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INTRODUCTION

Word 2004 Level 3 - Introduction

Welcome to PCM Courseware! PCM Course is a distinctive, flexible syste
instructor-led environment that facilitates learning via auditory, visual and hands-o
experiences by each student. The manual is broken down into sever. }
each lesson subdivided into several sections. Each section covers a part
concept related to the main lesson topic. In each section you

1. A brief introduction to the section concept

2. Step-by-step “how to” instructions

3. A hands-on “Let’s Try It” exercise which the students performs with the
instructor

4. An independent “On Your Own” activity a

5. A chapter summary at the end of t
topics discussed in the chapte
6. Chapter quiz to ensure thatjea

and screen shots to aid in
the manual enables i

is assumed that the student has a fundamental understanding of the concepts
taught in"Microsoft Word 2004 — Level 2 for Mac.

A full installation of Microsoft Word 2004 should be available on each desktop, with
a fresh installation strongly encouraged. While a printer is not needed to participate
in this class, a printer driver must be installed on each desktop to complete certain
lessons.

Word 2004 for Macintosh Level 3 6



INTRODUCTION

Components of the Manual

The Word 2004 for Macintosh manual contains the following components:

A Table of Contents - to allow the students to quickly find desired concepts

Introduction — discussion of manual components, course requirements, cQurseware
philosophy and training lab setup.

Lessons — The lessons are the manual chapters, each of which is compese
several sections relating to the lesson topic or skill.

Sections — Each section begins with a brief introduction to th

the task.

Labs — Each section concludes with ap indep
called a Lab. The lab gives the opp ity T
has learned and to discover any
lab covers skills in each secti

Chapter Quiz
test the level 0

Training Files

Each PCM Courseware course comes with a set of lesson files and lab files designed
to employ real-world situations and examples. The lesson files are designed to be
used in the Let's Do It! exercises that the student performs with the instructor. The

© 2005 PCM Courseware, 2005 7



INTRODUCTION

lab files are to be used for the On Your Own exercises at the end of each Lesson.
Both the lesson files and lab files should be stored in a folder on the student’s
desktop named Lesson Files.

A
\
\

What's New in Word 2004 for Macintosh? 4&:*«&

4

/"é?e‘\ )
What's New Description of Feature
AutoCorrect A new Smart Button, you can modify how Word makes an

Options Button

AutoCorection. Rest your mouse over the changed word and
then click the AutoCorrect button for available options..

AutoUpdate AutoUpdate will automatically search for the latest version of
Office 2004.

Compatibility Compatibility Report helps you identify and fix problems in a

Reports document when opening it previous or Windows versions of the

Office program.

Formatting Palette

Addition of new palette sections and properties to the Formatting
Palette. The New Add Objects section makes it easy to add
drawing objects and shapes to your documents.

Navigation Pane

Improvements to the Navigation Pane make it easier to read.
You can also navigate through miniature thumbnails of your
document to easily find a specific section.

Notebook Layout

A quick way to organize and outline notes. It features a screen
that looks like a ruled sheet of paper with tabs that you can add
and remove.

Paste Options
Button

A new Smart Button that allows you to specify the format of
pasted text.

Project Center

New in Office 2004, Project Center provides a consolidated view
of all information related to a project, such as e-mail messages,
contact, meetings, tasks, documents and Scrapbook clips.

Project Gallery
Update

Project Gallery offers additional templates and wizards. You also
have the ability to customize the Project Gallery to suit your
individual tastes.

Quick Preview

You can now view a miniature preview of your document called
“Quick Preview” from the Print dialog box.

Reference Tools

Part of the new Office 2004 toolbox, Reference Tools includes a
dictionary, thesaurus, encyclopedia and an Internet search feature
to allow you to quickly find information.

Save as Picture

Office 2004 allows you to save an graphic from a document as a
separate graphic file on your hard drive by control-clicking the
graphic and selecting “Save as Picture” from the contextual menu.

Scrapbook

A repository for text and illustrations that you might need later
on. The collected clips remain in the Scrapbook until you remove

Word 2004 for Macintosh Level 3 8




INTRODUCTION

What’'s New

Description of Feature

them.

Send as HTML
Mail

You can now easily include Word text, including formatting, into
an HTML e-mail message.

Soft Shadows In Office 2004, shadows now appear softer and more realistic.

You can also now modify the properties (color, transparency,

softness degree, etc.) of shadows. y
Toolbox New in Office 2004, the Toolbox provides access to the new

Reference tools, the Scrapbook, Compatibility Report and the

Project Center.

&\Q

S
>
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LESSON 1 - CHARTS AND DIAGRAM

Lesson 1 - Charts and D

Lesson Topics:
1.1 Creating a Char @

1.2 Formatting
1.3 Chang hart\Lype
1.4 Ing an ®rganization Chart

1.5 /@I ing an Organization Chart

Word 2004 for Macintosh Level 3 10




LESSON 1 - CHARTS AND DIAGRAM

1.1 Creating a Chart

In this lesson, you will learn how to insert a chart into a VWord Document

your documents. To create a chart from scratch, use the Insert >
command from the menu and select Microsoft Graph Chart
Type list. This command will launch the Microsoft Graph g program

I f you want you represent numerical data graphically, you can insert

Datasheet complete with sample data. You can then enter your own @atd into the
datasheet or import data from another source such as a text file or an Excel
spreadsheet.

Double-clicking on the inserted chart opens icrosoft Graph application,
providing you a variety of menu options to format your ¢ s well as changing the
chart type. Some available chart types are:

Pie Chart

Line Chart

Bar Chart

Area Chart

e Column Chart

» Doughnut Chart

Default Bar Chart
/\ inserted into
document

‘ 1004

B0 BDEast

4004 B West
20, O Narth
04

Tst Qur 2nd Qur 3rd Qtr Ath Qtr

G0 o Lraph b Documentd - Dasaheei Chart Datashe(:‘t
— S W B e e i = l
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LESSON 1 - CHARTS AND DIAGRAM

To Create a Chart

Set the insertion point where you wish to insert the chart.
Select Insert > Object from the menu.

Select Microsoft Graph Chart from the list.

Click OK.

Enter desired data in the chart datasheet.

Click outside the chart when finished to deselect it.

oUW E

Let's Try It!
What Why

1. Open Microsoft Word. Launches the Word application.

2. Click the New Blank Document Opens a new blank document.

icon.

3. Select Insert > Object from the Opens the Object dialog box.
menu.

4.  Scroll down the Obiject type list Selects Microsoft Graph Chart as the
and select Microsoft Graph type of object we wish to create.
Chart.

5. Click OK. Inserts a bar chart into your document
and displays a datasheet with sample
data.

6. Click inside of the datasheet. Activates the datasheet.

7. Click inside of the cell that Enters data into the datasheet.

contains the word East as shown
below and type: Harrison.

A

-

Click inside of the )
0e W cell that contains ¢

the word “East” D

and type: Harrison | 4th@tr
East yp o 704
Yest 30.6 38.6 34.6 31.6
Morth 45.9 46.9 45 439

B

]

B

Y

Word 2004 for Macintosh Level 3 12



LESSON 1 - CHARTS AND DIAGRAM

What

Why

8. Press the Return key and then type:

Browne.

Enters data into the cell directly
underneath the previous cell.

9. Press the Return key and then type:

Lane.

Enters data into the cell directly
underneath the previous cell.

10. Press the Return key and then
type: Hoffman.

Enters data into the cell directly
underneath the previous cell.

11. Click in the cell in the second
column, first row as shown below
and type: 2000

Enters data into the cell, replacing the
words “1* Qtr”

06 % Graph in Document2 - Datasheet
A | f/ &

_ 1stgr <" Click inside the cell that D

; ﬂ :“"'3““ ;g-: contains the words “1st
rowne - vy .
3 adlLane 459 Quareter” and type: 2000
4 A |Hoffman
5 v
4 3

12. Press the Return key and then
type: 35000.

Enters data into the cell directly
underneath the previous cell.

13. Press the Return key and then
type: 85000.

Enters data into the cell directly
underneath the previous cell.

14. Press the Return key and then
type: 60000.

Enters data into the cell directly
underneath the previous cell.

15. Press the Return key and then
type: 90000.

Enters data into the cell directly
underneath the previous cell.

/Q 16. Click in the cell in the third

column, first row and type: 2001

Enters data into the cell, replacing the
words “2" Qtr”

17. Press the Enter key and then type:
55000.

Enters data into the cell directly
underneath the previous cell. Entering
data into a cell that contains existing
data automatically overwrites the old
data with the new data.

© 2005 PCM Courseware, 2005
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LESSON 1 - CHARTS AND DIAGRAM

What Why
18. Press the Return key and then Enters data into the cell directly
type: 105000 underneath the previous cell.
19. Press the Return key and then Enters data into the cell directly
type: 40000. underneath the previous cell.
20. Press the Return key and then Enters data into the cell directly
type: 85000. underneath the previous cell. V
21. Click the heading for Column C, Selects Column C and Column D.

click and drag to the right to select
Column C and Column D as

shown below.
886 % Graph in Document2 - Datasheet
| | & | 8 | ¢ A o |
TN\208— 7 4th Qtr B
! Select columns C 90 S
S000 34.6 31.6
3 and D 0000 as a3.9
4 S000
5 T b |
W ———————= R -
22. Press the Delete key. Deletes the data for Column C and
Column D.
23. Observe the completed datasheet The bar chart automatically updates as
and bar chart. you entered data into the datasheet.

N\
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LESSON 1 - CHARTS AND DIAGRAM

g

What Why
1200004
10000017
20000 O Harrison
&O000 B Browne
400001 OlLane
20000 O Hoffman
0
2000 2001
B a ¥ Graph in DJ’““""_F_“” - Darasheet
S mloree | saoks iosess [
L - = [ FTH) Lunan Auann
4 A1 |Hoffman nnEn ASAmN
. g =
24. Select Graph > Quit & Return Deselects the chart and returns to

to Document 1 from the menu.

normal view.

25. Select File > Save As from the Opens the Save As dialog box.
menu.

26. Select Desktop in the Sidebar. Opens the Desktop folder.

27. Click the Lesson Files folder in Opens the Lesson Files folder.
the column browser window.

28. Type: MyChart in the Save as Provides a name for the document.
box.

29. Click the Save button. Saves the document and closes the

Save As dialog box.

