Word 2013: Advanced Design

Who Done It?

Advanced Word Objectives g ° . . ... Soos B

In this lesson you will how to: 3 g Do Q = = 5

1. Merge cells in a table. L e e = o

2. Show Developer Toolbar. ; ' ) B ‘R .

3. Add a Text Control Form Field, a Date ug Repor

Picker Control, and a Combo Box : )

Control. 4. Protect a document. ko foeeten

5. Apply, Create and Modify Themes. — =~ I -
i . e o : e he S o

6. Ir?sert and edit a Cover Page. ey ﬂ '~¥ Applications apen ot the ims of the incideat Paidddd

7. Link a form to a database. d ‘ o - n@ann

,
ity of tha Prablem:

COMPUTERS ARE US
PREPARED FOR OUR CLIENT- «FIRST _NAME? «LAST NAME?
«USER_NAME? «PASSWORDY|
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1. Readings
Read Lesson 5 in the Advanced Word
Guide, page 179-220.

Project

Create an interactive form using the
Developers Tools. This form will include a
Cover Page, Smart Art and a Screen Shot.

Downloads

Files used in the lesson:

Bug Report 2013.docx

Bug Report 2013 with Mail Merge.docx
Charlottes Employees 2013.mdb

2. Practice
Complete the Practice Activity, page 221.

3. Assessment
Review the Test questions, page 222.

Lesson 5: Who Done It?

Insert
lerer Page ~ LJ: r 1) r EJ
0 Elank Page g = l-_|<>; |:| I I B
L Table | Pictures Online Shapes SmartArt Chart Screenshot
*— Page Break o Pictures - -
Pages Tables Illustrations
Developer

Aa fa (= B EDEign Mode

5] & E (s

EE EH & Properties ] i
_ XML Mapping Elock  Restrict | Document Document
EE - Group Pane Authors - Editing | Template  Panel
Controls Mapping Protect Templates
2) 3] 4) 5 8]
Menu Maps _
This lesson shows options on the Insert and Developer Ribbons. r')

1. Insert-> Table, page 182

. Developer-> Controls-> Rich Text Control, page 186
. Developer-> Controls-> Date Picker, page 187

. Developer-> Controls-> Combo Box, page 188

. Developer-> Controls-> Properties, page 189

. Developer-> Protect-> Restrict Editing, page 190

. Insert->Cover Page, page 201

. Insert-> lllustrations-> Screen Shot, page 208

ONO AP WN
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Creating Forms in Word 2013

Every office—big or small—needs to generate forms. We use a form to gather data and to insure that the
information is complete. Today we're going to use Microsoft Word to create a form that we can answer on-line.
Our form is going to be a status report for when a computer or application fails.

So, please Start Microsoft Word and open a new, blank document.

[e—e—y [ iy

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS

= Cut - - — - == ==
D Cut Calibri (BDd}f) 11 ~| A A Aa~ | A — %: — i_—,i—_ - | &
Copy
Paste B I U-aex,. X | A~-.A-.l====|"1=-
= ¥ Format Painter = 2 . A s o | N
Clipboard P Font M Paragrapk

10 00 IR SR

-B.
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Ong Insert ->Tables-> Table
- 5] e W -
. B ov | ot msueen EIHRGS Maas MW v
Use a Table for Form Design e DI N B A Al B
You can use the columns and rows in a Table to e[| e ok g i Chat b b | G Plotost ot vt i o et ol Ll 1
make a professional form and simplify the form 1o T A P T S e -—

design. The Table controls the placement of the
Form Fields like a shadow box.

1. Try This: Insert a Table
Go to Insert ->Tables->Table.
Now, highlight a 3x8 table.

What Do You See? You should see a Table that
is three Columns wide and eight Rows deep. The A -
upper left corner square is called Cell A1, same as il
the first Cell in an Excel spreadsheet.

FILE HOME INSERT DESIGM PAGE LAYOUT

e [P 3 3 D T 4l

[l Blank Page ] :

L Table | Pictures Online Shapes SmartArt Charl
*— Page Break :

—1Fag - Pictures -

Pages | 3x8 Table tions

- OoOoooogrE Ty

Keep going...

B Insert Table... E

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.1 Create A Table
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Enter the Labels

2. Try This: Type the Labels

Click in the first Cell, A1, and type: Name:

Tab to the third Cell, C1, and type: Location:
When you tab again your cursor will go to the Cell
A2 in the second row.

Row 2: Go to Row 2.
Click in Cell A2 and type: Computer Name
Tab to the third Cell, C2 and type: Date:

Row 3: Go to Row 3
Click in Cell A3 and type: Operating System:

Row 4: Go to Row 4
Click in Cell A4 and type: Applications Open at the
Time of the Incident:

Keep going, please...

Insert ->Table

BEH % 0 Ducwrmaen - Werd

- HORA  MEET  OEREM R LDUT RITRINGTE MRl R VW

b B B Copduomn E

st b S Ly

' Bty
| R M || vt Cibarme T S L Pen Calaa
Toad e gt P e L ]
= i = .
Namae: Location:
COmputes Mo Dt
Disdt aling Sywlinm:
Apphcations open at the time of
the incident

MName:

Location:

Computer Name:

Date:

Operating System:

Applications open at the time of
the incident: |
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Merge Cells

3. Try This: Merge the Table Cells
You can Merge, or combine, cells
together to create different sizes.

Select Cell A1 and Cell B1, the one with
the label "Name" and the next one.

Go to the Table Tools.

Go to Layout-> Merge.

Click on Merge Cells.

Select Cells A2 and B2.

Go to Table Tools->Layout -> Merge.
Click on Merge Cells.

Select Cells A4, B4 and C4.
Go to Table Tools->Layout -> Merge.
Click on Merge Cells.

Type in Cell A6: Severity of the Problem:
Type in Cell A7: Presenting Issue:

Do This, Too: Save Your Work

Go to File->Save.

Enter the Name: Bug Report 2013 EAN,
where EAN is your initials.

Table Tools -> Layout -> Merge-> Merge Cells

FH%

g gt 201 LAN - s

[ I R T T R " -
= |~ *. . - = | flrepe et s A5 |
teieri  Waw Puprten  Graw e Drise et -:— et s il gl | dasol . Singhr Cphurn Tt Col w
- g [ et =l e o 3
Haimie: Location: [
COfvpiiter Massey Duane: x
Cipsbr aling Sywlism: !
Apphcations open at the time of the incident:
Sarwerity of ther Probéem: TTT l
Prsanting lssu: [
Merge Split  Split
Cells Cells Table
Merge
I Name: Location:
Computer Name: Date:
Operating System: | A
\

Applications open at the time of the incident:

=

Severity of the Problem:

Presenting lssue:

i

L
Lt
.

