll Handles to Mol peges: Normal &

change the values in the Top: anld Bottom: boxes.

Change the Left: and Right: boxes to a margin size of
3.5cm. |

Apply to: | Whole document E|

Default... I OK ] l Cancel

Click on 0K to apply your changes.

Finished document should look like this:

|

Winter weather forces schools to close Hertfordshire
Middlesex

On Monday February 2% 2009 the South East of England was hit
by snow. I know this is not unusual in many parts of the

world, Dut it was interesting Te watch the whole regicn grind
to a virtual standstill. At the time of writing this article

the major London airports of Heathrow, Gatwick and London City
were all closed. Stangted airport had been closed but has just
had one runway re-opened. Travel chaos has ensued, the M25 is
closed in many places and many schools throughout the country
have been closed.

This table shows the number of schools reported closed. It is

School closures interesting to note that although the snow is no heavier in

The dramatic change in the weather has meant that a number ef
areas are experiencing transport problems. This means that

many schools across the country have been closed. reported more than 250 of its schools are closed.

[Comney Tciosed | This gave the children lots time to play in the anow,

snowballing, making snownen and snow angels. The sncw gave an
[ South East | added dimensicn, producing some very picturesque scenes, many
[Es3ex [Zs0+ ] captured on camera.

Save the document with the name ‘Document Production — Task E’.

Page | 26
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10.10 — Using Headers and Footers

A Header is the area of a document between the top of the page and the top margin.

A Footer is the area of the document between the bottom of the page and the
bottom margin.

You can insert text or images into headers and footers.
Text/Images that you usually find in the header/footer include:
4+ Authors name 4+ Documents hame
+ Page numbers + Company logo

Task F
Open the file you saved earlier ‘Document Production — Task E’.

Place your name in the centre of the header.

Place the date and time on the left, an automated page number in the centre and the filename on
the right of the footer.

Save the file as ‘Document Production — Task F’.

How to insert the Header
Open the file saved in Document Production — Task E.
Select the Insert tab. In the Header & Footer section click on the Header icon.

If you select the Blank T — T e s

e | Insert | Pagelayout  References Mailings  Review  View  Developer

(Three Columns) option, this || @ 0 = &= /&8 O = @ @ 4 = (/8 & 4[5 4 A= 2o

over Blank Page | Table | Picture Clip Shapes Smartart Chart | Hyperlink Bookmark Cross-reference | |Header|Footer Page | Text Quick WordAt Drop
- ot v - Box+ Parts v cap- ¥ Objedt-

age * Page Break ~  Number~ | Bo

103002000101 P11 20034 156017 18108 110 111 0012 1 13 1 115 lanl
g A Blank

will allow you to put the text H

on the left, in the centre and
on the right (Within the I
Header). "

a ed by st
” Travel chacs has enaued, the M5 is Alphabet
= and many achools througout the country

[Type the document title]

NOTE: Simple Blank settings
are all that will be required

[Type the document title] | [Year]

5 Edit Header

for the practical exam. § 3 smoerse
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This moves the cursor into the Header and changes the toolbar to give you extra
options.

Home Insert Page Layout References Mailings

Developer

Design

For Task F you were instructed to
place your name in the centre of

|2 Header -
|3 Footer -

E [ Quick Parts ~

& Picture

Date &
[ Page Number - Time (8] clip Art

Header & Footer Insert

g 7|

Goto Goto @a
Header Footer *

Navigation

Options
. 5

Pasition

5]

Close Header
and Footer

Close

\‘3‘\‘2‘\‘1‘\‘E-I-I-I-Z-I-E-\-tt-\-ﬁ‘\‘6‘\‘7‘\‘_E‘\‘9‘\‘1EI‘I‘ll‘l‘lZ‘l‘l]‘l-a-l-IS‘\jﬁ‘\‘l?‘

the header. To do this, move the

cursor over the Centre Placeholder (e text) TP (e et

that says [Type Text] and type in
your name.

Header_‘

Your name will replace the placeholder.

NOTE: For this task you were instructed to only type something in the centre of the
Header. This means that the left and right placeholders should be deleted or you
could be penalised during the exam.

Your Header should now look like this:

Document Production - Task E Wh

Page Layout

Header & Footer T.

ST

Home

Insert References Mailings Review View

I &3
5 Different Odd & Even Pages
Goto Goto =2

Header Footer *

Developer Design

-

5| Header ~
5 Footer -

& Quick Parts -
N
[& Picture
Date & :
(8] clip Art

Time
Insert

|-3-|-2-|-1-|-Z-|-1-|-2-|-3-|-4-|-5-l-ﬁ-l-?-l-_ﬁ-l-g-l-ln-|-11-|-12-|-13-l-a-l-ls-l-_J,ﬁ-l-l?-

Ny

Mark Nicholls

Different First Page

3

Close Header
and Footer

-
-
-

[#] Page Number -

B

v Show Document Text
Header & Footer

Mavigation Options Position Close

Centred Name in Header.

/

England was hit
—r—trarts of

Left and Right
placeholders deleted.

T know tHem—

lay February

the
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How to insert the Footer

To set up the page Footer, click on the Footer icon in the Header
& Footer section of the toolbar. Header -

= Footer -

] - [*] Page Mumber ~
NOTE: Don’t click on the ‘Go to Footer’ icon to set up the Footer.
Header & Footer

Choose the Blank (Three Columns) options which will let you set up all three areas of
the Footer.

Docli gatting the Date:

Home Insert Page Layout R

For Task F you were instructed to place the date and
=l Header ~ = 2 Quick parts ~

: Hy | — time on the left in the Footer. To do this click on the
|5 Footer ~ i& Picture
Date & |

2 Page Number ~ | | o~ % Left Placeholder to highlight it, then click on the
Header & Footer L Insert i Date & Time icon.

Date and Time EE

n E -
Available formats: Language:

English (united Kingdom) [ = |
Friday, 11 Movember 2011

11 ovemoar 2011 This will open up the Date & Time window.
ﬂ;“f.:&h\ Choose a format for the Date & Time

11 Mov. 11
November 11

oot s ~ (11/11/11 for example) and tick the check box

11/11/2011 14:35:15
2:35 PM

to update the date/time automatically. To
14:35 / . .
set the date/time footer click oK

14:35:15

Default...

Setting the Automated Page Number:

Click the left mouse button on the .- Document Production - Task E - Microsoft Word
Centre Placeholder and then select : Home Insert  Page Layout References  Mailings Review  View Developel

= Header ~ & Quick Parts ~ j‘ | = Different First Page

the Page Number icon from the || 5 oe- @ picture = g
toolbar : — (@ pagerumber ] T @oipan | i oo # | 9 show Docment Tex

Top of Page b lert Navigation Options
i

Different Odd & Even Pages

Bottom of Page R IR SR R TR R TR SR T IS ST

£ L3
This gives you access to a drop' ] Page Margins » prld, but :_: '.-:as_'_:x:-_z_:eaj.'_ng. to watch _:he whole ;eg;
. » | Bold Numbers
down menu from which you should Jr
[ Format Page Numbers... Page1ofl
select Current Position and then Bemove Page Numbers

Current Position

the Page Number Format you want. -

\a—

| Plain Number
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Setting the Documents Filename:

You were also instructed to place the document’s filename on the right in the Footer.

I
Click the Right Placeholder then select the ‘Quick Parts’ icon on the toolbar.

