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Zoom Control

Introduction

Viewing a document easily is essential to a word processing program. Word 97 alows

multiple zoom options to simplify viewing documents.
1 Open SEARCH

Y our screen should look like this:

W Microsoft Word - Search.doc [_ =] x

‘DEiIe Edit Wiew Insert Forrat Tools Table Window Help = Elil

DEHERY | =R |o-o a®(BE B
MNormal = Times Mew Roman - 12 - |
I 4]

[Wtien Karen reported for worl as the new office receptionist, she brought with her quatification
) and abilities well beyond he narrow job description. In 2 tight job marlzet, though, a pagycheck
- was imnportard, so she had to takoe what she could get. Bt over a perdod of weels and months,
her job changed dramatically until she had become a professional writer and assistant project
directior for amajor project in the form. She accomplished all this step-by-step by talang
mitiative and tackling challenges outside of her normal job responsibilities.  She carefully
identified and woluntarily pursued specific opportunities where help was needed Shewould ask

Z “Could 1 help youto 7

- Gradually, the managers began to realize that Karen could be depended onto undertalee and
o accotnplish tasks that were "falling between the cracks." And most of all, she was ready to do
whatever job needed to be done. As Karen later explained, “I simply redesigned my own job.”

Through hard work and inttiatrve, she had taken it upon herself to change her owm job hd

- description, which resulted in her felling more competent and responsible. Itwasn't too long s

i hefore Karen's title, salary, and official responsibilities changed to reflect what she was actually &
doing. She knew the transition was complete when a new receptionist was hired

¥

B G =p2———————L 7o0m Control

[Page 1 Sect 1 [are TR =2 i | e

The current zoom percentage is 69%, or the page width. By changing the percentage, the

document may be displayed in its actual size.

1. Click & Drag ~ Zoom Control (as displayed in the screen example)

Change the zoom control percentage to “100%.”

Once the zoom control percentage is changed, you may continue normally editing the

document.

Practice viewing different levels of magnification using the Zoom Control feature.

Training Express




Text Operations

Text Operations

Text Justification

Word 97 alows four types of justification for text on the page: Left, Right, Center, and Full.
Here are examples of each type of justification:

LEFT

Now is the time for all good men to come to the aid of their country Now is the time for all
good men to cometo the aid of their country Now isthetimefor all good men to cometo the
aid of their country Now isthe time for all good men to come to the aid of their country
Now is the time for all good men to come to the aid of their country Now is the time for all
good men to come to the aid of their country Now is the time for all good men to come to
the aid of their country Now is the time for all good men to come to the aid of their country
Now is the time for all good men to come to the aid of their country Now is the time for all
good men to come to the aid of their country Now is the time for all good men to come to
the aid of their country Now is the time for all good men to come to the aid of their country

RIGHT

Now is the time for all good men to come to the aid of their country Now is the time for all
good men to come to the aid of their country Now is the time for all good men to come to
the aid of their country Now is the time for all good men to come to the aid of their country
Now is the time for all good men to come to the aid of their country Now is the time for all
good men to come to the aid of their country Now is the time for all good men to come to
the aid of their country Now is the time for all good men to come to the aid of their country
Now is the time for all good men to come to the aid of their country Now is the time for all
good men to come to the aid of their country Now is the time for all good men to come to
the aid of their country Now is the time for all good men to come to the aid of their country

CENTER

Now is the time for all good men to come to the aid of their country Now is the time for all
good men to come to the aid of their country Now is the time for all good men to come to
the aid of their country Now is the time for all good men to come to the aid of their country
Now is the time for all good men to come to the aid of their country Now is the time for all
good men to come to the aid of their country Now is the time for all good men to come to
the aid of their country Now is the time for all good men to come to the aid of their country
Now is the time for all good men to come to the aid of their country Now is the time for all
good men to come to the aid of their country

FULL

Now isthetimefor al good men to cometo the aid of their country Now isthetimefor all good
men to come to the aid of their country Now isthe time for all good men to come to the aid of
their country Now isthe time for all good men to come to the aid of their country Now isthe
time for all good men to come to the aid of their country Now is the time for all good men to
come to the aid of their country Now is the time for all good men to come to the aid of their
country Now isthetime for all good men to come to the aid of their country Now isthe time
for all good men to come to the aid of their country

Each of these justification options may be selected from the toolbar.
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Selecting Justification

Before changing the justification of the SEARCH document, select all text in the document
that is to be changed.

1. Press <Ctrl-A> (Select All)
2. Press = (Justify)

The text of the document is now fully justified.

Font Changes

When changing the font, the text must also be selected. If the text is not still selected, again
select all the text in the document.

1. Press <Ctrl-A>
2 Click FontMenu

Y our screen should look likethis:

W Microsoft Word - Search.doc !E X

ﬂEile Edit Wiew Insert Forrat Tools Table Window Help — Elil
NEEEGRY|§ BRI oo ([e® BNEES/F T w: - |G
Mormal = ‘T\mes Mew Roman = o I == ;E—EI H— A4 } Fontmenu

.. T antique Olive

.« B Aquiline Black
T Aquiline Book
T Aquiline Extra Bold
T Arial Black g

T Arial Condensed Bold

T Arial Marrow

T Arial Rounded MT Baold

T Army

T Arrus Bk BT

o T Arrus BT M= new office receptionist, she brought with her qual

—— Avrialfont

- vas 1mportant,
ob changed dramaticall

Arial is one of the
initiative and tackling challenges outside of her normal job responsibilities. S “TrueType” fonts that is
identified and voluntarily pursued specific opportunities where help was needed. She wi included with the
Windows95 operating

Gradually, the managers began to realize that Karen could be depended on to undert] environment.

o

[Page 1 sect 1 [at Ln Cal FEE i e e

Click Arial
4. Click anywhere within the document to deselect the text.
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Line Numbering

Line numbers are useful when proof reading documents or submitting legal documents for
review. Corrections may be made by noting the page and specific line number by telephone
or electronic mail (email).

To engage line numbering:

1. Click within the document text.
2 Click File

3 Click  PageSetup

4. Click LayoutTab

Y our screen should look like this:

T 7|

LayoutTab i ' . Layout |

Section start: —Preview

INew page j
eaders and Footers———— — —

¥ Different odd and even = =
I Different first page — —

Yertical alignment:
[Top =l

Line Numbers Line Numbers. .. 5 | ply to: IU'u'hDIe dorument j

I™ Suppress endnotes

Default, .. | 2k Cancel

5. Click Ling Murmbers. .. |

Y our screen should look like this:

Line Mumbers m

Addline numbering —+ :4dd line numberings

Lirnbering
: |1 E‘
Start at: ' Restart each page
Frarn text: Iﬂutﬂ E‘ " Restart each section
" Continuous
Count by |1 5‘ =

Ik, Cancel
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6. Click Add Line Numbering
7. Click OK (2 Times)

The document won't display the line numbers in the normal editing view; however, by
clicking Page Layout View, as in the following screen example, the numbers will be dis-

played.
You may need to scroll to the left to see the line numbers on your screen.

