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Word - Introduction

Introduction
Definition

Before we begin ... <>
References

Introduction

A word processor serves for drafting and writing documents. It's also easier to

images, charts, tables and some of the other possibilities. The™r
explains how to use these options and several others.

Definitions

reserved for the end of a
changes to your text.

This is to warmtha
"macro-viruses"\Y0
passed from one pe

a type of virus that is very popular at the moment called
will find them in Word documents because these file are often
on to another.

It's sible to have in documents Word with macro-commands. These were created
lerat e execution of repetitive instructions. Regrettably, " hackers " found a
rn this productive tool in a very dangerous tool for your documents on a
or your hard drive. These viruses could potentially erase all the contents
olir hard drive or your floppy disks.

g designers of Word recognized this threat and offer you a way to easily protect
you against the "macro-viruses". Be very careful if you see this window while
opening a document.

1178


http://www.er.uqam.ca/merlin/xw999998/eng/eword.htm#ewordintro
http://www.er.uqam.ca/merlin/xw999998/eng/eword.htm#eworddef
http://www.er.uqam.ca/merlin/xw999998/eng/eword.htm#ewordavant
http://www.er.uqam.ca/merlin/xw999998/eng/eword.htm#ewordref

Dr. RACHINI Ali - MS-Word —/Introduction

Avertissement [+ ] =] I

Le dacument en cours d'ouverture contient des macros ou des personnalisations, Certaines
de ces macros peuvent contenir des virus susceptibles d'endommager vokre ordinakeur.,

Si wous Etes certain gue ce document provient d'une source o
fiable, cliquez sur Activer les macras. Dans le cas conkraire, Plus de détails |
cliqguez sur Désactiver les macros,

¥ Toujours avertir avant d'ouvrir des documents avec des macros ou des personnalisations

Désactiver les macros)|  Activer les macros Me pas ouyrir |

days and to make several copies of the document:
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Word - Presentation

Introduction

Text presentation

Justification or paragraph alignment <>
Tabs

Borders and background

Introduction

Although the content of the document is the most important element, Word o
you several options to improve the presentation of the text. This page will sho
the most used options of presentation. That is to put of the text i
either to underline them, to change the font, to align of the te

improve the presentation of the
text. It's however necessary to 1 select, the part of the text that
you want to change the presen ge the presentation of all your text, it's
easier to use the Select all optio dit menu. Selected time, activate or

deactivate the option of f s your choice.

you'll find unde & menu Format.

The "format" toolba

V\
zﬁ Mormal = Times Mew Roman = 12 v| B I U |

Below, allows you to reach the options most frequently used.

IE-lEEEEIN-Y-A-E

€ &ption of the bar is to paste a style of presentation. You can use it to mark
n|the parts, the chapters or the subjects of your document. You can also use
to create and update automatically a table of contents.

Windows offers you, in more in all the applications, the access to several fonts. Every
font is a style of presentation for the characters of your text. Some are created for
formal letters, the others to put of the interest on a title and the others are simply
created for the whim. Here is a small example.
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Attention (Aral font)
Welcome (Times New Eoman font)

The following box shows the name of the font that is at present available. To see the
list of fonts, press the small triangle pointing down in the right-hand side of the

name of the font. A similar list will appear.

T dgeney B

& Albertus

& Albertus ExtraBold

% ALGEERIAN

& Antigue Olive

2 Antgue Olive Roman

T Arial

T Arial Black

T Arial Marrow

% Arial Rounded MT Bold
T Arial Unicode hAS w

wish it. The size of the character
The more the figure is big, the
of a font from 1 to 1638 points.

The next four/bu 5 ¢
margins of yod c(rr

e as big or as small as you

{n "points", that is 1/72 of an inch.

is it also. You can choose the size

the options for the bold - , the italic

\ﬂ, of your document.

It's even possibla .to.change the color of the text thanks to a button that meets itself
on the toolbar "draw
text.

a blodkof text.

éct the color of your choice.

Press the OK button to end the operation.

ing". The button allows to apply or to change the color of the

e triangle pointing down in the right-hand side of the letter A.
list of the possibilities, select the option the other colors.

There is two moments or you can change one of the options of the text: during or

after the writing of the text.
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During the writing, you can activate or deactivate one of the options before writing
the text. All the text that will be written after the change will use the new options.
For example, to write the text in bold, it's enough...

@Press the button a to activate the option. <>

@Write then the text of your choice.

@Press second time on the button a to deactivate the option.

Even after the editorial staff of the text, it's possible to change the options g§
presentations. It's however necessary to make a block with the text modify
changing the options.

@Press and hold the left mouse button and move this one to
modified.

This block can so much be a letter, a word, a senten
pages. To change the presentation of all your docum
menu and the option Select everything.

g it to your choice. This can be practical for words such as workforce or letters "
e genégally stuck. This can be also practical to enlarge the space between the

ast tab is to put a little of whim in your document. You can activate of the
¢r ation on the characters of your choice. Word offers you some possibilities for

& animation. They are not however practical for a document to be put
back(handed) on paper.

Justification or paragraph alignment
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In the right-hand side of three buttons for the bold, the italic and the underlined,
there are four buttons for the justification of lines. Or rather, how a line will be
aligned with regard to the margins of the page.

The adaptation to the left is the option in that that we are the most accustomed. The
text of the paragraph is stuck on the left margin of the page but not that of the <>
right-hand side.

The centred adaptation centres the text of the line perfectly between the right_ and
left margin of the page.

The right adaptation pastes the text on the right margin of the page. This is p cal
to place a date of an official letter on the right border of the page

What Word calls "to justify", consists in the justification or the
the text is aligned on the left margin as well as the right margin.
used for a formal letter. There is however a small trap. By prewin

I

that the last
a little

Prénom (first name) Occupation
Roger Manager
Denis Salesperson
Denise Salesperson

Manager Take charge of the management of the staff.
Manage the budget of the office or its department
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Communicate with the other departments...

Why is it necessary to use tabs?

Previously, on a typist, it was easy to align of the text. It was enough to put the <>
number of necessary spaces to align the text. This is not true any more for
computers and especially word processors. Under Windows, there are two kinds

fonts; those of fixed size and those of flexible size.

(1 of an inch

The characters of fixed size take all the same space. So a " i " takes as muc
as a" w". Here are two examples with the words "piano" and "car". Both co
five letters. Furthermore, three of the letters you will find in both words.

For a font of fixed size such as Courier New in a size of 10 points
both words take so much space.

Fiano
Wagon

But, for a font of flexible size such as Times New a
"Wagon" takes more space.

ints, the word

Fiatio
Wagon

xt that uses fonts of flexible size.
ill find in Windows are of this
ry to forget the use of the space to
text.

It's almost impossible to align pe
Nevertheless, the majority of th
category. It's for that reason th

c "Q", you'll find the key of the tabs.
Normally, there are on theg orizontal arrows pointing in opposite
direction(manage gan use the "normal" tabs that take place in every 1,25
cms. But it's g place the tabs of its choice on the ruler in the place

possible tabs. It's anough to press button to pass from a typede tab to another.

Not
W 000 p@sesses 5 tabs (tab steers in more) and indents.

ft'tab El The tab will allow to write of the text to the left of this one.
entred tab [4] The text will be centred on the tab instead of the centre of the
page.
right tab [a] The tab will allow to write of the text in the right-hand side of
this one.

Decimal tab [] The tab will allow to align numbers on the decimal point.
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Bar tab 1]
First line [+
indent

Hanging

indent Q

When you chose the type of tab that you need, it's enough that him(it,her) to clic
towards your choice. You can also insert tabs from the menu of Word.

#@From the Format menu, select the Tabs... option.

The following screen will appear.

Tabs X] \
Tab stop position: Defaulk tab stops:
[r.3cn] 1.27 cm -]

1.9¢cm ;

£.35 cm Tab stops to be cleared:

12,7 cm

Alignrment
(%) Left ) Center ") Right:
) Decimal ) Bar
Leader
(&) 1 More Fiea #
b
[ Set ] [ Clear ] [ Clear all ]
[ Ik ] [ Cancel ]

This fenetre indi s that there are tabs in every 1,25 as well as in position 3,5 cms
and 5,5 cms from eft margin of your document. It's possible to you any time to
change the type of tabs ( 5 types), their place and if it should have following points.
You add or remove so many tabs as you need.

of tabs

a tab centred in 5 cms and a decimal tab in 12 cms.
e Potatoes and press the key tab.
Nrite 2,99 $ and press Enter key.

Your cursor is now on the next line. But the tabs that you have just put are going
also to apply to this new line. You will notice as well that the text potatoes is centred
on the tab.
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@Write Diamonds and press the key tab.
@Write 1 000 000 $ and press the Enter key.

The list is ended. It's now necessary to remove the tabs. Although it's possible to
remove them from the menu Format, tab, it's also possible to remove it from the

ruler

To remove one tabs from the ruler:

@Place the cursor on the tab to be removed.
@Press and hold the left mouse button and move the cursor, and the tabuta
he holds(retains), outside of the ruler.

@Release the mouse button.