[ = ’
SeIeCt Flelld to open - Insert Page Layout References Mailings Review View Developer Design
the Fie I d W| nd ow In | = Header ~ E & quickparts 7| | [=F = Different First Page B |125em 3 B

& Footer - 1 Document Property ifferent Odd & Even Pages | iz 125 cm

D Close Header
the Field Name5' bOX I [1 Page Number ~ Field... how Document Text B and Footer
° /4

Header & Footer Options Position Close

list and select
Filename.

Building Blocks Organizer -
scroll down through the % cemoreon ot ookt oS e e
o

4 Save Selection to Quick Part Gallery...
a T
Footer
11/11/2011 Pagelof2 |#|[Type text]

Select the Formia\t: for the filename from the list of available options. Click [ o< to
set the Footer.

Please choose a field Field properties Field options

| Categories: Format: [ Add path to filename
(Ally [ -

Uppercase
Field names: Lowercase

EditTime First capital
E Title case

FileSize
Fill-in
GoToButton
GreetingLine
Hyperlink

hid

IncludePicture
IncludeText
Index

Info
Keywords
LastSavedBy
Link

ListNum
MacroButton

Preserve formatting during updates

Description:
The document's name and location

The completed footer should look like this:

Footer ]

11/11/2011 Pagelof2 Document Production - Task F

To exit from the Header or the Footer you can click the ‘Close Header E
and Footer’ button. ~

Close Header
Save the document as ‘Document Production — Task F’. and Footer

Close
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Activity 3

1.

Open the file ‘Weather Update.RTF’.
Change the page size to A4 and the orientation to portrait.
Set all the margins to 4cm and remove the gutter.

Place the date on the left, the filename in the centre and the time on the right in the header.

Place your name on the left and an automated page number on the right in the footer.

Ensure that the header and footer are 2cm from the top and bottom of the page.
Save as a Word Document named ‘Document Production — Activity 3’.

Check for errors, add your name and group then print and hand in to me.
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10.11 — Widows and Orphans

What are Widows?

If you start a paragraph of text on one page but there is not enough room on the page
to fit in the last line of text, the single line of text which appears at the top of the next

o

page is called a Widow.

Example of a Widow

Itwas crowded, and as the rain began to fall more rabbits came down the runs.
They pushed about, cheerful and chattering. The carrots which had been
brought in were eaten between friends or carried away to dose and families in

First line of text within

TITTTEETTIS | 24 231 221 211 D

paragraph on next page =
Widow.

burrows all over the warren. But when they were finished the hall remained
full.

What are Orphans?

On the other hand, sometimes you start to type a paragraph at the bottom of a page
but only have room to fit in one line before the rest of the text spills over onto the

next page. The first line of the paragraph at the bottom of the first page is called an

o -
-

Orphan.

r
12200

Example of an Orphan

It was crowded, and as the rain began to fall more rabbits came down the runs. |

\ First line of text within

paragraph on first page =

[27:1 26125 241 23

Orphan.

They pushed about, cheerful and chattering. The carrots which had been
brought in were eaten between friends or carried away to dose and families in
burrows all over the warren. But when they were finished the hall remained
full.

NOTE: Widows and Orphans should be avoided when producing any documents.
You will be penalised if you include either of these within any of your
practical examinations.

How to avoid Widows and Orphans on the next page:
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You can set Word up to automatically avoid Widows and Orphans.

To do this select the Page Layout tab, then in the Paragraph section click on the
— Expand icon to open the Paragraph window.

Page Layout References Mailings Review View Develope
entation ~ ¥= -~ & Watermark *  Indent Spacing
i - $2 - ) Page Color - iE 0em s [ Zopt
b2 ~ | [0 Page Borders = 0 cm - x: 10 pt

= | Page Background Paragraph

From here select the Line and Page Breaks tab so that the window looks like this.

Paragraph

Select the Widow/Orphan control tick box and

‘ Indents and Spacing ‘ Line and Page Breaks ;|
[l | Paginaton click on ok,
1 Widow/Orphan control

[] keep with next
[] keep lines together
|| Page break before

Formatting exceptions
[] suppress line numbers
|| pon't hyphenate

Textbox options
Tight wrap:

None

l Set As Default I
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10.12 - Using Page, Section and Column Breaks

What are Breaks?

Breaks are used within documents to force text onto new page or into or into the
next column (if columns are being used).

They can also be used to define areas with a different page layout. For example - one
page of a document is formatted with a portrait orientation and another page with
landscape.

NOTE: For the practical examinations you will only need to use the following breaks:

1. Page Break
This forces the text onto the start of a new page. It is particularly useful for

removing Widows and Orphans from your document.

. Column Break

This forces the text into the top of the next available column. The column may be
on the same page or the next page.

. Section Break

A section break is used to split areas of a document with different layouts. There

are two types of section break; one forces a page break whilst changing the layout
and the other is a continuous break, which allows different layouts on the same

page.

Task G
Open the file you saved earlier ‘Document Production — Task F’.

Add the text ‘Winter wonderland or woe’ as a new title at the start of the document. Keep the two
titles on the first page of the document.

Set the orientation of the first page to Portrait and the rest of the document to Landscape.

Set all of the body text except the table into two columns, with a 2cm spacing and vertical line
between the columns.

Save the file as ‘Document Production — Task G’.

How to insert a Section Break on the next page:

Page | 34
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Open the file saved in Document Production — Task F.

Add the text ‘Winter wonderland or - ocunebrod tiongilask gMicrosor or
B Wiew Developer

woe’ to the start of the document as a
A @ D

Indent Spacing Al
. i5 Left Oom + | 1= Before: O pt
new tltle, Watermark Page Page o Position Bring

= Color - Borders || = Right: 0 cm + | IZ after Opt o
i Page Background Paragraph

Move the cursor to the place where the | =2 iz s e s e 7 s oo 12 4 )

Winter wonderland or woe

first break needs to be inserted. This will

Winter weather forces schools to close

be just before the text 'on Monday".".’ d pn Monday February 2= 2009 the South East of England was hit

by snow. I know this is not unusual in many parts of the
world, but it was interesting to watch the wheole region grind
to a virtual standstill. At the time of writing this article
the major Londen airperts of Heathrow, Gatwick and Londen City

Because this break Wi” be the Sepa rator were all closed. Stansted airpert had been clesed but has just

had cne runway re-cpened. Travel chacs has ensued, the M25 is
closed in many places and many schools througheout the country

between two different types of layout have beon close.
(page 1 being portrait and the rest being landscape), a section break for a new page
needs inserting rather than just a page break.

To do this, select Page Layout and then click on the Breaks icon. You should then
select the Section Break for the
Next Page.

Home Insert Page Layout References Mailings Review View Developer

:):f D lﬂ IE J T 5  [A [ |nden

Page Breaks

Themes Margins Orientation Size Columns
.Efferts g . - Page

Mark the point at which one page ends

Themes ERnESEND and the next page begins.

1 i_:ol_umn .
As the document is currently in |- ] e et e oloung e cumn
. Text Wrapping

Separate text around objects on web
pages, such as caption text from body text.

landscape orientation, move the

cursor to page 1. (The section that

Breaks
Next Page
Insert a section break and start the new
section on the next page.

needs to be changed to portrait

D 1§ [

Continuous
Insert a section break and start the new
section on the same page.

orientation)

Even Page
Insert a section break and start the new

]
Select the Page Layout tab again and e secin sk and s e
then the Orientation icon. Set the

Bk

new orientation by clicking Portrait.