Y our screen should look like this:

W Microsoft Word - Search.doc !E X
‘DEiIB Edit Wiew Insert Format Tools Table Window Help — Slil
EHSRY[ @RS a0 o ’ﬂlmﬂmn% - @

Al

MNormal ~ arial - 12

E==E(g- - Avxu‘

When Karen reported for work as the new office receptionist, she b
qualification and abilities well beyond her narrow job description. Inaf
though, a paycheck was important, so she had to take what she could
period of weeks and months, her job changed dramatically until she
professional writer and assistant project director for a major project in
accomplished all this step-by-step by taking initiative and tackling challe
her normal job responsibilities. She carefully identified and voluntarily |
opportunities where help was needed. She would ask “Could | help you

[e]»]

Gradually, the managers began to realize that Karen could be d
|E(ﬁ undertake and accomblish tasks that were "faIIlr]d between the cracks
= Sl )sami |

—+ Page Layout View
[Page 1~ Zect 1 [at1n i coa | [REEfiE B B lm x |=

1
b
T— O W0 @ -] Gy s LR

5

Because line numbers are generated in the left margin area, the flow of the documnet will
not be altered.

Turn off line numbering:

1 Click File

2 Click  Page Layout

3. Click Line Murnbers... |

4 Click  Add line numbering box (to deselect)
5 Click OK (2 times)

Y our document screen has returned to normal.
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Paragraph Formatting

Introduction

By default, Word 97 formats paragraphs as block text with the left edge of each paragraph
flush against the left margin. However, paragraphs can easily be indented and reformatted.

The Search document should still be on your screen.

Indenting A Paragraph

To indent the left margin of a paragraph:

1. Select the text of the first paragraph.
2 Click  Format
3 Click  Paragraph

Y our screen should look like this:

T, -~

Indents and Spacing | Line and Page Breaks |

alignment: IJustiﬂed vl outling level: IE.cu:h; et Vl
Indentation
Leftindentation teft: a" Special: By

Right: o I(FIDFIE) j I —
Spacing

Before: O pt Line spacing: At

After 0pt snge x| =
Previewm

Tabs... | ok Cancel
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4.
5,

Change the left indentation to 0.5"
Press OK

The entire paragraph isindented ¥2".

Paragraph indentation is also available from the toolbar:
% Increase indent
% Decrease indent

Return the first paragraph to its original position:

1, click |

Indenting The First Line

(Decrease indent)

To indent the first line of each paragraph, first select all the text in the document:

1 Press <Ctrl-A>
2 Click Format

3. Click  Paragraph
4 Click  Special

5 Click First Line

Y our screen should look like this:

T, - > |

Indents and Spacing | Line and Page Breaks |

Aligriment: IJustiﬂed vl Cutling level: IE.c.dy text vl
Indentation
I £

Left: 0 Special: By:

Right: 0" — I ﬂ
Spacing

Before: 0 pt =

Before: P Line spacing: At

aftr: 0 pt = ISingIe j I =
Preview

Tabs... | Ok

Cancel

Firstline indentation

The default indentation for
the first line is .5”

Training Express




Paragraph Formatting

6. Click OK

Y our screen should look like this:

hen Karen reported for work as the new office receptionist, s
her qualification and abilities well beyond her narrow job description
market, though, a paycheck was important, so she had to take what she
over a period of weeks and months, her job changed dramatically until ¢
a professional writer and assistant project director for a major project ir
accomplished all this step-by-step by taking initiative and tackling challe
her normal job responsibilities. She carefully identified and voluntarily

opportunities where heI was needed. She would ask “Could | hel ou

Gradually, the managers began to realize that Karen could be
linderdake and accomnlich tasks that wera "fallinn hetwean the cracks

Thefirst line of every paragraph in the document has been indented by 0.5”.
7. Click anywhere in the document to deselect text.
Save Sear ch:

8. click [
Keep With Next

The “Keep With Next” feature allows a paragraph to be kept on the same page as the next
paragraph. This prevents two paragraphs from being separated across a page break. This
featureis very useful when you have atwo+ paragraph quote in your document.

Keep Lines Together

This feature will keep an entire paragraph together and won't allow a page break to separate
the paragraph text. Thisisahandy feature if you are creating glossary definitions or para-
graphs on aresume.

View the “Keep with Next” and “Keep Lines Together” features:

1. Click Format
2. Click  Paragraph
3. Click Lineand Page Breaks Tab
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Y our screen should look like this:

T |

Indents and Spacing  © Line and Page Breaks |

Pagination
¥ \widows fOrphan contral ™ Keep with next
" Eeep lines together Fragetreskbefore

™ 'Suppress line numbers

™ 'Don't hyphenate

Preview

Tabs.., | Ik

Cancel

Since you will not be using these features in this document.

4, Click Cancel

Close the document:

5. Click File
6. Click Close
7. Click  Yes (to save the changes)

Keep linestogether

Keep with next

Remember to select the
paragraph(s) in your
document before applying
Text Flow Formatting.
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Sections

Introduction

Sections act as a means to separate portions of a larger document. For example, the main
text of adocument may be numbered with Arabic numbers and have one style of headers and
footers, while Appendix may be humbered with Roman numberals and have no headers or

footers. During this exercise, make sure you are in the Normal View.

Creating Sections

To create a section:
Open SECTION

1.
2.

3,
4.
5,

Click in front of the fourth paragraph (beginning “ The Transportation Depart-

ment...

Click
Click
Click

”.

Insert
Break

Next Page

Y our screen should look like this:

Section break

6.

Break

Insert

2] x]

" Page break

Section breaks

" Continuous

" Column break

" Even page
" 0dd page

.

Cancel

Click

OK

10
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Sections

Y our screen should look like this:

For the eternal two-wheelers, this is nothing new. For everyone else who only rides on 4 wheels,
this is news. Two wheels are back and better than \ever. Wwhether you're doing it for the thrill, or
for your health, more people are turning to two wheels for their transportation.

For atime, motorcycles were the "thing." But due to an increase in accidents an danger, fear
seemed to cause a major decline in motorcycle use. Now, people are beginning to take a second
look at the scooter and other fuel-efficient modes of transportation. It's fun and "socially
acceptable” for those of you who are concerned about that

The good, old bike is still as popular as ever. It seems more people are biking to work. They are
even doing their errands on the bike. It may take a little longer to do them but Americans are
beginning to see the value Iin taking care of themselves.

ection Break (Next Page Section break
The transportation Department released a report this month regarding the hazards of city beltways

across the nation. New evidence suggests an increase in deaths related to highway erosion and
instability.

The department received 234 "odd or unexplainable” cases in which accidents were not caused
by human fatigue during rush hour or intoxication after happy hour. When questions about these

Viewing A Sectioned Document

When this document is printed, the paragraph following the section break will begin on a new
page. To view the document as it will appear printed:

1. click [& (Print Preview)

When finished:

2. Click Close

Close Section, saving the changes.