\/

© 2005 PCM Courseware, 2005
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LESSON 1 - CHARTS AND DIAGRAM

1.2 Formatting a Chart

In this lesson, you will learn how to apply formatting to your chart.

it. For example, you can add chart options such as a Chart
titles, Legend placement, etc. In order to format your ch
working in the Microsoft Graph program (double-click on ¢

the Microsoft Graph program). You can then access chart

by, choosing
Chart > Chart Options from the menu.

Char Optiond
[rates | aves | Gocines | Lsgara

ar® SiHe

ERREE

0 wa

Cincel ) (@0

Additionally, you can orm‘%&/thz text on your chart (font, color, alignment) and
modify the colefg and patterns of the graphical data series. Double-clicking on the

axis, legend, data series bar object, etc.) in the small box
that you wish to format will launch the appropriate dialog

box.
L .

Click on the chart

. . cuntem The appropriate
format ot _wtoman % launch

= pgat b anie
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LESSON 1 - CHARTS AND DIAGRAM

Let's Try It!
What Why
1. Double-click on the chart. Launches the Microsoft Graph
program.

2. Select Chart > Chart Options Opens the Chart Options dialog box.
from the menu.

3. Click the Titles tab. Ensures that Titles options are active.

4. Inthe Chart Title box, type: Enters a title for the chart.
Sales by Rep

5. Inthe Category-(X) axis box, Enters a title for the X-axis
type: Year

6. Inthe Value-(Z) axis box, type: Enters a title for the Value Z-axis.
Sales

Chart Options

['I'ltlns r Axes | Gridlines | Legend [ Data Labels -'-DataTabIe |

Chart title:

-Sales by Rep

Category (X} axis:

Year

Series {Y) axis:

Value {Z) axis:

Vertical
AXIS

Sales

A

”~ 7. Click OK. Closes the Chart Options dialog box.
8. Click anywhere inside the chart in Sets the insertion point inside of the
the Graph in MyChart window. chart.

© 2005 PCM Courseware, 2005 17



LESSON 1 - CHARTS AND DIAGRAM

=

hat

Why

©

Double-click on any of the values
on the Value Axis (the vertical
axis on the left)

Launches the Format Axis dialog box
for that particular axis.

Click on the Font tab on top of
the Format Axis box..

Switches to Font options.

p

. In the Font Size box, select 10 as Changes the font size to 10.
shown below.
Format Axis
Colors and Lines | Scale Foes) Number  Algrment
Font Font Shyle Sire
Geneva Regular ]
Georgia L male 1 m
cill s?,r, U B z [
Gill Sars Light Bald irale 14
Gill Sarg UMra Bokd 1
Underling Calor Bachgroumd
Mane ] Automatic _Tl Autornalic =]
EMects sample
_ Sarikechrough | Outline
- upeErEOnpt - W ASBECCWyIE
1 Sberion
= Autg scale

12.

Click on the Color arrow and
choose Red from the color
palette.

Changes the font color of the Value
Axis data to red.

3

Click the Number tab.

Switches to Number options.

14.

Choose Currency from the
category list box.

Changes the number formatting of the
data series to Currency.

" 15.
A

In the decimal places box, type
0.

Set the number formatting to no
decimal places.

16.

Click OK.

Closes the Format Axis dialog box.

17.

Double-click on the graphic bar
for Browne.

Opens the Format Data Series dialog
box for the data series for Browne.

Word 2004 for Macintosh Level 3
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LESSON 1 - CHARTS AND DIAGRAM

What

Why

18. Click the Color drop-down list
under the Fill area.

Displays the Fill Color palette.

19. Inthe Color Palette, select Dark
Blue (sixth column, first row) as

Changes the bar color for Browne to
dark blue.

shown below.
Format Data Series
[Colorsana Uines . Shape  Labels  Dptons
Fill
- —— Choose Dark
Transparency Nof
Une bl Automat
Color EEEEN B
Dashed EEEEEEEN pts
) 3} NEEN
Transparency 1] e 5 0%
E n [
B = ]
More Fill Colors
Fill Effects
20. Click OK. Closes the Format Data Series dialog

box and applies the options.

21. Double-click on either of the
values on the Category (X) Axis
(the horizontal axis on the
bottom).

Launches the Format Axis dialog box
for that particular axis.

"N

22. Repeat steps 10, 11 and 12.

Changes the font size to 10 and
changes the font color to red for the
Category Axis.

23. Click OK.

Closes the Format Axis dialog box and
applies the settings.

24. Select Graph > Quit & Return
to MyChart.doc from the menu.

Closes the Microsoft Graph program
and returns to the Word Document.

Y

© 2005 PCM Courseware, 2005
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N
S
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LESSON 1 - CHARTS AND DIAGRAM

1.3 Changing a Chart Type

In this lesson, you will learn how to change the chart type d an existing chart in your
document.

ord offers several chart types to aid you in communlcatlng differe
of information. The option for changing the chart type

Chart > Chart Type menu. From there, you can ch

array of chart types. Remember — you need to be j

use any of the charting features.

To Change the Chart Type:

Double-click the chart to launch Microsoft
Select Chart > Chart Type from the
Select the desired Chart Type and

Click OK.

o

I‘Jha.r: Type

Slaniard Types. | Cuttom Tyges |

Char Type Charr sub-Type

” M o
Doughnug

\ Ji- Eadar P

- Surface ﬂ

‘Eﬁ Baubbile

Opticns

dﬁe

,, XY (Srarrer)

>

Clustered column with a 3-D visual effect.

! Defautt formatng

{ Pr\esi and Hnld ] \l'lrm' Samplt

71 { Seras Defaulc Chart { Canecel % 0N}

Chart Type dialog box

© 2005 PCM Courseware, 2005 21



LESSON 1 - CHARTS AND DIAGRAM

Let's Try It!
What Why
1. Double-click the chart. Launches the Microsoft Graph
program.
2. Select Chart > Chart Type from Opens the Chart Type dialog box.
the menu.
3. Under Chart Type, choose Line. Selects Line Chart as the chart type.
4. Under Chart sub-type, choose Chooses the line with markers
the Line with markers displayed at each data value chart sub-
displayed at each data value type.
type (first column, second row) as
shown below.
Chart Type
F Standard Types f Custom Types |
Chart type: Chart sub-typ Select the “Line with
T R markers displayed at
B B /| each data value” chart
e Hine sub type
\_,;, Pie
2 XY ({Scatter) | A
A ,;rea | I/'/‘ '\/\
‘% Doughnut - |
,\;L?:?, Racdar m
5. Click OK. Closes the Chart Type dialog box and
applies the new chart type.
A 6. Select Chart > Chart Type from Opens the Chart Type dialog box.
the menu.
7. Under Chart Type, choose Bar. Selects Bar Chart as the chart type.
8. Under Chart sub-type, choose Chooses Clustered Bar as the chart
Clustered Bar (1* row, 1* sub-type.

Word 2004 for Macintosh Level 3 22



LESSON 1 - CHARTS AND DIAGRAM

>

© 2005 PCM Courseware, 2005 23



LESSON 1 - CHARTS AND DIAGRAM

1.4 Inserting an Organization Chart

In this lesson, you will learn how to insert an Organization Chart into your Word
document.

organization chart which allows you to illustrate hierarch
such as the structure of a business (i.e. names, titles a tments of
managers).

Another feature located under the Insert menu is the ability to

To insert an organization chart in your document, select Insé
menu, and then select Microsoft Organization Charifrom thea@bject dlalog box.
This command will launch the Organization Chart pregram, which opens in a
separate window like the Microsoft Graph pro fault chart consists of
one manager with three subordinates, as shown bel

P,

086 Dbject in Document3
| k ” T || Q| - Subordinate | |:|— Co-worker || —|:| Co-worker '?' Manager |‘ O Assistant |E |j\_"
Charr Title

Type Name Here
Type Title Here

Type Name Here | |Type MName Here | [Type Name Here
Type Title Here Type Title Here Type Title Here

’\) " Default Organization Chart

er Org Chart:

sertion point where you wish to insert an organization chart.
t Insert > Object from the menu

Select the Microsoft Organization Chart from the Object dialog box.
Click OK.

Click inside the text box to add the person’s name.

Press Enter to add the person’s title.

Click in the next shape into which you wish to add data.

Click outside of the Organization Chart when finished.

© N O
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LESSON 1 - CHARTS AND DIAGRAM

Let's Try It!
What Why

1. Click the New Blank Document Opens a new blank Word document.
icon.

N

2. Select Insert > Object from the Opens the Object dialog box.
menu.

3. Select Microsoft Organization Selects the Organization Chart object. P)
Chart from the Object type list as
shown below.

Select “Microsoft
Organization

Object type:

Microsoft Equation
Microsoft Excel Chart Chal"t"
Microsoft Excel Worksheet
Microsoft Graph Chart
Microsoft Organization Chart
Microsoft Word Document
Microsoft Word Picture

4. Click OK to insert the chart as Inserts the Organization Chart into your
shown below. document and launches the
Organization Chart program.

3

06 Object in Document3
k(TI|QA | & subordinate || [H] Co-worker ] Co-worker || T2 Manager || assistant || 17| % L | O
Chart Title

ype Name Here

Type Title Here
<Comment 1=
[ | <Comment2> [ ]

Type Name Here | [Type ame rere | | Type MName Here
Type Title Here Type Title Here Type Title Here

5. Type: Rodney Davis Enters the manager’s name into the
topmost shape.

6. Press the Return key. Moves to the Title line.
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What Why

7. Type: Owner. Enters the manager’s title.

8. Click in the leftmost shape on the Enters the name for the first (
second row and type: Diane subordinate.
Harrison

9. Press the Return key, and then type:  Enters the title for the first subordinate.
Regional Mgr.

10. Click in the middle shape on the Enters the name for the middle
second row and type: Richard Lane subordinate.

11. Press the Return key, and then type:  Enters the title for the middle

District Mgr. subordinate.
12. Click in the rightmost shape on the  Enters the name for the rightmost
second row and type: Debra subordinate.
Browne
13. Press the Return key and type: Area  Enters the title for the rightmost
Magr. subordinate.
Chart Title

Rodney Davis
Cwner
[
[ | |
Diane Harrison Richiard Lane Debra Browne
Regional Mgr. District Manager Area Mgr

14. Click outside the shape anywhere on  Deselects the Organization Chart.
the document.

\
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1.5 Modifying an Organization Chart

In this lesson, you will learn how to modify the structure d an existing Organization
Chart.

fter creating your Organization Chart, you can add additi
shapes/relationships (or nodes) at any time by cllcklng
which you want to add a relationship and then i
relationship button on the Organization Char

subordinate, assistant). To delete a shape/relationship, selectthe relat onship, then
press the delete key. £

08 Ohjecr in Document 3

k| TI|9Q |2 subordinaie || [F cowarker | [H] Co-worker | T Manager || CH Asssamt |35 %) L)

Chart Title

Select the shape to

Rodney Davis which you want to
owner H i
add a relationship

I
Richiard Lane

Click the
appropriate
relationship button

| Diane Harrson | Debra Drowne
FReglonal Mgr. | | Distrct Manager Area Mgr
‘ d

ain to display the new relationship box.