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.2 Modify a Table: Merge Cells

Advanced Microsoft Word 2013 Page 184 of 313

I
o
ir
Jd
v !
P
L
[ Y
ek
h“-
!‘.H:_&P



r

0::& File -> Options -> Customize Ribbons
BH% - B .
i uni_mdll [ it s+ )

Show the Developer Toolbar Ty

Al [ T
S Gt b Tend

Does your Form work? Try to enter your name.
Did you notice that it was not easy to get from the
Name field to the Location field?

Forms needs to be more “user friendly.” People
should be able to start in the Name box and TAB
to go to the next form control. Yes, there is a way
to do it. You need to create a Form.

Start by showing the Developer's Toolbar.

4. Try This: Customize the Ribbons
Go to File->Options.
Go to Customize Ribbon.

What Do You See? The first Column has the
Ribbons that are currently available. The second
Column has a few more that you can display.

Do This: Add the Developer Ribbon
Check Developer.
Click OK. Keep going...

e[Sy re——
e

Tokie
i B

£ ymgmece Lipge.

Save
Language
Advanced

Customize Ribbon

Cuick Access Toolbar ”2" '"'f‘
u Add-Ins

Trust Center

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.4 Customize Options and Views For Documents: Customize the Ribbon
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o;:" Developer -> Controls -> Rich Text Control
FdH% & B Mpecor FVHLAN . g ¥ W 4 % 5

Rich Text Control _.....H“M: u:é = ..ﬁ:_“ R =.| (- i+ fi)

What Do You See? There should be a g el LN ,= Wil prosi] homvkienl -
new Developer tab. There are two Text = e = — . R e s
Controls. One is for Plain text, the other
is for Rich text-big, bold, blue. The Rich ﬁ.ﬂ_"‘- <
text button (Aa) looks bold. Tl .
5. Try This: Create a Text Control [ aame: Clkck here 10 enter e | Location: x
Place your cursor to the right of the s st - (Lot
“Name” label. Apphcations open at Ehe time of l_-hmn'-:cm'

| Severity of the Protiem:
Go to the Developer tab. [ Pracensng ctos:
Find the Controls group.

Click the Rich Text Form Field (Aa).

j D ®7 Record Macro {:? s—] | Aa Aa = EE | ¢ Design Mode

What Do You See? You should see a new i Pause Recording Bl E EF Properties
Control that instructs the user: Click here Visual Macros : _ Add-lns  COM = .
to enter text... E Basic ! Macro Security Add-Ins | o u=i @Grnupv

] Code Add-Ins Caontrols

How Do You Remove a Form Field?
Say you added too many Text Fields.
Click on the Field to select it.

Press DELETE on your keyboard to +
remove the Field from this Form. Namii Click here to enter text
Keep going... Computer Name:

Operating System:
Applications open at the time of the incident:

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage Forms, Fields, and Mail Merge Operations: Add Field Controls
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o,,:° Developer -> Controls -> Date Picker
BEH % O PR T — v a x
Date Picker Control -i—_,“'-..::ll T by ezt e m & 0o & | A2 A2 = 5 | B2 Design Mode
6.Try This, Too: Add the Date Picker ot M oy | MO o |5 T ey Aottt B ,
Click to the right of the “Date” label. ae sssmm e iy | e o _ Bl Bl & Properties
Go to Developer->Controls. ) ' L g -
Select the Date Picker Control. i & i Group
(The Date Picker Control is in the bottom row Controls
of the Controls group. It looks like a little
Calendar') MNama: Clck Baere 1 Location: ]
COMmpunes Mo
Ot aling Sywlipimn:

What Do You See? The Date Picker lets
you page through the months with the
arrows on the top of the calendar.

The Computer Mama Sez: Tell me-isn't that
the coolest thing you've done in a while.

Apphcation open 3t Bhe time of the inckdent:

Sarvierivy of e Problem:
Prasenting lssuwe:

Duarei Chick here Do eater a date. | - 6
a3

Location:

Daté Click here to enter a date.

4 April 2013
Su Mo Tu We Th Fr

311 2 3 4 5

¥ &8 9 10 1
14 15 16 17 18
21 22 23 24 25
28 29 30 1 2

& 7 & 9 10

(%))

Today

12 13
19 20

26 27]

5a
&

11

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage Forms, Fields, and Mail Merge Operations: Add Custom Field Controls
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Combo Box Control

Selecting answers from a list means the data will
be consistent and it will take less time to fill out
the form. There are only so many Operating
Systems, so that would be a good place for a
Combo Box Control.

7. Try This: Add a Combo Box Control
Place your cursor in Cell B3.

Go to Developer->Controls.

Select Combo Box from the Control group.

You should see a new Control that prompts you
to Choose an item.

Change the Combo Box Properties

If you try to use the Combo Box right now, there
is nothing on the list to choose. You can add
items by editing the Properties.

Try This, Too: Edit the Properties
Select the Combo Box.

Go to Developer->Controls.
Select Properties.

Keep going...

Developer -> Controls -> Combo Box

TR

g Mgt 3010 LA - Wigad

8 X

| Aa pa [= B | b£ Design Mode

E Group -

BRI cos st peen madunuT O RIRRGE MGl R W T BN L
N el ] TeT— & |- B Do Mot —
o g i =] o
Vowd Mo _ A COB 138 Uapmg Bedrer} oot o wrraes
P 50 by Pt Por [P . D:l E .
o sasm cot iy | et [v] :=| Properties
= i - . .
-
; [u ]
Name: Clcl hasre 1 Location:
COM@uner M [rate: I I
Ot ating Sywlinm: | Ol an item, -
I

Name: Click here to enter text.

Computer Name:

Operating System:

Choose an item. |~

Applications open at the time of the incident:

Severity of the Problem:

Caontrols

Presenting Issue:

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage Forms, Fields, and Mail Merge Operations: Add Custom Field Controls
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Combo Properties

8. Try This: Edit the Combo Properties
Enter a Title: Operating System .

Do NOT check Contents cannot be edited.
Here are the steps to Add something to List:
Click Add. Type a Display Name and Value.
Add the following items to the list.

Display Name: Windows 8
Value: Win8

Display Name: Windows 7
Value: Win7

Display Name: Windows XP
Value: WinXP

The Display Name is what you will see in the
list when you click on the Combo Box. The
Value is the information stored when you
choose an item from the list.

You can arrange the items in the list by
selecting it and using the Move Up or Move
Down buttons.

Click OK. Keep going.

