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1 Introduction

Activity 1.1

Opening Word

Birkbeck’s computers have Word 2003 installed on them, though
the exercises below also apply to older versions. To start the
programme, click on

Start

Programs

Microsoft Office

Microsoft Office Word 2003

s Microsoft Office » @ Microsoft Office Tools »
@ Mozilla Firefox » @ Microsoft Project r
(= msoE e v
@ Metscape 7.1 » E> Belarc Adwvisor

@ PrintMe Internet Prinking L4 m Microsaft CFfice Word 2003

Figure 1-1

For easier access, you may want to put the icon onto the
computer’s desktop. To do so, click (as above) on

e Start
e Programs
e Microsoft Office

Then

e Hold down the cTrL key (this takes a copy of the icon, thereby
leaving a copy in the Microsoft Office folder rather than moving
it)

e Click and drag the Microsoft Office Word 2003 icon onto the
desktop

e Release the mouse button

The icon will remain on your desktop for future use.

Birkbeck College Central Computing Services 1
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2 Change the Default font

Objectives To change the font used by Word for all new documents

Activity 2.1  Format the Style

Although you may not know it, whenever you type text in Word,
you are using the “normal” style — a “style” being set of
instructions defining what font, size etc. should be used. You may
find it useful to customise this style to save you from changing it
whenever a new document is created.

Changing Word’s default font affects only new documents created
after the change — not those already created and saved — and
does not prevent you from using other fonts.

e Choose Format - Styles and Formatting

The styles and formatting task pane appears to the right of your

document
L MNormal [
e Scroll down the list, if necessary, and =5
find the “Normal” style Select All 1 Instancels)
e Move the mouse over the name to see Madify... |

that style’s details in a popup
e Click on the drop-down menu and
choose Modify, as in Figure 2-1

Figure 2-1

x| o Make the necessary

HEEE RS changes to font, size etc —
Marme: INormaI . |
note the preview in the
Skyle bype: IParagraph j . .
middle window
Skyle based on: I (o stylz) j
Style For Following paragraph: I 11 Marmal j
Formatting At the moment we have only
[erdana -]z B z [an ~ changed the default font for

= this document. To make this
font the default for new
documents from now onward,
we must add it to the
template.

|=:— *EwE|
| ¥= 4=

Chck an the drop-down menu and choase Madily, as in Figure 2-1

&

Faont: (Asian) Times hNew Roman, (Default) Verdana, 12 pt, Do not

check spelling or grammar, English UK., Complex Script Font: Times b PUt a tICk In the bOX Add

Mew Roman, (Complex) Arabic Saudi Arabia, Left-to-right, Left, Ling ” i i
spacing: single, Widow/Orphan control tO template ’ as in Flgu re
v &dd to template [~ Automatically update 2—2
Farmat - | K | Cancel | ° C||Ck OK
Figure 2-2

When you quit the programme Word may ask if you want to save

changes to the template — click Yes to preserve changes you have
made.
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3 Control line spacing
Objectives To apply different line-spacing settings to a paragraph, and

understand how to apply them to a whole document

Activity 3.1

Activity 3.2

Format Parag raph Indents and Spacing | Line and Page Breaks I Asian Typography I
. . General
YOU ma.y Change the Ilne SpaCIng Of Alignment: ILeFt VI Qutline level: ILeveIZ VI
a document us'ng the format IEd)inaftiton: ~ Right-to-left ' Left-to-right
menu, or from the Extended S = By
Formatting toolbar. i CHE- I (SN =
[ Automatically adjust right indent when document grid is defined
Spacing
To use the Format menu e izt = Line spacing: Ak
After: |3 pt ﬁ Single I ﬂ
™ Don't add space between paragraph ?"?Sglli:es e
[ ) Choose Format —_ Paragraph [V snap to grid when document arid is A'tl :
Preview anecas
e Use the drop—d_own menu to . Exactly
select Double line spacing, as in
Figure 3-1
e Type =rand(2) and hit RETURN,
to enter some text into your | G|
document and see the effect of the line spacing
Figure 3-1