Training Express
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Page Formatting

Paper Size, Landscape

Selecting your paper sizeis acritical option if you would like to print on paper that isa size
other than 8.5" x 11". For example 11" x 8.5" (landscape), or 8.5" x 14" (legal), or even
14" x 8.5" (legal landscape) are all possible on most laser printers.

To select a paper size other than standard portrait (8.5" x 11"), follow these steps:

1 Open SEARCH

2 Click File

3 Click  PageSetup

4 Click Paper Size Tab
5 Click  Landscape

Y our screen should look like this:

Fage Setup m

Marging  Paper Size |Eaper Source | Layout |

Paper size: —Preview
ILetter B1/2%11in j
Wicth: |11" 5‘
Height: 8.5" & — —
rientation — —
. Portrait

Apply to: IWhDIe document j

Default... | oK I Cancel |

6. Click OK

Printing A Landscape Document

Please print the SEARCH document in landscape mode.

1. Click & (Priny)

The print button on the toolbar sends the document to the printer in the default print mode:
1 copy of the entire document to the default printer. The print options screen will not

appear.
Close the document without saving the changes.
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Page Formatting

Headers & Footers

A header is a portion of text or graphics that prints at the top of each page. Sometimes these
are called running heads. To create a header:

1. Open NUMBERS
2. Click View
3 Click Header and Footer

Y our screen should look like this:

4/ Microsoft Word - NUMBERS.DOC mE

ﬂEiIe Edit Wiew Insert Forrat Tools Table Window Help — Elil
ey | megs o e & |Hm BE e B
Header ~ Times Mew Roman = 12 -|B I u HEEE = 1= €E§E|E|-i-A_-xu‘

I o OddPage Header ... }
. | ]

Heacder and Footer

Ingert ALText - ‘ | t}:—)|ﬂ Eh \\E pEp '5'|';|glose

“lo|nld

=[e|=]=|4] »

[Page 1 =ect 19 [ara Ln colr [REC (s B R e

Change the Page Setup so only a single header and footer are available:
1. Click ﬂ (Page Setup)

2. Deselect “Different odd and even” in the Header and Footer section.
3. Click OK

Creating A Header

1. Type Created by Training Express
2. Click = (Align Right)

Training Express 13




Page Formatting

Y our screen should look like this:

Switch between |
Header and Footer

ﬂEiIe Edit Wiew Insert Forrat Tools Table Window Help ;Iﬁlil
DESEERY | 2nd o - [e® BOE- &5 1 = - |G
Header = Times Mew Roman = 12 v|B I H‘% ,:§|§E = €?£?|E|vi-évxu‘

The header “ Created by Training Express’ will print at the top right of every page of the

document.

Creati

ng A Footer

On the Header and Footer toolbar:

1. Clic

k % (Switch between Header and Footer)

You may now create a footer that will print at the bottom of every page of the document.

2. Type Page
3. Press <SpaceBar>
4, Click (Insert Page Number)

5. Clic

k = (Center)

Y our screen should look like this:

InsertPage Number —

a
TNEEr T AT TERT = i |@‘ﬂ Gy ‘”EF‘ '5\'>|Q|DSE

[Page 1 Sect 19 [At98"  In col 7 ||rec k] B |ovm e | Ok

14

Training Express




Page Formatting

Creating Odd and Even Headers

Up to this point, the header and footer that you have created will print on every page of the
document. However, someday, you may have need to print headers and footers that differ
between the right and left pages, the odd and even pages.

1. Click g (Page Setup)

To enable different odd and even headers and footers:
2. Click Different Odd and Even

Your screen should look like this:

Page Setup m

Margins | Paper Size | Baper Source Layout |

Section start: —Preview

INew page j

Differentodd and even

I” Different first page — —

Wartical alignment:
-]

Lire Mumbers... | Apply to: Iwhole docurnent j

I~ Suppress endnotes

Default... | oK I Cancel | Your existing Header and

Footer will become the Odd
3. Click OK Page Header and Footer.

Even Page Header Exercise

1. Click % (Switch Between Header and Footer)
2. Click ﬁ (Show Next)
3. Type Created by Training Express

Y our screen should look like this:

|47/ Microsoft Word - NUMBERS.DOC _[=] x

‘DEHB Edit Wiew Insert Format Tools Table wWindow Help
DeHShY | izad|lo-o- (A& @F=
Header = Times Mew Foman = 12 -| B I U ‘
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Page Formatting

Be sure to use the Insert
Page Number feature, don't
type the digit “2.”

Y ou have created a header in which “ Created by Training Express’ will print at the top left of
each even page. The previous header, created earlier, will till print at the top right of every
odd page.

Even-Page Footer Exercise

1. Create the following even-page footer:

Header and Footer

Ingert AutoText - ‘ @| ®|u Eh ‘ ‘E‘E '§|'>|QIDSE

. _Even Page Footer

HEI BB »

[Page 2 Sec1 I CEET A = G e e

When you have created this footer, exit the Header and Footer section:
2. Click Close

Editing Multiple Headers & Footers

To edit the odd-page header and footer, click within an odd page before editing the header
and footer.

To edit the even-page header and footer, click within an even page before editing the header
and footer.

Close the document, saving the changes.

16
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Tab Setting

Introduction

Tab Setting

Word 97, by default, sets tab stops at ¥2-inch increments from the left margin. In this

exercise, you will set tabs at 2" increments and align text on each tab stop.

Setting Tabs

Please type the following text, separating each column with one tab.

Item Quantity Price
Widget 23 45.95
Wires 54 .55
Pliers 1 10.50

Y our screen should look like this:

W Microsoft Word - Document2 !E X

ﬁE”B Edit Wiew Insert Format Tools Table wWindow Help ;lﬁlil
DSESRY | 2B o -o-a® HEE=4/E 1 s - |7

Mormal = Times New Roman = 10 -|B I HHEE §|§E = £?£;§|E|vé’-A_-3¢}‘

[ SRR T R R R R

Iterm  Quantity Price
Widgst 23 4595

Wires 54 .95
Fliers 1 1050

1. Press <Ctrl-A> (Select All)
2. Click  Format

3. Click Tabs

4, Click Clear All

5. Type 2"

6. Click Center

7. Click  Set

8. Type 47

9. Click  Center

10. Click  Set

Training Express
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Tab Setting

Y our screen should look like this:
Tabs m

Tab stop position: Default tab stops: ID.S“ 5‘
m Al 18
I ﬁ ignimen

40  Left " Decirnal
" Center " Bar
" Right
Leader
% 1 MNone 3

Set | Clzar | Clear All |

Ok I Cancel |

12. Click OK

Y our screen should look like this:

W Microsoft Word - Document2 !E X
ﬁE”B Edit Wiew Insert Format Tools Table wWindow Help — Elil
DH SRy |izad -~ & BEx B - @