Your document (so far) should look like this:

Home Insert | Page Layout References

] B colors - + T lj J Page 2 onwards set
ceierd] (A [Fonts ~ || = | e it to Landscape
The:nes .Effects Marvglns Orientation| Size Colum

issee vesttas Sarens sutos 80 ol

Themes p
jl POrrail - mmm— Page 1 set to

Portrait

‘ —] Landscape

This section continued on next page.
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10.13 - Using Columns

Columns can be used to give a layout similar to that found in a newspaper. You may
be required to format a document, or a part of a document, into a number of columns

for your practical examination.

If you are going to have different column settings for different parts of the document,
you must decide where you are going to split the document into different sections.

For Task G you need to add two more section breaks to the document so that the
body text and the table can have different layouts. These section breaks need to be at

the start and the end of the table.

How to do it:

Move the cursor to the place where you want to insert each break (i.e. before and

after the table). . - —_—
%> | Page Layout References Mailings Review View Developer
. . by —= #= Breaks - N A 3 Inden
In the Page Layout tab click on Br?aks icon, J h=] U P page sk

followed by the Continuous option. Page setup
L

Page
b Mark the point at which one page ends
ﬁ and the next page begins.

Column
Indicate that the text following the column

Place the cursor within the text of the first | e begin n the next column,

Text Wrapping

pa ragra ph . Of Monday February 2= 2009 the Scuth East of England was hit = Separate text around objects on web
by snow. I know this is not unusual in many parts of the pages, such as caption text from body text.
world, but it was interesting to watch the whole region grind
to a virtusl standstill_ At the time of writing this article .
the major London airports of Heathrow, Gatwick and London City Section Breaks
wers all closed. Stapsted airport had been closed but has just Next Page
had one runway re-opened. Travel chaos has ensued, the M25 is L =)
closed in many places and many schools throughout the country Insert a section break and start the new
have been closed. section on the next page.

School closures
The dramatic change in the weather has meant that a rumber of Continuous
areas are ewperiencing transport problems. This means that o

7 port P E Insert a section break and start the new

many schools across the country have been closed. U
section on the same page.

Comnty Closed
South East
Essex Z50% Even Page

Insert a section break and start the new

Hertfordshire 100+
Middlesex B0t section on the next even-numbered page.

»
NP» Page Layout References Mailings Rev

I J ’,fj Breaks -
=) £ Line Numbers

From the Page Layout tab click on the Columns icon.
Select the More Columns option at the bottom of the
L

b&" Hyphenation -

(o]
=)
)

drop-down list.

NOTE: When selecting the number of columns you
should opt for the ‘More Columns’ option as it allows
you to set column spacing values and include a vertical

mL HL i

Right

line.

EE  more Columns...
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This opens the Columns window. Now change the Presets from One column to Twlo.

Columns

Presets

= | I

[=]
3
o

Left Right

(=]
>
]

Number of columns: L = Line between Number of columns:
Width and spacing Preview Width and spacing
Col #:  Wwidth: Spacing: Col #:  width: Spacing:

14.an =] [t.27 m z 636m = 127cm =
z z 6.36 cm z z
[ ]

Equal column width Equal column width

il

Apply to: | This section B Start new column Apply to: | This section Start new column

| [ cancel | [ cancel

Columns

Place a tick in the Line Between box to

create a vertical line between the columns.

(=]
5
@

Le Right

. . Number of columns: Line between
Change the Spacing: from its default value Vit and epacing revion
Col #:  width: Spacing:
to 2cm' 6.36 cm = 2am
|

Make sure that the Apply to: box contains ]
‘This Section’ before clicking [ o L ot

Apply to: | This section Start new column

Move the cursor into the paragraph after | o

the table and repeat the above process to set the columns for this last section.

Check that your document looks like the example below and then save the file as
‘Document Production — Task G’.

2 Columns with Separating
Line BEFORE the table.

2 Columns with Separating
Line AFTER the table.
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Activity 4

1. Open the file you saved named ‘Document Production — Activity 3’.

2. Change the body text of only the first page so that it is:

4+ Setin two columns
4 Uses 1cm spacing

4+ Includes a vertical line between the columns.

3. Save the file with the new name of ‘Document Production — Activity 4’.

Activity 5

Open the file you saved named ‘Document Production — Activity 4’.

Change the page margins to 2cm and the alignment of the header and footer to fit the

margins.

Ensure that the header and footer are 1cm from the top and bottom of each page.

Add the extra title ‘Arctic blast grips the United Kingdom’ at the start of the document.

Place the two titles on a single portrait page with a single column. All other text should be on

landscape pages, in three columns with 1.5cm column spacing.

Save the file with the new name of ‘Document Production — Activity 5’.

Check your work looks like the example below, add your name and group, print then hand in

to me.

Wit upaie

Arcic bizst grips e Unfted Kingdam

Over 200 cars w2 svandd i o
B AR of show cvemgn i
Davon, 3 coumy in soumwest Engian
Nany of D2 owoupaTs of Tees G
a1 1 b rascusg by me posce, amy,
mouman rascue 2 omer emergancy
warers.

Qver 1000 sciods were ciosed, many
In 2 west of e courry, whese rural
s were iRy o of Fom me
uAEIE WO 3 SO MR B M
rasts impassatss to a8 except £ whes
ame G Tran s=wes waie
s I Don Was an nomen
Engiant. Tres tee snows e rumber
of scnoms coseq In soms of e e
amoms:

A spiewoman fr B2 Highwars
Agey s3d WA B2 o Saem
wgE, WO Som was o
Egans, wers cosay o sy

rEmOE N me pesam weamer
canasone”

FRgiis ware cuspandd 2 Brstol arpart
In sodwest England, whie Lum
dpot 0 e nam of Landn @
SR dnpor, v et of Londan
rat———

e oy of sy snowe, wnecn
vamssy unsus 1 ragin, e
10 srrtages of 9ot 1 sprasd on
roats, wh same local aubartes
appsiog o I Fom RIIG.
arsss. T price ot e nas ramanom
same supglers, ad same hcd

ke e Farsput nstwork fowing. A
caurty cauncl spakesman In Barkaties,
ear London said oday "Griting roviss
W v 0 D2 gL The dsvicTs
etk of secontary rass Wi it be
regrited um e cugges e

om0 roste s s Wl ot
bereprensnar

Daspite e derugiton, e hve ben
many ‘e posicad scenes. ad
many newsgap=s and websiies have
Do showing mages of 3 W
VHONOEAT . SenaTIEn a0ices TR
regin hae b =g be
condtans, augh T o e e
Yagic g or 3 16 ye 00 gMna
rex segng amem M som
Yorrsre. Wany of me scrscaren
Ta wae wevews i sumem
Engiang naa never expanencad snow
e ms N omer mme o ware
ravaang In me crance o py In hase
W conRore.

Qn Friday, England, Scolan, Wk
and Wates were 2 punged inko vl
oam 3 Ten swwsms e
hese coumes. Mucn o Engiana was
s = Wk gond B a

SonEm aw maowe s e
counry tnes and bk rasts. Engian
racors=a me neavisst TS of show In
ey 20yes
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10.14 - Font Styles and Sizes

Text can be changed to have different font faces, colours and sizes and can have a
number of enhancements added.

These changes can be useful for making text stand out.

Font faces:

Font faces are grouped into two main categories:

+ Serif fonts
#% Sans Serif fonts

Serif Fonts:

Serif fonts look like this: This is a Serif font. The word ‘Serif’ describes the short

points at the end of the individual letters. \ 1 +
Serif

Serif fonts are often used in newspapers and books as they are easier to read than
Sans Serif fonts.

Sans Serif Fonts:

Sans Serif fonts look like this: This is a Sans Serif font. This category of font

does not have the short points at the end of +
~Sans Senrif

Sans Serif fonts are generally used to emphasise text (make it stand out) or for titles

and sub-titles.