Developer -> Controls -> Properties

Content Control Properties ?
General
Title: Qpcming Sy_stcrn |
Tag: os 8

Show as:  Bounding Box v |

Cotor Iy

D Use a style to format text typed into the empty control
Style: |Default Paragraph Font

-4 New Style...

Display Mame: |Windnw55
Value: |WinB |

[ | Remove content control when contents are edited

Locking
[] Content control cannot be deleted
[] Contents cannot be edited

Drop-Down List Properties

i Display Name Value . Add... Memo to Self: Previous versions of
| Choose an item, Microsoft Word had a button to Add Help
| Windows & Wing Modiy... Text. The Help Text was shown in the
| Windows 7 WinT7 Remove Status Bar at the bottom of the form.
| Windows XP Winkp
Move Up By default, the Display Name In Word 2013
s Down says: Choose an item. You can Modify the
ove Dow Display Name to give your users more
information or directions if you wish.
oK Cancel

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage Forms, Fields, and Mail Merge Operations: Modify Field Control Properties
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Developer -> Protect-> Restrict Editing

EEH S & [——r—— — e
Protect the Document —_n-'ﬁ.:.-q::.l‘lq m:;; n:um “lllh:;‘v:::ﬁ :- ;- :mmu:f nw; LTt Ticapers bk, l
One more step. A Form will not work properly s |00 i a0 T ey fom Gt e 9
until you Protect the Document. Protectinga .| sssem aomn sy e o _ o -
document places the Form in User mode and B
turns off the editing. Protecting a document i
also activates the Form Controls.
9. Try This: Protect the Document ) Yo L L , Loctin,
Go to Developer ->Protect. E—— e Bethovl - onc
Select: Restrict Editing. o s e Restrict Editing ~ *
@ |:b1 i‘.’:f.l".:.;‘;ﬁ“,.,f"""‘"“ 1. Formatting restrictions
‘E‘ |:| Limit formatting to a selection
Block | Restrict k of styles
Authors - |Editing Settings...

Protect 2. Editing restrictions

Allow only this type of editing
inthe document:

What Do You See? You should have a new
Task bar on the right side of your document.
You can edit the restrictions for Formatting and
Editing. Keeeep going...

|Fi||ir|ginfnrms |v|

3. 5tart enforcement

Are you ready to apply these
settings? (You can turn them off
later)

Yes, Start Enforcing Protection

Exam 77-425 Microsoft Word 2013 Expert
1.0 Manage and Share Documents
1.2 Prepare Documents for Review: Restrict Editing
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Test the Form

Forms have to be Protected, then they
can work. When the document is locked, a
user will be able to fill in the blanks. Users
shouldn't edit the labels or change the
Controls.

Try This: Edit the Restrictions

Check Allow only this type of editing in
this document.

Select: Filling in Forms. Click: Yes, Start
Enforcing Protection.

What Do You See? You will be prompted
for a Password when you click Yes. You
can add a password if you wish. This is not
real security, but it will stop most curious
users from altering your form.

Try it: Does it work? Where are you
allowed to edit the Form?

Developer -> Protect Document

BEH % oy Mgt 7015 LAN - e
LU LS BARE Bl L] W 3|

N ] ardet (-2 A e
G = T e hheree 50 B B D il o :!
i > e Elhretes |ty | = aafll Protection method
o b s Sty v z=. (= 1
el app Leme [ i @ Password
i [The document is not encrypted. Malicious users can edit
T the file and remove the password.)
Froleion el Enter new password [optional): ||
& Pyt
MName: | & hie i r&-ﬂ-—‘-_h.: .
Comyater Hame: 3 Femp—— Reenter password to confirm: |
Opivating Systom: Chasia """""""

| Applications open at the time of the incident ] User authentication

[Authenticated owners can remove document protection.
The document is encrypted and Restricted Access is

Severity of the Problem:
Praseating lisue:

enabled.)

OK Cancel

Name: Click here to enter text.
Computer Name:
Operating System:

Applications open at the time of thChoose an item.
Windows 8

Windows XP Windows 71

Operating System |
Choose an item.

Severity of the Problem:
Presenting Issue:

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage Forms, Fields, and Mail Merge Operations: Protect a Form
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Add More Combo Boxes

In order to continue editing, you need to unprotect
the document. Go back to Developer->Restrict
Editing and Stop Protection the document so that
you can add some more Combo Box Controls.

Try it: Make a Combo in Cell A5
Place your cursor in Cell A5

Go to Developer->Controls->Combo Box Control.
Go to the Properties

Title: Applications

Combo Control Properties:

Word

Excel

Outlook

PowerPoint

Access

Copy the Combo Box.

Paste it into Cells B5 and C5.

And Try This: Make a Combo in Cell B6
Title: Severity

Combo Control Properties:

Can't Boot

Blue Screen of Death (BSOD)

Application Error

User Request

Click OK.

Developer -> Controls-> Combo Box Control

Ba % 0. 1 .
- SREET  DileM PASLAYELT  RIHRCT  MAARGL R VW | TR | DM Lot Icatern b, ‘
¥ [T Dt | 2 (=] E:"‘-F“‘o" ; -
ot e b o sty :
e R L M LI
i . . General
Title: Severity
Tag: Severity
e zhowas: | Bounding Box| v
CorraasLer Manui .
Chperating Syvliem! | T Eﬂlﬂﬂ g -
Applcatiomn open at the time of the incident:
Chosse an ibem et on e M [ Lse & style to format text typed into the empty control
Earvifiny of tha Probdem: DFacedit & (T .

Shyle: [Default Fara graph Font

Presantang lswe:

i New Style...
[ ] Remove content control when contents are edited

Locking
D Content control cannot be deleted
[] contents cannot be edited

Drop-Down List Properties

Display Mame Value Add...
Choose an item.

Cant Boot Can't Boc
Blue Screen of Death B50D  Blue Scre
Application Error Applicatic
User Reguest User Regi

Modify...

Remawve

Mave Up

£ >

Maowe Down

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.3 Manage Forms, Fields, and Mail Merge Operations: Add Custom Field Controls
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One Insert -> Text-> WordArt
B HS 8. g Rt 01 F LA - Wnd
[ N PSR MIHNEN e R e SR
Insert WordArt Bomer || L8| : 1 DR
Microsoft Office has an option for creating | [0 e s s s s St s s o S - e e o P+ e
banners with 3Dimensional letters and Py o e B e "
vibrant color gradients. D ' A A A
A A A
Before You Begin: Select the table and A A A
drag it down one or two lines. -
ug Report
1. Try it: Convert Text to WordArt e e
Place your cursor above the Table. Comguter Mame: Gate:
Type: BUg Report m‘::nis:::!mn:illlw tirree ol |||H'.iIKll:';;|. -
Select the text: Bug Report. oo an iten o an o
Go to Insert->Text->WordArt. ety o e okt
Select a Style.
What Do You See? The text will be o7 & o0 —

converted into WordArt. By default, the text
is 36 pt. You can edit the text formatting if

you wish with the Home Ribbon. n
Memo to Self: Sometimes it is difficult to

place anything above the Table. If the

WordArt ends up BEHIND the table, go to

UNDO and try this. Place your cursor in

Cell A1 in the table. Hit the Enter key on

your keyboard to create a blank line.