Why
1. Click the Assistant button on the Establishes an Assistant relationship
toolbar. for the new shape.
2. Click the shape containing the text:  Selects the object to which we wish to
Rodney Davis. add an assistant relationship.
4. Type: Paul Hoffman. Enters the person’s name in the new
assistant shape.
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What

Why

5. Press the Return key and then type:

Assistant Mgr.

Enters the person’s title in the new
assistant shape.

S

Click outside the shape.

Deselects the new shape.

8. Click the Coworker button located
to the right of the Subordinate
button.

Specifies that we wish to add a new
coworker relationship.

7. Click the shape containing the text:
Debra Browne.

Adds the new relationship to the Debra
Browne node.

10. Type: Stan Darby

Enters the person’s name in the new
coworker shape.

11. Press the Return key and then type:

Area Mgr.

Enters the person’s title in the new
coworker shape.

12. Select Organization Chart >
Quite Organization Chart from
the menu.

Displays a dialog box asking us if we
want to update the object in our
document.

13. Click Update.

Closes the Organization Chart program
and updates the chart in our document.

14. Click the Save button.

As we have not yet saved our
document, the Save As dialog box is
displayed.

15. In the Save as box, type:
MyOrgChart.

Provides a name for the document.

16. Click the Save button.

Saves the active document.

17. Select File > Close from the menu.

Closes the active document.

\,’
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Lesson Summary — Charts and Diagrams

> In this lesson, you learned how to insert a chart into your document using
the Insert > Chart command from the menu. You learned that command
launches the Microsoft Graph charting program which inserts a def
chart and a Datasheet complete with sample data. You then enter
data into the datasheet.

you wish to format (x-axis, y-axis, legend, data seri
launch the appropriate dialog box.

Next, you learned how to change you by selecting Chart > Chart

ationships such as the structure of a
nts of managers). To insert an

nt, select Insert > Object from the
rganization Chart from the Object dialog
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Lesson 1 Quiz

1. When inserting a chart into a document, Word launches:
A. The Microsoft Table and Chart application.
B. The Microsoft Organization Chart application.
C. The Microsoft Graph application.
D. The Excel Chart application.

2. What is the command to add a chart to your document?

3. To format your chart, you:
A. Double-click the chart and select Tools > Chart from they
B. Double-click the chart and select Format > Chaft Options Trom the menu.
C. Double-click the chart and select View > Format Chart from the menu.
D. Double-click the chart and select Chart iehs from the menu.

4. You decide that instead of a column cha
pie chart. To do this, you:
A. Double-click the chart, sele

change your chart type to a

ata from the menu and then enter in your data.
area of the chart where you wish to add you data and type in your

e the sample data in the datasheet with your own.

6. What is an Organization Chart? How do you add one to a document?

7. What formatting options are available from the Chart Options dialog box (select all
that apply)
A. Changing the chart type
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B. Changing the Chart Title
C. Adding category titles
D. Changing the axis fonts

8. You want to add a new assistant node (relationship) to the topmost node of your
organization chart. How do you accomplish this?
A. Click the Assistant button on the toolbar, click the topmost node, and then
type in the information for the new node.
B. Click the topmost node, click the Assistant button on the toolbar and.then'type
in the information for the new node.

C. Click the topmost node, click the Coworker button on the e
type in the information for the new node.
D. Click the topmost node, select Insert > Relationship tan m the

menu, and type in the information for the new node.

N
N
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LAB 1 -ON YOUR OWN

1. Create a new blank Word document.

2. Select Insert > Object and select Microsoft Graph Chart from the ob)
type list. Click OK.

3. Inthe datasheet, enter the following data:

2001 2002

Video Sales $495,200 $6/i€,355

DVD Sales $385,000 $4OG,2£2

Video Rentals $723, 26,266

Options from the menu. Title t es by Year. Inthe Category
e (Z) Axis box, type: Sales. Click

OK.

5. With the chart still ed, select’'Chart > Chart Type from the menu and
change the chart typ tered Bar. Save the document with the name
Labl Chart and close\the document.

6.  Create a newgblank Word document. Select Insert > Object from the menu.
Chqogse Micr rganization Chart from the menu and click OK. Enter
the into }e Organization Chart as follows:

Jim Hill
President

/ 1
1 1 1

[' Jan Longworth J Mike Fornster [ Julie Teller ]

Treasurer Publicity Historian

7. Add an Assistant node for Jim Hill. Enter the following information into the
new node: Janice Jenkins, Vice-President.
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8. Close the Organization Chart program and return to your Word document.

9.  Save the document with the name Labl OrgChart and close the document.

(@Q
S
N
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Lesson Topics:
2.1  Creating a Docu Ii e
22 Creatinga T {xclontents
2.3 Using Bookma
24  Adding kootpotes and Endnotes
2.5 ding\Cross-References
2.6”%, Cregting an Index

orking in Notebook Layout

Creating a Master Document

2.
é9 Inserting Subdocuments
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2.1 Creating a Document Outline

In this lesson, you will learn how to create a document outline
hen working with longer documents, especially those with several
chapters or sections, it is often helpful to first create your ch

organization of the manuscript, allowing you to make structure chan
too large.

When creating a document outline, you will need to format yo
the Heading Styles such as Heading 1, Heading 2, etc. so t Jou switch to

ord’s built-

Show
Headings

Show First
Line Only

Master
Document
View

Show All
Headings

Demote to
Body Text

Collapse

Show
Formatting

The Outlining Toolbar

At view, enter your headings. Word automatically formats headings as

eading 1 style. To create a subheading, press Tab or click the demote button on

the Ouplining toolbar. This will indent a main heading and convert it to a

eading. Likewise, you can turn a subheading into a main heading by clicking the

promote button on the Outlining Toolbar or pressing the Shift + Tab keys. You

can easily move headings up or down by clicking the Move Up or Move Down
buttons on the Outlining toolbar.

When creating your outline, you will notice plus signs next to the main headings and
minus signs next to the subheadings. Double-clicking the plus sign will hide the
subheadings. To display the subheadings, double-click the heading plus sign again.
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Once you have the structure of your document laid out, the next step is entering
your text. To do this, it’s easier to switch to Normal or Page Layout view.

To Create an Outline:

1. Select View > Outline Layout from the menu.

2. Type your heading and press the Enter key.

3. To create a subheading, press Tab or click the Demote button on the
Outlining toolbar.

4. Torevert to a higher level heading, press the Shift + Tab keys or click the
Promote button on the Outlining toolbar.

Let's Try It! f\

What Why

1. Click the New Blank Document Opens a new blank document.
icon.

2. Select View > Outline from the Switches to outline view.
menu.

3. Type: Chronology and then Enters the first main heading.
press Return.

4. Type: Solitude and then press Enters the next main heading.
Return.

5. Press the Tab key. Demotes the main heading to a

subheading.

6. Type: Serenity and then press Enters the subheading.
Return.

7. Type: Being at Home and then Enters the next subheading.
press Return.

A 8. Type: Being Alone and then Enters the next subheading.

press Return.

9. Press the Shift + Tab keystroke Promotes the subheading up one level.
combination.

10. Type: Economy and then press Enters the next main heading.
Return.
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What Why
11. Press Tab and type: Serfs of the Demotes the heading to a subheading
Soil. and enters the text for the subheading.
12. Press Return and then type: Enters the next subheading.
Credit.
13. Press Return and then press the Promotes the subheading up one level.
Shift + Tab keystroke »)
combination.
14. Type: Civil Disobedience Enters the next main heading.

15. Double-click the plus sign to the Collapses the level, hiding the
left of the word Solitude. subheadings.

Double-click plussign to
collapse level.

F

itudeq
= Serenityq
= Being-at-Homey
= Being-aloneq

% Economyd|
= Serf-ofthe-SoiM

16. Double-click the plus sign to the Displays the subheadings.
left of the word Solitude again.

~~—

A%
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What Why

— — o v —_

= Chronology]|

& Solitudeq
= Serenityq|
= Being-at-Homeq|
= Being-aloneq

Economyq
= Serf-ofthe-Soil||
= Credit|

Civil-Disobedienceq

= The-Governmentq|

= The-Churchq

= Individual-Freedont]
VisitorsY
Thoreau’s-Journalf

= Janr1|

= Janr-3q|

= Janr4|

= Jamr5q|

17. Complete the rest of the outline
as shown, pressing Tab to
promote (indent) the text and
Shift+Tab to demote the text.

L+l

gn

0

L+l

18. Select View > Page Layout from Switches to Page Layout view.
the menu.

19. Click the Save button. Opens the Save As dialog box.

20. Type: Thoreau Outline in the Saves and names the document.
File name box then click Save.

21. Select File > Close from the Closes the active document.

menu.
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2.2 Creating a Table of Contents

In this lesson, you will learn how to create a Table d Contents.

Atable of contents, which typically is inserted at the beginning

with their page numbers. This allows the reader to quickly find the séctio
of a document in which he or she is interested.

ndex and*Tables from the
menu, click the Table of Contents tab, and then selest any desired styles and

formatting.
Index and Tables
[ index | Table of Contents | Table of Figures Table of Authorities
s e (S L S—
@ Iindented .
2 B 0 ( Canceal
Pt | | ]
o hansn L ArElS . e s e e 2 I-L-
|Asteroid belt o, See Jupiter ————,
E.u'\lrnnrphm': | Mark Ef‘ltl’\"..- |
Formats: ha‘:‘_{:mphﬂc
Modérh = lonosphere... 1 | w J
mesosphere.. o
Billlgredl stratosphere. 3 M
E] tharmasnhare F i i
Simple -
Columns: Auto -
| Headings for accented letters E Right align page numbers Tab leader: T L= !

o CGre a Table of Contents:

1\ Apply a heading style to any heading that you want displayed in the table of
contents.

Set the insertion point where you wish to insert your table of contents.
Select Insert > Index and Tables from the menu.

Click the Table of Contents tab.

Select the desired table of contents style from the Formats drop-down list.
Select any other desired options.

Click OK.