Extended Formatting toolbar

The toolbar provides immediate access to single, 1.5 and double
line spacing, as in the screenshot below

Wty @ = =Fh= 8
— = _Double Space

Figure 3-2

e Choose View — Toolbars — Extended formatting to switch the
toolbar on

e Click and drag the dotted line on the leftmost edge of the
toolbar to move it (it may fit next to an existing toolbar)

@ o1 9 100% -

J 93
s—y-djj

The standard and formatting toolbars often appear
on top of one another — hiding some functions,
and cramping room underneath Word’s menus

e

RIETE-:
by . A = Cony

&

4

i &

e To show all functions, click on the drop down
arrow at the right-most edge of a toolbar and
choose Show Buttons on Two Rows, as in
Figure 3-3

E - l?
Lo @

&

C o Y £
3

L

|S|1c-w Butkons on Two RowsJ

| Add or Remove Buktc Showlal

Figure 3-3
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Activity 3.3  Apply throughout a document

If you set your line spacing at the top of a document, Word wiill
apply the same line spacing to all consecutive paragraphs
wherever you press RETURN. To apply double-line spacing to a
whole document, you should first select the contents and then use
one of the methods above.

¢ The command Edit - Copy, shortcut CTRL + A, will select all text
in a document

or

e Click at the beginning of a block of text, hold down sHIFT and
click at the end to select everything in between the clicks
(scroll down using the scrollbar if necessary)

4 Use Inbuilt Styles

Objectives Use Word’s inbuilt styles to format a document

Activity 4.1  Word’s Styles

Using styles allows you quickly to format — and re-format a
document, maintaining consistency in the format of headlines,
text and so on. Each style contains information about font, size,
alignment and line spacing amongst
others, which may be modified to your
preference. (Latin) Falic ob =l

Tirnes Mew Raman -

e Open the document After: 6 ptob
g:\samples\word\samplel.doc

e Select the text What to do with grass | #fial &
and paths

¢ On the formatting toolbar, use the
drop-down next to the word Normal
to select the style Heading 1, as in
Figure 4-1

Bold o+

Bold, ndexline g

Heading 1 1

Figure 4-1

e Repeat for the other headings;
o Weeds
o Dodging Vegetable Duty
o Keeping Flowers in their proper place

4 Birkbeck College Central Computing Services
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5 Build a Table of Contents

Objectives Make Word insert a table of contents from a document’s headings

Activity 5.1

Activity 5.2

Table of contents

Word can automatically pick out headings in your document and
create a table of contents from those. It does so by looking for
text formatted using a heading style.

Word will insert the table of contents wherever you position the
cursor.

e Scroll to the top of samplel.doc and click into the blank line
after “The Reluctant Gardener”

e Choose Insert — Reference - Index and Tables

e Click on the Table of Contents tab

%
Prink Prewview \Web Preview
Heading 1 ..o i i’ Heading 1 i’
Heading 2.0 3 Heading 2
Style Heading 2 + Style Heading 2 +
{Complex) Arial Before: (Complex) Arial Before:
0" First line: 0" ............ 3 0" First line: 0"
Heading 3 ..., 5= Heading 3 |
¥ show page numbers ¥ Use hyperlinks instead of page numbers
v Right align page numbers
Tal;leader:l ....... -
General
Faormats: IFrnm ternplate vl Show levels: |3 E‘
Show Outlining Toolbar | Options. .. | Modify. .. |
ot _|
Figure 5-1

e Click OK

The table of contents is inserted into your document

Modifying the TOC

You may have noticed the various options for modifying the
appearance of your table of contents — as in Figure 5-1, above. It
is not too late to use some of those options once the table has
been inserted.

e Choose Insert — Reference - Index and Tables
e Use the drop-down menu to change the Tab leader to (none)
e Click OK

Birkbeck College Central Computing Services 5



Doc. 5.133 Ver 1 Academic Word Processing

Activity 5.3

x|
@ Do you want to replace the selected table of contents?