Try to move the WordArt, now.

- W
Dty ity + I

[l

Bug R

Name: Cl&\cre to entd text.

eport.

f

Computer Name:

[m;

Operating System:

1= -
Choose an item.

Applications open at the time of t

he incident:

Choose an item.

Choose an item.

Severity of the Problem:

Choose an item.

Exam 77-418 Microsoft Word 2013

2.0 Format Text, Paragraphs, and Sections
2.2 Format Text and Paragraphs: Change Text to WordArt
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Position the WordArt

When you select the WordArt, you will see the
new Layout Options. You can use these
options to position the Word Art and edit the
Text Wrapping if you wish.

2. Try This: Format the Text Wrapping
Move the WordArt above the Table.

Go to Layout Options->With Text Wrapping.

Select Square.

Do This, Too: Anchor the WordArt

Select: Fix position on page.

This will lock, or anchor, the WordArt shape to
a specific place in the document.

Keep going...

Layout Options-> With Text Wrapping-> WordArt

|
L

|

I||
1

g =g LAYOUT OPTIONS X

] ® ] T In Line with T
.Bug Report. |-
T &2 _ ' ol
o O 0 With Text Wrapping
Name: Click here to enter text. - FEEE=
Computer Name:
Operating System: Choose ani| &~ = =
Applications open at the time of the incident:
Choose an item. Choose an i ' Movewithtet®
Severity of the Problem: Choose ani| ® Fxpositionon @&

Presenting Issue:

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.2 Insert and Format Shapes and SmartArt: Wrap Text around Shapes
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One Home -> Paragraph ->Line Spacing

FH %0 g fupzer 15 LAN - iz T a x

Format for Printing - —— T e e A
We have been designing a form that can - T I I Y - T—

be completed on the computer. R - — : | -

SOET BN RS ETERGTE MaaeGl Rl viw SREIONER Bbou et

What should you change if this form will be

printed and filled out by hand? | Paragraph

ul

Bug Rep¢; -
Your form has to have enough space for )
people to print the information. If you Marn ik e 10 enter b6 e 3
increase the size of the text, then there will

be more space between the lines. 14 ptis Comguter Hame: Duate: Click here to oot
the minimal size for folks to write in. You
can also increase the Line Spacing.

Before You Begin: Select the Table . u g e p @ rt

Click on the Table.
Go to Table Tools->Layout ->Table.
Click on Select->Select Table. I
+

Go to Home ->Paragraph.

Go to Line Spacing.
Select: 2.5.

Keep going... Computer Name:

Operating System: | Choose an item.

|

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.3 Create and Modify a List: Modify Line Spacing
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Ta
On:e Table Tools -> Design -> Table Style
FE % 0 g Mogeron 215 LA - o . Ol A
Finish the Form S T s ey =Tl
Time to take off the training wheels, lock the e e i-mee|aez-a B R | [y e - et tmpn [3[ et
Form, and hand it out. The Form was o E=

developed with a Table. Finish the Form by
formatting the Borders and Shading.

Table Styles offer Quick Style formatting the
Borders and Shading in this Form.

4. Try it: Format the Table

Click once on the Table to select it.
Go to the Table Tools.

Find the Design tab.

There are two sets of options you can choose
to make your information easy to read: Use the
Table Style Options to format the Header
Row, Banded Rows, and First Column.

Keep going...

What is the purpose of a Bug Report?
Where the Computer Mama works the saying
goes: If it ain’t written down, it didn’t happen."

Header Row

Total Row

+| Banded Rows

(L s Feagpan v S
"

Bug Report

R
Hame: Click here 1o enter text Location: A ‘7
'! e \'
Computer Mame: Date k bt B irvlins @ d ‘ ; 1
Ja el o
OpeEraning Sysnem: Chaose an ftem 1
- X §
Applicaticnd apen al the e of the incident: 1

(haads an Rem hoose an item Chosae an item

Severity of the Problem:

+| First Column

Last Column

Banded Columns

Table Style Options Table Styles

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.2 Create a Table: Apply Styles to a Table
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o::° Design-> Document Formatting -> Themes
BH% e W Mgt 2015 LA - e ¥
Apply Themes }4 ?m "mn - :n.nmrl“ mmjh- n:x_u.n. v_u-‘l- ia tsm_u.im_ l:.~—‘1 l‘:\. h . — iz hnstant Lok
The Quick Style table formatting in the Table s S5 Fme SEHE S Tosee B0 i T e 5000 T S | o s g 70 st P b
Design Tools identified special aspects of - v emimny R P bamprra
this table: Header Row, First Column, etc. fa |3 :L'E A, 5
Microsoft Office 2013 has another set of - =T 2
tools on the Design Ribbon: Themes. Aol (A B (a1 [Ac B
9 ] 2k 2] 2] 3yg Report
. . Aa ]| [aa T [aa Aa
Themes are applied to the entire Word e | ool _] —— ] TE——
document, all of the pages. The Themes ‘ A'a - = I e
include Color palettes, Font libraries, and = == g J e ot o
graphic Effects templates. % [ = n' ] | iarating Syetms =
-:’ e - plikotoss cpan of the Sms of the Incddest:
5. Try it: Apply Themes e — - : - .
o Lo Design->Document Formatting. e G HOME  INSERT | DESIGN | PAGELAYOUT  REFERENCES
Choose a Theme from the library. - p— - il s -
& "
Keep going.. el B, Blemer w2 B

Someone turned the gravity up...
(keep going)

Office -
Aa Aa “ﬂ ha Bg Aa
e o
AGDI Aa DH Aa D]_ Aa
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Apply Theme Colors

There are a couple of dozen Built In color
Themes. The color chips, from left to right,
format the Font, Background, and Accents.

6. Try it: Apply Theme Colors
Go to Design -> Document Formatting.
Click on Colors.

What Do You See? At the bottom of the
Built In Colors is the option to Customize
Colors.

Customize Colors...

Click Customize Colors... Keep going.