Borders and shading

@From the Format menu, select the Borders and Shad

Borders and Shading

Borders |Eage Barder | Shading

Setting: Shyle: Presview
Click on diagram below or use
D Mo buttons to apply borders

[

i
=T
[[*1]
(ol
[}
=

IR

o

=)

=2
[ <

. Sukornatic b |
E o width:

Wph ——— W &pply ka:
Cuskom
ﬂ B |F‘aragraph v|
Options...
[ Show Toolbar ][ Horizonkal Line. .. ] 0k, ][ Cancel ]

v

@iSelect the Border of page tab.
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Borders and Shading

| Borders || Page Border | | shading

Setking: Skyle: Presigm

Click. on diagram below ar use 0
buttons ko apply borders

B3

Shadow o’
— Color;

E Aukarmatic v|
30
[ i wideh:
Whph ——————— Apply bo:
Cuskam

ﬂ Art: |'u'u'h|:ule document ~ |

(none) R

Options. ..
Show Toolbar ] [ Hotizonkal Line. .. ] [ 04 ] [ Cancel ]
e N

@iSelect the Shading tab. ( -

Borders and Shading

Fill Presview
Mo Fill

EEEEEE |
o EmE

||||||||||||||||||||||||||||

Patkerns
Skwle:
||:| Clear V| Il T
|F‘aragraph V|
Show Toolbar ] [ Horizonkal Line. .. | (04 ] [ Cancel ]
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Add the border to cells

There are two ways to add lines of your choice to the table: by using the option
Border and weft of the Format menu or by using the toolbar Borders. By using the
one or other one of these techniques, you can not only add lines to a table, but also
to add a border to the text in your document. <>

For the next exercise, we are going to use the toolbar Borders to put a line in the
outline of the table. Before we begin, it's necessary to make sure that the ris
available. If you don't see the toolbar such as shown below, made View, Togl a
to activate the toolbar Borders.

AR — o % palalEle Ova O =l Al 2kl = B
\4

If this new toolbar is on your text, you can always move it. place cuxsor on the
titles bar of the window; in that case, the blue bar over bu , inger

pressed on the left mouse button and move this one upware T or one of
the sides of the screen. When you'll be satisfied with
Release the mouse button. You can in this way m¢
move it in your choice.

lines.

It's then necessary to select the
button having an arrow poeinting
can choose will appear. sele
right-hand side determine
the height, in the-bo

t is convenient for you. Buttons in the
vhere this type of line will be placed. It will be in

(g =5 RS

button Mo Border | . You can afterward put various sorts of lines in
oyt table or in your text.

Add width to a cell

A thorough weft serves for changing the color of the bottom of text. One uses it to
mark down titles or text mattering besides of the document. You can use the button
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of weft of the toolbar Borders. However we are going to use the option Format,
Borders and shading for the next exercise:

By using the last mentioned option, a new window opens.

Farayiogdie. maduie o=l Liome [ =] Q
Zacure e
—F coviizznce
i S
i Pnsarralsd ATE o
| -=m=ice boaz:

EdllH'JLb‘.i*

ANl

*=merplar

SoEaspla

color will be shown as well as colors for the bo
outline in the lower right corner will give you a
thorough weft before choosing it. It's gene 2Co ended not to put the

thorough percentage in more than 10 %.\The omes more difficult to read

For the next example, put the t
automatic effect to change the
white color. You can also

ntage in 100 %. This will have the
ttom to the black and the text in the

of the black bar, it's necessary to change the left margin or the
ine. You can make it by moving the small triangles of the ruler
anging the margins from the menu File, Page setup, Margins.

g"'1:"2'!'3".'4"'.5"'5."'?'! 151 16 - 1k
T—Triangle des marges gauche etdruite4T

A\

right margin of t
above the text or b
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Word - Other options

Introduction

Change line spacing
Page break

Search and replace
Footnote

End of document note
Page header and footer
Columns

Numbering pages
Change the size of the page number
Section break

Introduction

You will find on this page the basic instructions to u
the previous page of improving the presentation,

effective way to carry out a task.

Change the line spacing

Some use badly the word processor for t

once depiction at the end of the i rd
as you can see it in the next part. ﬂ

> They press the Enter key
s a better control on the line spacing

\\\P_-//
@From the Format men e Paragraph option.
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Paragraph

Indents and Spacing | Line and Page Breaks

Gaeneral

Alignment: W outline level; Body text  w 0

Indentation

Left Special By
Right: a0 cm $| {none) w | E

Spacing

bele, Line spacing: Ak
After: 0 pt £ | Single v | >

Prewview

[ o, l[ Cancel ]

This window offers you § wtrol the presentation of a paragraph.

General

Hierarchicaz
level

Indentation trol the retreat of the paragraph with regard to the right and left

)
paragraph with regard to the rest.

Sp g Control the spacing in front of and after the paragraph. Control also
O line spacing in the paragraph.

thé€ window that has just appeared, click the arrow to see the list of the
sible line spacing.
3elect the one that answers your need.

his is much more effective than , press the Enter key the end of every line! The
line spacing, and the other options described above, take place on paragraphs. To
choose several paragraphs at the same moment, you should make a block with these
paragraphs modify.
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Page break

This option is very practical when that you have only some lines of text to be written
before being forced to continue on a new page. Instead of pressing several times on
the Enter key, it's better insert a page break. Furthermore, you know exactly in than
place your new page will begin. So, you can always return to the previous page and
add of the text to the need.

@From the Insert menu, select the Break option.

) Text wrapping break
Section break bypes

{:} Mexk page

{:!' Continuous

{:} Even page

() ©dd page

[ Ok ][ Cancel ]

The window above, offers you s¢
jump of column or one of the va
explained in detail at the come

@Select the Page brea
@Press the OK button.
OR

ginning of a new page. Moreover, you'll see the new
the left lower corner of the screen.

odify it manually. But Word offers you also the option to replace a word, or
es of words, by the others. Here is a small exercise.

(Write the following lines:
Ladies and gentlemen,

The session on electronic commerce will be given by M. Charles Tomney.
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@®From the Edit menu, select the Replace option..
[ABCIPress the CTRL and H keys.

Find and Replace : _ 0
| Find | Replace | GoTo
Find what: M. Charles Tomney v
Options:  Search Down >
Replace with: M5 Enmily Langley v |
| More = | | Replace | | Replaceall | | Brdmext | | Cancel |

@Enter in the Look for box the text M. Claude Tre
@Enter in the Replace with box by the text Ms
@Press the Replace button.

ore specific replacements with the following options.

@Return to the ce window.
@Press the More button.

&
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Find and Replace

Find what:

Replace with:

Search Options
Search;
[ ] Match case

[ use wildcards

Replace

Find Replace | Go To

|r'-'1. Zharles Tomnesy

|Ms Ernily L angley

[ Less & ] [ Replace ] [ Feplace Al ] [ Find Mesxt ] [ Zanicel

]

all w

[ ] 5ounds like ¢English}
[ ]Find all word Forms (English)

[ Formak = ] [ Special =
Fonk...
Paragraph... <
Tabs... 3
Language. ..
Frame...
Skyle. ., ~—1

—

ﬂlghllgl‘\ﬂz/ \7

Paragraph Mark,
Tab Character

Ay Characker

&ny Digit

any Letker

Zaret Character

g Section Character
1| Paragraph Character
Column Break,

Em Dash

En Dash

Endnoke Mark

Field

Footnote Mark,
Graphic

Manual Line Break,
Manual Page Break
Monbreaking Hyphen
MNonbreaking Space
Ciptionial Hyphen
Sectiom Break

White Space

re are much more options to control the searches and the replacements. You can
o0se a part of the text according to the word, if it's in capital letter or in small
gtter, the used format of presentation and the type of used command. You can

experiment with these various options on your spare time. The compound image
above is to demonstrate you the potential of it.

Footnote
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It's interesting by moments to offer to the reader of the notes that give
supplementary comments or reference to a quotation. It's at this moment when it's
practical to use footnotes. Here is a small exercise to demonstrate how to use it.

@Write the following text: Veni, Vedi, Vici.

&

@Place the cursor in front of the point to the end of the sentence.
@From the Insert menu, select the Reference and Notes options.

The following window will appear.

Footnote and Endnote E|

Location
) Eoptnotes:; Bottom of page v
) Endnites:

Number Format: 1,23, .. v|
Custom mark: | 1ET
Start at: 1 B

Numbering: Continuous v

Apply changes
Agply changesto:  |whole document % |

[ Insett ][ Cancel ]

@Select the

The cursor will movenat the bottom of the page. You can then write your reference or

your comments.

in th otnote the following text: Julius Caesar.
ce the Cursor in the text to continue.

a\still unexplained reason, with the version Word 2000, footnotes you will find
ral times on the following page. You can always erase notes and redo them. It's
enolgh to erase the indication of the note next to your text. The note at the bottom
of the page is automatically going to fade.

End of document note
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A note of the end of document has the same effect as a footnote. However, all the
comments will be shown on the back page of the document.

@Write the following text: Veni, Vedi, Vici.

@Place the cursor in front of the point to the end of the sentence. <>
@From the Insert menu, select the Reference and Foototes options.

The following window will appear.

Footnote and Endnote E|

Location

{:} Footnotes:
_ |Eru:| af document w
Farmat
Mumber Format: |i, i, i, w | \

Custom mark: | || symbol... |

Start at: Il |

Numbering: Continuous v|
Apply charges

Agply changesto: |whole documert v |

[ Insert: ][ Cancel ]

@Select the t the end of document.