= 10 -

lO-2-A-o
EEEEREERY: [

-
«|o|»|<

le| =[] |
[Page 1 Sect 1 [at1 LR =2 i ] ) e

18
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Tab Setting

Aligning Decimal Tab Stops

To align the numbers in the third columns on the decimal:

1 Select the text in the 2nd, 3nd, and 4th rows.
2 Click Format

3. Click Tabs

4 Click 4"

5 Click Decimal

Y our screen should look like this:

Tabs B
Tab stop position: Default tab stops: 0.5 -
Alignirment
o Left
™ Center & Bar
O Right
Leader
1 Mone .y —
. L}
Tab stops to be cleared:
St | Clzar | Clear All |
Ok I Cancel |

6. Click OK

Y our screen should look like this:

W MWicrosoft Word - Document2

ﬂﬁlle Edit Wiew Insert Forrat Tools Table Window Help
DEEERY i aad -~ e & @D
Marmal = TimesNewFomen =10 ~|B Z U ==

[term Quantity

Widgst 23

Wires 54

Fliers 1

Close and Save the document:

1
2
3.
4
5

Click
Click
Click

Type
Click

File
Close
Yes
Tabs
Save

Training Express

19




Search & Replace

Search & Replace

Introduction

One of the most frequently used features of Word 97 is its search and replace. In this
exercise, you will replace all occurrences of the name Karen with Margaret.

1. Open SEARCH

Y our screen should look like this:

when Karen reported for waork as the new office receptionist, she brought with
her gualification and abilities well beyond her narrow job description. In a tight job
market, though, a paycheck was important, so she had to take what she could get. But
over a period of weeks and maonths, her job changed dramatically until she had become
a professional writer and assistant project director for a major project in the form. She
accomplished all this step-tby-step by taking initiative and tackling challenges outside of
her normal job responsibilities. She carefully idertified and woluntarily pursued specific

?

Notice that the name opportunities where help was nesded. She would ask” Could | help you to

Karen appears four times in Gradually, the managers began to realize that Karen could be depended on to
this document. undertake and accomplish tasks that were “falling between the cracks." And most of
all, she was ready to do whatever job needed to be done. As Karen later explained, |
simply redesigned my own job."

Through hard work and initiative, she had taken it upon herself to change her
own job description, which resutted in her felling more competent and responsible. It
wasn't too long before Karen's title, salary, and official responsibilities changed to reflect
what she was actually doing. She knew the transition was complete when a new

Replacing Text

To replace Karen with Margaret:

1 Click Edit

2. Click Replace

3. Type Karen

4, Press <Tab>

5. Type Margaret

Your screen should look like this:

Find and Replace ?

Find Replace | Go To |

Find what: IKarEn Eind hext

[
Cancel
Replace with: IMargared LI Replace

Replace all

ddd

Maore ¥

6. Click Replace All
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Search & Replace

When the replace operation is complete, you will receive a message.

Y our screen should look like this:

Microsoft Word m

Wiord has completed its search of the document and has made 4
replacements,

7. Click OK
8. Click Close
All instances of the name Karen have been replaced with Margaret.

Y our screen should look like this:

fhe ) Mar  arerep et e a3 5t E R B BT E S e E R R R FISE SR BRI
her gualification and abilities well beyond her narrow job description. In a tight job
market, though, a paycheck was important, 5o she had to take what she could get. But
over a period of weeks and maonths, her job changed dramatically until she had become
a professional writer and assistant project director for a major project in the form. She
accomplished all this step-ty-step by taking initiative and tackling challenges outside of
her normal job responsibilities. She carefully identified and voluntarily pursued specific
opportunities where help was needed. She would ask"Could | help you t0——7"

Gradually, the managers began to realize that Margaret could be depended on to
undertake and accomplish tasks that were "falling between the cracks " And most of
all, she was ready to do whatever job needed to be done. As Margaret later explained,
"| simply redesigned rmy own job "

Through hard work and initiative, she had taken it upon herself to change her
own job description, which resutted in her felling more competent and responsible. It
wasn't too long before Margaret's title, salary, and official responsibilities changed to
reflect what she was actually doing. She knew the transition was complete when a new
receptionist was hired.

Close Search, saving the changes.

Karen has been
replaced with Margaret

Training Express
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Mail Merge

Mail Merge

Introduction

Creating mailing merge documents are a routine task for most word processors, and Word
97 makes the process easy. In this exercise, you will create mailing labels using the mail
merge feature.

The mail merge process involves two documents:

Main Document the primary document that positions the merge input fields and text.
The label format and size information is maintained by the main
document.

Data Source the table that contains the text that will be inserted into the merge
input fields that are in the main document. The data source may be a
Word table or an external system such as Access, Paradox, dBASE, or
Excel.

Once these two documents have been created, merging them will result in a document that
contains the data formatted as you specified in the main document. Whenever the datais
updated, simply repeat the mail merge for a current set of mailing labels.

Starting the Merge Process

1. Close all documents and open anew (blank) document window.
2. Click Tools
3. Click Mail Merge
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Mail Merge

Creating A Main Document

To create a main document that will contain the format for the mailing labels:
1. Click Create (in Main Document section)

2. Click Mailing Labels

Your screen should look like this:

Mail Merge Helper B

Use this checklist to set up a mail merge. Begin by choosing the Create

button.
1 Main document
I Create ™ i
Form Letters..,
: ——— Mailing Labels
2 Envelopes...

Catalog...
FEestare to et Y ErE DEEU et .

3
= Merge the data with the document

Merge...

Cancel |

Y our screen should look like this:

Microsoft Word n

To create the mailing labels, you can use the active docurment window Document2
or & new docurment window,

| Active Window | Hew Main Docurment: |

The Active Window is the document that is currently open and active. Because you opened a
new blank document prior to starting the merge process, select the Active Window:

3. Click  Active Window

Y ou have now returned to the mail merge window.
4, Click Get Data

5. Click Create Data Source
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Mail Merge

Y our screen should look like this:
Create Data Source m

& mail merge data source is composed of rows of data, The first row is called
the header row. Each of the columns in the header row begins with a field name.

Wiord provides commenly used field names in the list below, You can add ar
remave field names to customize the header row,

Remove Field Name

Eield narme: Field names in header row:
[
i
Al Pl Name » [ [Lastame
JobTitle Mave
Cormparty Ll
| Address1

MS Query... | Ok I Cancel |

This screen allows you to select the fields which will be used in your main
case, several field names are unnecessary and will be removed:

6 Scroll down list of field names.

7. Click Address2

8. Click Remove Field Name

9 Remove the Country, HomePhone and WorkPhone fields.
10. Click OK

Save the data document:

11. Type Data

Your screen should look like this:

Save As

Save in: |[:| Wiord LI gl

document. In this

EE
Jral

i
i
i
o
i
i
i
i

2wheels.doc
Beltway.doc
Boating.doc
Marnas.doc
Mumbers.doc
Pages.doc
Search.doc
Section.doc

File name: IData

=
Save as type! IWord Docurment (*.doc) j

Save
Cancel
Options...