Design-> Document Formatting -> Colors

BH% 0. g Mg 2015 LN - g T T E - A X
MOAN  MRT DM | PAGILAYOUT  RITRINCTE  MAAMGL R VW SPGB Laroet . |
i“] :‘ - - - - oy E i ;'Flf-‘k‘?"q' b 1
e e, Ml — = e e = . ity
Tharmny L5250 T il el i BRI e " = Websemass P »
- = : - EEE 230 TR e

T P kA peed
e

a
T
o

Bug Report .
Mawws: Clich hors bi smter boal. Lisidetban

Compeater Hamac Bt ]

Oty Sy b [« SR

Applucfions span of the S of tha Iraldesk

| n A Paragraph Spacing *
| -
[O] Effects -

Colors Fonts
- - 0 Set as Default

»

EREERERA l:'!HlIl,,l‘llH-ll

: '
3

 ECOEEEEEE  Office 2007 - 2010 [+
EOCNNNNN Grayscale
HCONENEENEN -Blue Warm
HENENENEN -Blue

[ [ [ [ [ [ [
HCONEENEN ElueGreen

¥ el 3 4 i -2 E;
... That explains why its hard to get out of bed.
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Modify the Theme Color

7. Try it: Create New Theme Colors
The Theme colors are applied to the Text
and Background in your document. The
Accent colors are applied to all of the
Shapes, SmartArt and Charts.

Save your changes. Keep going...

Memo to Self: Hyperlinks change color
depending on if you have not seen the link
(blue) or if you have already followed that
link (purple.) You may want to leave the
hyperlinks in the default colors. It's what
people are expecting.

Hyperlink

Followed Hyperlink

Design-> Document Formatting -> Colors

[T — Ty
et st LR T T WG Al Rl e Sk Bl Lt

Theme colors

Text/Background - Dark 1

Text/Background - Light 1

Text/Background - Dark 2

Text/Background - Light 2

Accent 1

Accent 5

Accent §

Hyperlink

Eollowed Hyperlink

Name:

Beset
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T
c::” Design-> Document Formatting -> Fonts
FEH%S 0 [ e — it Wond
Modify Theme Fonts T R R N R N e
The Font libraries use different type faces for the SR T SR e T B e g ;o o T e
headlines and body type. Keep in mind that e e - | bepns
—— = Mk

headlines can be fanciful and creative. Body text
should be Sans Serif and easy to read. 1

Bug Report

8. Try it: Create New Theme Fonts
Go to Design -> Document Formatting.
Go to Fonts-> Customize Fonts.

As | GenturySheslt

e | Sl

1 Mawrs: Clisk hars b wber toat. [ Ab | T P Bomm

Compter Hamac Bt Chck hare to sesar a « ™ Cakba Lighn

- L = SRS i
Customize Fonts...
Applucfions cpan ol the Sme of the iraidesk

A | CEndury Godhic

M Bobwml
Chaser an e L= R = R -
I-!H-_'I--l-
You will be prompted to fill in the blanks. Srvurity of the Prablem: Ay | Tomatew Rom

Heading Font: Comic Sans MS.
Body Font: Comic Sans MS.
Name: Comic Theme.

Please Save the Theme Fonts.

Frosantivng luiwe:

And Do This: Save Where We Are At A_—- Heading font: Sample
Go to File->Save. - rFr |Cc|mic Sans MS El HEﬂdlﬂg
A Body font: Body text body text body text.
s
. 7 |C::umic Sans MS E| Body text body text.

MName: |Cnmic THeme
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Add a Cover Page

Professional documents, such as a Request
for Proposal or Quarterly Report generally
have a Cover Page.

1. Try This: Insert a Cover Page

Place your cursor at the top of the first page
in your sample document.

Go to Insert-> Pages-> Cover Page.

B Cover Page~
[ Blank Page
= Page Break

Pages

What Do You See? Word 2013 has a
gallery of Cover Page templates. These
templates have interesting Quick Parts. You
can also use your own custom Quick Parts.

Choose: Retropsect. Keep going...

Insert-> Pages -> Cover Page

BEH%

W Mngenet: 3901 B LA - Wi

R
|

[ G PN RIMRN MGl M VW OGO o L
B buge- | = ] ™ & ) . == | [ Myt ;. T - .-'q ¥ S iew = | 7K i -
Bt - | ek oy T, Cnat B Formr 1 i +
o ] e | B L | s e
. | == gk ot | o P Yes — -
— im = i P 1
= Re pnrf
= N R Lossliere
= = Bt
- W Chaiscoss b
wn ol tha fimae of the Inaldesk
Chanse an e [= NS Chuimipian o B,
Sewerity of the Prablesst oo
Prasaring luius:
Built-in
- WMiNT TILE
[ a———
—
.
Austin Banded Facet
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o::° Insert -> Pages-> Cover Page
E EEH % O g Mgt 2015 LA - o e r ¥ o 4 x 2
5 Edit the cover Page E__:____.ﬂ [ rn.u—_vull mu?:‘nn ;n‘m— L R T Pk , == . Dt sty +

What Do You See? The new Cover Page Ao | ot | Mot bk Pope | fon Ok

includes several Quick Part placeholders. ~  m= e Bt i Lo | uay _lcemets| et tests treaen

2. Try it: Edit the Cover Page

Document Title: Computers Are Us By

Subtitle: Bug Report: Prepared for E.g m pUtBr 5 Ar € US

Charlotte's Website. BUG REPORT. PREPARED FOR CHARLOTTE'S WES SITH

Keep going...

Computers Are Us

:Subtitle

BUG REPORT: PREPARED FOR CHARLOTTE'S WEB SITE
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Insert SmartArt

This document will use SmartArt to
illustrate the Bug Report process.

3. Try This: Insert SmartArt
Go to Insert -> lllustrations.
Go to SmartArt-> Process.

All
BS  List
% Process

o=

. F Cycle

Choose: Continuous Block Process.

Keep going...

Insert -> lllustrations-> SmartArt ->Process

FEH % & B Rt 01 L - e ®
va | scET | e PMLAVEUT  EIERCTE MM R viw SR s vt + L
B oo g - | == i g == Hparink v il B B D geeieaimg - T By
| e e | = £ :‘! L :... D:'f' I Btk 8 3 - ;’ '4 7, e B Formar 11 e
* g i i [ = Oy | Vel | L iy = = ,.,:: : = -
L Famas Lrser— b b s ] e =

A s Ly o pmayn
1 1 g [} i

- - I *
B - EHEE T ;._:,_5 [ S
e Foom )
Gt coe e g e Y
P -
B temney R = T @ >
£ b ——— =t H
F :
. :--;-__u SCECEY QeeDee  on) (m— - -
- il L R N e s
0 Ofanies A i g, —
SO0 = TEAS oo Jiea ST e
oy der et Brpcrns
B
[ ]

.-l BUC REPORT: PREPARED FOR CHARLOTTE'S WEB SITE

" e | oz (B=) | L_

IMNSERT

DESIGM PAGE LAYOUT

REFEREMCES

Hlld d & B Ml a.