This window allews you to choose the kind of presentation that you want on the
notes of the end cument. You can change the place, at the foot of the document
or at the end of thesection, and the type of nhumbering, the number of the beginning
as wetl as if she should begin again in every section or continues for all the

do ent. Sggcions will be explained a little farther on this Web page.

rpose of this exercise, there is no change to be brought.

ess the OK button.
O returning to the window of the notes of the end of document, press again on the
button.

The cursor will move at the end of the back page of your document. You can then
add the remarks or the comments that you need. You can even write several lines of
text.
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Page Header and footer

It's one of the options the easiest to use to have a presentation of professional look.
You can place a title, of the text, the corporate logo and other that will repeat from a
page to another. It's possible to have headings and feet of page that are different
from a part (or section) from the document to another. It's necessary to know an t?
master the jumps of sections that are explained farther on this page.

@From the View menu, select the option Header and Footer.

The cursor will move in the heading of the document. If you inserted jumps
sections, the cursor will take place in the heading of the current section. The
following bar is also going to appear.

Header and Footer

Insert AutoText « |9 M & FR O | Eh & E S 'Ijlb | Close

- PAGE -

Author, Page #, Date \
Confidential, Page #, Date

Created by

Created on
Filename

Filename and path
Last prinked

Last saved by
Page ¥ of ¥

The options

The toolbar o

each of these.

ttons. Here is a short explanation of the function of

Name N Description

Autqﬁhtlc |nsert|on Insert a style of predetermined presentation
N <5

_Pag \mber Insert the number of the page

Pﬁ\tcﬁ‘l A Total of pages of the document

‘/jﬂermg of Style of numbering: Roman, Arabic...
pages

Insert the date of the computer

Date
Hour (= Insert the hour of the computer
Page setup o The pagination of the heading allows to change
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View / mask the text |The text allows to.camouflage temporarily; in the case or it

of the document B distracts the user.

Identical to the This option is important when the presentation is different for
previous various parts, or section, from the same document. When the

option is active, it repeats the presentation of the heading or(,\:’
the foot of page of the previous section.

Tip to Header / Pass of the heading at feet of page of the section or yice N
footer 5 versa. k
View previous If the document is separated in several sections, Wor \1;?,\575 ‘b
header/footer*lf in the heading or the foot of page of the privious sec’:ASY
View next If the document is separated in several e‘c '\o , Word ﬁ\q}ses
header/footer [T, in the heading or the foot of page of thﬁmection.

AN %
Columns

tNeave the left
single column. C
seseveral columns of text.

We are all accustomed to draft our documents b
margin and that go outside of right-hand sid
ertains documents, as newspapers or letters o
The next part is to show how to use you,.colum

®Press the (== button.
@Select the number of columns
OR

@From the Format me

P L

(=51~ [T]
= | 5 = =
ore T Lefr Right

Number of calumns:

Width and spacing
Col #: Width: Spacing:
Lo | [ezman 3 |Lram 3

Equal calumn width

Apply ko Whiole docunnent A

10le docurnent
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It's from this window that you have the control of all the elements on columns. The
part Prédéfinir allows you to use presentations of columns predetermined according
to what you need. You can also change the number of column as well that the
spacing from these in the parts Counts of columns and Width and spacing. In the
right-hand side of the option Counts of columns, it's also possible to ask to insert a
dividing line between columns. The appearance will present you the final effect.

At the foot of the window, one asks you if you want to apply options of columns th
you chose to all the document, to this section (to leave the document) or frem_this
point. This last possibility has the effect to create a new section in your doc
"cuts" the document by adding a section with the number of columns that you €
Sections will be explained a little farther on this Web page.

Numbering of pages

ows it to
ent.

The numbering of pages is a tool of practical reference for the read
find quickly a quotation, a chart, an image or the other &

@From the Insert menu, select the Page numbe

Page Numbers

Position: Preview

| Bottom of page (Footer) v | —_— D
alignrment; _—

Show number on first page "

| 8] 4 ] [ Cancel

@Press the q I .

Page Number Format

Mumber format:

1,2,3, .. v|

[ ] Include chapter number

1-1, 1-A
Page numbering
{:} Continue From previous seckion

() Start at: &

[ Ok ] [ Cancel
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The section breaks

It's sometimes interesting to change the presentation of a page or a part of your
document. You want to change:

ZThe orientation of the paper (portrait or landscape) better to present a table or
image

ZTo change the number of columns of the text on a part of a page

©So that a part of your document is humbered but not the front pages of y¢
document.

privileged. This causes supplementary problems when an user«
take advantage available options.

number of columns, the numbering pages of a part
of the paper, to change the heading, the foot of page

standard of a column. Afterward, the options of\he
used only to number a part of the docu i

The next window shows all the es of pogsible jumps.

Break types

) Column break,

) Text wrapping break
Section break bypes

{:} Mexk page

{:!' Continuous

{:} Even page

() odd page

[ Ok ][ Cancel ]

re is a page break; to continue the text on the following page. There is also a
jUmp of column; to continue the text in the following column when your document,
or section, consists of several columns. The others are all jumps of sections. There
are four kinds of section break.

The section break " following page " separates the document in several sections,
but also a new page begins. The continuous section break separates the same
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page in several sections. This is practical when one wants to change an option such
as the number of columns of text for only ‘one left a page. The section break odd
page separates the document in several sections, but also forces the next page to
be an odd page. For example, the beginning of a new chapter is generally on an odd
page. The section break even page separates the document in several sections,
but also forces the next page to be an even page.

Exercise on sections

For example, it's at the beginning of the document that one finds a page a ta 0
contents titles and. Generally, these pages are not numbered. It's on this la
possibility that we are going to concentrate for the next exercise to demonstrqte yo
the advantage to separate a document in several sections. It's al
presentation that is often used. The exercise consists in humberin

@Write some lines of text on the front page of a new dog
dInsert a Section break by selecting of the Insert m

Break types
) Page break
) Column break,
) Text wrapping break

Section break bypes ﬁ

O}

{:} Even page
() ©dd page

[ Ok ][ Cancel ]

@Insert a sect| r page.
@Press the OK hutfon.

| Page 2 Sec 2 21z

in the lower corner of your screen that Word shows now the number of
well ds in that section meets itself the cursor at the moment. Before putting
r of page, it's necessary to know that there is a trap. Indeed, if you insert

ake sure that the cursor is in section 2.
@From the View menu, select the Header and Footer option.

Header -Seckion 2-
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A toolbar should appear with the contents of the heading of the section. assure that
the heading that is shown is that of the section 2. It's written in the upper left corner
of the heading.

To see the heading of the other sections, or to return to the heading of this section,

use both following buttons (*Eand ). <>

This other button 5 is to move you of the heading at feet of page of the section.

It's important to know where you want to put the numbering of pages. For
example, the numbering will be placed at the bottom of the page. So, the o
be changed before inserting the automatic numbering meets itself at the bo
the page, in the foot of page.

#@Press the button Igto show the footer of section 2.

_Identique au précédent_ _

that the numbering of pages begins only from
option. For this(they) make...

@Press the button ' * to deactivat

The text " Identical to previous'|
of the show of the header and t

A

“.And

[

If you want
now, in the n

Pre'ss the Format button.
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Page Number Format §|

Mumber format: w |

[ ] Include chapter number

1-1, 1-A
Page numbering
{:} Continue From previous seckion

() Start at: &

[ Ok ][ Cancel ]

The part of the height indicates the type of numberi
numerals or letters). The part Numbering of pages.i
the option " Next the previous section ", the num
of the number of page of the document. So, ift
fourth page of the document, it's the figure 4 that
page. However, if you select the option *
departure as the front page of the sectio
you can choose the figure of depar

hoose the figure of
s about the figure one. But
q ch0|ce he other pages will be

ure of your choice.

All the following pages will be numbered.

&
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Word - Page setup and printing

Page setup
Printing

Page setup

Word offers you several options to change the presentation of the text suc
the text in bold, in italic or in underlined. It's also possible to change the fo
as cuts it letters and its colors from the others. The pagination allows you to
the options of presentation of your document on paper. You can change the
the size(format) of the paper, the orientation of the paper and the~other options‘that
will be explained more low on this page.

@From the File menu, select the option Page setup option.
@Click on the Margins tab.

Mize en page ﬂ

Marges | Taille I Alimentation papier I Dispu:us_itiu:unl

Haut: Im —Apercy
Bas: Im _E
Gauche: Im _:_
Draite: Im Z

.

Reliure: 0 crm —
& partir du bord

En-t&ke: |1,25 cm 3‘
Fied de page: |1,25 cm 3‘ Appliguer: |4 tout le document:

A partir de ce poink

[ Pages en vis-a-vis

Par défaut. .. | (] 4 I Annuler

is tag,>you can control the margins of the document as well as the place of
e g and the foot of page inside the superior margins and subordinates. The
ion of*binding is to add a supplementary space of the left-hand side to be able to
ect the document.