NOTE: It is not sensible to use more than two different font faces on any page.
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Font sizes:
Font sizes are measured in points. There are 72 points to an inch.

If you are asked to produce text of an appropriate size for body text you should use
the following guidelines:

#+ 10— 12 points for body text for adults.

#+ 14 - 18 points for body text for children (ages 8 upwards).

#+ 20 - 24 points for body text for children learning to read (ages 4 to 6).
#+ Opt for larger font sizes for readers with partial sight.

Task H
Open the file you saved earlier ‘Document Production — Task G’.

Set all of the text on the first page to an 18 point Sans Serif font.
Make the sub-heading a 13 point Sans Serif font and the body text a 13 point serif font.

Save the file as ‘Document Production — Task H’.

How to do it: SNFm—

=

Home Insert Page Layout References Mailings

Open the file ‘Document Production — Task G’. = 4o Courier New o5 e

B3 '
Paste : | - x, X ~||3? . A
Highlight all of the text on the first page the%%atpamter B 7 U abeF t A ’
ipboart £l on

select the Home tab and click the Font section.

Use the drop-down list to show all of the available fonts. The — ‘fesstees  adereces  woine:  gever
. . L. . Courier New [elios -[[a o |[=5][= -
list will look similar to this. Thema Fants 2
Cambria {Headings) H
Calibri (Body)

NOTE: The list will show you the currently selected font, the | | ..., verons

T Comic Sans MS

% Arial Black

% Times New Roman

For this task you need an 18 point Sans Serif font to use as | ourier ¥evw

All Fonts

most recently used fonts and a full list of available fonts.

(} Adobe Caslon Pro

the title of the document. For this select Arial Black. ) Adube Caslon o ol
I_‘ T Agency FB

. . . ) % Aharoni I TI1aR
Select an 18 point size from the\S|ze drop-down box: o AR

™ ) N T Andalus sga mgl
— | Home Insert  Page Layout RefeZces Mailings Rev
T AngsanaWew
= T AngsanatTPe

23 Copy T Aparajita ey

Paste . 'm r 3 | T Arabic Typesetting
- 7 Format Painter % Arial

=1 4 Cut : —
R Arial Black -8 oA AT

Clipboard El E % Arial Black

Page |40
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To set the body text to a 13 point serif font, highlight all of the body text (including
the table) and the = —

sub-heading, then
using the same
method as above,
change the font

size to 13.

NOTE: Setting the font size for both the body text and the sub-heading and then
changing the font face of the sub-heading will be quicker than doing each section
individually.

Use an appropriate Serif font such as Times New Roman.

To set the sub-heading into a Sans Serif font, highlight the text ‘School closures’ and

select the same font face that you used on page 1. In this case we chose to use Arial
Black.

Save the completed document as ‘Document Production — Task H’. It should look like
this:
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Activity 6

1. Open the file you saved named ‘Document Production — Activity 5.
2. Set all of the text on the first page to a 24 point Sans Serif font.
3. Make the body text, headers and footers an appropriate 11 point Serif font.

4. Save the file with the new name of ‘Document Production — Activity 6’.

10.15 - Emphasising Text

Text can be emphasised (made to stand out) in a number of ways:

+ Using Colour

+ Making text Bold
+ Underling text

+ Making text Italic

Different coloured text can be used to symbolise different things. For example, in this

workbook, | used the text colour of blue to emphasise key points that | am trying to
make. This draws your eye and makes it more likely that you will absorb the info.

Background colours can also be used to give different meanings. For example, | use
blue boxes for your tasks and green boxes for your activities.

Task |

Open the file you saved earlier in ‘Document Production — Task H’.
Make the text ‘Winter wonderland or woe’ red.
Make the name of each airport in the text stand out by making it yellow.

Make all of the text in the top row of the table an italic font. Make the words ‘snowmen’ and
‘snow angels’ bold.

Underline the sub-heading.

Save the file as ‘Document Production — Task I’.
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How to do it:

Open the file ‘Document Production — Task H’.

Changing Text Colour

Highlight the text ‘Winter wonderland or woe’ then select the Hcl)me tab, the Font

section and then the drop-
down arrow for the Font

Colour icon.

R

Paste

—]

Home | Insert Pagelayout  References

& cut
53 copy
- Format Painter ‘B I U -

Arial Black

Clipboard =

This opens up the initial colour

m

palette. Select the colour Red.~;

Mailings

The More Clolours option can

be used to give you a wider
range of colours.

-

Highlighting Text

v

ES

Mo Color

Stop Highlighting

avirtual standstill. At the time
of writing this article the major
London airports of Heathrow,
Gatwick and London City were
all closed. Stansted airport had
been closed buthas just hgd one
runway re-opened. Trave

has ensued, the M235 is closedn

Review  View  Developer

U] asBbcepd AcBbcend AaBl
B TNormal T MNoSpacing  Headir
B sutomatic

Theme Colors
H EEEEEN

Standard Colors
| ENEEE

i More Colors...

Winter wonderland or
woe

To highlight each airport in the text, move the cursor to the

highlight tool in the Font section and select the drop-down

arrow. From the highlight colour palette, select the colour
~ Yellow to use to highlight the required text.

1Luculallate L,ua.ugc Lo
weather has meant that a
number of areas are
experiencing transport
problems. This means that many
schoolsacross the country have
been closed.

This will change the mouse pointer to a small highlighter pen. Use this to highlight the

names of the airports. When you have completed the task you can use the

Stop Highlighting option to return the cursor to normal.
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Making FontS |ta|iC Home Insert Page Layout References Mailings

# Cut
To make the top row of the table Italics, highlight = copy

- Format Painter

Arial Black
B 7

the top row of text in the table.
lipboard ]

Select the Home tab, the Font section and click on the Italic option.

County Closed

Making Fonts Bold

To embolden the words ‘snowmen’ and ‘snow angels’, highlight the words (either
individually or by holding down Thisgave the children lois fime

toplay in the snow,

the CTRL key whilst highlighting o Stowagel. The siow
gave an added dimension,

the words at the same time). producingsome very

picturesque scenes, many
captured on camera.

Select the Home tab, the Font section and click Home | Insert  Pagelayout  References  Mailngs  Re

Cut - ol o
& Arial Black - 18 - |A D | gl

on the Bold option =——

53 Copy
Jromarranr B 7 U -se x, X Aar W - A

lipboard E] Font . :

Underlining Fonts

To underline the sub-heading, highlight the text ‘School closures’.

Select the Home tab, the Font section and click on the Underline option

Save the completed document as ‘Document Production — Task I’. It should look like
this:

Red font colour.
7 Sub-Heading
‘Winter wonderland or underlined.

woe

Winter weather forces
achools to close

Airport names
highlighted yellow. Embolded
Top row set to words.

Italics.
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Activity 7

1. Open the file you saved named ‘Document Production — Activity 6.
Make all of the text on page 1 Green.
Make the words ‘United Kingdom’ on page 1 bold, italic and underlined.
Make the name of each country in the text stand out by highlighting it in green.

Save the file with the new name of ‘Document Production — Activity 7.

10.16 - Using Lists

There are two types of lists that you could be asked to use in the practical
examinations:

+ Bulleted
+ Numbered/Lettered

Task J
Open the file ‘“TEXT3.RTF (from the section 10 files folder).

Place your name in the header, aligned to the right. Use a 14 point serif font.
Place the filename of the document in the centre of the footer.