Table | Pictures Online Shapes SrmartArt Chart Screenshot
2 Pictures - &
Tables Mustrations
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One Insert -> lllustrations-> SmartArt ->Process
BE S O [ eE T I r— DR W0MS,
Modify the SmartArt e T T T
4. Try This, Too: Modify the SmartArt e R O :
Enter the following type: R = . P
Identify ) - i
Report
Repair
Type poas fewt hore
What Do You See? The SmartArt will s
update in real-time as you edit the text. ] -
Keep going...

Identify § Report

Memo to Self: You can type ENTER on the
keyboard to add a new bullet.

Computers Are U:

BUC REPORT:

=T L

Repair

Type your text here

Aokl

trpas

® |dentify
®* Report
®* Repair
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B Design -> Document Formatting -> Theme

[::} Format the SmartArt H—jj“‘u ""‘"“‘"'“_ ““MTU:“: = _ % w: 5

SmartArt Styles and Theme Effects can
dramatically improve the appearance. s e

[ viagpe 23

L

5. Try This: Use the SmartArt Tool

Go to SmartArt Tools->Format->Size. :

Edit the Height: 2.5" 4 - _
Edit the Width: 6" - —

e

o3
Try This, Too: Apply a Theme Effect Identify = Size
Go to Design -> Document Formatting. _ kv

Apply a Theme. N

Computers Are Us §Height 25" 3]
- BUG REPORT: PREPARED FOR CHARLOTTE'S WER SITE ﬁ Width:

Size fa

Keep going...
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G,,:” Design -> Document Formatting->Themes ->Save Current Theme...
E FH%- & B Mgt 201 LA - gsd P W - & W
:} Set Theme as Default ;"‘ = e om o~ oz m_ = » WL &0 R
Say you spent some time designing your a T DT FEED MR Sesw [y BTURS S BT =Sie S0 EHEF g | tee - ;:".";.... b
Theme: Color palette, Fonts and Effects. You o Bromlemmny _ W Popbapnd | -
can save your Theme as the Default theme. »_'--_-_I Aa E_‘E _{\-_:_l ) )
This is the Theme that can be used with each o - "
new document that you create. Aa ] A e ] j__l !
et o | | .
6. Try it: Set Theme as Default e | ol e j"-ml Report ‘

Go to Design->Document Formatting. o
Go to Theme. s
Select Save Current Themes. —
You will be prompted to enter a name for your =l =
new Office theme (*.thmx).

I'r AED
ikl

i Iir i';_--_[ g
iz

=" Computers Are Us

OK. That will do. - : BUG REPOET: PREPARED FOR CHARLOTTE'S WEB SITE

Reset to Theme from Template

% Browse for Themes...

= o« Tem... » Document Them... Search Document Themes
IE_'E Save Current Theme... T« ' e -

File manne: | Bug Report Theme

Memo to Self: You can also use this menu to Save 25 type: | Office Theme

Restore the Theme to one of the built in
templates. = Browse Folders

Exam 77-425 Microsoft Word 2013 Expert
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O,,:G Insert->Pages-> Blank Page
E BE %08 T gt J1H LAY - Wad v A =
-] srdni [t A LT LU EEE AR B i Wi auiy Coi [
:} Insert a Blank Page . TGO DN . | 8| T T e
There is a new option in Microsoft Word: b | W | Pohe e e S ot St Ayt || | Gttt e Pop | Tt Ot e 0oy DT R
Screenshots. A Screenshot captures an e s N ko -
image of what you see on your computer. g
This would be useful in a Bug Report. i Bug Report

; i | Ropart e -
Before You Begin: Place your cursor at the wm i s

bottom of page 1 after the Table. e
Computers Are Us

Try it: Insert a Blank Page : S e s e
Go to Insert ->Pages-> Blank Page. i

B Cover Page -

D Blankpage - _

*#Pageﬂreak
Pages & 6 LFIE

Keep going... This is the document showing all the three pages:
View->Zoom->Multiple Pages

=

L

sded funny...

The arage
(keep going)

Exam 77-418 Microsoft Word 2013
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Insert a Screenshot

A Screenshot captures a picture of any
Window that you have open. Say you have a
few programs open on your computer:
music, E-mail, Word and Excel.

1. Try it: Insert a Screenshot
Go to Insert -> lllustrations.
Click on Screenshot.

What Do You See? There should be a list of
the Windows that you have open.

In the example on this page, there is a Word
document that has an error: a mismatch
between the Mail Merge Fields and the fields
in the Recipients list.

Keep going...

Memo to Self: Any document will work. You
do not have to MATCH the images here.

IL|§ C 3

Insert -> lllustrations ->Screenshot

BH %S g Rt J01H LN - Wl 4 %
- ] Dl RAGH AN RTRIRGIS MG B e iR Ity St l
B oo P - | . Hpearand X . ¥ gy | T Dot
T = ol ® G . - A4 =
Blard Fage Lall SR e B T T e
Tabls Pt Ordre Sage Seatds (Gl lomewbet  pps b Cele Comumgmt | Hamfer Pupdes  Page ot sk Waleh =
U P ek - [ i——— - Dy - | Wiy Lrima- iy - - - - r Dl

e ey g A hathr Wansdoaars a1  pamgrn

% Hyperlink
|" Bookmark

El._:| Cross-reference

£

Apps for
| Office~ |

-8
Online
Video |

| Awvailable Windows inks

. Ea

|
o as
Shapes SmartArt Chart Screenshot

- -

lllustrations

We had a visitor who

stopped by for lunch...

Screen Clipping
a (keep going)
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o,,:“ Picture Tools -> Format ->Size
E FH %S ¢ [T S e — WCRSE WIOLS FE - & X
" ] srdif [- = A LAt LU PSR BANR L Holw W Sl bk ko ¥ llastant Moby
:} Format the Screenshot o T e i S e 2
o o - 3 Fufrn - FPuibuny | P - L -
A Screenshot is an image. When you ol Biwe:  Bowwiee | mn = o] od o D | wag St = it | o =
select the Screenshot, the Picture Tools . et : A _ 18 " s L

should be available.

2. Try it: Format the Screenshot

Go to Picture Tools -> Format.

You can format the Styles, arrange the
Postion and Text Wrapping. You can also
change the Size if you wish.

Save this document.