Save Version...

el

12. Click SAVE

Because no data has yet been entered, Word 97 prompts you to complete the data document.

However, you will set up the main document first.

24
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Mail Merge

Y our screen should look like this:

Microsoft Word m

The data source you just created contains no data records. You can either add new
@ records to your data source by choosing the Edit Data Source button or lay out your
main document by choosing the Set Up Main Document button,

| Edit Data Source | Set Up Main Document

9. Click  Set Up Main Document

Setting Up the Main Document

Because you originally selected Mailing Labels as your main document type, Word 97
prompts you to select the label size and type. Avery labels are the standard office labels

used and are identified by number.
Select the label type:
1. Click 5162 - Address

Y our screen should look like this:

Label Options m
rinter infarmation
oK I
Dot matrix
& Laser and ik jet Tray: IManuaI feed j Cancel |
1 Details... |
Label products: ]Avery standard =
Mew Label... |
Product nurnber:
~Label information——————— Delete |
5035 - Mame Badge ﬂ
5096 - Diskette | Type: Address

5097 - Diskette Height: 6

5160 - Address

Avery labels selected

5161 - Address Wieine il
5162 - Address Pagestee——teter{0-Frr T
5163 - Shipping ﬂ

2. Click OK

Inserting Merge Fields

5162 - Address label

The available merge fields will be inserted in the following layout:

Title FirstName LastName
JobTitle

Company

Addressl

City, State PostalCode

Then, the Postal Bar Code will be inserted into the mailing label.

1. Click Ingert Merge Field =

Training Express
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Mail Merge

Y our screen should look like this:

Choose the Insert Merge Field buthon to insert merge fields into the
sample label. You can edit and format the merge fields and text in the

Sarnple Label bos,

' Ingert Merge Field ™

Insert Postal Bar Code... |

S

ﬂ FirstMame <
Listof available fields—— :I
JobTitle
Cormpany
Addressl
e =]
PostalCode oK cancel |
2. Click Title
3. Press SpaceBar
4, Click Insert Merge Field ~
5. Click FirstName
6. Press SpaceBar
7. Click Inzert Merge Figld =
8. Click LastName
9. Press Enter
10. Click Insert Merge Field ~
11. Click JobTitle
12. Press Enter
13. Click Ingert Merge Fisld ~
14. Click Company
15. Press Enter
16. Click Inzert Merge Fisld =
17. Click  Addressl
18. Press Enter
19. Click Inzert Merge Figld =
20. Click City
21. Type Comma
22. Press SpaceBar
23. Click Inzert Merge Field =
24, Click State

26
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Mail Merge

25. Press SpaceBar (2 times)
26. Click Ingert Merge Field ~ |
27. Click PostalCode

Inserting A Postal Bar Code

Word 97 is able to generate a bar code that corresponds the ZIP code of the address on each
label.

1. Click Insert Postal Bar Code... |

Under Merge Field with ZIP Code:
2. Click PostalCode

Y our screen should look like this:

Insert Postal Bar Code |

Merge field with ZIP code:

(Y - |

Merge field with street address:

| =

Ik Cancel |
3. Click OK
Your label screen should look like this:
Create Labels B

Choose the Insert Merge Field button to insert merge fields info the
sample label. You can edit and format the merge fields and text in the
Sample Label box.

Ingert Merge Field ~ Insert Postal Bar Code.., |

Sample label:

Delivery point barcode will print here! -
«Titles «FirstNamey «LastMames

%JobTitles

T OMpays

whddressls

«City», «Staten «PostalCodey)

| |

CIK, Cancel |

4, Click OK
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Mail Merge

Entering Names Into The Data
Document

Now that the set up of the main document is complete, finish creating the data document:

1.
2.

Click
Click

Edit (in Data Source section)

Data.doc

Word 97 creates a quick form for easy data entry. Like other windows, the <Tab> key
moves the cursor from field to field.

Y our screen should look like this:

© © N o g~ w DN PRE

e N ~ S U i =
N o o M wdh PP O

Data Form E
Tithe: iI e |
Firsthame: add Newr |
Lasthame:
) Delete |
JohTitle:
Companty: HEShire |
Address1: Find... |
City:
Statea: Wiew Source |
PostalCode: LI
Record: M| 4|1 P M
Type Mr.
Press <Tab>
Type Charlie
Press <Tab>
Type Brown
Press <Tab>
Type Chief Executive Officer
Press <Tab>
Type Peanuts Comic Company
Press <Tab>
Type 123 Main Strest
Press <Tab>
Type Columbia
Press <Tab>
Type MD
Press <Tab>
Type 21044

28
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Mail Merge

The text for the first record in the data document is complete.

Y our screen should look like this:

Data Form E
Title: M. iI oK |
AetEmEe Charlie Add New -I—— Add New
Lastiame; Browin
JobTitle: Chief Executive Officer D |
Cornpany: Peanuts Comic Company Restore |
Address1: 123 Main Street
Eind... |
City: Columbiz
Stata: 1D Wiew Source |
PostalCode 21044 LI
Record: M| 41 P M
To continue adding names:
18. Click Add New
Adding Additional Names
. e following names to the a document. (clic ew arter each recor
1 Add thefall to the data d t. (click Add New aft h d

except the last record)

Record Name & Address

Ilizg Lucy Van Pelt

Chief Firancial Jfficer

2 Pearts Comic Comparsy
123 Main Street
Colwrbia, WD 21044-3323

Il Lirms Van Pelt

merdor Humnor Officer

3 Peatnts Comic Cotrparry
123 Wlain Strest
Coluribia, WD 21044-3323

Iir. Andy Capp

Fetired

34-D West Elm Strest
Fllicott City, WD 21043

Llrs. Sally Forth
Professioral Fatnily Plarmer
5 Whataway Torrakealiving
0245 Windy Boss Lane
Colurbia, WD 21045

Pvt Beetle Bailey
f 65 0ld Carrp Foad

Catrp Swatrpy, WD 21000
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Mail Merge

Once al the records have been entered, close the data entry form:

2. Click

OK

Merging The Documents

Y ou are viewing the layout for the main document. In order to see the final product, merge
the main document with the data source.