No ok wd
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v

Let's Try It!

What Why

1. Select File > Open from the Launches the Open dialog box.
menu.

2. Select Desktop in the Opens the Desktop folder.
Sidebar.

3. Click the Lesson Files Opens the Lesson Files folder.
folder in the column browser
window.

4.  Click on the file named: Opens the Thoreau document.

Thoreau and then click the
Open button.

5. Scroll to page 2 of the Before we can create our table of contents, we
document and highlight the Will have to apply a heading style to all of our
word “Chronology”. headings and subheadings.

6. Select Format > Style from Displays the Styles dialog box.
the menu.

7. Select Heading 1 in the Selects Heading 1 as the style to apply to the
Styles list box as shown selected item.
below.

Style

Styles
Y Heager
¥ Header Base
¥ Header Ever
¥ Header First
¥ Header Odd
¥ Heading 1
¥ Heading 2
¥ Headin

Select
“Heading 17

¥ Headin
$ Headin
% Headin
¥ Headin A o d o -1
¥ Heading 8 S 1R-1~JI-A".,

¥ Heading 9

Character preview

DOoOOYOo
NOw AW

8. Click Apply. Applies the style to the selected item.

9. On the top of page 3, Selects the text to which we want to apply a
highlight the heading “Where style.
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What

Why

| Lived”

10.

Select Heading 1 from the
Styles drop-down list as
shown.

Applies a Heading 1 style to the selected text.

¢ Word File Edit

Insert

TEE®eaeEQ 9§

View

Mormal ¥ Times New

~
\

A

P _ Select the
! Clear Formatting .
| ) Heading 1 style
| .
Heading 1 o
. =1
Heading 2 gt
. =1
Heading 3 '3t
=79
Normal
12 pt
11. Scroll down and highlight the Applies a Heading 1 style to the selected text.
heading: “Solitude”.
Choose Heading 1 from the
drop-down style list.
12. Highlight the subheading Selects the text to which we want to apply a
“Serenity” (directly under the style.
Solitude heading).
13. Select Format > Style from Applies a Heading 2 style to the selected text.
the menu and select
Heading 2 from the Styles
list. Click Apply.
14. Highlight the next subheading Applies a Heading 2 style to the selected text.
“Being at Home” and
choose Heading 2 from the
drop-down style list.
15. Apply a heading styles to the rest of the headings and subheadings in the

document as follows:

HEADING

On Being Alone
Economy
Serfs of the Soil

STYLE

Heading 2
Heading 1
Heading 2
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v

What Why
Credit Heading 2
Civil Disobedience Heading 1
The Government Heading 2
The Church Heading 2
Individual Freedom Heading 2
Visitors Heading 1
Thoreau’s Journal Heading 1
Jan 1 Heading 2
Jan 3 Heading 2
Jan 4 Heading 2
Jan 5 Heading 2

16. Scroll up to the second page Sets the insertion point where we wish to

of the document and set the
insertion point at the blank
line above Chronology.

insert our table of contents.

17. Select Insert > Index and Opens the Index and Tables dialog box.
Tables from the menu.

18. Click on the Table of Switches to table of contents options.
Contents tab.

19. From the Formats drop- Selects the Formal table of contents format.

down list, select Formal as
shown below.

A

Formats:

From template
Classic
Distinctive
Fancy
Modern
Formal
Simple

Show levels: 3

E Show page numbers

Index and Tables

[ index F Table of Contents f Table at'Figures [

TOC format
preview

HEADING 1.y i,

Cancel

Options...

Select desired
TOC format Tab leader: = «iinn _:l

20. Click OK.

Inserts the Table of Contents into our
document.
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2.3 Using Bookmarks

In this lesson, you will learn how to use bookmarks to navigate to a specific place in your
document.

The concept is similar to a paper bookmark you may use t

B ookmarks allow you to quickly jump to a specific place in your doc
while reading a novel. A bookmark marks your locatiop an quickly

document and are not visible on the screen. Creating bookmarks andjreturning to
existing bookmarks are accomplished from the Insert,> Bookgnark command on

the menu. /\

Enter name for
new bookmark

' ﬁbok-mark .

Bookmark name;

Freedom

_ﬁang_At_ hgme
tax i i
Existing
bookmarks

/4 Sort by:

! Hidden

Click “Add” to
create new
bookmark

" Cancel

Bookmark Dialog Box

Create a Bookmark:

1. Set the insertion point where you wish to insert a bookmark.

Select Insert > Bookmark from the menu.

3. Type a name for the bookmark in the Bookmark name box (Note:
bookmark names cannot contain spaces)

4. Click Add.

N
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To Use a Bookmark:

Select Insert > Bookmark from the menu.
Select the bookmark that you wish to navigate to from the list box.

1
2.
3.
4

Click Go To.
Click Close.

Let's Try It!
What

Why

/\’)

"N

1. Scroll to page five of the Sets the insertion point where we wish
document and set the insertion to insert a bookmark.
point before the heading Being at
Home.

2. Select Insert > Bookmark from Opens the Insert Bookmark dialog
the menu. box.

3. Inthe Bookmark name box, Enters the name for the bookmark. As
type: Being_at_home. bookmark names cannot contain

spaces, we will separate the individual
words with an underscore.

4. Click Add. Inserts the bookmark.

5. Scroll to page 12 of the document Sets the insertion point where we wish
and set the insertion point before to insert a bookmark.
the heading: Individual
Freedom.

6. Select Insert > Bookmark from Opens the Insert Bookmark dialog
the menu. box.

7. In the Bookmark name box, Enters the name for the bookmark.
type: Freedom.

8. Click Add. Inserts the bookmark.

9. Select Insert > Bookmark from Opens the Insert Bookmark dialog
the menu. box.

10. Select the Being_at_home Selects the bookmark to which we wish

bookmark.

to jump.
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2.4 Adding Footnotes and Endnotes

In this lesson, you will learn how to add footnotes and endnotes into your document.

to provide comments for or to explain text in a document.
appear at the end of the document and are typically use
sources. Microsoft Word automatically numbers your foetnotes and
endnotes although you have the option of setting the beginnj : u can
choose to restart numbering at each section or at each new pag

F ootnotes are comments that appear at the bottom of the page a

When viewing a footnote or endnote on your screen,smoving
over the footnote number or endnote number in the
smart tag window that displays the footnote
necessary to scroll to the bottom of the page to vie

P,

Ir_Mouse pointer
cument text will display a
ote, text. Thus, it is not

Footnote and Endnote

Insert
) Footnote ! Select FOOtnOtﬂ
_ Endnote or Endnote
Numbering -
@ AutoNumber ]_ 2 3,

_ Custom mark;

Click to modify
location and

numbering of
nOte
v “ Options..~ [ Cancel _

Footnote and Endnote Dialog Box

Create a Footnote or Endnote

1. Set the insertion point where you wish the footnote or endnote number to
appear.

2.  Select Insert > Footnote from the menu.

3. Choose either Footnote or Endnote.

4.  Click the Options button and then Select any additional options (location of
note, number format, etc.) from the Note Options dialog box.

5. Click OK to close the Note Options dialog box.

© 2005 PCM Courseware, 2005 47



)

LESSON 2 - WORKING WITH LONGER DOCUMENTS

6.  Click OK to close the Footnote and Endnote dialog box.
Enter the text for the footnote or endnote.

~

8. To delete a footnote or endnote, select the note number and press the Delete

key.

Note Options

F All Footnotes r All Endnotes | [

Place at: Bottom of page _:]
Mumber format: I, 2 3. _t!
Start at: 1 :
Mumbering: ® Continuous

/ Restart each section

o T

| Restart each page

Cancel

A
Note Options dialog Box
Let's Try It! A

What Why
1. Scroll to page six of the document Sets the insertion point where we wish
and set the insertion point after the to add a footnote.

word “time”, the first sentence
under the On Being Alone heading
as shown below.

Set insertion point
wher e footnote number
isto appear

" On-being-aloneq|
I-find-it-wholesome-to-be-alone-the- greater-part- of the-timey™ To-be-in- company,’
even with-the-best, is-soon wearizsome-and-dissipating.-- I'love-to-be-alone. - Inr

never-found-the: companionthat-was:so-companionable-as-solitude. - We-are-for-

Select Insert > Footnote from the Opens the Footnote and Endnote
menu. dialog box.
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What Why

3. Ensure that the Footnote radio Sets the option to insert a footnote into
button is selected. our document.

4.  Click the Options button. Opens the Note Options dialog box.

5. Ensure that Bottom of Page is Designates that the footnote text will be )
selected in the Place at: drop-down placed at the bottom of the page.
box.

6. Click OK. Closes the Note Options dialog box.

7. Click OK. Closes the Footnote and Endnote

dialog box.

8. Type in the following text in the footnote window at the bottom of the page:

L-Eventhough-Thoreaustated-he-liked'being-alone,‘he-was-hardly-a-hermit f

9. Click the Print Preview button and Views the document in print preview
observe the footnote. mode. Notice the footnote at the
bottom of the page.
10. Click the Close button. Returns to edit mode.
11. Click the Save button. Saves the active document.

q\)
&
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2.5 Adding Cross-References

In this lesson, you will learn how to reference an item located elsewhere in your document.

that appears in another location in a document. An example of
reference would be: “For more information, see Table 3
Rather than type the page number in yourself, Word i

A Cross-reference refers the reader to an object such as a table,

of the pages in the document. You can create cross-reference
bookmarks, captions, numbered paragraphs, tables, ana‘f%)tnotes 0

e Cross-reference
Reference type: Insert reference to:
[ Heading [ Page number i ]
E Insert as hyperlink | Include above/below

For which heading:

Chronology =

Where | lived
Solitude:

Serenity

Being at Home
On Being Alone
Economy:

Serfs of the Soil
Credit

A ( Cancel (“Insma

y Cross Reference Dialog Box

0 Add a Cross-Reference to a Document

Set the insertion point where you wish to insert the cross-reference code.

2.  Select Insert > Cross-reference from the menu.

3. Select the item that you wish to reference from the Reference Type drop-
down box.

4. Inthe For which [Reference Type]: list box, choose the item you wish to
cross-reference.

5. Select the type of cross-reference to be displayed from the Insert reference to:
drop-down box.
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6.  Select any additional options if desired.
7. Click the Insert button.
8. Click the Close button.
Let's Try It!
What Why
1. Scroll to page eight of the Sets the insertion point where we wish

document and set the insertion to insert a cross reference.
point after the word “tenderly”,

the last sentence of the paragraph

preceding the Credit heading as

shown below.