J FORMAT |
# Picture Border - .1 Bring Forward e Align - m--l] -
] o 3.5"

o T

oF Picture Effects - 0 Send Baclward E Group o

Elizabeth M

o Position Wrap - . Crop =|g.5n B
iz, Picture Layout - - Text - DCili Selection Pane k Rotate ~ . EO¥F| hd
Bon Appetite!
Ta Arrange Size Fa
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o,,z" Mailings -> Start Mail Merge->Start Mail Merge->Letters
E FH% 0 g Mgt 21D AN - el - LI
5 Link the Form to Data KN n.u-. :T,w. WL WDRCH | aaei | MWDs VW OORMOME Rl k P
The Form can be linked to a Table in Word, Excel, :_---i
Outlook or an Access database. Each time you T ) e — bt
open the Form, the merge can automatically look : ol . rl
up the name, address, and phone as well as i B Lo =" :.{
custom Fields. L @ Start Mail ~ Select Edit Highl
B Merge = Recipients = Recipient List | Merge

Before You Begin: There are two parts to a Mail
Merge: the Main document, or Form, and the R —
Data. In this example, the Bug Report Form is the i
Main document. The Data will be a Recipients S e
database with custom fields that we will create in ]

Letters

E-mail Messages

| Envelopes...
the following pages. -

Labels...
1. Try it: Create a Mail Merge 0 ,
Go to Mailings -> Start Mail Merge. Directory

Go to Start Mail Merge->Letters.

: Mormal Word Document
Keep going...

AR MDD D

Step-by-Step Mail Merge Wizard...
| .

Where Have You Seen This, Before? A Mail
Merge looks up data in a Table, too.

Exam 77-426 Microsoft Word 2013 Expert
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Enter the Data

2. Try it: Type New List

Go to Mailings_> Start Mail Merge.
Go to Select Recipients.

Click on Type New List.

Keep going...

Mailings -> Start Mail Merge->Select Recipients ->Type New List

FE % 0. o Mgect FHVH LA - e
AN BGINT D MRS RRERCIS | sunnsi  RIe W iR FisnAAT

&

S e
Mg Ragennh: -
L Y Lesaen g e FAr—— - -
1 ) 1 i ey
o —

¥ H

FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES | MAILINGS
B
Envelopes Labels | Start Mail | Select Edit Highlight Address Greeting Insert Mer

Block Line Field
Write & Insert Fields
1

Merge = [Recipients = Recipient List
E Type a Mew List...

Merge Fields
Create

[ Usean Existing List...
- B2 Choose from CQutlook Contacts...

Exam 77-425 Microsoft Word 2013 Expert
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c::” Mailings -> Start Mail Merge->Select Recipients ->Type New List
E B E % 0 S ———— T
5 Customize Columns - o -i\m ::m ’~:ﬂuml WIHRCE | st M VW ému: ‘ n,u:l . [r——, 3
What Do You See? You will be prompted to e , . : '
Type the recipients names into the New - e ot sboge oneie : —— po

Address List.

The Address list includes the First Name, Last
Name, Company, Address and Phone. You 2
can add your own fields if you wish. In this : Type recipient information in the table. To add more entries, click Mew Entry.
example, the Bug Report will include the User Title
Name and Password. 1 |

w | First Name w | Last Name w | Company Mame w | Address Line 1

Here are the steps.

3. Try it: Customize the Columns
Click on Customize Columns.

Keep going...

Memo to Self: When you add new Fields to
the New Address List, you are adding them to
a Table in Microsoft Access.

£

| NewEntry | | Find... |

| Delete Entry | | Customize Columns... |

Exam 77-425 Microsoft Word 2013 Expert
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One’
BH S 0 i Lo
Add Fields to the Address List T = v s woes mme we
What Do You See? When you click on Customize ';:-_-'h'ﬁ'_

Columns, you should see a Customize Address List o= Hae vt e T8 : Mo -

Mailings -> Start Mail Merge->Select Recipients ->Type New List ->Customize Columns

that shows all of the Field Names in your table. Here

are the steps you can take to edit the list.

4. Try This: Add New Fields

n | s

YOT ropare stwompnge @ g e 15 40 masT anemgl 1 g Saeny

i iw ey ok Fikman Thaster’

M

Fiw Bcddres Lt r

| Frm bwws - | Lo S v Dompary bne » ddtws re | »

|
i

Go to Add. The Add Field window will open.

Type a name: User Name.
Add another name: Password.

Click OK. Keep going...

Yes, that looks good...

Exam 77-425 Microsoft Word 2013 Expert
3.0 Create Advanced References

Cuntomize Adderss Lt T
—
B i

Customize Address List

Field Mames

First Mame
Last Mame
Company Mame

Type a name for your field

|U5er MName |

| oK || Cancel |
Move Up
Move Down
OK | | Cancel |

3.3 Manage forms, Fields, and Mail Merge Operations: Add Custom Fields
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Add Some Sample Names
What Do You See? You should return to the
New Address List. In addition to the default
fields, you should see the two new fields:

User Name and Password.

5. Try This: Add Some Names

Please add three sample names to this New
Address List. You can type the names that
you see in this screenshot or create your

own if you wish.

When you are done editing the list, click on

OK to Save your data.

Keep going...

Mailings -> Start Mail Merge-> Select Recipients ->Type New List

BEH% Q. Warg Mgt 015 LA - Wioed s R
MR BGNT  GEH RASILYSUT  RITHRGTS | aanei R VW SOEOME fomaal [e—_—

— H 4 M

Loy Frreyrpre— T [r—— B |

Ny & 1 FREREIE RN e IR ey,

Type reciplent infarmation in the table. To add mare entries, click New Entry.
First Mame vILasle vIUwNarne v|F'asmr|:I v|Cnn'pan1rMa11e-v|

|| Deeter Poohbah DeeterP aok123 Charlotte's We...
| | Mary Contrary MaryC CrazyC Charlotte's We...
|| Bonny Bondie BonnyB Aloha Charlotte's We..,

| Mew Entry Find... |

| |
| Delete Entry |

Customize Columns... |

Exam 77-425 Microsoft Word 2013 Expert
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Save the Database

6. Try This: Save the Data

Where Are You Saving It? By default,
Microsoft Word 2013 saves the Office
Address List in your Documents in a folder
called My Data Sources.

File Name: Charlottes Employees 2013.

Save as Type: An Office Address List is a
Microsoft Access database. There is a lot
that you can do with a database.

Keep going...

