Continuing Education -- WORD ver 2007

SessionNo# 4 Date: July 8" ', 2009

File: CE-Word-4.doc Tom Gerfen, CsIs
Professor

Class Notes:

Class WEB Address (URL)  http://citruscollege.edu/

Final Class meeting tonight July 8", 2009
Questions
Review last week’s class

Tonight
e Downloading files drive K:CIS | WORD
e Saving Filenames in documents
¢ Inserting Photos into a Word document
e Page Borders
e Line numbers

e Mail Merge Snagit by
o Names & Address Into Word documents TechSmith
o Address Labels

Excel files Copy into a Word file

Envelops & Labels

WordArt

Lines & Shading

Saving as a PDF file Portable Document Format

Class Evaluation

[ =rand() ]
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SessionNo# 4 Date: July 8" ', 2009
File: CE-Word-4.doc Tom

Professor

Class Notes:

Saving the document / file

Save the document / file
Save in:
File Name:

ile type: Save n: ) €515 105 Windows

o Trusted Mame

Templates ] c15105-02, doc

) Recent ] c15105-03. doc
] c15105-04, doc

—_

W crs105%e.doc 140KE  Micros
File name: C15105-04, doc

Save as bype: ord 97-2003 Docurnent (*,doc)

grd Docurment (%, doc)
|™grd Macro-Enabled Document (*,docm)]
Miord 97-2003 Document %, dach
Wiaord Termplate (*,dokx)
Word Macro-Enabled Template {*.dotm)

i[wiord 97-2003 Terplate (%, dat)
il I

j Sa f the d t
New ve a copy of the documen
i, Word Document
~u E Save the document in the default file
7 QOpen format.

ﬁ.:" Word Template

ILI_' Convert = Save the document as a template that can
- be used to format future documents.

Save a copy of the document that is fully

Word 97-2003 Document
ol B
compatible with Word 97-2003,

[La Save As | b »  Find add-ins for other file formats
a Learn about add-ins to save to other
formats such as PDF or XP5.

Erint 4 ] Other Formats
Open the Save As dialog box to select from

" all possible file types.
{,/a} Prepare »

CE —Word
Week 4

Page 2 of 14



Continuing Education -- WORD ver 2007

SessionNo# 4
File: CE-Word-4.doc
Professor
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Class Notes:

Adding Bulleted and Numbered List
What are Bulleted and Number
Home | Paragraph

Bulleted EFE - el Em =AY acppoe 4
= Nklisdf ose kjfkjdf;aldsk Recently Used Bullets
=  Kklkdk akdfjkldflksdfkisad f;l °
= Dkjfklieir kdjfs sieri kksliorew kI et Lbrary
i Mone ® O ] + 0:0
Number o v
1. Jkds dlkf skdljfoeiwi r
2. Pdkfkd klkl kidfksdieuri kj kdf uyuu twerwt
3. Quer djh jk auieyu weukjhd
4. Seryuierwuiwojdhf dsjks =y e et —
= Ksdjfkldjfkldjlkf slkdf  ee— - el
= Dskf Iksdf Iksdf salk; =3
5. JKjkd fk kdjfkijir iewkjdf — s ; )
cript ] ’ i
ne -+ A a)
Il. B. )]
1. c. [
== ted-an
Symbols \ 75 et : :i
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Class Notes:

Envelops & Labels

=)
- Home Insert Page Layout References Mailings

Type a address ;_'l —% ;_:J

Envelopes Labels Start Mail 5
Merge =

Highlight A
tipients ~ Recipient List || Merge Fields |
Start Mail Merge

Tom Gerfen
Citrus College Create
1000 W. Foothill

Glendora CA 91741-1899

Envelopes and Labels

Envelopes | Labels

Tab - Mailings
Delivery address: Gy -

Tom Gerfen ~
Citrus College

1000 W. Foothill
Glendora CA 91741-1899

[] add electronic postage
Return address: G - [ omit
A

A Preview Feed
Thomas W, Gerfen =

370 N. Any Street B
Monravia CA 91016-2332

Werify that an envelope is loaded beforg printing.

Print ] [ Add ko Document ] [ Options. .. ] lE-posLage Properties...