7 the left lower corner, the option " Pages in towards " can be very important. This
option controls the margins for impressions(printings) " first side reverse " or for the
impressions(printings) on both sides of a sheet. The right and left margins are
transformed into internal margins and outsides.
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The option To apply is important too. It's from this option that you apply the changes
that you brought to the margins or to the other options for all the document or only
from the place where is the cursor at this moment. If you use the option " From this
point ", it forces the addition of a jump of section. This option is very important for
the structure of your document. It's explained in detail on the page of the other
options of Word.

@Click on the Size tab.

Mize en page HA |
IMarges Taille | Alimentation papier I Disposition |
Format du papigr: —Apercy

ILettre US (21,59 x 27,94 cm) 7|

Largeur: |2?194 cm ﬂ P e— &
Haukeur: |21,59 cr = &
rienkakion
8 Partr ait

A

= Paysage

appliguer: |4 tout le document

A partir de ce poink

Par défaut. .. | (o] 4 I Annuler |

From this window, you
orientation. It's especiall
paper. Some notic |

at) of th er\is in " A4 " when it should be for the size(format) " US
& 2 \i5 the one that is used in Europe and not in North
America. make e tce
beginning a new dQcument. Otherwise, you'll not only have to change the
size(format) of the paper but also the presentation of your document.

the size(form
Letter ". The

&
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@Click on the Paper feed tab.

Mize en page EE
Marges | Taille Alimentation papisr | Disposition |
—Apercy

Premiére page:

Bac supérieLr
Alimentakion manuelle
=
Autres pages:
Bar supérigLr
Alimentakion manuelle b
=

Appliguer: |SHEIEEEEUREREN - |

Par défaut. .. |

Annuler |

A\

You can control the food of the paper i
computer take charge automatically of t

several tubs of papers or for an pri

need, leave the options with " T

@iClick on the Disposition.

S

Mize en page

y default™,

[Marges | Taille I Alimentation papier  Disposition |

Dbk de la section:

[Mouvelepage -]

n-tEtes et pieds de page
" Paires et impaires différentes
[ Premiére page différente

alignement vertical:

IHaut

mumérokation des lignes. ..

[T sSupprimer les notes de fin

Appliguet: I.E'. koot le document j

[ )]

—Apercy

Par défaut. ..

L

o |

Annuler |
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Under this tab, there are several options to control the arrangement of the text on
the page. Among these, there is a place of the debuts of section. I don't see the
advantage of this option because it's possible to insert a jump of section any time
and the necessary type from the Insert menu.

The options in the category of Headers and the feet of page are more interesting. <>
They are used when you print first side reverse. For example, the place of the
numbering of pages can be different on an even page that on an odd page. With th
option " different Front page ", the heading of the front page of your document_can

have supplementary elements such as the corporate logo and the address of the
company. This heading will not be on the other pages of the document. You wz
the another heading for the rest of the document.

The option of vertical adaptation brings the advantage of power to centre verticall
the contents of the page. It's now useless to try to centre ma L is very
advantageous for the page an image, but not titles of the docum a page
with a table or for a common page. The option "Height" j
of the document.

To end, there is an option for the numbering of lides. It sed, unless being
paid among lines of text.

Printing

You can print all your document b
you also several options for the p

@From the File menu, select the P
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Imprimer 7 =]

~Imprimante
b [ 55 HP Laserlet 4L <] propriétés... |
Ekat: Inactive [ Imprimer dans un Fichier
Twpe: HP Laserlek 4L Q
oy LPT1:
Commentaire:

~Plusieurs pages ~_Opies

&+ Tout Mombre de copies: |1 3‘
{~ Page en cours ™ Sélection
" pages: I v Copies assemblées
Tapez les n? des pages etfiou les groupes de
pages & imprimer, séparés par des
points-wirgules (1;3;5-12;14),

Imprimer:  [Docurnent

Pages impaires
Pages paires

N

Ciptions|Proprigtés du document
Commentaires

Skyles

Inserkions automatiques
Affectation des touches
You can first select the printer of your

several printers from your job(workstati

's necessary to put a semicolon (;) between every
age. It's necessary to put a hyphen (=) between the first and the
s.of pages to be printed. There is a small example at the foot of
the window. In this @eXample, you could print pages 1, 3, 5 - 12 up to and including
as wetl as page 14 of your document (1; 3; 5-12; 14).

e alsgkhe control on the number of copies that will be printed. This is

€ or a meeting. leave the option with " assembled Copies ". Otherwise, you
d replace in order all the pages of your copies.

ost of the time, you'll want to print the document. But he can have moments or
you'll want to take advantage of the other possibilities such as the printing of the
properties of the document or the comments.
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The last option allows you to print all the pages or the pages odd peers or pages.
One of the advantages of this option is to be able to print manually a document in
first side reverse. Here are the stages.

@Select the option of printing of pages indiscretions and print all the document.
@®Invert the paper and put back it in the tub of the printer. Q

@Select the option of printing of pages peers.
@Press the Options button in the left lower corner of the Print window.

Impression [+ ] =] I

Impression |

Cptions d'impression

[ Brouillan v Imprimer en arriére-plan
[ Mettre & jour les champs [ Imprimer Poskcript sur bexte
[ Mettre & jour les lisisons v Ordre inverse 4= &

¥ Redimensionner &#/papier & lettres

Inclure dans le document:
[ Propriétés du document [ Teste masqué
[ Codes de champ ¥ Dessins

r Cammentaires

v

Cption pour le document ackif
[ Formulsires: imprimer uniquement les données

Eac par defaut: |LII:iIiser config. imprimante =

Bac supérigur
Alimentation manuells

| Ik I Annuler

@From the fo VM 7 activate the Reverse order option.
@Press the OK n.

Why the order inverts? By replacing the paper. The back page of your document is
ont op of the pile and not down.

e even pages of your document behind odd pages that you first printed out.

| if the last page of the document is odd. It will be necessary to remove that
page from the pile before printing on the other side because no text should be
printed behind that page. If you're using an inkjet printer, it's very possible that ink
stains appear on the other side of the page.
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Word - Tables

Introduction
Insert a table
Change the width of columns <>
Add a line

Add a column

Delete a ligne or a column
Merge cells

Change the table's presentation
Draw a table

Introduction
It's preferable by moments to present of the data on tabula orm e in ctlons

first thing to be known is that you can enter several {
table. It's not necessary to count the number of lines t
number of "cells". For example, the advantages a
compare several options.

Insert a table

@From the Table menu, select t co d: Insert table.

A window will appear asking yo
for your table. enter the number

or columns. <\\

er of columns and lines that you need
ed. You can later add or remove lines
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Insert Tahle

X]

Table size

o
i

Murmber of columns:

]
i
<&

Mumber af raws:

AutoFit behavior
(%) Fixed column width: Auto =
) AukoFit ko contents
() AutoFit bo window

Table skyle: Table arid AutoFormat. ..

[ ] remember dimensions For new tables \
[ (a4 ] [ Cancel
@For this example, write 5 in the box of the be ol and lines.
@Press the OK button.
There is another way of inserting a tabl (o) ocu t; by using the button To
insert table. @

&
ENNNN

e

Y/

5 x 5 Table

ess the button E .
egs the left mouse button and select the numbers of columns and lines required.
ease the mouse button when it's shown the size that you want.

If you don't see the borders of the cells of the table, select the option covering of the

Table menu. When the border of the table consists of dotted lines, it means that no
border will be shown in the printing.
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Change the width of columns

There are two ways to change the width of a column: by using the ruler for tables or
by using the menu Format. Both ways will be explained. The first will be by using the

ruler. Q

#iclick or place the cursor in the first cell of the table

width of columns and also margins inside cells. The first triangle
pointing downward serves for adjusting the left margin of the fi
The triangle of the left lower corner serves for adjusting the le
the text of the cell. The triangle in the lower right corner serves
right margin of all the text of the cell.

Here is the procedure to change the width of a colum

@Place the cursor on the separator of column ti twe he first and the
second column on the toolbar of tables.

at separates each of the columns.
the triangle of the right margin. The cursor will
w a hgrjzontal bar with a point in every

To recognize it, it's the checker
Attention not to take inadvertentl
change format. The cursor will b
extremity.

It's to note the mns in the right-hand side of the column that you chose fit
exceed the margins of the page. By selecting a column, you can
change its just width_a little or a lot according to your needs. You can also give a
fixed width in a column.

the c@or in the column that you want to change the width. For the example,
cell of the second column.

the Table menu, select the option Table properties of the cell.

k the Column tab.

ange the width to 4,5 cm.

Press the OK button.
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Table Properties

Tahble Row | Colurnn | Cell
Size
Column 1: 0
[] Preferred ﬂidth: Measure in: Centimeterf;
Percent
[ A4 Previous Calurn ] [ ek Calur
[ (0.4 ][ Cancel ] >

You can change the width of a umn as %you want it and with the degree of
precision that you want. Or by using the mouse or one of the options of the menu
table.

Add a line

Add a column

ier to@sert a line than a column. It's at first necessary to select the column
in the right-hand side of the column that you want to insert.

the cursor above the column that you want to change the width. For the
ample, select the first column.

move the cursor until this one is transformed of a white arrow in a black arrow
pointing downward.

®As soon as the cursor was transformed into black arrow pointing downward, click
the left mouse button.

Here is the rest of the procedure to insert a new column.
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@Place the cursor in the table.
@Select of the menu table, Insert columns.