Y our screen should look like this:

Merge to New Document

W Microsoft Word - Documentl !E X

‘DEiIe Edit Wiew Insert Forrat Tools Table Window Help ;Iilil
DEEESRY| AR oo |8 & |H B|E T e [0

Morral = TimesMewRoman = 10 = | B I g‘; =1 ?|E|-i-év}¢1‘
trsortherge-Fiekh——nsertboard Sigle—— s B e B B B
‘U”:"‘}'“:"‘?'“:"‘Slllfllé*'*"lu‘5"'?ﬂergermNewDocurgent' -5 &l Z

. bl bbbl abfazt Repomdsinbhnllhuduliblldl
. «Tiles eFirstiames «LastHarmes 4Tiles eFiratilaraes ¢«Lasthlares
- «JobTiles aJobTitles
N «Corpar 4Cn
«liddress]» «Aﬁ:ﬁ?‘;

«Cityr, «Stater ¢PostalCodes «Citys, eStates «FostalCodes

— «Hext Recorshlbulllmdullulllul ellext Recamstlilllunduliulllul
N «Tiles cFustames ¢LastHames aTiles eFirstames «Lasitames
- «lobTles alobTtles
N «Conpargs «Comparys
o ehdibessis adddressl»
. «Citys, «Stater ¢PostalCodes aCitys, eStates «FostalCodes
— Mewt Resomdpliblmllunlullol il abext Recobelillnllulilihlal
. «Titlew eFirstilames «Lastaraes aTitles eFirstlames «Lasitaraes
. «JcbTiles alobTitles
sConpanys sCompanyy
=[p[=] =[]
|Page 1 Sec 1 141 |At 0.g" Lh1 Caol 1l REC| TR BT 2R YR [H

On the mail merge helper toolbar:

1. Click

9@ (Merge To New Document)

Once the two documents have merged, a finished set of labels with postal bar codes will

display.
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Mail Merge

Y our screen should look like this:

W Microsoft Word - Labels1

ﬂE”B Edit Wiew Insert Format Tools Table wWindow Help
DeHERy|izast|o o |a®| @

Mormal = Times Mew Foman = 10 -| B I U ‘

B 12 s abd 567 3

i Ivlr. Charhe Brown Ivliss Lucy Van Pelt
- Chaef Executive Officer Chief Financial Officer
T Peanuts Corde Coreprary Fearts Corie Corpang
. 1273 Blain Street 1273 Ivlan Street
- Colurnbia, MWD 21044 Colurabia, WD 21044-3323
-
- {\.‘:E;|.£MH..‘|?..|.|.1.)|H1H‘..||...|.|.‘H‘\.|..|.|..||m\ Tl el Tl
. s Van Pelt IIr. Andy
Seniar Hurnor Officer Retilegdy *®
Peanuts Comic Coroparngy 34-D West Elm Street
o 123 Dlain Street Ellicott City, WD 21043
— Columbia, WD 21044-3323
: 711 P L1 e e U A
. M, Sally Fonth Luliluhnlliallilunll -
o Professional Farily Planner Pst, Beatle Baley :
Whataway Tomakealiving 65 Old Carrp Road
. 9245 Wingy Boss Lane Camp Swarey, WD 21000 @
— Coolurbia, MD 21045 v
E| =) = :| 4 | 4

[Page 1 Sect N EEERE R = i )

Notice that the postal bar code for Charlie Brown is less detailed than the bar code for Lucy

and Linus VanPelt. Even though all three are employed by the same company, only Lucy and

Linus have used the 4-digit ZIP code extension. Therefore, the postal bar codes for their ZIP
codes are longer and more detailed.

Word 97 automatically has eliminated any blank lines which would have resulted from empty
fields in the records for Andy Capp and Beetle Bailey. This“Trim” feature keeps your
mailing labels standardized with a professional 10ok.

Printing Mailing Labels

Print the mailing labels:
1. Click File
2. Click  Print

Please close the merged labels and return to the mailing label main document. Since the
mail merge may be repeated with each fresh batch of data, it is not necessary to save the
merged document. Y ou will be saving the main document and data source separately.

3. Click File
4, Click Close

5. Press No

Training Express
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Mail Merge

Saving The Main Document

Please close the main document and save under the filename LABELS:
1. Click File
2. Click Close

Before Word 97 prompts you to save the main document, you are warned that the associated
data source also needs to be saved.

Y our screen should look like this:

Microsoft Word m

Docurnentl is a mail merge main document that is attached to a data source
Data.doc that has not been saved. Do you want to save Data.doc?

Mo | Cancel |

3. Click Yes

Y ou will now be prompted to save the main document.
4, Click Yes

5. Type Labels

Y our screen should look like this:
Save As m
Save in: I[:l Word ;I ﬁl IE_°

2wheels.doc Sayve

Beltway.doc =

Boating.doc Cancel
¥ Data.doc
@Names.doc Options...
Murmbers.doc
Pages.doc Save Yersion. ..
Search.doc
Section.doc

Bl

File name: |Labels|

Ll L

Save a5 type: IWurd Dacument *.doc)

6. Click SAVE
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Word Operations

Introduction

The Spell Check function of Word 97 not only detects incorrect spellings, but also works
with the AutoCorrect function to help prevent common errors.

1. Open a new document and type the following sentence:
Now is the time fo all good men to come to the aid of their country.

Notice the misspelling of the word “for”. Please misspell the word when you create the

document.
1. Click % | (Speling and Grammar)
2. Click for

Y our screen should look like this:

Spelling and Grammar: English (United States)

Mot in Dictionary .

Wow 13 the time fo all good men to come to the aid of |« Ignore |
their country.
Ignore All |
| Add |
Suggestions:

pH — Change I
_I Lang
og Change &l |
ange Al
- AutoCorrect :|~— AutoCorrect

fio
@l ¥ Check grammar Options. ., | Unda | Cancel |

AutoCorrect & Mistakes

To alow Word 97 to automatically correct the misspelling “fo” in the future:

1. Click AutoCorrect

The spell check is complete, and a message is displayed.

Y our screen should look like this:

@ The gpelling and grammar check iz complete,

2. Click OK
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Word Operations

Note: To ensure the
Grammar check is
activated, be sure the
“Check grammar” box is
clicked in the Spelling
window.

Testing AutoCorrect

Since you added the misspelling “fo” to the AutoCorrect list, please test the function.

1. Please type the following sentence:
What shall we do fo our country?

Notice that the word “for” has been misspelled.

If you correctly updated the AutoCorrect list, it is impossible to type the word “fo.” Word

97 will automatically correct it to the word “for.”

Close the document without saving the changes.

Grammar Check

Word 97 has an extensive grammar checking capability which works in conjunction with the

spelling check function.
1. Open  Search.doc
2. Click %

Y our screen should look like this:

Spelling and Grammar: English (United States)

Punctuation with Quotations:

She would ask “Could | help you to—

_?u

Suggestions:

ii Undla Edit |
Ignore All
LI Mext Sentence

a5k,

;I Change

Options. .. | Undo

@l IV Check grammar

| /|

| Cancel

Word 97 stops at the first grammar suggestion.
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Grammar Options

Different grammar rules may be applied when checking a document. To change the grammar

rules:

1. Click Cptions. ..

Y our screen should look like this:

Spelling & Grammar [ 2| x|

Spelling & Grammar |

Spelling
Iv check spelling as you type
I¥ Hide spelling errors in this document
¥ &lways suggest corrections
™ Suggest from main dictionary only
¥ Ignore words in UPPERCASE
I¥ Ignore words with nurbers
I Ignore Internet and file addresses

Custom dictionary: CLUSTOM.DIC j Dictionaries. .. |

Grammar

¥ Check grammar as you type

¥ Hide grammatical errors in this document
¥ Check grammar with spelling

™ Show readshility statistics

Wiiriting style: Standard - Settings... |

Casual -
Recheck Document  [Standard

Formal Writing style

Techhical

Custorm —1 oK I Cancel |

On the Writing Style drop-down menu:
2. Click Formal
3. Click OK

Correcting Grammatical Errors

If you would like more information about a grammatical error:
1. Click 2

The Office Assistant will provide help in correcting the error:

(to view the Office Assistant)

' ™y
Punctuation with Quotations

Use a comma as well as quotation marks to
separate the guote from the rest of your
sentence.,

+ Instead of: Catherine cried "1 am so happy
to see vou."