Set insertion

him-with-our-cordials, before-we-judge-of-him.-The-fin point

like-the-bloom: on fruits, canbe-preserved-only-by-the-

we-do-not-treat-ourselves-nor-one-another-thus-tenderly.--

' Credit]]

Some-of you, we-all-know, are-poor, find-it- hard-to-live,  are-sometimes, as-it-were,

A

2. Press the spacebar twice. Inserts two spaces after the last
sentence.
3. Type the following text: (For more Enters text for the cross-reference.
information, read as shown below,
and then press the spacebar.
knowledge? We should teed and clothe him gratuitously sometimes, and recruit
him with our cordials, before we judge of him. The finest qualities of our nature,
like the bloom on fruits, can be preserved only by the most delicate handling, Yet
we do not treat ourselves nor one another thus tenderly. (Hor more information,
read
Type: (For more
information, read
Credit
4. Select Insert > Cross-reference Opens the Cross-reference dialog box.

from the menu.
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Why

o

From the Reference type drop-
down list, choose Heading as
shown.

Chooses heading as the type of object
we will cross-reference.

Select “Heading”
as the Reference

Type

Page number

(S

Reference type:

Heading

S

6. Inthe For which heading window,
scroll down and select Individual
Freedom as shown below.

Chooses that actual object that we will
cross-reference.

o

Reference type:

He:ucl-ing | .‘-!

Page number

Cross-reference

Insert reference to:

EI Insert as hyperlink

For which heading:

On Being Alone
Economy:

Serfs of the Soil
Credit

Civil Disobedience
The Covernment
The Church
Individual Freedom
VISITORS

Include abowe/below

U

R4

f insert Y

" Cancel

7. From the Insert reference to:
drop-down list, choose Heading
text.

Chooses heading text as the code that
we will insert into our document as a
cross-reference. The actual text of the
heading will be inserted.

8. Click the Insert button.

Inserts the cross-reference code.

"N

9. Click the Close button.

Closes the Cross-reference dialog box.

10. Press the Spacebar and type: on
page then press the Spacebar

again.

Enters additional text for our cross-
reference.
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What

Why

11.

Select Insert > Cross-reference
from the menu.

Opens the Cross-reference dialog box.

)

12. From the Reference type drop- Chooses heading as the type of object
down list, choose Heading. we will cross-reference.

13. In the For which heading window, Chooses that actual object that we will
scroll down and select Individual cross-reference.

Freedom.

14. From the Insert reference to: Chooses page number as the code that
drop-down list, choose Page we will insert into our document as a
number. cross-reference. The page number of

the Individual Freedom heading will be
inserted.

15. Click the Insert button. Inserts the cross-reference code.

16. Click the Close button. Closes the Cross-reference dialog box.

17. Type: ) as shown below. Enters the closing parenthesis for the

cross-reference.
we do not treat ourselves nor one another thus tenderly. (For more information,
read Individual Freedom on page 12)
18. Click the Save icon. Saves the active document.

Y
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2.6 Creating an Index

In this lesson, you will learn how to create an index at the end d your document.

A n index is a list of key terms and topics along with their page su

to locate significant information quickly.

Before creating an index, you must first mark the index entries_in

enter the desired Main entry heading and a subentr
you mark an index entry, Word adds a special XE (I
document which is only visible when the Show.
additional index options and/or formattingw :

E (&) Mark Index Entry
| Main entry Solitude Enter Main Entry
and Subentry for
Subentry: :-".-r-.:nilg.l Index
Dptions

_ Cross-reference '.
'? Current page

:, Page range

Bookmark:

Page number format: | Bold | Italic

This dialog box stays open so that you can mark multiple index entries.
s L - =

Mark Index Entry Dialog Box

Aftér you've marked all the index entries that are to be included in your index,
choose an index format, and then build the actual index. Word will assemble all of
the marked index entries, sort them alphabetically, reference their page numbers, and
display the index in the document.
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To Create an Index

Set the insertion point to where you wish the index to refer.

Press the 8 + Option + Shift + X keystroke combination to mark the entry.
Repeat steps 1 and 2 until all desired entries are marked.

Set the insertion point where you wish the index to appear.

Select Insert > Index and Tables from the menu.

©ooNo~WDN R

Click the Index tab.

Choose the desired index style from the Formats drop-down list.
Choose any other desired options.
Click OK to generate the index.

Let's Try It!
What

Why

1.

Scroll to page four of the

document and set the insertion

Sets the area to where we want the
index to refer.

point after the word “Serenity.”

Press the 3 + Option+ Shift + X Opens the Mark Index Entry dialog

keystroke combination.

box.

In the Main entry box, type:

Solitude as shown below.

Enters the main index heading.

Mark Index Entry

Main entry Solirude

Subentry:

.\;.-rl-l'.nj.i
Options

: Cross-reference
"E‘ Current page

) Page range

Bookmark

" 4. In the Subentry box, type:

Serenity as shown above.

Enters the subentry index heading.

S

Click Mark.

Marks the index entry. The Mark Index
Entry dialog box will remain open,
allowing you to mark additional entries.
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What

Why

S

Click after the heading “Being at
Home” on page five.

Sets the area to where we want the
index to refer.

~

In the Main entry box, type:
Solitude.

Enters the main entry index heading.

\gf’/,z\

8. Inthe Subentry box, type: Being
at home.

Enters the subentry index heading.

9. Click Mark.

Marks the index entry.

10. Scroll to page seven of the
document and set the insertion
point after the heading Serfs of the
Soil.

Sets the area to where we want the
index to refer.

11. In the Main entry box, type:
Economy.

Enters the main entry index heading.

12. In the Subentry box, type:
Inheritance.

Enters the subentry index heading.

13. Click Mark.

Marks the index entry.

14. Set the insertion point anywhere on
page eight.

Sets the area to where we want the
index to refer.

15. In the Main entry box, type:
Economy.

Enters the main entry index heading.

16. In the Subentry box, type:
Leisure.

Enters the subentry index heading.

AT
/A‘

Click Mark.

Marks the index entry.

e

Click the Close button.

Closes the Mark Index Entry dialog
box.

19. Scroll to the last page of the
document and set the insertion

Sets the insertion point where we wish
to insert our index.
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What

Why

point at the last blank line.

20. Select Insert > Break > Page Inserts a page break so our index will
Break from the menu. appear on its own page.
21. Select Insert > Index and Tables Opens the Index and Tables dialog box.
from the menu. )
22. Click the Index tab. Switches to index options.
23. Select Classic from the Formats Selects the style of the index.
drop-down list.
24. Check the box next to Right align Ensures that the page numbers will be
page numbers. right-aligned on the page.
25. From the Tab leader drop-down Selects the type of tab leader.
list, choose the dotted-line leader _ —
(2" option in list) as shown. Tab leader &
[nane
26. Click OK and observe the index. Inserts the index at the insertion point.
T[ Section Break {Continuous)
Economyy Solituded
Inheritance ... e P 0l Being-at-Home ... s SO 5
LElsure. . .oooooeoieiin S T UTU a2 SEremity . VU 49
|

Save any changes.

Saves and closes the current document.
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2.7 Using Notebook Layout

In this lesson, you will explore Word’s new Notebook layout view.

help you to organize your data, as well as capturing your though
or tidbits in an easy-to-use format. Notebook layout all
your information in separate categories by creating
addition, entries you make in your document are in an outI| 8-li ¢ New

N ew in Microsoft Word 2004 is Notebook Layout, a new vi

to display only top-level headings.

LIFE OF THOREAU - 1/2/07 1:14 FPM

*Where [ lived
* . Solitude
* - Being at Home
B - « .+ On Being Alone
* Economy
= . Surfs of the Soil
« -« Credit

4 PUNERE | ENINE  F GRS ] ey

V Notebook Layout View

inclugle the ability to draw free-form images in your document using
ecord audio while taking notes and flag items with note flags.

Other feat
the ibble t

0 Use Notebook Layout

Select View > Notebook Layout from the menu. If prompted, click Create
New to create a new document or click Convert to convert the existing
document to Notebook Layout format.

2. To promote or demote items, click the Promote or Demote buttons on the
Formatting Palette or press Tab to demote and Shift + Tab to promote items.

3. Toadd anew divider, click the plus (+) symbol beneath the section tabs.

4. To rename a section tab, ctrl + click on the tab and select Rename Section
from the pop-up menu. Type in the new name.
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5. To use the Scribble tool, click the Scribble tool icon on the toolbar and draw
your object on the document. To specify pen point and color, click the drop-
down arrow next to the Scribble tool icon.

6.  Toremove a scribble object, click the Eraser tool on the toolbar and then
click the object. Click the Eraser tool again to deactivate it.

7. Toadd a Note Flag, select the desired text and then click the Note Flag ico
on the Formatting Palette.

8.  To create an Entourage task from a note, select the desired note and th
the Create Entourage Task button. Modify the reminder times as

)

if desired.
Let's Try It! N
What Why
1. Click the New Blank Document Opens 4 figw blank documents.
button.
2. Select View > Notebook Layout Displays the new document in
from the menu. Notebook Layout view.
3. Type: Where I Lived and then Enters our first note at the top outline
press Return. level and inserts a new line at the same
level.
4. Type: Solitude Enters text on the new line.
5. If the Formatting Palette is not Displays the Formatting Palette.
visible, select View > Formatting
Palette from the menu.
6. In the Note Levels area uf thie indents the line to the next level.
Formatting Palette, click the
Demote button as shown. N Formatting Palett
¥ Note Levels
Level: Note Level 1
Promote 2= Demote
Move Up Move Down
7. Press Return. Creates a new line, beginning at the
same outline level as the previous line.
8. Type: On Being Alone and then Enters text on the new line and creates a
press Return. new line at the same outline level as the

© 2005 PCM Courseware, 2005 59



LESSON 2 - WORKING WITH LONGER DOCUMENTS

What Why
previous line.
9. Inthe Note Levels area of the Promotes the new line one level up.

Formatting Palette, click the
Promote button.

Type: Economy

Enters text on the new line at the
highest level.

)

. Click the Section 2 tab as shown

below.

Switches to the Section 2 category. New
documents are created with three default

sections.

Type: Biography of Thoreau.

Enters text in the Section 2 category.

3

Ctrl + Click on the Section 2 tab
and select Rename Section from
the pop-up menu as shown.

Allows us to rename the section to
something more meaningful.

=)
3

< New Section

g Delete Section

14.

Type: Biography

Renames the Section 2 tab to Biography.

15.