Change the twelve items listed into a bulleted list. Use a bullet of your own choice.
Make sure that the bulleted list is indented by 3cm.

Save the file as ‘Document Production — Task J’ (as a Word document).

How to do it:

Open the file and create the header and footer as described in the task (Refer back to
the header and footer section in this guide if you have forgotten how).

Creating the List

Highlight  the twelve listed items. Mailings Review View D

= = [ =
= |32 - | |EE £ (24| T

e i

Select the Home tab, the Paragraph section .
and click in the Bullets icon. / |4=- || S - H
l

Faragraph

Page | 45
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CES

Topics covered so far in chapter 10

This will place bullet points next to each of the list  whiststudying chapter10, 1 have leamthow to:

items.

To change the type of bullets used,
select the drop-down handle
instead of the icon.

\ enterdatafrom an existing file
keyin and edit text

importimages from a variety of sources
place and manipulate images
setthe page size and orientation
— setpage margins
I i — use headers and footers
— setpage, section and column breaks

.
T use columns

setfontstyles and sizes

Bullet Library

Document Bullets
e *° %

<= Change List Level

Define New Bullet...

-.T-1e|-g

Indenting the Bulleted List

emphasizing text
use lists

nove | @ || O || W || & | e Select the type of bullet you want to use from the Bullet
5|y Library. In this case | have chosen to use the = iymbol.

The bulleted list should now look like this:

IR TN

Topics covered so far in chapter 10

Whilststudying chapter 10, | have learnt how to:

+ enterdatafrom an existing file

+ keyin and edit text

4+ importimages from a variety of sources
+ place and manipulate images

+ setthe page size and orientation

+ setpage margins

+ use headers and footers

+ setpage, section and column breaks
+ use columns

+ setfontstyles and sizes

4+ emphasizing text

+ uselists

Notice how the bulleted list has been indented automatically in from the left margin.

The task asked you to make sure that the list was indented by 3cm so we need to

change the paragraph setting on the ruler.

NOTE: If the ruler cannot be seen at the top of the page, click View and then tick the

Ruler tick box.

y A

/

F{e%ences Mailings Review

| Ruler Document Map
|:| Gridlines Thumbnails

Highlight all of the bulleted list. On the ruler,
click the left mouse button on the rectangle
(not the triangle) and drag it to the right until =
the top arrow is set to 3cm.
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The bulleted list will now look — "‘1"'2"'?"94"'5' AR S SN SR .

like this:
\ Topics covered so far in chapter 10

Whilst studying chapter 10, | have learnt how to:

Save the completed document as 4 enter data from an existing file

+ keyin and edit text

+ import images from a variety of sources
+ place and manipulate images

+ set the page size and orientation

+ set page margins

+ use headers and footers

+ set page, section and column breaks
+ use columns

+ set font styles and sizes

+ emphasizing text

+ use listg|

‘Document Production — Task J'.

Task K
Open the file you saved earlier in ‘Document Production — Task J’.

Change the bulleted list into a numbered list using roman numerals.

Save the file as ‘Document Production — Task K’.

How to do it: .
View Developer

Using a Numbered List 2= 4= = || '|%H| !r|

Open the file and highlight the entire bulleted list.

Select the Home tab, the Paragraph section and
Paragraph

click on the Numbering icon.

. L . :—
This will place numbers next to each of the list items instead of bullets. F—

ing Library :

To choose the type of numbers to use, select the drop-down
handle.

Select the type of numbering that you require from the

Numbering Library. In this case the task instructed you to use
roman numerals.

1.
2
3.

= Change List Level

Define New Number Format...
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The new document should look like this: Topics covered so far in chapter 10

Whilst studying chapter 10, | have learnt how to:

i. enter data from an existing file
ii. keyinand edit text
import images from a variety of sources
iv. place and manipulate images
v. setthe page size and orientation
vi. setpage margins
Save the completed document as e oters

‘ : ’ . setpage, section and column breaks
Document Production — Task K " use columns
set font styles and sizes
emphasizing text
use lists.

Numbers instead of

—
Bullets.

NOTE: Make sure that if the bulleted list contains short items it has a colon before
the list. Also make sure that each list item starts with a lower case character and

only the last item in the list has a full stop. For example:

My favourite movies are:

e the money pit
e the burbs
e cocktail.

Activity 8
1. Open the file named ‘TEXT4.RTF’ (from the section 10 files folder). In the header:
e place your name on the left
e today’s date in the centre
o filename of the document on the right.
Make the blue text into a bulleted list, using a bullet of your own choice.

Make sure the bulleted list is indented by about 2cm.

Make the green text into a numbered list, using numbers followed by a bracket (press CTRL
key to select all of the green text at once while missing out the red text).

Make the red text into a bulleted sub-list, indented from the numbered list using different
bullet points.

Change the colour of all text to black.

Save the file with the new name of ‘Document Production — Activity 8’ (as a Word Document).

Page |48




Mr Nicholls

The completed Activity 8 file should look something like this:

Mark Nicholls 18 November 2011

Before | started this chapter | knew how to:
% load files
% savefiles

«* print documents
In chapter 10 | have learned how to:
1) enter data from an existing file
2) keyin and edit text
3) import place and manipulate images
4) organise page layout including:
v"  setting the page size and orientation
v'  setting page margins
v" using headers and footers
v’ setting page, section and column breaks
v using columns.
set font styles and sizes
emphasizing text
use lists.

10.17 - Using Tables

Task L

Open the file you saved earlier in ‘Document
Production — Task I'.

Add to the end of the document the following text as Minimum
a new paragraph:

‘Temperatures recorded at one weather station in
Ross-on-Wye during the weeks read:’.

Below this add the table shown opposite:

Save the file as ‘Document Production — Task L’.

How to do it: See next page.
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Open the file saved in Task | and add the
text required as a new parallgraph to the

end of the document. ehools s dlosed.

Creating the table Septored om commere

reportad mora than 250 of its

This gave the children lots time
to play in the snow,
snowballing, making snowmen
and snow angels. The snow
gave an added dimsnsion,
producing some very
picturasque scanas, many

To create the table, you need to work

Temperaturas racordad at ona
waather station in Ross-on-Wye|
during the waak rzad:

out how many rows and columns you

need the table to contain.

NOTE: Rows go down and Columns go across.

r—— e

.
Columns

For example, the table in the blue Task L box has 3 columns and 8 rows.

Move the cursor to the correct place in the document and then select Insert tab, and

reported more than 250 ofits

click on the Table icon in the Tables section.

— \

2] Cover Page ~
_] Blank Page

*,Z:: Page Break

Pages

Insert Table

Insert Table...

#  Draw Table

Excel Spreadsheet
Quick Tables

This will open the Ins?rt Table drop-down menu.

Move the cursor over the grid so it highlights the
three columns and eight rows that you need.

Click your left mouse button in the last
highlighted cell of the grid to insert the table (8
rows by 3 columns).

i
- Home \Inserl: Page |

==l

Tabkle

"

Tables

I
I

Insert Table...

< Draw Table

x| Excel Spreadsheet

Quick Tables
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Minimum

Finally, add the required data into the table.

Save the completed document as ‘Document
Production — Task L’

The final document should look like this:

reported more than 250 of its i Minimum
schools are closed. -

This gave the children lots time
to play in the snow,
snowballing, making snowmen
and snow angels. The snow
gave an added dimension,
producing some very

picturesque scenes, many \
captured on camera.