Yes Mo | Cancel |

Figure 5-2

Word asks if you want to replace the existing table of contents.
e Click Yes

Word will always replace the original TOC when you make changes
in this way — you need not scroll back to the beginning of the
document after inserting the TOC the first time, and will not end
up with multiple tables.

21|
Updating Page Numbers
e Scroll down the document and click ;% " break -
to place the cursor before the word SEctiunezrifffp'Zi =
Keeping in the last line £~ Mot page
e Choose Insert — Break £ Continuous
e Check that Page Break is selected (" Even page
and click OK " 0dd page
e Add the letter S to the word Place [ o | cancel |
Figure 5-3

e Scroll back to the beginning of the document (CTRL + HOME is
the shortcut)

Note that the table of contents has not been updated. Although
Word will update page numbers when you print the document, it
will not pick up changed titles. :

¢ Right-click anywhere on the table of contents !

e Choose Update Field, as in Figure 5-4 & Paste
| 1! Update Field

Edit Field. ..

Toggle Field Codes

Figure 5-4
Update Table of Contents Xl e The two options that appear
Word is updating the table of contents, Select one are self-explanatory — in this
of the Following options: case, we want to update the

¢ Update page numbers only entire table, to include the

¥ iUpdate ertire table! modified title.

O I Cancel

Figure 5-5

Birkbeck College Central Computing Services
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Activity 5.4

Advanced modification of the TOC

The options initially available to you to change the appearance of
your table are fairly limited. It is, though, possible to change any
aspect of the table — font, indent and so on — and also which
styles are included within it — so you may create your own style
for headings, and then include those headings within a table of
contents. ]

Table of Contents Options x|
Build table of contents From:

¥ gtyles

e Choose Insert - Reference - Index and fvelable stvls: ToC e -
Heading & el
Tab I eS Heading 7 l_
e Click the button marked Options =)
Heading 9 l—
¥ Myheading |2\—_|
Tormal I—LI

™ outline levels
™ Table entry fields

Resst | Cancel
Figure 5-6

The options here allow you to change the “TOC level” of different
styles. TOC levels (1,2,3) each have their own settings for font,
indentation etc. — typically, TOC level 1 will apply to main
headings, 2 to subheadings and be indented by more than 1 and
SO on.

e Scroll down to see a list of styles — putting a number next to
them would allow you to include any

text formatted using that style in your : =
Flease select the appropriate style for
table Of Contents wour index or table entry
e Click OK Shyles:
TOC 1 [T
. . 1 TO0C2 Delete
e Click the button marked Modify 1103 e |
N70CS
N70CE
The options here allow you to change Yrocs
n70C9
each TOC level’s appearance. -
Preview i
e Click MOdIfy Sample zise ip!]
Mormal + Left-to-right, Automatically update
_ Figure 5-7
i
Style type: ,m .
"+ The window that appears allows you to
Style for folowing paragraph; | Whormal 7]

make changes to the font used and its size

Formatting

To change paragraph spacing etc., click on
Format and select an option from the drop-
down menu

Hormal + Left-to-right, Automatically update

I add to template ¥ Automatically update
Format = Cancel
Figure 5-8

Birkbeck College Central Computing Services 7
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6 Modify an Inbuilt Style

Objectives To make changes to the Heading 1 style

Activity 6.1

Format — Styles

e Choose Format - Styles and Formatting

The styles and formatting task-pane appears on the right of your
document

e Scroll down the list to find the style Heading 1

o I—_Iold your mouse over the style in the Heading 1 ]
list to make the drop-down arrow L
appear, as in Figure 6-1 Select All 4 Instance(s)

e Click on the drop-down and choose | Madify... |
Modify

Figure 6-1

e Change the style using the popup window that appears, as
below

e Click OK

Ix

Properties

[arme: Heading 1
Skyle type: Paragraph vl
Skyle based on; 1 Mormal 'I
Style For Following paragraph: 1 Mormal 'I
Formatting
|Aria| j |16 ﬂ| B I ILatln hd
=== = = | = = Sl
E = = = ‘ = | V= 4= | E=l
The Reluctant Gardh
MNormal + Font: {Default) Arial, 16 pt, Bold, Left-to-right, Keep with
next, Level 1
™ add to template ™ Automatically update
Format = [a]4 Cancel

All the headings previously formatted with that style will be
updated with the new font, size and so on.