Click the plus (+) symbol below
the Section 3 tab.

Inserts a new section and makes it the

active section.

16.

Select File > Save from the menu.
Type: My_Notebook in the Save
as box. Click Save.

Saves the document with the name

“My_Notebook™.

17.

Select File > Close from the menu.

Closes the document.

<
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2.8 Creating a Master Document

In this lesson, you will learn how to create a master document

size. Microsoft Word’s master document feature allows you to diw
your document into more manageable units called subdo
subdocument is its own file, which makes working o
several other people more manageable as well.

I arge documents can be sometimes clumsy to work with due to

The master document is a container for your subdocuments.
not actually stored in the master document but rather
links to the subdocument files. Working with the
document is done in Master Document view.
you can then rearrange the order of the subdocu
and even remove subdocuments from the ?aw

anization of the master
aster Document view,

. tExterplar Irom: Thoreau¥|
%o Chronologyy

0 Bt Bk, (Ml e
| .

& Where-l-livedT
et ik (Mt Pasges)

"5 Solitude:y

2 Spaction Erash (Mast Page]

"o Economy:q

ter Document

w blank document.
> Master Document from the menu.

nlm Insert Format

Normal
Online Layout
Page Layout
Outline

3. Type the title for the master document.
4. Press Return
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Lets Try It!
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2.9 Inserting Subdocuments into a
Master Document

In this lesson, you will learn how to insert subdocuments into a master document,
nce you have created your master document, you will ne er
your subdocuments into it. There are two ways to do this—"either create

ument, you
aster D®ewrhent from the
-clicking on the plus sign
subdocument.

menu). After you have inserted your subdocuments, dou
next to the subdocument heading will expand an

To Create a New Subdoc

1 Open the master document.

2.  Select View > Master Docume 0 e“Mmenu.

3. Set the insertion point wherg you wi create a new subdocument.
4

Click the Create Subdogu t icon @n the Master Document toolbar.

=

ate Subdocument icon

5. Enter desir eadings and text for subdocument.
6. ClicK the Save n.

Existing Document as a Subdocument

e master document.

Select View > Master Document from the menu.

the insertion point where you wish to insert the existing subdocument.
Click the Insert Subdocument icon on the Master Document toolbar.

B
Insert Subdocument icon

5. Click the Save button.
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Let's Try It!
What

Why

1. Press Return.

Moves to a new line in your document.

2. Click the Insert Subdocument
icon on the Master Document
Toolbar as shown.

Opens the Insert Subdocument dialog
box.

B3

\\

3. Highlight the Subl document and
then click Open.

Adds the Subl document into the
master document.

4. Click the Insert Subdocument
icon.

Opens the Insert Subdocument dialog
box.

5. Highlight the Sub2 document and
then click Open.

Adds the Sub2 document into the
master document.

6. Click the Insert Subdocument
icon.

Opens the Insert Subdocument dialog
box.

7. Highlight the Sub3 document and
then click Open.

Adds the Sub3 document into the
master document.

8. Click the Insert Subdocument
icon.

Opens the Insert Subdocument dialog
box.

9. Highlight the Sub4 document and
then click Open.

Adds the Sub4 document into the
master document.

10. Click the Insert Subdocument
icon.

Opens the Insert Subdocument dialog
box.

A 11. Highlight the Sub5 document and
A

then click Open.

Adds the Sub5 document into the
master document.

. Click the Heading 1 button on the
Outlining Toolbar as shown.

Only displays the Heading 1 Titles.

=

1 2 3 4 5 6 7
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What Why
13. Click the Create Subdocument Inserts a heading for the new
icon. subdocument.
14. Set the insertion point at the new Enters the heading text for the
subdocument heading and type: subdocument.
Thoreau’s Journal as shown. o Thoreau's-Exceprtsy
"5 Chronologyy
"5 Where-lived]
"o Solitude:1
= Set insertion point at
¢ Econl  new subdocument
= heading
=1
15. Press Return. Inserts a heading for the new
subdocument.
16. Press Tab. Demotes the heading.
17. Type: Jan1 Enters the level 2 heading.
18. Double-click on the plus sign Expands the Solitude subdocument.
next to Solitude.
19. Double-click again on the plus Collapses the Solitude subdocument.
sign next to Solitude.
20. Double-click on the icon to the Opens the Solitude document (Sub3) in
A left of the plus sign next to its own window.
A Solitude.
)\ 21. Select File > Close from the menu. Closes the Sub3 document.
22. Click the Save icon. Saves the master document changes.
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)

What Why

23. Select File > Close from the menu. Closes the master document.

24. Select File > Open from the menu, Opens the master document. Notice
highlight the Thoreau Master file, that when we reopened the master
and then click the Open button. document, the subdocuments are no

longer open but are represented by a
link.

25. Click on the first link. Opens the subdocument in a separate

window.

26. Select File > Close from the menu. Closes the subdocument.

27. Click the Expand Subdocuments Opens all subdocuments, allowing you
icon on the Master Document to work with your subdocuments in the
toolbar as shown. master document window.

il
Expand Subdocumentsicon
28. Select File > Close from the menu. Saves and closes the master document.

Save any changes.

S,

Word 2004 for Macintosh Level 3

66



LESSON 2 - WORKING WITH LONGER DOCUMENTS

Lesson Summary — Working with Longer
Documents

>

In this lesson, you learned how to work in Outline layout by selecti
> QOutline from the menu. You learned about Heading Styles and
promote and demote text from the Outlining toolbar.

headings and subheadings that you want to be
Contents.

command. You learned that book :
your documents, marking your loc; [Rat you can quickly jump to the
marked location at a later time

Next, you learned how to
using the Insert > Foot

and End notes into your documents
from the menu and then choosing

ottom of the page and are used to provide
in a document. Endnotes appear at the end

earned how to create an index at the end of your document using
sert > Index and Tables and then selecting the Index tab. You
earned that before creating an index, you must first mark the index entries in
ur document. To mark an entry, set the insertion point at the desired entry
and then press the 3+ Option + Shift + X keystroke combination.

Next, you learned how to work in Word’s new Notebook Layout, which
allows you to organize and store your information in separate categories by
creating section tabs. To switch to Notebook Layout, select View >
Notebook Layout from the menu.

Next, you worked with Word’s master document feature, which allows you
to divide up your document into more manageable units called
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subdocuments. Each subdocument is its own file, which makes working on
a document with several other people more manageable as well. To switch
to Master Document view, select View > Master Document from the menu.

> Lastly, you learned how to insert subdocuments into a master document by
either creating a new subdocument (clicking the Create Subdocument icon)
and entering all the text, graphics, etc. for the document or inserting an
existing file(clicking the Insert Subdocument icon) into the master document.

N
N
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Lesson 2 Quiz

1. To create a document outline, you:
A. Select Insert > Outline from the menu.
B. Select View > Notebook Layout from the menu.
C. Select View > Outline from the menu.
D. Select Tools > Outline from the menui.

2. When working in Outline view, what does the Shift + Tab keystroke combination
accomplish?
A. Promotes a heading
B. Demotes a heading
C. Collapses the outline, showing only Level 1 headings.
D. Expands the outline

3. You are working in outline view and wish to collapse youx outline so that only the
top level headings are visible. How can you a [ [

4.  What is the command to inse
A. Insert > Tables > Tab
B. Insert > Table of Content
C. Tools > Insert
D. Insert > Index a

blexgf conténts into your document?

6.\ What'is a bookmark? How do you insert one?

7. What is the difference between a Footnote and an Endnote?
A. Endnotes appear at the bottom of the page and are used to provide
comments for or to explain text in a document whereas Footnotes appear
at the end of the document and are typically used for citations of sources.
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B. Footnotes appear at the bottom of the page and are used to provide
comments for or to explain text in a document whereas Endnotes appear
at the end of the document and are typically used for citations of sources.

C. Footnotes appear at the top of every page whereas Endnotes appear at the
bottom of every page.

D. Footnotes are visible in normal view whereas Endnotes are only visible i
outline view.

8. What are the advantages of using cross-references (Select all that apply)?

A. Cross-references allow you to create tabs to organize your data

B. Cross-references allow you to break up your documents into
unit.

C. Should you add, rearrange or delete pages from your g
number will automatically be changed to reflect the
pages in the document.

D. You can create cross-references to headings, :
numbered paragraphs, tables, and footnotes or endnotes.

9. What is the command to mark an entry foknsertion into an Index?
A. 3+ Alt + Shift + X

B. 3+ Option + Shift + X
C. 3+ Option + Shift + M

D. Ctrl + Option + Shift +

10. You want to organize your datainto separate sections using tabs. How can you
accomplish this?
A. Select Tools > ize > Tabs from the menu.

11.

12, When you open a master document:
A. All subdocuments will be opened as well.
B. Links to the subdocuments will appear in the master document.
C. All subdocuments will appear as a tiny icon in the master document.
D. Word will prompt you for the locations of your subdocuments and ask you
if you wish to update any changes.
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LAB 2 -ON YOUR OWN

1. Open the Lab2 exercise file.

2. Switch to Outline View. Set the insertion point at end of the word
Press Enter, and then press Tab. Type: Scope. Press Enter. Ty
of the outline as shown below (Hint: press the Tab key to promote and
Shift + Tab to demote)

¢ RATES-OF-PAY"|

= HOURLY-WAGE-SCHEDULEY

= SHIFT-DIFFERENTIALSY

= COST-OFLIVING-ADJUSTMENTY
¢ OVERTIMEY

= SCOPET

= WEEKEND-QVERTIMET

= CONDITIONS-OF OVERTIMET

¢ VACATIONST
= ELIGIBILITYY
= LENGTH-OFVACATIONY
= SCHEDULING-VACATIONSY

- 1
¢ LEAVE-OF-ABSENCET

= PERSONAL-L EAVEY

o NOM-PH\"MENT-FDH-LEAVEH’[

’

3. Close the docutment and save”your changes.

reak to insert a page break. Press the up arrow key to
move page. Insert a Table of Contents (Hint: Insert > Index and
ick the Table of Contents tab). Choose Formal as the Table of

tyle with a dotted tab leader.

6\  Sebthe insertion point at the end of the paragraph under the Length of
Vacation heading, after the words vacation table. Type: Please refer to the
Vacation Table on page
Insert a cross-reference that refers to the heading Appendix A. Choose
Heading as the reference type and Page Number object to insert.