Temperaturesrecorded at one T bl f d t
weather station in Ross-on-Wye apble o ata
during the week read:

AN
New Paragraph

Activity 9
1. Create a new document ‘
with the title “Skills to Tencon How | feate

practice using tables’. Right click Rows
Right click Columns

Delete Rows
Format Cells Alignment Left, right, centre, fully justified
Top, centre, bottom

Create this table below
the title: Colour, shading

Rows Breaks across page
Gridlines Show
Save the file with the Hide
Text Cells
new name of ‘Document Wrapping

Production — Activity 9’

NOTE: To add more rows than the initial eight available, you need to:

e Move the cursor into the last cell of the table.
e Press the <Tab> key to create the new row.
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Task M
Open the file named ‘TEXT5.RTF’ (from the section 10 files folder).

Place your name on the right in the header.

Delete the second column and the “Martial arts’ row.

Second
choice

Insert a new third column with this data.

Insert a new row between the ‘Dance workshop’ and ‘Discover Scuba’ with this

data: ~
Craft workshop | O 3 2 3

Merge cells 2 and 3 in the top row and cells 4 and 5 in the top row.

Save the file as ‘Document Production — Task M’.

How to do it:

Open the file * TEXT5.RTF’ and place your name on the right in the header.

Deleting Columns

To delete the second column, move the cursor to any cell in the

click the mouse button to get a drop-down menu like this:

Select Delete Cells...., which will open the Delete Cells window.

PR X

Delete Cells

Select the option for Delete entire
column and then click on ok,

() shift cells Jeft
(7) Shift cells up
Delete entire row

|| @ Delete entire column!

|[ oK H Concel ]j

Deleting Rows

Repeat this method to delete the ‘Martial arts’ row.

Right mouse click in any cell in this row and select Delete Cells.

B i Bl

O

._
=
=y

column and right

Paste

Insert

Delete Cells...
Split Cells...
Borders and Shading...
Text Direction...
Cell Alignment
AutoFit

Table Properties...
Bullets
Humbering
Hyperlink...

Look Up...
Synonyms

Translate

This time select the option for Delete entire row and click on oKk .
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Inserting Columns

To insert a new third column, right click the mouse in any cell in the second column

Select Insert, and then Insert Columns to the

to get the drop-down menu.

Paste

Right. Insert Insert Columns to the Lef

Delete Cells... Insert Columns to the Right

Second
Enter the text shown in the choice

Split Cells... Insert Rows Above

o

Borders and Shading... Insert Rows Below

=

Text Direction... Insert Cells...

task into the cells. > Cell Alignment

AutoFit

choice

Table Properties...

Bullets

Humbering

Hyperlink...

B i B

Look Up...

Synonyms

Inserting Rows Transiate

Repeat this method to insert the new row.
Click the right mouse button in any cell in the ‘Dance workshop’ row.

Select Insert and then Insert Rows Below.

Enter the text shown in the task into* Craft workshop

the cells.

VAN
LY 4\ ¥
i population population
3 Copy First Second First Second

Merging CeuS (JOining Ceus tOgether) | Paste Cells choice choice choice Choice

Paste as Mested Table 0 2
1 1
Insert

To merge cells 2 and 3 in the top row, pette Cel E 5
— highlight both of these cells and then Rorae 22 3 3
click the right mouse button on one of Text Direction.. 3

Cell Alignment 8
9
2

the highlighted cells to get the drop- || 2«

Table Properties...

Cut

Borders and Shading... 10

down menu. Select Merge Cells.

X population Y population

H First Second First Second
Repeat this for the other two cells placed activity JHHT et S Dol
Jewellery making 0 2

to the right of the cells that you have just paintballing = 7 5

Boulogne trip 52 18 18

merged. The completed table should look 75 e 2 5 3

. . o Dance workshop 10
Ilke thls' v Craft workshop 3

Discover scuba

8
Beauty 9
Ceramic painting 2

Save the completed document as

‘Document Production — Task M’
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Activity 10

1. Open the file that you saved in ‘Activity 9’.

Delete the top row and second column of the table.

Horizontal
Vertical

Insert a new row above the row containing the word ‘Format’.

Insert the text ‘Columns’ in cell 2 of this new row.

Insert a new fourth column with this data:

In column 1, merge the cells containing ‘Insert’, ‘Delete’ and ‘Format’ with the blank cells
below them.

In column 2, merge the cells containing ‘Cells’ and ‘Gridlines’ with the blank cells below them.
In column 3, merge the cell containing ‘Alignment’ with the blank cell below it.

Save the file with the new name of ‘Document Production — Activity 10’.

Your completed activity should look like this:

Skills to practice using tables

Insert Table
Rows

Columns

Delete Rows

Columns
Format Cells Alignment Horizontal Left, right, centre, fully justified
Vertical Top, centre, bottom

Colour, shading

Rows Breaks across page
Gridlines | Show
Hide

Text Cells
Wrapping
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Formatting Tables

Tables can be formatted so that they are aligned left, right or centrally.

Text can be wrapped around the table or not depending on your requirements. All of
these features are found in the table properties.

To access table properties, click the right mouse button in the cell of the table, and

then select Table Properties. 7

You then select the Table Tab within the Table Properties Insert

Delete Rows

window.

Table Properties J split Cells...

Teble | Row | comn | ol | Borders and Shading...

The tables alignment can e

Text Direction...
: Measure in: | Centimeters

be selected in the i : Cell Alignment

Indent from left: &Uto Fit

Alignment section and e .

Table Properties...

text wrapping around the

Bullets

table can be switched on i=  Numbering

or off in the Text
Wrapping section.

lgordersand Shading... ] [ Options... ]

o [ e |

Cells can be formatted so that the contents are alighed both horizontally and
vertically within the cell.

Horizontal alignment can be set and changed by highlighting the relevant cells then

selecting the Home tab and use the alignment icons\r_

within that section.

Task N: See next page.
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Task N
Open the file you saved earlier in ‘Document Production — Task M’.

Right align all of the cells containing numbers in the second column. Centre align all of the cells in
the top two rows.

Set the background colour of all cells in the top two rows to . Ensure that there is no text
wrapped within the cells of the table.

Vertically align all data to the top of each cell.
Remove the gridlines from any unused cells.

Save the file as ‘Document Production — Task N’.

How to do it:

Aligning Table Cells

A A . X population Y population
To right align the numbers in the second First Second | First Second
Activity choice choice choice Choice

column, highlight these cells and then [Jewellery making
Paintballing

select the Align Text Right\

Boulogne trip

icon in the Paragraph section —= Rock workshop

— Dance workshop

of the Home tab. Craft workshop

Discover scuba

Beauty
Ceramic painting

Repeat this method to centre align the cells in the top two rows
——  (choosing the Cc?nter icon instead).
<

Toptworows L™y oonulation Y population The table should now

First | Second | First | Second | o0 ike this.

Activity 4 choice choice choice Choice
lewellery making 0 1 1 2
Paintballing 39 21 37 19
Boulogne trip 52 18 56 18
Rock workshop 2 3
Dan ad 3 10

Centre Aligned

Column two Right
Craff Aligned
Discover scuba

Beauty
Ceramic painting

3
8
9
2
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Table Background Colour

> X population Y population

First Second First Second
Activity choice choice choice Choice

Jewellery making 0 1 2

Highlight the top two rows with the

mouse and then select the Home tab. Paintballing 39 21 19
Boulogne trip 5 18 18

* Rock workshop 2 3

| S fopag | | tNormal TN Dance workshop 2
Craft workshop 3
Theme Colors Discover scuba

H EEENEN Beauty 10

Standard Colore In the Paragraph section click on the drop-down list for the

[ ] | B HEBE *~Shading tool.
RecentColc::.\ g

Select the colour from the palette. This will set the
background colour for selected cells.