The new column will add to the left where from is the cursor at the moment. It's very
possible that the table exceeds the margins of the page. You should change the
width of columns. <>

Delete a line or a whole column

@iSelect the line completely to erase.

@From the Table menu, select the Delete and Cells options.

@0f the window that will appear, select from the options to delete a cell, a line of a
column.

Delete Cells g|
(©izhift cels left:

{3 shift cells up

() Delete entire row

) Delete entire column

[ Il ][ Cancel
Merge cells Q

The intention of this command is to group together in a single cell several cells of the
same line.

@Select all the cells on th 1€
@From the table menu, seg M€

All the cells
command té.s
more other co
you have to adjust™nanually the width of the column. It will be necessary adjusted
the column of cells\merged with the rest of the table.

ge’ cells options.

C ge 2>table's presentation

s you some options to change the presentation of a table. You can change
thorodgh color of a cell or a table for another color or pattern. There are also
eral possibilities to change the border that surrounds the cells of the table. Word
fers you also predetermined styles of presentations that you can use any time.

@Click in one of the cells of the table.
@From the Format menu, select the option Border and shading.
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Borders and Shading

Borders | Page Border " Shading |

]

Setting:

&

Mone

Box

arid

Cuskom

@Click on t

Skyle: Presiew
'y lick, on diagrarm below or use
=3 buttons to apply borders
e =
Colar !
Aukbomatic v|
Width;
Yept ——m— F Apply ko
e ot Cel 3
Texk
i b
% pk Table B
E | (0] 4 | I Zanicel ‘]
1 pt
* A
114 pt
2 % pt ——
3 pt —
41 pk ———
Gpt
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Borders and Shading

| Borders " Page Border | Shading

Preview

| HNoFil >

Maore Colors, ..

Patterns
Skyle

Apply ko

|
D o E Table F|

I scid (1007%) E:lagraph
[[] 5% = R —

| 10% MG ] | ok _H Cancel ]

[] 12.5%
[ ] 15% .

[[] z0% x
[] 2% v

Most of these options are-also a e the toolbar Tables and borders. This
toolbar will be explained » the time of explaining how to draw a

table.

@Press the H

39|78


http://www.er.uqam.ca/merlin/xw999998/eng/ewrdtbl.htm#wordtabledessin
http://www.er.uqam.ca/merlin/xw999998/eng/ewrdtbl.htm#wordtabledessin

Dr. RACHINI Ali - MS-Woerd - 'Tables

Horizontal Line

Search texk; | S o
N SR }
- —
o R T
~———— ———
(o J (o

#@Press the Cancel button.

@From the menu table, select the‘\gption omatic Format of table.

(O~

Mize en forme automatique de tableau [ 7] |
Eorrnat: Apercu
{aucum) -
g!mple é Total
S:QEE 2 Est 7 7 5 19
Classi = 1 OUESt E 4 ?r 1?
Sud a T 9 24
Classique 3 Total 21 18 21 &0
Classique 4
Coloré 1
Colaré 2 ;I
Formats & appliquer
¥ Bordures v Palice ¥ ajustage des cellules
¥ Trame defond W Couleur
appliquer
v aux lignes de titre [ & la derniére ligne
¥ & la premiére colonne [ & la derniére colonne
(0.4 I annuler
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Draw a table

The previous part of this page explained the "formal" way of creating a table. With
this version of Word, it's possible "to draw" a table. That is to elaborate quickly a
table that answers exactly your needs without getting for all that through a long Q
series of instructions. There is now a new toolbar on that one finds all the buttons
necessary to carry out the task. In the first place, it's necessary to show this tool

@®From the View menu, select the Toolbars option.
@From the list of the available toolbars, select the toolbar Tables and Borde v
i ] —— o %ol S| O =l Al 2l &l = B

<

If the toolbar is not above the text but indeed in the middle o
possible, as for all the toolbars, to move it.

@Place the cursor on the titles bar ( the blue bar) of .
@Press and hold the left mouse button and move the t.the top of the screen
with the other toolbars.

To begin a new table.

@Press the button j
@Place the cursor in the place wh
@Press and hold the left mouse
your table.

0 begin your new table.

This cell can then be cu
become attached to the

To cut a cell in two:

@Press the buttan j
@Place the cursqr gn the border of the cell in the place where you want to cut the cell
in two.
@Press and hold the
border of the cell.

eft mouse button and move the cursor towards the opposite

cut a<2ell horizontally or vertically. You can even cut a cell several times.
not obliged to be exactly in the middle of the cell.

grase a line or to merge two cells the one next to another.

Press the button —f.
@"Delete" the line too.

This does not just make erase a border. It merges both cells to become the only one
of it.It's preferable by moments to present’of the data on tabular form. The
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instructions that follow how demonstrate to create a table and how to take
advantage of it. The first thing to be known is that you can enter several lines of text
the same cell of the table. It's not necessary to count the number of lines that will go
to a table but a number of "cells". For example, the advantages and the
disadvantages or to compare several options.

&

Insert a table

@From the menu table, select the first command: Insert table.

A window will appear asking you for the number of columns and lines that y

for your table. enter the numbers that you need. You can later add or remove\ires
or columns.

Insérer un tableau [ 7] I x

Mambre de colonnes: |5 ﬂ 874 I

Mombre de lignes: m Annuler |

Largeur des colonnes: Im Format auka, .., | \

Format du kableau: {aucurn)

@For this example, write 5 in the pox of thmer of columns and lines.
@Press the OK button.

There is another way of i rting i a document; by using the button To
insert table.

=l 2N
HEENN
HEENN
HEENN

5 x 5 Table

@Press the B button.
@Press the left mouse button and select then a lot of columns and lines.
#Release the mouse button when it's shown the dimensions that you want.
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If you don't see the borders of the cells of the table, select the option covering of the
Table menu. When the border of the table consists of dotted lines, it means that no
border will be shown in the printing.

Change the width of columns S

There are two ways to change the width of a column: by using the ruler for tables
by using the menu Format. Both ways will be explained. The first will be by using th
ruler.

#iclick or place the cursor in the first cell of the table

|§-|-1-|-2-|r_~\l ol

width of columns and also margins inside cells. The first
pointing downward serves for adjusting the left margi
The triangle of the left lower corner serves for adjusti
the text of the cell. The triangle in the lower righ rne
right margin of all the text of the cell.

Here is the procedure to change the width of a sing the mouse.

@Place the cursor on the separator lu hat is b&tween the first and the

second column on the toolbar of €5y

@Press and hold the left mouse button and move slowly the cursor to the right.
@Release the mouse button when the width of the column is about the double(copy)

ote that columns in the right-hand side of the column that you chose fit
tically(}ot to exceed the margins of the page. By selecting a column, you can
its just width a little or a lot according to your needs. You can also give a

in a column.

From the Table menu, select the Cell format option.
@Click the tab column.

@Change the width 4,5 cms.

@Press the OK button.
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Table Properties

Tahble Row | Colurnn | Cell

Size

Column 1: 0

Preferred width: Measure in: Centimeterf;

Percent
You can change the width of a umn as %you want it and with the degree of

precision that you want. Or by using the mouse or one of the options of the Table
menu.

[ A4 Previous Column ] [ ek Calurn

[ 04 ][ Cancel ]

Add a line

Add a column

ier to@sert a line than a column. It's at first necessary to select the column
y in the right-hand side of the column that you want to insert.

the cursor above the column that you want to change the width. For the
ample, select the first column.

move the cursor until this one is transformed of a white arrow in a black arrow
pointing downward.

®As soon as the cursor was transformed into black arrow pointing downward, click
the left mouse button.

Here is the rest of the procedure to insert a new column.
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@Place the cursor in the table.
@Select of the Table menu, Insert columns option.

The new column will add to the left where from is the cursor at the moment. It's very
possible that the table exceeds the margins of the page. You should change the
width of columns. <>

Delete a line or a whole column

@iSelect the line completely to erase.

@From the Table menu, select to delete cells.

@0f the window that will appear, select the option delete the line or the whole
column.

Delete Cells E| \
(" shift cells up

() Delete entire pow

" Delete entire column

[ O ][ Cancel
Merge cells

The intention of this command is to group together in a single cell several cells of the
same line.

@Select all the cells of t
@From the Table menu, i srge cells option.

All the cells wi anly long cell. You can also cut cells by using the
command té.s e

more other co
you have to adjust™nanually the width of the column. It will be necessary adjusted
the column of cells\merged with the rest of the table.

C ge tge presentation of a table

s you some options to change the presentation of a table. You can change
thorodgh color of a cell or a table for another color or pattern. There are also
eral possibilities to change the border that surrounds the cells of the table. Word
fers you also predetermined styles of presentations that you can use any time.

@Click in one of the cells of the table.
#@From the Format menu, select the Borders and shading option.
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Borders and Shading

Borders | Page Border " Shading |

]

Setting:

&

Mone

Box

arid

Cuskom

@Click on t

Skyle: Presiew
'y lick, on diagrarm below or use
=3 buttons to apply borders
e =
Colar !
Aukbomatic v|
Width;
Yept ——m— F Apply ko
e ot Cel 3
Texk
i b
% pk Table B
E | (0] 4 | I Zanicel ‘]
1 pt
* A
114 pt
2 % pt ——
3 pt —
41 pk ———
Gpt
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Borders and Shading

| Borders | Page Border |
Fill Presig

Mo Fill S

EEEEEE |
L B

Patkerns
Skwle:
||:| Clear w | Il T
| Paragraph w |

[ Show Toolbar ][ Horizonkal Line. .. ] [ (04 ][ Cancel ]

e N
able fro}%oolbar Tables and borders. This
etails athe time of explaining how to draw a

Table Autoformat option.