It is possible to change the line spacing, border, tabs and other

options of a style by clicking on the Format button at the bottom
left.

This time you need not add the style to the template, unless you
want to use that same Heading 1 style in new documents.

Birkbeck College Central Computing Services
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7 Create a New Style

Objectives To create a new style for use within the current document

Activity 7.1

Activity 7.2

Format Text

It is possible to use the Styles and Formatting panel used in 6,
above, to create a new style. An arguably easier method, though,
is to use the style box on the toolbar.

e Format the first line of the document, “The Reluctant
Gardener”, as you might want the document title — e.g. make it
large text, centred.

Next to the font chooser on the formatting toolbar is the style
box.

e Click into the text in that box (i.e. not the drop-down menu)
e Type in a name for your heading — an example is shown in
Figure 7-1

File Edit Wiew Insert
1 5 & Cross-reference

A4 |Myheading Lrial

Figure 7-1

e Press RETURN

This last step is crucial — hitting RETURN confirms that Word should
save the formatting you chose earlier, with the name you
specified within the box.

The style is now available from the drop-down menu, for use
within the current document.

Add afigure

We will add two pictures to the document in order to label them
and produce a table of figures.

¢ Click into the text just after the text ..sitting in the shade”
e Press RETURN to add a new line
e Choose Insert — Picture - Clipart

The clipart task pane appears to the right of your document

e Enter the text to search for — e.g. arbor
e Click on the picture to add it to your document

Birkbeck College Central Computing Services 9
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Activity 7.3

10

When a picture is first inserted, it may only be aligned as if it were
text — that is, left, right or centre aligned. Should you want text
to flow around the picture;

¢ Double-click on the picture to bring up the format picture
dialogue box

¢ Click on the layout tab

e Change the wrapping style to either square or tight

Format Picture

Colors and Lines I Size Layout | Pickure

Wrapping skyle
ENEREN

In line with kext Sguare Tight B

Figure 7-2

We will insert a second picture, further down the document

e Scroll down the document, and click in between the two
paragraphs on weeds

e The Clip Art task pane should still be open, but if not, choose
Insert — Picture — Clip Art

e Search for weed

e Click on a picture to insert it

e Click on the picture and drag the black boxes at the corners to
resize it if necessary

Label the figures

e Click on the picture of a weed to select it
e Choose Insert — Reference — Caption (or right-click on the picture
and choose caption from the pop-up menu)

You need make no changes to the default options that are
presented, but note that you may add text if you want to.

e Click OK
x
Caption:
|Figure 1
Options
Label: IFigure j
Position: IBeIowseIecteditem j

[ Exclude label from caption
Mew Label... I Delete Latel I Murnbeting... I

AukaCaption. .. I OF I Cancel I
Figure 7-3

We will add a caption to the first image inserted

Birkbeck College Central Computing Services
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Scroll up your document to find the first image
Click on the image once to select it

Choose Insert — Reference — Caption

As before, you need make no changes — click OK

Although you may simply type in a caption for each image, using
Word’s caption function has two benefits

1. Word will automatically renumber captions if a new
one is inserted

2. Word can produce and update a table of figures within
your document

Birkbeck College Central Computing Services 11
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8 Create a Table of Figures

Objectives To add a table of figures, created using the captions inserted in

the exercise above

Academic Word Processing

Activity 8.1

12

Insert Table of figures

Although it is possible to use the Table of Contents feature to add
multiple tables — basing them on different styles and thereby
having (for example) a table of contents, table of figures and table
of tables, Word has a separate Table of Figures command which

allows you to insert such a table.

e Scroll up the document and click after the table of contents
e Insert a page break — either choose Insert — Break and click OK,

Or press CTRL + RETURN

e Choose Insert — Reference - Index and Tables
e Click on the Table of Figures tab

Index I Table of Contents iTa
+ Print Preview

ESl Table of Autharities I

Web Freview

Figure 1: Text.......
Figure 2: Text ...
Figure 3: Text ...
Figure 4: Text
' |Figure 5: Text

Flgure 2 Text
Figure 3: Text
Figure 4: Text
Figure 5: Text

Figure 1: Text =]

[

¥ show page numbers

[V Right align page numbers

¥ Use hyperlinks instead of page numbers

| Tab leader: |....... -

. General

t Faormats:  |Fromtemplate = | Caption label; |Figure =| ¥ Include label and pumber
optians... ModiFy...