Ceramic painting 5

No Color

i | More Colors...

\ X population Y population

A First Second First Second

Activity choice choice choice Choice
lewellery making 0 1 1 2
Paintballing 39 21 37 19
Boulogne trip 52 18 56 18
Rock workshop 2 3
Dance workshop 3 10

Craft workshop

Discover scuba

Beauty
Ceramic painting

Text Wrapping

Text wrapping is where text is too long to fit into a cell end is forced onto the next

line. X population Y population
First Second First Second
Activity choice choice choice Choice

To remove text wrapping you simply have to resize the widths of the columns so that
they fit the text within them.

To adjust the width of columns, place the cursor over the gridline
between the cells. The cursor will change to look like this:
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Double click the left mouse button to perfectly resize the column to fit the contents.

Repeat for any other column that needs resizing.

NOTE: Make sure that the completed table does not spill outside of the margins of
the page. This would be penalised in the practical exams.

The table should now look like this:
No Text Wrapping

[/ \,
X population f \ Y population
Activity First choice | Second choice | First choice | Second Choice
Jewellery making 0 1 1 2
Paintballing 39 21 37 19
Boulogne trip 52 18 56 18
Rock workshop 2 3

Dance workshop 3 10

Craft workshop

Discover scuba

Beauty

Ceramic painting

Vertically Aligning Data

To vertically align all data to the top of each | [ mve | sow | cowmn | car |

Size

cell, highlight all of the cells that require this.

Preferred width: 4.4 cm =| Measure in: |Centimeters

Vertical alignment

Right click the mouse in the table and select

the Cell tab. = = =

Center Bottom

Select the option for Top™ and then

click oK .

[
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Removing Gridlines

Insert

To remove the gridlines from the unused cell in the top corner,

Delete Rows
right click the mouse in that cell of the table and choose split Cells..

Borders and Shading...

Borders and Shading.

Text Direction...
This opens the Borders and Shading window. From here select cell Algnment

AutoFit

the BorderS tab. “1  Table Properties...

- Bullets

Borders ‘ Page Border | Shading ‘

Click the left mouse button on each of

Setting: Preview

Click on diagram below or use

bitons o pply borders _L the lines that you wish to remove and

in the Apply to: section select the
option for Cell. Click on oK

X
2
= H
=
o

NOTE: Don’t forget to remove the

yellow background from this cell.

Horizontal Line...

The table should now look like this:

X population Y population

/ Activity First choice | Second choice | First choice | Second Choice
lofellerv making 0 1 1 2
Gridline removed 39 21 37 19
from unused cell 52 18 56 18
Rock workshop 2 3

Dance workshop 3 10

Craft workshop

Discover scuba

Beauty

Ceramic painting
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Activity 11

1. Open the file that you saved in ‘Activity 10’.

Right align all the cells in the first column.

Left align all other cells in the table.

Set the background colour of all cells in the first column to light grey.

Ensure that there is no text wrapped within the cells of the table.

Vertically align all data to the middle of each cell.

Remove the gridlines from any unused cells.

Save the file with the new name of ‘Document Production — Activity 11’.

It should look like this:

Light grey background

|

¥ | Table
All other cells left
Insert | Rows

Columns / aligned

Rows

Delete
Columns

Horizontal Left, right, centre, fully justified
Vertical Top, centre, bottom

Cells Alignment

Colour, shading

Rows Breaks across page \

o Show
N Gridlines — Gridline removed

Hide
Cells from unused cells

Text Wrapping

Vertically aligned to
middle

Text right aligned
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10.18 — Text Alignment

Text can be aligned in four basic ways:

#+ Aligned to left margin (which is called left aligned)
#+ Aligned to centre of page (which is called centre aligned)

+ Aligned to right margin (which is called right aligned)

#+ Aligned to both margins (which is called fully justified)
Text can be aligned by selecting the text and then using the alignment icons.

The alignment icons are found in the Paragraph section under the Home tab.

/N N

Left Centre Fully
aligned aligned justified

Activity 12

Open the file ‘TEXT6.RTF’.
Place your name in the centre of the header.

Make only the title a 36 point sans serif font that is centre aligned and fits in a single, full
width column (Hint: you need to insert a continuous break).

Move the third paragraph so that it becomes the last paragraph.
Fully justify the body text.

Centre align the second paragraph.

Left align the third paragraph and Right align the fourth paragraph.

Make the first word ‘grew’ in the story 16 points high. The second ‘grew’ 20 points and the
third ‘grew’ 24 points.

Save the file with the new name of ‘Document Production — Activity 12’.
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Your story should look like this:

Right aligned
4th paragraph

Centre aligned
2" paragraph

Left aligned
3rd paragraph

Once upon a time there was a small
and frightened pony. This pony was
so small that as it travelled down the
lane, it kept getting bumped out of
the way by the other animals.

\Walkjng in the centre of the lane

meant that the pony was being
bumped onboth sides and ended up
feeling very sad. The centre of the
lane was not the best place for the
pony.

To avoid these problems, the pony
tried to walk down the left side of

i = lane. It did not do any good: the

pony was still bumped and pushed
out of the way by the other animals.

Mark Nicholls

down the right side of the lane It
moved across to the right, but things
were no better. The pony was still
bumped and pushed out of the way
by the other animals.

The pony paused at the well and had
adrink_ It did not realise that it was
a magic well. As the pony drank, it

grew and ZI'EW and ZI'CW,

until Eve:ﬁl\y it was so big that
filled the fill width of the lane. The
pony was fpw so large that none of
the other afimals bumped into it any
more. Thewere very frightened of
the pony.|The pony was finally
happy andIsptm the rest of its life

Heading set to correct font and size
and within its own full size column

he pony and the magic well

> The pony decided to try and walk

telling the other animals the story of
the magic well. Italso told that now
he was bigger and stronger. he was
very careful to be kind and to all the
other animals. He was extra careful
each time he walked down the lane.
He remembered the ime when he
had been small, and how it had felt
to be bumped and pushed out of the
way.

He and the other animals lived
happily ever after.

A

Third paragraph
moved to end

10.19 - Line Spacing

Resized words
‘grew’

Different line spacing can be used to present different page layouts.

The most commonly used line spaces are:

4+ Single line spacing

4+ 1.5 line spacing

4 Double line spacing.

To change the line spacing in a paragraph, selec

Access the drop-down menu then select Line=—
Spacing Options....

This gives you more options

than the standard line spaces in the list.

Z

the Home tab and then find the Line Spacing icon?

v | TMormal | TMo

20

2.5

3.0

Line Spacing Options...

Add Space Before Paragraph

Remove Space After Paragraph
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. . i aragraph M_‘ -=@‘ﬁ1
To change the line spaces, select the Line = ek .

Indents and Spacing ‘ Line and Page Breaks |

spacing: drop-down menu. This will

General

allow you to define an exact number of Aignment: | Left -]

Outline level: | Body Text |ZI

lines.

Indentation

Left: 0cm Special: By:
It is often wise to select all text and Right: 0 cm (none) ]
adjust the line spacing together. ] Mirror indents

Spacing

NOTE: It is important that you check Before:  [opt [ Line spacing: At
h I. . . . t t After: 0pt = Multiple ; 1.15
t at iné spaCIng IS consisten ["] Don't add space between paragraphs [SAL® 4

1.5 lines

throughout your documents. You will be Double

At least

penalised marks for inconsistencies in Frevew Eracy
your exams.

|
At: options allow you to further select

| Defau.. | || concel |

from more line spaces.

|
The Preview window shows you what effect your selections will have on the lines of

text within your document.