7. Mark all of the subheadings for an index, using the main heading as the main
entry and the level 2 headings as the subheadings. (For example, you would set
the insertion point before Hourly Rate Schedule, and then press & + Option
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+ Shift + X keystroke combination. Enter Rates of Pay for the main entry
and Hourly Rate Schedule as the subentry.)

8.  Press & + End to move to the end of the document. Create an index using
the Classic format with page numbers right-aligned. Choose a dotted line as
the tab leader.

9. Scroll to page 7 of the document and set the insertion point after the wofgs
Table 1 - Vacation Table. Insert a Footnote with the text: Vacatipf Ta
data subject to change.

10. Save and close the document.

N
N
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Lesson 3 - Working Witis

Lesson Topics:

3.1 Creating a Form
3.2 Resizing a For Q
Rxio a Form

33 Adding a &Z
34  Addingsa Check¥Box to a Form
35  Addi %p-down List to a Form
3.6 % Help to Form Fields
3.7X¢!ecting a Form
Q% sing a Form Template
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3.1 Creating a Form

In this lesson, you will create a new form.

form is a prearranged document with spaces reserved f
information. It is a means of collecting information. You are mo
already familiar with paper forms, such as customer surv:
applications, etc. Microsoft Word allows you to create.e nic forms
which you can distribute to those from whom you need/informati
electronic forms can contain text boxes, drop-down lists or check-boxes makmg the
gathering of data more accurate.

Electronic forms are usually based upon templates allows the user to enter
data into the form, without changing the formatii the.form or the form text.
It's a good idea to lay out your form on paper first\as this make designing your
form in Word much easier.

ish to consider using a table.
fields. In fact, tables are so
able icon is located on the Forms

When you're ready to create your form,fyou may
Tables allow you to easily align yo exta
commonly used in form design t

toolbar.
Conference-Evaluation'Form9
T
Name:-1q
1. How-would-you'rate-the- | |-Goodx: | |-Poorz | | |-Excellentz |-
speaker?c
2.-+ The-information-Ireceived- || |Poorc | ["Goodz | | |-Excellent: |-
was:o
3. Would-you-recommend-this- | Yesc o o o
conference-to-others?:z
A 4.+ Namen B o o
S.-»Date-of-Conference 00000y o] o
)\ 6.~ Your-Occupation:o o] i o

To Create a New Form

1. Create a new blank document.

2. Save the document as a template.

3. Enter the form text (i.e. title, form instructions, etc.)

4 Display the Forms Toolbar (View > Toolbars > Forms).
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Insert a table with the necessary number of rows and columns.

y

Let's Try It!

What Why

1. Click the New Blank Document Creates a new blank document.
icon.

2. Click the Bold icon and change Sets the formatting for the form title.
the font size to 16 pt.

3. Click the Center alignment button Enters a title for the form.
and type: Conference
Evaluation Form

4. Press Enter twice. Inserts two blank lines after the title.

5. Change the font size to 12 pt. and Changes the font size to 12 pt. and left-
then click the Align Left button. aligns the text.

6. Select View > Toolbars > Displays the Forms toolbar.
Forms from the menu.

7. Click on the Insert Table icon on Inserts a table with four rows and four

the Forms toolbar and then, with
the mouse button held down, drag
across the table grid to select four
rows across and four rows
down as shown on the right.
Release the mouse button.

Insert Table Icon

columns.

" abl &

4 % 4 Tahle

Select File > Save As from the
menu.

Opens the Save As dialog box.

Select Document Template
from the Format drop-down list
as shown.

Selects template as the file format.
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v Word Document

Common Forrmats

Document Template
b Page (HTML)
Specialty Formats
Text Only with Line Breaks
Text Only (M5-DOS)
Text Only with Line Breaks (MS-DOS)
Rich Text Format (RTF)
Unicode Text (UTF-16)
Word Document Stationery
v
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3.2 Resizing a Form

This lesson will guide you through the process d resizing a form.

from the menu).

’

s s ]

£ [ Drag Column
fn e 9 Border to change e
- - ﬁ width -
o o o e
i i o i
ﬂ )
To Adjust Column

1. Move your mouse
transforms into two

inter over »order you wish to adjust until the pointer
isal lines”with a horizontal double arrow through it

2. Click and drag tosthe left or right until border is the desired width.

cise/measurement:

: in the column that you want to adjust.
2. o Select Select > Column from the menu to select the column.
> Table Properties from the menu.
Ick Column Tab
in the desired width in the Column Size box.
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Lets Try It!
What

Why

1.

Move the mouse pointer over the
left border of the fourth column,
then click and drag to the right until
the border is at the 5 mark on the
ruler as shown below.

Reduces the width of the last column.

Confergnte Evaliarion Fenm.dot

Conference Evaluation Form

Drag to the 5”
mark on the
ruler
s Y

=

Move the mouse pointer over the
left border of the 3" column, then
click and then drag to the right until
the border is at the 4” mark on the
ruler.

Reduces the width of the 3" column.

Move the mouse pointer over the
left border of the 2™ column, and
then click and drag to the right until
the border is at the 3" mark on the
ruler.

Reduces the width of the 2" column.

Click the Save button.

Saves the current template.

)

sl el NeNNe]

sl el NeNNe]
sl el NeNNe]

s iNel e msy

S
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3.3 Adding a Text Field to a Form

In this lesson, you will add a text field to your form.

begin adding form fields to your form. The form field tools are located
the Forms toolbar. There are three types of form fields th
a form:

A fter you have saved your form as a template and laid out your tahlé, youtgan

e Text box - afill-in-the-blank box into which a user e

» Check-box — User selects an option by clicking into a'

* Drop-down list — Allows you to limit the user’s entr
User selects desired choice from a list of valid entries.

Text Form —
[ Field }“hl M E

Check-box
Form Field

For%ﬂeld Tools

field, you can set additional options. For
instance, we could setsour text field to not allow any more than 4 characters or to
i o set form field options, double-click the form field

pecific choice.

Drop-down List
Form Field

© 2005 PCM Courseware, 2005 79



LESSON 3 - WORKING WITH FORMS

( Enter Default
Value

Text Form Field Options

Select Fleld Type: Default text:
Regular text - B
Type
Maximum length: Text farmar

s : ()

Select
Maximum
Length of Field

Run macrg on Field settings

| Entry: Bookmark:

| Exit: _ Calculate on exit

:! # Fill-in enabled

‘ Add Help Text... ( cancel ) € 0k )

Text Form Field Options

To Add a Text Form Field

)

1. Set the insertion point where you wigh to insef the"form field.
2. Click the Text Form Field butten ofythe Formns toolbar.
3. Double-click the form field 0 setadditienaloptions.
4. Select any additional optio Text Form Field Options dialog box.
5. Click OK.
Let's Try It! b\
4
What Why
1. Select the second, third and As the first field can be somewhat long, we
fourth columns of the first row are going to merge the second, third and
as shown below. fourth cells of the first row into one larger
cell.
2. Select Table > Merge Cells Merges the selected cells into one larger cell.
from the menu.
3. Set the insertion point in the Sets the insertion point where we want to

first column of the first row. type our form label.
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What Why

4. Type: Name of Attendee and Enters the label for the first form field, and
then press Tab. then moves to the next column.

5. Click the Text Form Field Inserts a text form field into our form.
button on the Forms toolbar
as shown. ab|

Text Form Field button

6. Press Tab. Moves to the second column of our form.

7. Type: Date of Conference Enter the label for the next form field then
and then press the Tab key. moves to the second column.

8. Click the Text Form Field Inserts a text form field into our form.

button on the Forms toolbar.

9. Double-click the Date of Opens the Text Form Field Options dialog
Conference form field as box.
shown below.
rDoubIe-cIick form
Name: of Attendee:= R field to launch
Dateof Conferencec oo oo ol ontions dialoa box
10. From the Type drop-down Sets the text field as a date format. This will
list, select Date as shown ensure that the user will only be able to enter
below. a valid date into the field.
Type: Default date
Date =

}}\

11. From the Date Format drop- Sets the format for the date to display a two
down list, select M/d/yy as digit year.
shown.
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Text Form Field Options

Type:! Default date.
| Date

Maximum length:
[I.Jnlirn[tnd
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3.4 Adding a Check Box to a Form

In this lesson, you will add a check field to your form.

To Add a Check Box Form Field

PO

5.

heck boxes are controls that a user checks or unchecks to show,

or diagreement. You might want to use check boxes for items fro

the user can make more than once choice. Check boxes ar
used for yes/no options. Like the text box, you can
box options from the Check Box Form Field dialog box.

Set the insertion point where you wish to insert the Gheck Box form field.

Click the Check Box Form Field button
Double-click the form field to set additignal
Select any additional options from thg »

box.
Click OK.

Let's Try It! (<

What

Why

1.

Set the insertion point in the first
column in the third row.

Sets the insertion point where we will
type our next form field label.

)

2. Type: How would you rate the Enters the label for the next form field.
Key Note Address?
3. Press Tab. Moves to the next column.
4. Click the Check Box Form Field Inserts a check box form field into your
icon on the Forms toolbar as form.
shown.
v
Check Box Form Field button
5. Press the Spacebar and type: Poor Enters addition descriptive text.
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What Why

6. Press Tab. Moves to the third column.

7.  Click the Check Box Form Field Inserts a check box form field into your !
icon on the Forms toolbar. form.

8. Press the Spacebar and type: Enters additional descriptive text. )}
Good 7

4

9. Press Tab. Moves to the fourth column.

10. Click the Check Box Form Field Inserts a check box form field into your
icon on the Forms toolbar. form.

11. Press the Spacebar and type: Enters additional descriptive text.
Excellent as shown.
Name-of Attendee:o SebChe o
Date-of Conferencet e el o o o
How-would-yourate-the-Key Note: [ ]-Poorm [ ] Gooda [ J-Excellento |c
Address?o
Fii i i i iz

12. Double-click the Check Box form Opens the Check Box Form Field
field for Excellent and observe the Options dialog box.
options.

13. Click OK. Closes the Check Box Form Field

Options dialog box.
14. Press Tab. Moves to the next row.

. Click the Save icon.

Saves the template changes.
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3.5 Adding a Drop-Down List to a
Form

In this lesson, you will add a drop-down list to your form.

rop-down List fields are used when you want to contol ies
to a limited choice. When a user enters the drop-down=list,field, an arrow

appears on the right. Clicking the arrow displays thie choiceg from which
the user can pick.