+ Consider: Cathering cried, "I am so happy ko
see you,"

Training Express
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Checking the Rest of the Document

Hint. Changing back to the To simply look through the errors found in your document:

Standard Writing style will 1 Click Mext Sentence

result in fewer grammatical . . . .
errors being displayed. Continue to view the grammar suggestions for this document.

When Word 97 has finished checking the document, your screen should look like this:

Microsoft Word m

@ The spelling and grammar chedk is complete.

3. Click OK

Close the document, saving the changes.

Creating AutoText

AutoText is Word 97’ s feature that allows text that is typed often to be assigned a keyword.
The keyword may be typed and automatically converted to the longer text to which it's

assigned.
1. Open anew document.
2. Please type the following text:

Training Express
9810 Patuxent Woods Drive
Columbia, MD 21046-157710 USA

Select the text:

3. Press <Ctrl-A>
4, Click Insert

5. Click  AutoText
6. Click New

Y our screen should look like this:
Create AutoText E

Witord will create an AutoText entry
from the current selection.

Please narme your AutoText entry:

Cancel

7. Type TE

8. Click OK
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Using AutoText

Close the current document without saving the changes.
Open anew document.

Click Insert

Click  AutoText

Click  AutoText

Type TE

o o A~ W DN PR

Y our screen should look like this:

AutoCorrect m

AutoCorrect | AutoFormat As You Type | AutoFormat |

v Show sutoComplete tip for autoText and dates
To accept the AutoComplete tip, press Enter

—Enter AutoTesxt entries here:
TE Add

Delete

Tharik you,

Tharks,

To Whom It May Concern:

W18 AIRMAIL

W14 FACSIMILE

14 OVERMIGHT MAIL j
-

fours truly,

Insert Insert

it

Shiow Toolbar

Preview

Training Express
2210 Patuzent Woods Drive
Columbia, MD 21046-157710 USA

Look in: &l active templates j

Ok, | Cancel

7. Click Insert

The complete address will appear in your document. AutoText is also a handy tool if you use
standard opening or closing paragraphs in your letters or reports.

Close the document without saving the changes.
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Tables

Introduction

Tables may be added to existing or new documents. Tables make easy work of displaying data
in an organized presentation and allow use of short mathematical formulas. They are often
used in routine office correspondence. Word 97 provides two ways to types of table
creation - one for standardized rows and columns and another as a way to make tables with
unusually shaped rows and columns. We will create atable with standard rows and columns.

Cell Addresses

A tableis composed of columns and rows. The columns are vertical and are designated with
alphabetic letters: A, B, C, etc. The rows are horizontal and are designated by numbers: 1, 2,

3, etc.

The intersection of a column and arow is called a cell. For example, the intersection of
column A and row 2 is called cell A2. The intersection of column D and row 4 is called cell

DA4.

Here are the cell designations for our exercise:

Al Bl C1 D1
A2 B2 2 D2
A3 B3 C3 D3
Ad B4 4 D4
AS B5 Cs D5

Creating A 4x5 Table

To create atable:

1. Open anew document.
2. Click Table

3. Click Insert Table
4, Type 4

5. Press <Tab>

6. Type 5

38

Training Express




Tables

Y our screen should look like this:
Insert Table m

Murmber of columns: |4 il oK I
Mumber of rows: |5 E‘ Cancel |
Column width: ALt = AUtoFormat. . |

Table format: {nane)

7. Click OK

Entering Text In A Table

Please enter the following text into the table. Press <Tab> or <Shift-Tab> to move from one
cell to another.

Y our screen should look like this:

Ttem Cluardity Frice Extended
Fal, &sh ] JURE]
Eall Hoselade ] 49
Cilorve, Leather 2 493
Total

Creating Mathematical Formulae

To create a formula that will calculate the “extended” price of five bats that sell for $10.95
each:

1. Click Cell D2

This will format the cell to
2. Click Table display a dollar sign “$” and
two decimals. If the result

3. Click Formula ) )
of the formula is negative,

IntheFormulafield: it will be placed in

4 Type =B2*C2 parentheses.

This represents the mathematical formula “cell B2 times cell C2.”

5. Click Number Format

6. Click  $#,##0.00; ($#,##0.00)
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Y our screen should look like this:

Formula m

Eormula:
|=p2*c2

MNumber format:
[$#,##0.00; (b #,##0.00) =

Paste function: Paste bookmark:
Ok I Cancel |

7. Click OK

Y our screen should look like this:

Ttem Chuardity Price Extended
Fatf, hsh ] 1005 PN
Ball, Hoselade 0 EX]
Cilorve, Leather 2 LN

Total

Adding Additional Formulae

1. Please add the following formulae to the cells indicated:
Format both cells as Cell Formula
$# ##0.00;(#$,$$0.00)
D3 =B3*C3
D4 =B4*C4

Creating A Summation Formula

To sum the “D”, the fourth, column:

1 Click Cell D5
2. Click Table
3. Click Formula
The formula field should read:
=SUM (ABOVE)
In the Number Format field:
4. Click  $#,##0.00; ($#,##0.00)
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Y our screen should look like this:

6. Click

Y our screen should look like this:

Formula

Formula:

2] ]

[=sumaeovE)

Paste function:

)

Paste bookmark:

=]
=

El

Cancel |

OK

Ttem Chuanttty Frice Fadended
Dat, &sh 107 § 54T
Eall, Homelide 0 49 F24730
(Hlove, Teather 7 545 F 455
Total T T5EED

Aligning Cell Data

To aign the numbersin the“D” column:;

1. Select al five cells in the fourth column.

Hint: Placing your cursor above the column will change it to a small black arrow. Clicking

once to selects the column.

Y our screen should look like this:

Column selection cursor

Ttem Cuardity Prce
Bat, fish K 1095
Eall, Hoselide 0 49
Glove, Leather ] 5495
Total
2. Click = (Align Right)
3. Select the cells in the third column (Column C).

Training Express
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Y our screen should look like this:

Ttem Cluartity
B, hsh 3
Ball Hoselade 0
Tlorve, Leather T
Click = (Align Right)
Select Column B.
Click = (Center)

4,
5,
6.
7.

Select all four cellsin the first row.

Y our screen should look like this:

8.