Activity 13

1. Open the file you saved in ‘Activity 12’.
Make the first paragraph single line spacing.
Make the second paragraph 1.5 line spacing.
Make the third paragraph double line spacing.
Do not change the line spacing of the rest of the document.
Set the heading spacing to 12 spaces before and 24 spaces after the paragraph.

Save the file with the new name of ‘Document Production — Activity 13’.
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12 spaces before and

Your story should now look like this: 24 spaces after

Single line
spacing

™

1.5 line
spacing

Onceupona time there was a small
and frightened pony. This pony was
so smallthat as it travelled down the
lane, it kept getting bumped out of
the way by the other animals.
‘Walking in the centre of the lane

Ly meant that the pony was being
bumped onbothsides and ended up

feeling very sad. The centre of the

Double line
spacing

lane was not the best place for the
pony.
To avoid these problems, the pony

tried to walk down the left side of

el

thelane. It did not do any good; the
pony was still bumped and pushed

out of the way by the other animals.

The pony decided to try and walk
down the right side of the lane. It
moved across to the right, but things
were no better. The pony was still
bumped and pushed out ofthe way
by the other animals.

Thepony paused at the well and had
adrink. It did not realise that it was
a magic well. As the pony drank, it

2IeW and QIEW and ZICW,

The pony and the magic well

until eventually it was so big that|
filled the full width of the lane. The

pony was now so large that none of
the other animals bumped into it any

more. They were very frightened of
the pony. The pony was finally

happy and spent the rest of its life

telling the other animals the story of
themagic well. It also told that now

he was bigger and stronger, he was

very carefulto be kind and to all the

other animals. He was extra careful

each time he walked down the lane.

He remembered the time when he

had been small, and how it had felt

to be bumped and pushed out of the

way.

10.20 - Formatting Paragraphs (and Hanging Paragraphs)

Paragraphs can be formatted with different settings for the first line of a paragraph
compared to other lines in the paragraph.

These settings are all changed on the ruler which looks like this:

U415 B T8 0 10 111 112 1413 114 14150 1416 117118 1 +18

The top triangle adjusts the first line of the paragraph.

The boitom triangle aligns the rest of the paragraph.

The rectangle adjusts the whole paragraph.
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Task O
Open the file ‘“TEXT7.RTF’ (from the section 10 files folder).

Place your name on the left in the header.

Set the first line of the first paragraph as indented text, indented by 2.5 centimetres.
Indent the whole of the second paragraph by 2.5 centimetres.

Set the fourth and fifth paragraphs as ‘hanging paragraphs’ with a 2.5 centimetre tab.
In the fifth paragraph make the text ‘Good Use’ a sub-heading.

Save the file as ‘Document Production — Task O’.

How to do it:
Open the file and place your name in the header.

Indenting first line of first paragraph

Click the left mouse button in the first paragraph and drag the top triangle in the
ruler to the right by 2.5 centimetres like this:

o2 T3

|-e-|-1-l

Indenting second paragraph

To indent the whole of the second paragraph, click in that paragraph and the drag the
small rectangle across to the right by 2.5 centimetres like this:

| -|-1-|-2-§-3-|-

Creating the Hanging Paragraph

Highlight the fourth and fifth paragraphs and drag the bottom triangle to the right by
2.5 centimetres like this:

L

| -|-1-|-2-é-3-|

Page | 65
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NOTE: Hanging paragraphs are where the first line of a paragraph are aligned to the
left margin and all other lines are left hanging. For example: Thisparagraphis called a hanging paragraph.

This means that the first line
ofthe paragraphis aligned to
the margin and all other lines
areleft hanging.

Creating the Sub-Heading

To make the text ‘Good Use’ a sub-heading, remove the full stop and space at the

end of it and replace it with the <Tab> key.

Activity 14

1. Open the file you saved in ‘Activity 7.
Add the text ‘History item 1’ as a new line to the start of the document.
Format this text in the same style as the rest of the page.
Change the title ‘Weather update’ to ‘February 2011’.
Set all of the text on the first page to be spaced 5 lines apart and all other text in the
document to be single line spacing with no spacing before each paragraph and 24 point
spacing after each paragraph.

Indent the first line of each paragraph on the second page by 5 millimetres.

Save the file with the new name of ‘Document Production — Activity 14’.

Example over the page:
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History item 1

Over 200 cars were stranded in around 30 flowing A couny council spekesman in
of tmow ovemight in Devon, 2 meer London szid today " Gritting
county it southwrest Enzland Mlany of the roures will kv 0 be paingiged. The district's
yocupants of these cars had tabe rescued by the network of sscondary soads will not be ra-
February 2011 palice, amy. mountin rscue ad other grimad untd farher supplies 2re obrzined. and
emarz=ncy watkers raadsids salt bins will 10t be replanished”

Over 1000 schoals wers closed, many in the Despits the disruptian, thers havs besn mamy
west of the country, whess musal asss werz *pictuss posward soenes, and many newapapes
vistually cut off from the ousids workd 35 s00% afa
2 the minor g0 impassableta 21l excat 4
whesl drive vehicles Train services wers
disruptedin both S md nosther ENSIEE
‘This tzble shows the mimber of schaals clossd. y E
in some of the local authosities: South Yorkshirs Many of the schoolchildran

. . 2 . that were interviewsd m sonthem Enzland had
Arctic blast grips the United Kingdom never sxperienced suow like this in their
4 spakesvoman fos the Highways Agsncy lifetire and were sevelingin the chance ta play

said that the two Savem bridzes, linking South in these weird conditions

VRIS 0 BEBIBHA. wers closed for “safy

235015 in the present weather conditions”

Ou Friday, Biglid, Seoila, Il =nd

WElE vere a1 plunzad into travel chaos as

Flights wers sus) at Bristol airpart in. fresh snowstonms battersd

southwest] whils Lygen, 2iport, to the

north of Landon and Stapssd aifport narth aast

of London also saw dismuption. : e

recosded the heaviestfalls of snow innsardy 20

Five days of hesvy spowil, which is e

extremsly unusual for this resion, have lad to

shomtage; of 2rit 1o spread onsvads, with some

lacal authorities appesling for help from
neigbhancngarsss. The price of this has trsblal

Fom some suppliers, and some Jocal ambosities

2r= spreading cooking and zhle salton the sak

in an effort to kesp the transport network

10.21 - Correcting Errors

You will need to spell check all word-processed documents before submitting them
for assessment.

To do this, select the Review tab and in the Proofing section click on the w
Spelling and Grammar icon.

Spelling &
The spelling and grammar check will start automatically. Grammar

Use the Spelling and Grammar tool to find any errors that you may have made and
then use the Change option to |SeingandGranmes ol UniedKnodom) NN X _

Not in Dictionaryz

correct them. Word gives you iles have a .csv files extension. S——

Ignore All

suggestions which help you to quickly

Add to Dictionary

select the correct spellings. i

Change
cava

You can also choose the Change All | %= Change Al
cavy AutoCorrect

option to automatically correct all ="

Check grammar

errors of the same type.

The Ignore options give you the ability to skip words that have been flagged up as
incorrect but you actually want to keep.

(like in the example where | want to use the word .csv)
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NOTE: It is very important that you also read through all of your work to make sure

it is 100 percent correct.

You will lose marks in the exam if you have spelling mistakes or errors in line
spacing etc.

Make sure that bulleted or numbered lists, tables, graphs etc are not split
over two pages.

You should also make sure that you have no blank pages or widows and
orphans.