Wame-of* Attendee:= LLLLT TS /Dr op_down list
Date-of Conferences feento field
How-would-youwrate-the Key-Note: Clrooro
Address?o T~
Whal-is your ocenpation?s miglralion ¥
‘I-I A 5 L
Archibecture
Gchucation
Ersgrmamineg
L
Todhical

The list choices are added by them into the Drop-Down Form Field

the Drop-down item box, and then click
the Add button. Oncey e added"all of the list items, you can then order the
items in the list to y:

Drop-Down Form Field Options

Drop-down item: Items in drop-down list:

Administration

Architecture
Add eep Education
Engineering
Law
Technical

Enter list items
and then click
Add

Remove

— Run macre on Field settip

Use Move
buttons to order
items

I : ] :] a Drop-down enabled

i Entry:

Y TETETE rd Y
[ Add Help Text... [ Cancel |
Drop-Down Form Field Options
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To Add a Drop-Down List Form Field

1. Set the insertion point where you wish to insert the form field.
2. Click the Drop-down Form Field button on the Forms toolbar.
3. Double-click the drop-down form field.
4. Inthe drop-down item box, type the item to be added to the list.
5. Click the Add button.
6.  Repeat steps 4 and 5 until all items have been added to the list.
7. To order items, select the item to be removed, and then click the Move™tp o
Move Down button until the item is in the desired position.
8.  Click OK.
Let's Try It! m
What Why
1. Type: What is your occupation? Enters the label for the next form field.
2. Press Tab. Moves to the next column.
3. Click the Drop-down Form Field Inserts a drop-down list form field into
button on the Forms toolbar as your form.
shown.

—-— T

Drop-down Form Field button

4.  Double-click the drop-down form Opens the Drop-Down Form Field
field you just added. Options dialog box.

5. Click in the Drop-down item: box Enters the first list item.
and then type: Architecture as
shown below.

&)’
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%

What Why
Type item to be
== added to Drop-
E down list
Drop-down item: ms in drop-down list:
Architecture .
€ Add -
6. Click Add. Adds the item to the drop-down list.

7. Continue adding the items below
into the Drop-down item box,
clicking Add after each item.

Administration
Education
Engineering
Law
Technical

Enters the rest of the drop-down list
items.

8. Click on Administration in the
Items in drop-down list window.

Selects Administration. We are going
to move this item to first position.

9. Click the Move Up button.

Moves the item up one space.

L

Move Up Button

10. Click OK.

Closes the Drop-Down Form Field
Options dialog box and applies the
changes.

11. Click the Save button.

Saves the template changes.
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3.6 Adding Help to Form Fields

In this lesson, you will add Status Bar and F1 Key help to your form.

For example, you can inform the user how information is to be ente
a particular field or the type of information that is to be en
two kinds of help that you can add to your form:

A dding Help to your form can make the form easier to fill out f

o Status Bar — Help text is displayed in the status bar;
field.
* Help Key — An information dialog box is displayed wWhe
field and presses the Help key.

To Add Help to a Form Field

O wN -
@)
=5
=
—_
>
D
w
—
QD
—_
C
w
vy
QD
-
—_
QD
O
—
o
=
—
>
@D
&4
=
c
w
O
Q
-

To add your own help
enter desired help text in‘the ow.
6.  To choose pre-defi elp text, elick the AutoText entry and choose the

desired help message drop-down list.
7.  Click OK. &
A

Form Field Help Text

F Status Bar ' Help Key |

@ Mone

) AutaText entry: - PAGE - | ;]

Status Bar
Help Text

) Type your own:

l _
u
F

A Ay format

4 N

&),
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Let's Try It!
What Why
1. Double-click the text form field Displays the Text Form Field Options

for Date of Conference.

dialog box.

’

%

2. Click the Add Help Text button. Opens the Form Field Help Text
dialog box.
3. Click the Status Bar tab. Switches to status bar help options.
4.  Click the radio button next to Type Sets the option to type our own help
your own. message.
5. Inthe Type your own: window, Enters our status bar help text.
type:: Date must be entered in
m/d/yy format as shown below.
: Mone
s AutoText entry: - PAGE - _:l
"E" Type your own:
Date must be entered in m/d/yyyy format
6. Click OK. Closes the Form Field Help Text dialog
box.
7. Click OK. Closes the Text Form Field Options
dialog box.
8. Click the Save icon. Saves the template changes.
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3.7 Protecting a Form

In this lesson, you will learn how to protect your form from unauthorized changes.

others will not be able to alter the formatting or the text of yourfor
Additionally, protecting a form turns it into a useable for [
users can now select check boxes and chose items from

A fter you create your form, you will want to apply protection to ghAsure ‘that

To Protect a Form

Select Tools > Protect Document from the m
Click the Forms radio button.

Enter a password.

Click OK

Enter the password again.

Click OK.

o~ wWNE

A

Protect Document

Protect document for _

" Tracked changes

. Comments

4
i e
/\ @ Forms: { Sections...

Password (optionall:

N - 2
 Cancel ) 0K
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Lets Try It!

Confirm Password

Reenter password to open:

Caution: If you lose or forget the
password, it cannot be recovered. It is
advisable to keep a list of passwords and
their corresponding document names in
a safe place. (Remember that passwords
are case-sensitive.)

() €D
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3.8 Using a Form Template

In this lesson, you will learn how to use a form template

nce you have created your form and protected your template, t

ready for use. As we saved the form as a template, the form tém
appear under the My Templates area of the Project Ga ;
the form as a regular document will enable the user to fill |

fields, and then save the document with a different name. [so now
distribute your form to others for their use.

To Use a Form Template

Select File > Project Gallery from the me
Click on My Templates Area in the New
Select the desired form template in the-te
Complete the form by filling in for
options from drop-down lists.

5. Save the form with a new filey1a

k Pane.
: indow and then click OK.
necking check boxes or selecting

el NS

Lets Try It!
What Why
1. Select File > Project Gallery Launches the Project Gallery.

from the menu.

2. Under the Category area, Opens the Templates dialog box.
click on My Templates.

4. Click the Conference Opens the form as a regular document.
Evaluation template as
shown below, and then click
Open.

-
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What

Why

Project Calery < New

New ' Recent

Open Other

Project Learn Customize

Select the
Conference
Evaluation template

Show. Al Office Documents o

Cance t Open )

5. Type: Rodney Larson and
then press the Tab key.

Enters information for the first form field
then moves to the next field.

6. Type: 2/24/03 and observe
the status bar.

Enters the date in the form field. Notice that
the help text is displayed in the status bar.

7. Click the check-box to the left
of the word Excellent.

Checks the “Excellent” check box.

8. Click in the drop-down list
field.

Displays the list items.

9. Click on Technical from the
list.

Selects Technical as the occupation type.

10. Click the Save button.

The Save As dialog box displays, prompting
us for a file name.

"N

11. Click Cancel.

Closes the Save As dialog box.

12. Select File > Close from the
menu. Do not save changes.

Closes the form without saving changes.
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Lesson Summary — Working with Forms

> In this lesson, you learned how to create a form and save it as a document
template. You also learned that tables are commonly used in form design as
they allow you to easily align your text and form fields. You addition
learned that you can add form fields to your form from the Forms
(View > Toolbars > Forms).

desired length. You also learned that if you wish to usg a more precise
measurement for your column widths, use the Table Prgperties dialog box
(Table > Table Properties from the menu).

form from the Forms toolbar.
le-clicking on a form

» Next, you learned how to add a text field
You learned how to set additional field opt
field.

» Next, you learned how to add a chéck box fi€
toolbar. You learned that chegk boXes are us

Id to a form from the Forms
d for items from which a user

want to control e
drop-down list ite

nt command and then selecting the Forms radio button. This
nsures that others will not be able to alter the formatting or the text of your
rm. Protecting a form also turns it into a useable form.

Lastly, you learned how to use a form by creating a new document based on
your form template from the My Templates area of the Project gallery.

Word 2004 for Macintosh Level 3 94



LESSON 3 - WORKING WITH FORMS

Lesson 3 Quiz

1.  What is the best format for forms?

A. Columns
B. Paragraphs
C. Tables

D. Web Page (HTML)

2. On what toolbar can you find the text form field?
A. Drawing Toolbar
B. Text Toolbar
C. Formatting Toolbar
D. Forms Toolbar

3. What type of fields can you add to your form from the FORg par (Select all
that apply):
A. Text field
B. Check Box
C. Radio Button
D. Drop-down list

4. Before a form is useable, you must:
A. Insert atable
B. Add form field colum
C. Protect the documeat f
D. Add multiple-choice optio

orms

5.  What document for st suited for forms?

ick the field, select “Default Text” from pop-up menu, and then
the desired text.
B. \ Select Tools > Options > Text Options from the menu and then and then
enter the desired text in the Text Options dialog box.
C. Click the text options button on the Forms toolbar and then enter the
desired text in the Text Options dialog box.
D. Double-click the text field and then type in the desired text in the Default
Text field in the Text Form Field Options dialog box.

7. You can select more than one option from the drop-down list form field.
A. True
B. False
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8. When might you want to use a check box field (Select all that apply):
A. When you want a user to show agreement or disagreement
B. When you want a user to choose from a list of items
C. When you want the user to have the option of making more than one
choice
D. When you have yes/no items on your form

9. Describe the process of adding items to a drop-down list.

10. Once you have added items to a drop-down list, you can r th
A. True
B. False

11. What are the two types of help that you can add te*a form fi
A. Status Bar help
B. Message box help
C. Form field help
D. Help key help

12. You can access a form that you
The Forms Templates folger
The Project Gallery
Entourage

From the Forms toolbar

O
>

e saved as a template from:

OO wm>»
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LAB 3 -ON YOUR OWN

1. Click the New Blank Document icon. Type: Customer Satisfaction Survey

and then press Enter twice.

2. Select File > Save As from the menu and save the document as a de€um
template with the name Customer Survey.

3. Select Table > Insert > Table from the menu. Insert a tabl
columns and 4 rows. Enter information into the table as/fw

Namer

Datec

Did-you enjoy your-meal?c

ol eN el e

How-often-do- yojr-eat- here?c

ol NeR el e

: erge together the cells of
the second and third columns in the ffirst row t© make one larger cell (Hint:

5. Inthe column to the right
only to accept a Date d

several times a week

< once a week
< once a month
< once a year
otect'the document from unauthorized changes. Use thunder as the
password. Save and close the document.

Open the document from the Templates area to test the form fields. Close

without saving your changes.
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Lesson 4 - Customizin §

Lesson Topics:

4.1 Recording a Macro
4.2 Running a Macr, Q
4.3 Editing a (&

44  AddingeaCusto enu to the Menu Bar

45 A
46 , A

,\)
X
S
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