You may make changes to the settings here — the table of figures
should probably have the same appearance as your table of
contents, so you may want to change the tab leader setting.

e Click OK to insert the table

As with the table of contents, Word will not
automatically update the displayed table, but
will do so on printing the document. To update
the display, right-click on the table and choose

Update Field.

|1l Update Field

Edit Field. ..

Toaqle Field Codes

Figure 8-2

Birkbeck College Central Computing Services
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9 Mix Landscape and Portrait pages
Objectives To combine landscape and portrait pages within one document

Activity 9.1  Section break
Changing from portrait to landscape pages will normally affect

your whole document. It is possible 2| x|

to mix the two types, however, by
using a section break.

Break bypes
" Page break
~ Column break

e Scroll to the end of the document " Text wrapping break
(CTRL + END is the shortcut) Section break bvpes
e Choose Insert — Break % st page!
e From the window that pops up, ™ Continuous
choose Section break — Next page, " Even page
as in Figure 9-1 " 0dd page
¢ Click OK ITI Cancel |
Figure 9-1

Word inserts a section break, and moves you to a new page.

Separate sections of a document may have their own page
numbers, table of contents and page orientation.

e Choose File - Page Setup
¢ On the Margins tab, change the orientation to Landscape
e Check that the drop-down under Apply to: is set to This section

Margins I Paper I Layout | Document Gridl

Margins

Top: |1-25" 5‘ Bottarn: |1.25" 5‘
Left: |1" = Right: |1" =
Gutker: ID" 5‘ Guther position: ILeFt VI

Crrignkation

IERE

Partrait Landscape

Pages
Multiple pages: INormaI j

Preview
Apply ko
i secton —— -]

|This point: Forward |
‘Whale document

Defaulk. .. | Ok I Cancel I
Figure 9-2

Note that the same effect may be achieved without inserting a
section break, by choosing This point forward under Apply to:

Birkbeck College Central Computing Services 13



Doc. 5.133 Ver 1 Academic Word Processing

Activity 9.2  Page Numbers

Note that page numbering may be set to a different style, and
begin again from no. 1, within different sections.

To change the number format, or start the new section at 1;

e Choose Insert - Page numbers
e On the first popup, choose the position and alignment
e Click Format
e Choose Number format at the top right
e Click at the bottom to Start at...
e Click OK
Page Mumber Format x|
Mumber Farmat: m
I

[ Include chapter number

Position Chapter starts with stvle  |Heading 1 i
Lse separator: I- {hyphen) 'I
Alignme

Examples: 1-1, 1-A

Page numbering

v sho 9 Continue From previous section
Form  © Start ab: |i 5‘ el
oK I Cancel |
Figure 9-3
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10 Use End and Foot-notes
Objectives To insert a footnote, convert it to an Endnote and back again

Activity 10.1

Insert a footnote

You may insert a footnote anywhere in your document. Word
inserts the number (reordering as necessary) in the text and
jumps to the footer of the current page for you to enter the text of
the footnote.

Scroll to the top of the document (CTRL + HOME is the shortcut)
Click into the text after the word “Governor” in the first
paragraph

Choose Insert — Reference - Footnote

Insert | Format Tools Table Window He
Break... ? 3;5
Page Mumbers, ., B I U E
Date and Time, .. "
AutaText 3 m
Held.. [
Symbal...
_d <Comment
Murnber ...
| Reference 3 | Footnote. ..
Figure 10-1

Click Insert
Footnote and Endnote x|

Lacation

IBottnm of page j

" Endnotes: IEnd aof docurment j
(e = |

Faormat

Murnber farmat; Il, 2,03 j

Custom mark: I— Symbal, .. |

Skart at: m

Mumbering: IContinuous j
Apply changes

Apply changesto:  [whole document =]

Insert I Cancel | Apply |
Figure 10-2
Add the text Burnet, William — America, 1720-1728

Use the arrow keys or the mouse to move back to the main text of
the document

Activity 10.2 Convert to an Endnote
Word can convert footnotes to Endnotes, or vice versa.