Most of these options are also a
toolbar will be explained beside
table.

@From the Table menu

4778


http://www.er.uqam.ca/merlin/xw999998/eng/ewrdtbl.htm#wordtabledessin
http://www.er.uqam.ca/merlin/xw999998/eng/ewrdtbl.htm#wordtabledessin

| Dr. RACHINI Ali - MS-Wotd - Tables

Table AutoFormat f'5__<

Categaory:
&l kable skyles

Table st';.-'les

Tal:nle Classn: 4
Table Calarful 1
Table Calarful 2
Table Colorful 3
Table Caolumns 1
Table Calumns 2
Table Columns 3
Table Columns 4
Tahle Calumns 5 o

Table Contemporary

Table Elegant w
Presiew
] z Mar Total
East 7 7 o 19
West & 4 7 17
D

South & 7 4 24
Total 21 18 21 &0

Apply special Formats ko
Heading rows Last row
First calumn Last colurn

[ apply ][ Cancel

V' menu, select the Toolbars option.
of the available toolbars, select the Tables and Borders toolbar.

If the toolbar is not above the text but indeed in the middle of the screen, it's
possible, as for all the toolbars, to move it.
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@Place the cursor on the titles bar ( the blue bar) of the window.
@Press and hold the left mouse button and move the toolbar at the top of the screen
with the other toolbars.

To begin a new table.

&

@Press the button j

@Place the cursor in the place where you want to begin your new table.
@Press and hold the left mouse button and move the mouse to create the
your table.

This cell can then be cut in several smaller cells where the other cglls can there
become attached to the left, to the right-hand side or below this

To cut a cell in two:

@Press the button j

@Place the cursor on the border of the cell in the plac er u want to cut the cell
in two.

#@Press and hold the left mouse button and ve t urs wards the opposite

border of the cell.

even cut a cell several times.
cell.

You can cut a cell horizontally or vertica
The cut is not obliged to be exactly. i en

To erase a line or to merge two|cells the o

@Press the button —f.
@"Delete" the line too.

This does not jus
of it.

g a border. It merges both cells to become the only one
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Word - Using Pictures

Introduction

Insert a picture
Insert a picture from the library <>
Change a picture's size

The Picture toolbar

Show the toolbar
Insert a picture
Picture properties

Contrast

Luminosity

Crop a picture

Border style

Text contour

Picture format

Transparent color \

Restablish the picture
Change the picture's color
Introduction

Word allows you to insert pictu ocument such as logos of companies,
photos and other pictures to giv re intérest or a more professional speed(look) to

hard drive. You can also z
Microsoft. To have a beau tueis not enough. It's necessary that it has the

ays into a document: by inserting a picture that you
you made with another application or by taking a

have on a flopp f
of pictures of Microsoft.

picture of the libra

Insert a picture

QU 6aR alsonert your own pictures.

ade the cursor in the place where you want to insert thepicture.
the Insert menu, select the Picture option.
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Clip &rt,..
Erom File...
From Scanner ar Camera. ..

Mew Dirawing <>
Autoshapes

\ardart, .

v B & Wk B

4= Organization Chark

[ﬁ Chart

@Select the From file option.
@Select the right folder where the picture is located.

For the picture above, it's about the C: drive. select the roft ea r you

know that there is a picture.
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Insert Picture |2|E|
Lanck in: |iil irmig v @-08|Q X [y B~ ook~
2 excel-chartz 1 excel-chart22 excel-chark23 S|
Iy B ecenk
Documents m——— —t— =
@ .._.'_" % - pe— = T = i : = >
Deskiop A 2 1
Y excel-chartz24 excel-chartzs excel-charkza

H

- Caports =fem 7
gj Furniture < W 3w s
= Carpets = i a—ﬂ’%

Small itermns . [ememon

£

4 File name: | " et
My Metkwork, = :
Places Files of bvpe: | 4l pictures & Insert
All Files o Link to File
Al Pickures =] -
Windows Enhanced Metafile = Insert and Link
Windows Met afile

JPEG File Inkerchange Format

Portable Metwork Graphics

Windows Bitmap

raphics Interchange Format

Y Cormpressed Windows Enhanced MetaFile
Compressed Windows Metafile
Compressed Macintosh PICT

Tag Image File Format

CorelDraw

Computer Graphics Met afile
Encapsulated PostScripk

Macinkosh PICT

WordPerfect Graphics b

Here is the list of the“available pictures. You have a preview of the picture in the
of the centre to make sure that you select the good picture.

the hame of the picture that interests you.
Insert button.
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Insert a picture from the library

@Place the cursor where you want to insert the picture into your document.
@From the Insert menu, select the Picture and ClipArt options.

! Clip Art v x
‘
Seatch for:
an =
Search in:

|.ﬁ.|| collections W |

Resulks should be:
| All media File bypes A |

NS

>

|_§| Organize clips., ..

Dﬁ Clip art on Cffice Cnline

) Tips for finding clips

e left column offers you a list of categories of pictures. The column of the centre
shows all the pictures of the selected category.

@From the list of the available pictures, select the one of your choice and press the
Insert button. , ,
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You can also get even more clip art from the Microsoft Office OnLife Web site.

Clip Art
Eg |sun Search O v| %
Search \

& Download 1 item
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Microsoft Service Agreement

ATTENTION: Cookies must be enabled in your browser before you will be able to successfully complete a
download from this site. If you are routed back to this page without successfully downloading, please enable
cookies in your browser before trying again.

Last updated: September 2007

Thiz is a contract betwesn vou and the Microsoft company listed in section 22 of this contract, This contract refers to Microsoft as >
“we,” "us,” or “our” This cantract applies to any Microsoft Office Online and Microsof Office Live Web sites (and their successar
sites], services (including pre-release services) and software, including all updates, support, and content, This contract refers to all of
these as the “serwice.” This contract also cowers your use of ary additional Microsoft serwices Far which you sign up while this
contract is in Force, unless other terms accormpary those services, IF so, those terms apply. You represent that you are at least 13
years of age or hawve attained the age of majority where you live, and that all information you supply is true and correct, Each
service may hawve other posted niotices or codes of conduct, 2ll such notices and codes of conduct are incorporated by reference
irnto this contract,

You may only use the service if you agree bo these terms. IF vou do not agree, do not use the service. This contract

Printer-friendly version

By clicking on the Accept button below, you are accepting the Microsoft Service Agreement. To decline the
Microsoft Service Agreement for any reason and discontinue your download, click Decline.

) | (el
SN

Download

Selection Basket Details

Selected items: 1
Download size: 45 KB (=<1 min @ 56 Kbps)
Revigw basket

Media Application
Please select the application you want to use,

O] Import into Clip Organizer version 2002 or newer
Media files will be stored in wour My Pictures\Microsoft Clip Organizer

O Impart inko Clip Gallery wersion 5.0 ar older
Media files will be stored in wour Application DataiMicrosoftiMedia Cz

Download Instructions

1. Click the Download Mow buttan,
2, If prompted, click the Open option,
Mote: If wou cancel wour download, wou will lose the clips inwour Sele

By downloading this conkent, vou agree to the Microsoft Service Agreement,

You must have a valid license to a Microsoft Office suite or any of ks program:
o download this content,

Download Mow
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Opening ClipArt.mpf

You have chosen ko open

|&] Clipart.mpf

which is a: Clip Organizer Media Package File
fram: http:ffaffice, microsoft, com

\What should Firefayx dio with this file?

(ONeL L W Clip Organizer (defaulk)

) Save ko Disk

[] Do this automatically For files like this From now on.

O l [ Cancel

Add Clips to Organizer,

@ Welcome bo Microsoft Clip Organizer!

Clip Oroanizer can catalog pickure, sound, and maotion files Found on
wour hard disk{s) or in folders wou specify,

Click, Mowe to catalog all media files, Click Later to postpone this task,
Click. Options ko specify Folders,

[ JiDon't shaw this message again:

Microsoft Clip Organizen

(NRRNRANRNNRNRRNANRNRNNANR )

Clip Qrganizer is creating collections For wou based on your
media files.

\V
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F1 Symbols - Microsoft Clip Organizer E”E”z|
! Fle Edt Wew Tools  Help Type a queskion for help =
: %3 Search.., [ Colection List... || S (24 X [[Za]i EE % dips orine !

: Collection List - || T

=25 My Callections L
s Favorites — ‘
S Unclassified Clips !
e all Users
& Compaq
=% Downloaded Clips
i Emations
& Symbals
b
s Inetpub
ﬁ roy_pa
&5 Website 11
5 WINDOWS
s Office Collections
% web Collections

1 Ikem

Although there/g eVieral formats of charts, one can group together them in two
010

Q

one Wlth regard to.the others as well as colors. It's easy to change the size of these.
So, the explanations\that follow will not work for all the pictures, but only for those
of the-vector type.

n theQﬂcture.

re going to appear around the border of the picture.

ares
0 yeduce the size of the picture

@Click one of the squares in the extremities of the picture.
@Press and hold the left mouse button and move the cursor inside the picture.