Mailings -> Start Mail Merge->Select Recipients ->Type New List

BEH® 0. Mgt 2011 AN - Mo v

|

-] srdnt [- 3t A LS R A S L) Wi e oA
— H H
x g 22 :
oy (e
e
S ik g e e P Yo i e -

= W0 o by Dets Sowon - -t vy [ ¥ =

[SVESIE R e
L e L

Eat e
£ e,

T (&« MyD. » MyDataSources v O Search My Data Sources
Organize + Mew folder
& SkyDrive "" Mame Date modified Type
. I [# Open House Names 33203 634 PM Microsof
: 7 Libraries
I 3 Documents

.J'-' Music
=] Pictures

E Videos e

File name: | Charlottes Employees 2013

Save as type:  Microsoft Office Address Lists

. Hide Folders

Exam 77-425 Microsoft Word 2013 Expert
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Add the Merge Fields

The Form is linked to a database. All of the uw -

Mailings -> Write & Insert Fields-> Insert Merge Fields

BEE %0

g gt 715 LA

B oo s e s e

i

sl AW WA SR

Merge Fields will be available when you go R

to Insert Merge Field,

Before You Begin: This lesson begins on
the cover page.

7. Try it: Insert Merge Fields

Go to Mailings ->Write and Insert Fields.
Click on: Insert Merge Fields.

Add the following fields to the Form:

First Name

Last_Name

User_Name

Password

Company Name

Save your Form.

Keep going...

COMPUTERS ARE US

5

Address Greeting Insert Merge
Is Block

PREPARED FOR OUR CLIENT: «FIRST_MAME? «lAST_NAMER

«lJSER_NAMER {{PA&SWDRD»{

Exam 77-425 Microsoft Word 2013 Expert
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Write & I
1

MAILINGS

REVIEW

["_:' Rules -

5% Match Fields

o |

Field = Update Labels
First_Mame
Last_Marme
User_Mame

Password

Company_Mame
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One Mailings ->Preview Results->Preview Results
FH% O g ogeser 015 LA - e
Preview the Mail Merge KN - "_‘“' T:!v.n ;ﬂ o arooce | s | s _ver ::,:‘ S -
8. Try it: Preview the Mail Merge ;:ni“: e s g g |
Go to Mailings -> Preview Results. L= ST
Click on Preview Results. 3 (G&> M 4 (2 2
. . 1 Find Recipient
What Do You See? The Mail Merge Preview Preview
should include the data from the Office : Results [ Check for Errors

Address List. .
Preview Results

OK, that looks good. We used a Mail Merge
to look up the client's name as well as our
custom Fields.

One more question and answer.
Turn the page...

COMPUTERS ARE U3
PREPARED FOR OUR CLIENT: DEETER POOHBAH

DEETERP AOK123|
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File -> Open

oS O :
open the Form - i - vz ¥ 5 mmnsE - W 1 s = rasars i+ JY
What does it look like when you open a Form that is : -
linked to a database or spreadsheet? e b e ket o b L =

Try It: Open the Form
Please Close your Form and Open it again.

g e et e gy g ) (e
Al T RO S b
e e T

What Do You See? When you open a document
that is linked to a data source, you will be prompted
that data from your database will be placed in your
document. If you say yes, Microsoft Word will look
for your database and select all of the records in the
Office Address List.

P i 11

Memo to Self: The asterisk ( *) is a wildcard that
means select everything.

Opening this document will run the following 0L command:

A SELECT * FROM "Office Address List™

Data from your database will be placed in the document. Do you want to continue?

| Show Help > = |

Exam 77-425 Microsoft Word 2013 Expert
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This lesson introduced basic Form design with s e e C frmming Jm e Jma
the tools available on the Developers Toolbar. = == C__ —
We began by formatting a Table to set up the
Form layout. This Form has several controls: Bon Resadt
Text, Date Picker and Combo Boxes. s 3 . -
v L Lo = —
In addition to the controls, this Form is linked to ' - 3 re——————
a Microsoft Access database: an Office Address - Computers Are Us I = il

List.
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Summary

This is a good start, but it is just a beginning.
Microsoft Office 2013 is programmable.

You can automate many functions with Macros

and Visual Basic for Applications (VBA.).

The best is yet to come!

But for now, go get a cookie.

You done good!

Preview
Results

A

Bug Report

Mawrss: Cliak bars b wnboe baat.

Location:

Daté Click here to enter a date. | ~

g,

4

/';
Wl >
[T] Find Recipient
Q Check for Errors

Preview Results

EE

Finish &

Merge -
Finish
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Practice Activity
Who Done It?

Before You Begin: Start Microsoft Word 2013. You should see a new, blank document.

Try This: Do the following steps

1. Open a New Word document.

2. Insert a table with three columns and two rows.

3. Insert the following controls in the locations indicated:

Name (Text Form Control) Date (Date Picker) Department (Drop Box)
Location (Drop Box) Attending (Drop Box)
List of Departments: List of Locations: Attending box:
Human Resources Brighton Yes
Engineering Ann Arbor No
Marketing Detroit No Response
Sales Traverse City
Customer Relations (Sort the locations in alphabetical order)

4. Apply the Metro Theme to your document.
5. Save your work as Advanced Form Practice Activity.
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Test Yourself

1. Which of the following is the correct
command to turn on the Developer Ribbon?
a. Go to Tools-> Options->Ribbons->
Developer Ribbon

b. Go to View-> Ribbons-> Customize
Ribbon->Developer Ribbon

c. Go to File-> Options-> Customize
Ribbons

Tip: Advanced Word, page 185

2. Which of the following is an available form
control on the Developer Ribbon?

(select all correct answers)

a. Text Form Control (plain text)

b. Text Form Control (rich text)

c. Date Picker

d. Combo Box

e. Drop Down List

Tip: Advanced Word, page 186, 187, 188

3. Restrict Editing is one way to protect a
document. Which Ribbon has this
command?

a. Home

b. Review

c. File

d. Share

e. Developer

Tip: Advanced Word, page 190

4. Which of the following is true about
Themes? (select all correct answers)

a. Cannot be customized

b. Theme colors are applied to Text and
Backgrounds

c. Accent colors are applied to shapes,
SmartArt and Graphics

d. Apply to everything in the document
Tip: Advanced Word, page 197, 199

5. Which of the following commands are in
the Insert-> Pages group? (select all correct
answers)

a. Cover Page

b. Blank Page

c. Page Break

d. New Page

Tip: Advanced Word, page 201

6. A screenshot is a picture (snapshot) of a
current window open on the computer.

a. True

b. False

Tip: Advanced Word, page 208
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7. What is the default file format for
Microsoft Office Address List?

a. Excel File

b. Word Document

c. Outlook Contacts File

d. Access Database

Tip: Advanced Word, page 210, 215

8. What does Microsoft Office do when
opening a file that is linked to a data
source?

a. Ask if it is okay to put the data into the
document

b. Give an error message

c. Open the file normally

Tip: Advanced Word, page 217, 218