Envelopes and Labels

gnvelopes| Labels |

Address: @~ [ use return address

Tom Gerfen ~
Citrus College

1000 W. Foothill
Glendora CA 91741-1899

Print Label

(® Full page of the same label Avery US Letker, 5160
() Single labe Easy Peel Mailing Labels - Fill Across

=

Before printing, insert labels in your printer's manual feeder,

Prink ] [ Mews Document ] [ Options. .. ] [E-pos;age Properties... ]

CE —Word Page 4 of 14
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Class Notes:

To add the name of the file into the document
name the document first then ... this is now known as a “FIELD”

Like this [ c:\csis\commed classes - word\ce-word-4.doc ]

Must have saved the document first
Have your courser at the point you want to insert the field

Insert tab
Quick Parts - pull down - Field... select option - Filename

I
| =1 | Field... /

— Q Building Blocks Qrganizer...

Fin

Flease choose a field Field prederties Eld options

Cateqaries: [] Add path to Filename
| ialn v (none

- Uppercase
Field names: / Lowercase

DocYariable ~ First capital
Edit Tirme Title case
Eﬂ

FileSize

Fill-in

CE —Word Page 5 of 14
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File: CE-Word-4.doc
Professor
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Class Notes:

Lines & Shading

Highlight the area you want to “box” in.
Plus one above and one below the lines.

Home | Select Outside Borders

Color Themes /rl“{h A~ ||| "cCaption  Empt

Fill backgrounds Theme Colors
H EEENE

i

“ ia) | More Colors...

L

Recolor the Border & Shading for the PARAGRAPHIC

E=(24 9
&+ 0

T Caption Emphasis

I£E
B

Eottom Border
Top Border
Left Border
Right Eorder

Mo Border

Inside Horizontal Border

Inside Vertical Border

E L - : =
. i:-‘.'hlter Background 1, Darker 15% bﬂ){”' \\
Standard Colors //
HN EEEER _
{ i‘—; Horizontal Line
Mo Color i
j Draw Table

Yiew Gridlines

EBorders and Shading...

On the Insert tab, the galleries include items that are designed to coordinate with the
overall look of your document. You can use these galleries to insert tables, headers,
footers, add an extra 1 before the area and after ... document building blocks.

1
When you create
docume

€s, charts, or diagrams, they also coordinate with your current

CE —Word
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Class Notes:

Tom Gerfen,

CSIS

You can easily change the formatting of selected text in the document text by choosing

Recolor the Border & Shading for the PARAGRAPHIC

| Borders and Shading

Borders | Pagg Border || Shading

‘-Sehhiﬁg!/ Shyle:

Presview

~ Click. on diagram below or use

Mone

buttons ko apply borders

Box

< Shadow .

N
\D. Colar:
3D
= | Autarmatic bt |

g Cuskom
- = apk

pply ko

) v

| Paragraph

h
: Options. .. r
3
Horizonkal Line. .. [ Ik l [ Zancel ]
[ -
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Date: July 8" ", 2009
Gerfen,

Tom

it | Page Layout | References

Mailings Review Developer

. -
' =

| ]

/P%aks v

=

(

Size  Colum

-

argins Crientation

- -

Fage Setup

£ Line Numbers =

A= R I = R R LI L

e e e e
Bwmee o

Restart Each Page

Restart Each Section

Suppress for Current Paragraph

Line Mumbering Cptions...

1
Onthednserttab, the-galleriesinclude-items-tha

yourdocument.¥oucan-usethesegalleriesto-in
otherdocumentbuildingblocks.-Whenyou-crea
withyourcurrent-documentdook. ¥You<an-easily
textby<choosinga-dook-fortheselectedtextfron
formattextdirectlyby-usingthe-othercontrols-g
Mostcontrolsoffera-choice-ofusingthedookfrg
directly.To-changetheoverall-look-of yourdocu
tab.To-changethedooks-available-inthe-Quick-5
command.Bothihe Themesgallery-andthe Quij
canalways-restorethedookofyourdocumentig
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Class Notes:

Mail Merge
Data base using EXCEL files
Filename:  mm-names-ttt222.xls

Tab MM-Names

1% Row MUST be the name of the “field”

C l D E F G H

Last First Name Address City State Zip Amount Date

Gerfen Tom 1000 W. Foothill Blvd  Glendora CA 91741 $1.500.25  1115/2007
Jones Bill 769 M. Grand Ave Duarte CA, 91616 & 25.99 10/1/2007
Beedle Linda 8120 5. First St Monrovia CA 91016 $3.,570.00 B/25/2008
Reeves Sam 801 Island Blvd Glendora CA 91740 $ 603.03 3/20/2008
Smith James 1000 W. Foothill Blvd  Glendora CA 91741 & 100.00 1/9/2008
McWilliams Mary Ann 1234 M. Ardmore Azusa 91701 § 500.00 1042572007

Tabs at bottom of Excel shee

42
43

44
M 4k ¥ | MM-Names -~ Sheet? . Sheet3 . Sheetd . Sheets ¥

Ready "_—_I

CE —Word Page 9 of 14
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Class Notes:

Mail mee fields from Excel

The
1254.