To increase the size of a picture
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@Click one of the squares at the extremities of the picture.
@Press the left mouse button and move the cursor away from the middle of the
picture.

Be careful!

&

To keep the size of the picture proportional, you should more keep it a finger on
Shift key.

Here's another way to change the size of a picture.

@Double-clic on the picture.

OR

@Click on the picture.

@Press the right mouse button.
@From the list of options, select the Format Picture optj

Format Picture

Colors and Lines Size

Size and rokate

| Layout Pickure W'eh

e

Faokation:
Scale
Height: 50 %, x width; 50 % *

Lock aspect ratio
Relative to original pickure size

Criginal size
Height: 4,92 cm Widkh: 5.55 cm
(04 ] [ Cancel ]
N

ISelect\the Size tab.

ay change the size of the picture by deciding the exact height and width or
anging the scale.

@0nce you've selected the right size, press the OK button.
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A4

This picture is 50%
Move the picture

There are two ways to move a picture: by using the mouse or by the options of'the
format.

@Click on the picture.
@Place the cursor inside the picture.
@Press and hold the left mouse button and move the

in the automatic line, you can choose to let Wor
or not. In the section cuts, you can determin
take charge of this detail. There is then a hori
frame.

The Picture toolbar

S E 1 DLkl ol | 42 = B XS | T
\/

Here is the toolbar of pict rarmally, appears when you click a picture of your
document. It offers-you a thé options to adjust a picture to your needs. The
text that follows es for\explaining the possibilities of each of the buttons of the
toolbar.

View the toolba

Here is the procedure’to be followed to view the Picture toolbar.

e the Vi menu, select the Toolbar option.
the Picture toolbar.

rt a picture

‘hile pressing on the button sl , it's possible to insert into your document a picture
from Office's library.
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Control of picture

The control picture button i is to inform the software of the kind of use that you
want of the picture.

&

Autormnatic It can be used as a watermark to cover the bottom of a pag
Grayscale The picture can be also converted in tones of grey or in black
- and white according to your needs. Generally, it's bette
ElacRal ke the picture with the automatic size(format).
Washout

Contrast

The contrast buttons b “i'lcontrol the variations of coldx irsid picture. The
more there is of contrast, the more there are variati of colors. Here4s it that
arrives at a picture when the contrast is reducedﬂx

Brightness

With these &l #lputton
controlling its luminosity.

ibleto return a more pale or darker picture by

Crop a pictur

This button ( =
possible to hide th
resources grumble.

erves for showing only a part of the picture that you need. It's
st of the picture. Here is a picture before and after the

@Click on the picture.
@Press the button 'r‘L.
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The cursor changes format.

@Place the cursor on one of the squares of dimensionnement that surrounds the
picture.

@Press and hold the left mouse button and move the square inside the picture to

hide an useless part. <>
@repeat the operation on the picture to hide or show a part of the picture until y

are satisfied.

J \Y
&

He're another to rotate a picture.
o o]

Rotale left

4=

o} o]

@Click on the picture.

If you also press the Shift key, the picture will rotate at
ervals (0, 15, 30, 45, 60 ...).

Line le

n of style of lines(features) ( = ) serves for determining the son-in-law of
, hickness and its color around the picture.
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14 pt
14 pt
4 pk
1ph  —
1 1 Ol e

214 pt <>
Jpk —
4145 pl
A pt I

= o

414 pt
To remove the line border ... %
Compress picture

41% pk
6 pk

Compress Pictures

Apply b

(=)iall pictures in document;

Change resolution
) WebScreen
(%) Print Resalution: 200 dpi
{4 Mo Change
Opkions
Compress pictures
Delete cropped areas of pictures

[ Ok ] [ Cancel

Text wrapping

The button of dressing ( IE) controls how,the text will surround the picture. Word
offers you the types of following dressing:
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With a square border, the text will surround the frame of the

In Line ‘With Text picture but will not go inside this frame.

el Square The moved closer border allows the text to take the outline of
"_ the picture.

] Tight The border in the fault allows the text to spell over the

=] Behind Text picture. Q
o e ot s No borders

]| InFront of Tex The border in the bottom does not allow the text to take pla

M| Top and Battom to the left or to the right-hand side of the picture.
Th h

g Throug It's also possible to change the outline of the picture. Y

] Edit Wrap Points follows so the outline that you chose.

Here is an example of a picture with text wrapping moved clos es and a

possibility of modifying the outline of the picture.

test test test test test test

est = t .. : —

est — ‘:j t u

est te ®

et test test g '

eqt test testt ]

est test testt

est test ; testt |

est test test test test test t -

Format picture

This button ( %) includ options described below.
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il The following window
= allows you to change
Calors and Lines Size | Layout || Pickure Web the options on the
picture, the dressing,
the luminosity, the

Height: 244em & wicth: contrast, the rognage,

Format Picture

Size and rokate

Faokation:

e

the size, the positio
and the colors

the
picture.

Scale
Height: 50 %, x width; 50 % *

Lock aspect ratio
Relative to original pickure size

Criginal size
Height: 4,92 cm Widkh: 5.55 cm

[ Ok, ][ Cancel ]

NS

g

Transparent color

sible thgt\/ou would want that a certain color is
&
=

When you import a picture, it's

, You can then choose the transparent

¢ & picture of the library

Click on the picture.

@Press the right mouse button.

OR

@Press the Drawing button from the Drawing toolbar if this one is shown.

64|78



Dr. RACHINI Ali - MS-Word - Using Pictures

@Select the option Groups.
@Select the option Dissociate.

All the lines and the blocks that compose the picture are now independent one to
another. It's now possible to change the color of the lines(features) and the blocks.
With a little of work, you can have a pink elephant! <>

@Click on the picture.

@From the Format menu, select Picture option.
OR
@®Press the right mouse button.

@Select the Picture Format option.
@Change the color your choice. % >§

65|78



| Dr. RACHINI Ali - MS-Wotd = Tools

Word - Tools

Introduction

Spelling and Grammar
Thesaurus <>
Select language

Introduction

Word offers you tools to verify the contents of your document. He can verify t
spelling as well as verify the conjugation of your text. This page shows how to\use
you these tools as well as their limitations.

All the examples of this page will be based on this sentence: [lly falls on
my pents. " Naturally, there are several errors. It's to d

functioning of each of these tools.

the same time as the grammar. Word
ery practical to quickly find and correct

offers also to correct th€ errer. T
the small errors while w %

bad. Here i yce o/be followed if the controller does not offer you a valid
alternative.

the Continue button located in the right superior corner of the window of
ar ane(}pelling.

w the time to correct the previous sentence.

[ABCIPress the F7 key.

The spelling abd grammar window stops first on the word " jellli".
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Spelling and Grammar: English {U.5.]

Jeremy's jellli fall on my pent. ~ [ Ignore Once ]
B [ Ignore Al ] 0
w [ Add to Dickionary ]
Suggestions:
A | coe
[ Change all ]
[ AukoCarrect ]
Dictionary language; |English (.50 L |
heck grammar N
Cptions. .. [ Cancel ]
The controller offers you several options. You ¢ re thi &and continue the
correction besides of the document. If this word efte the document, you
can choose the option Always to ignore. It will not more on this word in this
document.
For this occasion, it's necessary t 9 ord because it's badly written.

@From the list of the suggestio
@Press the Change button.

@Press the Add to Dictionnary button.

The ngme Gérémy is now in the personal dictionary of the controller. He can verify
this werd the next time when you'll use it. The controller finds no more error of
sp . But@ere are several errors of grammar.

ammar
e/option grammar verifies your document to discover there errors of grammar.

@Place the cursor at the beginning of the sentence.

@From the Tools menu, select the Spelling and Grammar option.
OR

[ABClPress the F7 key.
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Grammaire et orthographe: Frangaiz [Canada) [ =] |

Erreur de grammaire:

Le confiture de Gérémy sont tombé sur ma pantalon. ﬂ | Ignorer I

Ignarer toujours |

x| = Phrase suivante |

Suggesktions:
zenre/Mormbre @ Vérifiez sl Fauk Faire 'accord entre le et = Remplacer |
confiture,
I e
(2) ||7 wérifier la grammaire Options... | R.etabliv | Fermer
The software will analyze the sentence completely. He i there is an

error all right between the words "jam" and. Further e, contr offers you
the word substitute to solve the problem.
@Press on the word.

@Press the Replace button.

N\ /\
Grammaire et orthographe: Frangaiz [Canada] HA |
Erreur de grammaire:
La confiture de Gérémy sont tombé sur ma pantalon. ﬂ | Ignorer I

Ignarer toujours |

x| = Phrase suivante |

Suggesktions:
ficcord sujetfverbe @ Vérifiez cette phrase. Siconfiture estle =] Remplacer |
sujet de sont, il v a une Faute d'accord,

—;I

@lpiériﬁer la grammaire Options... | R.etabliv | Fermer

Thes ftware@otices that there is a problem between the words "jam" and "are". The
ing" should agree in kind and in number with the subject "jam". It offers you
be under the good format.