Glove, Leather

L ES

F 708 50

Click =

(Center)

Applying Shading

To apply shading to the first row:

[tis not necessary to use 1. Select the cells in the first row.
the Borders tab - your table 2. Click Format
automatically has borders . .
around each cell. Click Borders and Shading
4, Click ShadingTab
5. Click Gray - 20%
Y our screen should look like this:
Borders and Shading m
Shading Tab ——serders—|feqeperder— hadrg |
Fill Preview
G 20% —%FF
ray - 20%
...== Gray-zu%
ENEEN
(i
I
R TR
Patterns
Style: —
QDEIJ:W ICE” =l
Show Toolbar Cance|
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5. Click OK

The cellsin the first row are now shaded. If you have a color printer or are using a Word 97
table in an on-screen presentation you should experiment with the color options for shading.
They can make your table dynamic!

Changing Column Widths

To change the width of the columns, drag the right side column border to the right or left.

In this exercise, you will decrease the width of each column by dragging the right side of
each column to the left.

1. Drag the right side of cell Al to the left.

Y our screen should look like this:

Tiem (<=} TTTTE e Fterdedt Column width cursor
Bat, Ash 109 F 34T
Eall, Homehide i) 405 24750
Glove, Leather E LRy T 494
Total E ]
|
2. Reduce the width of all the columns.

Saving The Table Document

1. Please save this document as Table.doc.

Table Headings

Tall tables that extend across multiple pages often require the titles of each column to be
repeated at the top of each page. Thisfeatureis called Table Headings.

To enable the contents of the top row to automatically print at the top row of each page:

1. Select the cells of the first row of the table.
2. Click Table
3. Click Headings
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Y our screen should look like this:

W

icrosoft Word - Table doc

ﬂE”E Edit “iew Insert Format Tools

e Window Help

DEHESEY | saac

« _{ Draw Tahle

Mormal = Times Mew Roman = S Insert Rows
I R Delete Rows
3 Merge Cells
EE SplitCells...
Select Row

Select Column

Headings

. Select Tahle
L Bat, &sh
— Ball, Hoselude 40 24730
- s, iy 0 Table AutoEormat... =I5 T4
- [ 3 Distribute Rows Evenly Tatal T 706 50
— T Distribute Columns Evenly
Cell Height and Width. ..
ﬁ 5
o Conyert Tahble to Text...
. %¢ Sort...
- Formula...
) Split Table i
- |E Hide Gridlines *
- o
¥
S BBk »
| Page 1 Sec 1 1/1 |At 1" Ln 1 Col 1 REG] R NET) iR R m
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Text Boxes

Introduction

Text Boxesin Word 97 replace the Frame feature. They can be used for a wide variety of
purposes, but most often allow text to be moved and displayed in non-traditional waysin
your document. In this example, you will place the table within atext box to allow it to move
as a graphic object.

Creating a Text Box

The first step is to create the text box that will hold the contents of the table.
Create a text box:

1. Click Insert
2. Click Text Box
3. Click anywhere in the blank space of your document below the table.

Y our screen should look like this:

Ttem

Ty

Extended

B, &gk

¥ 547

Eall, Homehide

]

247130

Glove, Leather

T

T

Training Express
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Placing a Table in a Text Box

Y ou will use the Cut and Paste method to place the table within the text box:

1. Select al the cells in the table.
2, Click ﬁ (Cut)
3. Click within the text box.

4 click B| (Paste)

Y our screen should look like this:

Sin ]

Handles

[m iR m i

Resizing the Text Box

The borders of the text box need to be resized so the entire table is visible.
1. Place your cursor over the handle on the right side of the text box.
2. Click and drag to make the text box larger.

Y our screen should look like this:

Continue to resize the text box until the entire table is visible.
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Moving the Text Box

Once the table has been placed in atext box, the box may be moved and placed almost
anywhere on your screen.

Move the text box:
1. Click on the edge of the text box (not on a handle).
2. Click and drag the text box to a new location.

Y our screen should look like this:

Ttern | Cluarfity | Price [ Extended
Bat,&sh ' | 5 [ 1 005 §34m | ]
Ball, Homehide i) 405 F 2475
Glove, Leather £ 40 F 404
Total | § 796850
3. Click elswhere within the document to deselect the text box.

Text Box Borders

Asyou may have noticed, the text box automatically outlines its contents. However, you
already have borders around the edge of your table and do not need the additional text box
outline. You may format the text box to dictate the type of border (or none) for the text box.

Remove the border from the text box:

1. Click Format
2. Click Text Box
3. Click Line Color
Y our screen should look like this:
Format Text Box EHE
Colors and Lines | Size | Pasition | Wrapping | Picture | Text Box |

Fill

Color: ||:| vl ™ Semiransparent

Line

i — i
Diashed: Mo Line | Tt oS = NoLine
EEEEEEER
AT WS EEEEEEERE

EOECOEEE
Beqin style: EOOECOEEDO style: I v

5 O Y
Beginsize: — — — — — — — — [size: I v

More Caolars, ..
Patterned Lines...

Ok Cancel
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4, Click No Line
5. Click OK
6. Click within your document to deselect the text box.

Y our screen should look like this:

| Ttern

[STiing

Frice

Fadended

T, Ak

105

3 347

Ball, Homehide

E1]

ELE]

F 24730

Glove, Leather

47

F 409,

"Tota]

F 7960

The only borders are those displayed by your table.

Placing the table in a text box alows for greather flexibility of placement within your
document. Don’t worry, you still have full editing capabilities even when your tableisin the
text bos. You may still add and edit text, resize columns and change the borders and shading.
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Index

Symbols
=SUM
A

AutoCorrect 33-34
AutoText 36 - 37

B

Block 6
Border 43

C

Cell 38-43

Center 2, 14, 17, 42

Check 33-35

Column 17, 19, 38, 40- 41, 43

D

Data 22 - 23, 28 - 29, 41
dBASE 22

E

Edit 1,5, 16, 20, 36, 37
Email 4
Exit 16

F

Field 22,24 -25, 27,39-40
File 4, 12, 31- 32

Font 3

Footer 13-16

Format 6-9, 12, 17, 19, 22,39 -
40, 42

Formula 38-40

G

Generate 27
Grammar 35, 38
Graphic 13

H

Header 13, 15- 16
Heading 43

|
Indent 6- 7

L

Label 22 -23, 25,27,30-31
Landscape 12

M

Margin 6

Menu 3

Merge 22, 25, 27, 30 - 31
Message 21, 33

Move 39

O

Open 1, 10, 12 - 13, 20, 22 - 23,
34, 36 - 38

P

Page Number 14
Percentage 1
Portrait 12
PostalCode 25, 27
Print 11 - 16, 31,43

Index

R

Replace 20-21
Row 19, 38, 42 - 43

S

Save 24, 32, 43
Search 20, 34
Setup 4, 12, 15
Size 12, 22
Spell 33

T

Tab 17, 19- 20
Table 22, 38 - 40, 43
Title 43

Toolbar 2
\%

View 5, 13
W

width 43

Z

Zoom 1
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