Anyt

Today's-Datef
1
First-Name-Lagt-Namey

CnngruIati0n-0n-‘;nur-seIecﬂnrd,as-the-2EIUB-Pn'ze-Squad-winner-in-the-ﬁlmnunt-
of--Amount--fromthe-city-gf-:Cify- This-selection-was-from-a-large-pool-of
nominations.q

1
Please-callthistoll-free-numberto-collect-yourwinnings-1-888-999-1212 9
1

1
Sincerely 1]

f%gﬁ“ﬁmf

aur-amet

Sample fields
«First Name» «Last»
«Address»
«City» «State» «Zip»
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Class Notes:

Ribbon

Insert Page Layout References Mailings Review View Developer

5 T e j j j j ZP Rules ~ «'@% W 4|1 bW o
= L@@ & 9% Match Fields =

Start Mail Select Edit Highlight Address Greeting Insert Merge Preview Finish &

Merge * Recipients = Recipient List || Merge Fields Block Line Field = Results || = Auto Check for Errars Merge =
Start Mail Merge Write & Insert Fields Preview Results Finish

P

See attached handouts about Mail Merge

CE —Word Page 11 of 14
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Class Notes:

An add-on you MUST have ...

Snaglt by TechSmith

http://www.techsmith.com
™ TechSmith LioicRae: B Eagtak

Products Downloads Support Community Company Purchase

r"r‘ Sﬂaglt screen capture software Free Trial Buy $49.9

Capture your digital lifestyle
Take a "snapshot" of anything on your PC screen.
Send it, store it, turn it into a detailed graphic, find it later.

What's New Product Tour Accessories Tutorials Upgrade

Class Evaluation

Comments

CE - Word Page 12 of 14
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File: CE-Word-4.doc Tom  Gerfen, CSIS
Professor
Class Notes:
Inserting Photos into a Word Document Picture Toals  CE-
Insert Page Layout Format
=l E ~ | £ 1st Find the photo iy = ‘!
=] el [ 41
: Text 2
P Tabl Pict C
araeg;i av e icture ; Ins the phOtO - Wrapping

Arrange

Insert Picture 21 x|

Look in: I [ citrusPhoto

[ My Recent
&) Documents

@ Desktop
iy My
1‘3 Documents
e My Citrus College-019.JPG  Citrus Cgj
Computer

S ¥ NN YT A

Cirees

Cotiie 2"

M=-021.0PG  Citrus College-023.0PG  Citrus College-025.JPG MyC-0015.JPG

Picture Tools | CE-Wgg-4.doc [Compa

]
Text Align  Group

Bck = (Wrapping ~ - -
In Line with Text

Square
Tight
Behind Text

In Front of Text
Top and Bottom
Through

Edit Wrap Points

[ 1=y ] (=] [ G R ) E

More Layout Cptions...

CE - Word Page 13 of 14
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Class Notes:

Page Layout References Mailings
g/ =
il Select Edit Highlight Ad

- |Recipients =|Recipient List || Merge Fields B
Type Mew List...
Use Existing List... |
Gz Select from Qutlook Contadts...

1

Mailings Review View

ghlight Address Greeting Insert
‘ge Fields Block Line Fiel

Write & Insert Field

Developer

f%jl

% Match Fields
rge
|£] Update Labels |

= -

g

In Line with Text

Square

Eehind Text
ext

Top and Bottom
Through
Edit Wrap Points

% ) G O [

4| More Layout Options...

Layout

H 4|1 [ M| "&i
1 Find Recipient =
Finish &

Jr Auta Check forErrars || Merge -

Preview Results Finish

-

Tom-Gerfeng i
1000-W.-Foothill-Bhde

GlendoraCAS17419
B o

-

Sam-Resevest
201-1sland8hdf
GlendoraCA917409
b -]
i

-1 -4
i 1
n o

Bill-Jonesq
769-M. Grand-Aved]
Duarte CAS16169

JamesSmithi
1000-W.Foothill-Bhdg
GlendoraCag17419

! Unda-Beedleq ,
8120-5.-First-519

MonroviaCAS10169
B

Adarp-Anndlcwilliamsy
1234-M.-Ardmoreq]

AIusaCASLTOLY
I+

g .
:

n
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