5s the Replace button.
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Grammaire et orthographe: Frangaiz [Canada) [ =] |

Erreur de grammaire:

La confiture de Gérémy est tombé sur ma pantalon. ﬂ | Ignorer I

Ignarer toujours |

x| = Phrase suivante |

Suggesktions:
Genre/Mormbre ¢ Vérifiez sl Faut Faire 'accord entre bombeé et = Remplacer |
confiture,
I e
(2) ||7 Wérifier la grammaire Cptions... | R.Etablir | Fermer
The controller notices that there is another problem all ri t the fallen verb
and his subject: jam. It offers you the verb to fall u th od fo t.
@Press the Replace button. Q\
Grammaire et orthographe: Frangaiz [Canada] HA |
Erreur de grammaire:
La confiture de Gérémy est tombée sur ma pantalon. ﬂ | Ignorer I

Ignarer toujours |

x| = Phrase suivante |

Suggesktions:
zenre/Marmbre ¢ Vérifiez sl Fauk Faire 'accord entre ma et = Remplacer |
pantalon,

I ic|
(2) ||7 Wérifier la grammaire Cptions... | R.Etablir | Fermer

The cgntroller noticed an error all right between the words "my" and "trousers". It
su s you to correct the situation by replacing the word "my" by "my".

e Replace button.

e end of the analysis of the document, the software offers you statistics on this
hile pressing on the button Helps, you'll have more data about the analysis.

hesaurus

It often happens in a text that a word is very often reused. It's at this moment when
synonyms are maybe worth being used.
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@®Place the cursor on the word jam.

@From the Tools menu, select the option Langua

option.

: Research

Search Far:

|jell';.-' |

|.ﬁ.II Reference Books

@c=:k|- | (@]

=l Thesaurus: English {U.K.)
= conserve (n.)
COMSErYE
jarn =

marmalag £

=] Insert

=l Translati{ =5 Copy

Translate a i‘i Look Up

From

|English (.50 w |
Ta

|Fren|:h (France) L7 |

Send docurment For branslation
over the Inkernet in
unencrypked HTML Format

Translation options. .,

= Bilingual Dictionary
= jelly
['dzel] sam confiture
Fémin
= Can't find it?
Try ane of these alkernatives or

see Help For hinks on refining
wour search,

Other places to search

Search for el in:

42, All Reference Baoks

3

Eﬁ et services on OFfice
Marketplace

ﬂ Research options. ..

ge followed by the Thesaurus

\Y
&
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Word offers you two choices: compote and marmalade. It's possible that these
choices don't correspond to what you need. You can click one of the choices and
press the to look for button. The program will try to find a synonym in the word
that you selected. You can continue so until to find you a word that interests you. As
soon as you found it, click above and press the Replace button.

Select language

the dictionary of this language is installed, Word will be also capable of verifyiR
spelling.

@®Make a block with one or several words of another language.
@From the Tools menu, select the Language and Select langu

Language P§|

Mark selected text as:
English {1J.5.)
“wFrench (Canada)
- English (Canada)
Afrikaans

Albanian D

Armharic w

The speller and ather proafing toals automatically
use dickionaries of the selected language, i
available,

[ ] o not check spelling or grammar
Detect language automatically 1

[ Default, .. ] [ Ik ] [ Cancel

@From the IistMguages, select the one that corresponds to the selected words.
@Press the OK button.
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Word - Table of content

Introduction

Create a table of content

Update the table <>
Changing a presentation style

Introduction

Several persons would like to have a table of contents in their document but
that it's too difficult to create as well as to update it. Word helps you in the cr&ation
of the table of contents thanks to the styles. Furthermore, it's ve asy to updat
Creating a table of contents

the text and to give it a style. Then, it's necessary t
with the options of your choice. Above all, it's negéssa

@Write the following text:

Introduction
Bla. bla. bla.
Initial situation

Bla. bla. bla.

Determining the cause of the problem
Bla. bla. bla.
Development
Bla. bla. bla.

From the text that was written, it's now necessary to put a style in the titles
ction", " Initial situation ", " Determination of the problem " and
Iopmerﬁ} As for a text that has subjects and sub-subjects, table of contents
for that reason that it's necessary to put the right "style" in the right

¢e a block with the title "Introduction".

The introduction is a main subject of any document. So, the appropriate style is "
Title 1 . At the very beginning of one of the toolbars, you'll find the list of the
styles. It is generally under the "Normal" style.
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@Press the small triangle pointing down.

lormal -
Clear Formatting

Heading 1 1
Heading 2 1
Heading 3 1
MNormal 1

More... \
@From the list of the possible styles, select the optiop\." i
Introduction \x

fetches the text that has a style o ", " Title 2 " or " Title 3 " to insert it

! Title 1 " is for the main subjects of
forthe sub-subjects and so on. For this
subjects are "Introduction” and

your table of contents. The styl¢
example, there are only two levels
"Development".

@Put the Heading 1 the titlés " Initial situation " and " Determining the
cause of the

When you'll ha ‘ marked-a

you will be ablexto{create it.

the titles that you want to find in your table of contents,

@Place your cursor i

doc nt.

oF the Insert menu, select the Reference and Index and Tables options.
li n thethe second tab: "Table of contents".

the place where you want to place the table of contents in the
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Index and Tables

(X

Indey | Table of Contents |Ta|:|le of Figures | Table of Authorities

Print Prewigw Web Preview
Heading 1. 1|2 |Heading 1 + <>
Heading 2. 3= Heading 2 =
Headng 3 ... 5 Heading 3
b - :
Shiow page numbers IUse beyperlinks inskead of page numbers

Right align page mumbers

Tab leader:

General

Farmats:

From template ["J

‘From termplate

Classic | options... | [ Madfy.. |
Diskinckive

rlfqa.;.l:ljgn [ (] 4 ][ Cancel ]
Farral

Sirnple \/ s )

You have to choose a style of pr
The outline gives you an idea t
assure that your table of conte
following characters help better
connected with it. selec

Il as to choose the other options.
ey@ur table of contents ended time.
number of levels that you need. The
umbers of pages in the title that is
0 best according to your needs. Here is

the result by using the "Rr te " format.

Introduction......... TSSO 1
Iitial findings................ 1
Determing the causes of the problem . 1

Dewelopment. ... 1

If you press the m Options, you can determine if the entrances(entries) of the
tabl contents result from the list of the styles or the fields of entry of table.

&
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Table of Contents Options

fvailable stvles:
» Heading 1
» Heading 2
v Heading 3
Heading ¢
Heading 5

Heading &

otling levels
[ ] Table entry Fields

Build table of contents From:

TOC level:

Update the table of contents

It happens that you bring changes of la
you add a paragraph or images. Thi

document. It's so necessary to u

or printing it.

@Click on the table of cw
AN

Introduction................... 1
Iitial findings................ 1
Determing the causes of the problem 1

Development............. ettt 1

The text of yount

@Click on the right

le of contents will be selected. This is normal.

ouse button.

@Seléct the Update Field option.

[ABC] the

9 key.

d\will show you the following screen.
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Update Table of Contents P§|

Ward is updating the kable of contents, Select one
of the Following options:

{(*)ipdate page numbers anly!

() Update entire kable 0
[ ik ] [ Cancel ]

The word processor offers you two possibilities for the update. If you did not W

text with styles, you can choose the first option: Update the numbers of page o

If, on the other hand, you added, to remove or to modify of the text for the table

contents, select the second option: Update all the table.

Change the presentation of a style
its presentation changed. It's possible to you to dete
titles to your taste.

@From the Format menu, select the Styles a or

Styles and Formatting v

®| | A

Formatting of selected text

Heading 1 v

[ Select Al ] [ Mew Skyle, . ] >
Pick formatting to apply

Clear Formatting

Heading 1 1
Heading 2 1
Heading 3 1
Hyperlink a
Mormal 1

\Available Formatting |
Formatting in use
Avvailable skyles

All skyles

Cuskorm...

Show: | Available Formatting |'v
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Heading 1 v

Select &ll 7 Instancels)

Madify ..,

Clear Formatting

M Skvle..

& Promoke

o Demote

ﬁq, Reveal Formatting. .

@Select the presentation style you wich to change. In this casesse
@Click on the down arrow button at the end of the box.

@Select the Modify option.
@#0f the Format button, select the Font option.

Fonk | Character Spacing | Text Effects

Font skyle: Size:
(Bold 24
Brikannic Bold ~ Regular 16 ~
Broadway | |Italic 1a T
Brush Scripk MT A 20 =
Califarnian FB Biold Italic
Calisto MT hl
Font colar: Undetline style:
I | | (rone) v
Effects
] strikethrough [] shadow [] Small caps
[] bouble strikethrough ] outline ] all caps
[] superscript [] Emboss [ ] Hidden
[ ] subscript [ ]Engrave
Preview

Introduction

Thiz Font style iz imitated For display. The closest matching style will be printed.

Lo JI

Zancel

eading

You can modify several aspects of your titles. For the example, we are going to
concentrate on the characters.
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@Change the font as well as the size and the color of the text your choice
@0nce finished changer the prensentation:style, press the OK button.
@To return to the text, press again the OK button.

\Y
&
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