Birkbeck College Central Computing Services 15
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16

e Choose Insert — Reference - Footnote...
e Click Convert

A new window pops up

e Click OK

Convert Motes x|

* iConvert all Footnotes ko endnokes!

" Conwvert all endnaotes to Fooknokes

(" Swap footnotes and endnates

I, I Cancel I

Figure 10-3

We are not inserting a new note, so need not do anything else on
the popup window

e Click Close

To convert all endnotes back to footnotes, repeat the above.

Instead of the window in Figure 10-3, you will see that in Figure
10-4, below.

Convert Motes x|

£ Convert all Footnotes to endnotes

% {Comvert all endnotes bo Fooknokes:

" Swap footnokes and endnokes

(04 I Cancel |

Figure 10-4

Use the other options available from the Insert — Reference —
Footnote dialogue box to change the number format of foot or end

notes — click Apply to make changes without having to insert a
new note.

Birkbeck College Central Computing Services
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11 Use Symbols

Objectives Insert a variety of special symbols into the document

Activity 11.1 Insert Symbol
Word gives access to a wide range of mathematical and other
useful symbols

)

7 9
G I
W|X|Y
g [
w y
- .

giw(lo|lwn
| ~al-
@|=%|ZT|X|I|w|—~

U

e

u
|
1

=l

Recently used symbols:
(sl /[ T [x[L [ €[ [¥[e[o[ V<]

LESS-THAMN SIGH Character code: IDDSC From: IUnicode (hex) j

= #]

AutoCaorrect... | Shortcut Key. .. | Shortout key:

Insert I Cancel |1
Figure 11-1

To insert symbols such as fractions, tick marks and the copyright
symbol, you will use the symbol dialogue box.

e Choose Insert — Symbol

The window that appears may obscure most of your document —
click and drag at its bottom-right corner to reduce its size.

e Click on a symbol and click Insert — or double-click the symbol
- to add it to your document

Note the font drop-down at the top-left — different fonts have
different symbols available

e Change the font to Wingdings and insert a v’
e Change to normal text and insert a ©
¢ Change to Zapf Dingbats and insert a <

Note also the list of Recently used symbols, providing quick access
to oft-used figures.

Birkbeck College Central Computing Services 17
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Activity 11.2 Using Autocorrect to insert symbols

18

Word’s Autocorrect feature provides another way to add symbols
to a document.

e Select a symbol from the insert — symbol window
e Click on the Autocorrect button
e Enter a unique piece of text to identify that symbol

Word will automatically enter the symbol whenever you type in

this piece of text — e.g. you might use —x for scissors. It should
be something you would not normally type (otherwise having a

word replaced by a symbol would be distracting!), but note that
Word will only insert the symbol when you press SPACE Or RETURN
after typing your text

AutoCorrect: English LLE.

|5

ﬁ[)\foCorrect |
V' show AutoCorrect Options buttons
¥ Correct T'Wo INitial Capitals Exceptions... |

¥ Capitalize First letter of sentences
V' Capitalize first letter of table cells V¥ Correct kevboard setting
¥ Capitalize names of days
¥ Correct accidental usage of cAPS LOCK key
—|7-Replace kext as you bype

Replace: with: " Plain text ' Formatted text
Iscis| |3-C
scedule schedule: A
sceduled scheduled
seance séance —
secratary secretary j
Add I Delete |
¥ mutomatically use suggestions From the spelling checker
(o] 4 | Cancel |
Figure 11-2
e Click Add
e Click OK

if you have finished with it

Birkbeck College Central Computing Services

You are returned to the insert symbol dialogue box — click close
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