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CrLass OUTLINE:

1) Applying Styles to Your Word Document

2) Adding and Formatting Clip Art and Photos
3) Mail Merge

4) Questions, Answers and Review

EXPECTED OUTCOMES:
1) Familiarity with the functions of Word

2) Ability to enhance your work

WHAT IS MICROSOFT WORD?

-

~
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Microsoft Word is a word processing application that allows

you to easily create professional-looking documents using
various themes, visual designs and formatting tools. It is
part of the Microsoft Office Suite.



USING THE STYLES AND STYLE SET

StrLEs: Pre-defined combination of font style, color, and size of text that can be applied to selected text.

THEME: A set of formatting choices that can be applied to an entire document and includes theme colors,

fonts, and effects.
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STYLE SET

STyLE seTs: include a combination of title, heading, and paragraph styles. Style sets allow you to format all
of the elements of your document at once, rather than formatting your title and headings separately.
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UsING THEMES

All work documents come with a theme...the default one is actually called, “Office Theme.” When you
change one element of your theme, the rest of the pieces in that element will change as well. This keeps a
uniform look to your work. You can change Theme Colors, Theme Fonts and Shape Styles.
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1. Visitthe P Lay-out tab.
Sit the Fage tay-out ta 1. Change colors and fonts to your liking.

2. Click onthe Th button.
ickon the Themes button 2. Visit Page Layout and select “Save Current

3. Hover your mouse over a theme for a preview. Theme.

4. Make your selection. 3. Give Your work a name and click Save.



WORKING WITH PHOTOS AND CLIP ART

You can insert images from your computer or search Microsoft's large selection of Clip Art to find the image
you need. Once an image has been inserted, you can format text to wrap around the image.

Insert Page Layout References Mailings

El] @ ‘i
o | (o BN 2 M o
Table Picture | Clip~ Shapes SmartArt Chart Screenshot

- Al't - -
Tables Hustrations

{ | aipan

Insert Clip Art into the document,
including drawings, movies,
sounds, or stock photography to
illustrate a specific concept.

1. Clip Art is located inside the Insert Tab. Click
there first.

Clip Art * X
Search for:

city
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2. Type in a word to describe what you’re looking
for and tell Word which types of images you’d like
to find.

Clip Art - X
Search for:

aty
Results should be:

| selected media file types E'

Indude Office.com content

Australia, Australians, buildings...
Provided By: Microsoft
1280 (w) x1024 (h) pixels | 300 DPI | 427 KB | JPG
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3. Put your cursor where you’d like the image
to appear and then select your image!

Unlike Clip Art, Pictures are photos that you have
taken and uploaded or found and saved from online
into a saved file on your computer.
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Insert Picture from File 1 - 2

Insert a picture from a file.

a Press F1 for more help.

1. Picture is located inside the Insert Tab. Click
there first.

**It’s important to remember where you’ve saved
a photo. **

2. Put your cursor where you’d like the image to
appear and then select your image! Finish by click-
ing insert.

@ Insert Picture ﬂ
()0 )~ [J « MyPictures » Cityville Teachers + [ %3 | [ Search Cityvilte Teachers o]
A z L “ -

Organize ¥ New folder = - 0 @

(W] Microsoft Word Pictures library

) Arrange by: Folder ¥
Cityville Teachers

¢ Favorites

m

4 Libraries
@ Documents
o Music ;
&) Pictures L_Lendalas |
B videos

& Homegroup

File name:  Marylenkins o [AIIPictures ']

Tools ~ Insert |v Cancel




EDITING YOUR TEXT/PHOTOS INSIDE THE DOCUMENT

Once you have inserted your picture, the Picture Tools backstage menu will appear. There, you can manipu-

late your photo by applying effects, cropping the photo and adjusting the way that your text interacts with

the art.

W | 9-0 0= 4 |- wd10_Letter_lesson24 - Microsoft Word Picture Tools &%
File Home Insert Page Layout References Mailings Review View Developer Mathematics Format e
4 % Corrections = 4 S— B N LZ picture Border ~ Ch Bring Forward - |2 - "
) g Color ~ L “‘ ‘d‘ | o ‘ sl - - picture Effects - 4 send Backward » [g] -
Remaove _ Position Wrap Crop
Background B4 artistic Effects = %g - = BE Picture Layout - . Text - i, Selection Pane Sk - .
Adjust Picture Styles ] Arrange ]
S R S R KN RN RO SR RN RO IR RN S R [}
- el
. . I ’
. As you may know, 2010 B E A marks our 10th year of
doing business. Over the last decade, AdWorks has
GE grown from a tiny startup P into a robust company
with over 200 employees F R J l Lo ° throughout the
_ Southeast. Our growth I N A would not have been
i possible without loyal customers like you.
- Therefore, we would like T w °! L P FULL ° F 5 to extend to you a 20%
™M
o discount on your next order. It's our way of
saying “thanks” for your ( : H E E R I °5 continued business. We'll
- keep working hard to provide the best possible
. customer service along with innovative products,
;, just as we've always done. Thanks again for
i choosing AdWorks!
- Sincerely, b
*
b o
uw F
()

| = |

Damer 1 af1 | Worde 102 |

\E%a'es 1000 (=)




MAIL MERGE

Mail Merge is a useful tool that will allow you to easily produce multiple letters, labels, envelopes, nametags,
and more using information stored in a list, database, or spreadsheet.

**When you are performing a Mail Merge, you will need a Word document (you can start with an existing
one or create a new one) and a recipient list, which is typically an Excel workbook. There are 6 steps to doing
a Mail Merge.**
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1. Open an existing Word document, or create a new one. Merge = |Recipients ~ Recipient List | Merge Fields Elock
. - | 5] Letters

2. Click the Mailings tab. _ S

f=d E-mail Messages L L
3. Click the Start Mail Merge command. =1 Envelopes..

h_:ﬂ Labels...
4. Select Step by Step Mail Merge Wizard. Bl pirectory

@ Normal Word Document

@ Step byStep Mail Merge Wizard...
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**Now the Wizard is open, so there are a few steps to select your information and get it put into your docu-
ment! For our example, we will be learning how to create a form letter. But, the steps are the same to create
address labels, or envelopes. **

Now you'll need an address list so Word

can automatically place each address

into the document. The list can be in an

existing file, such as an Excel workbook,

create. using a current document. or you can type a new address list from
within the Mail Merge Wizard.

Choose the type of Select the document you
document you wish to want to use. Here, we're

Mail Merge v X

Mail Merge v X Mail Merge v X
Select document type .
Select starting document Select recipients
What type of document are you — -
warking on? How do you want to set up your @) Use an existing list
(@ Letters |E_ttEFS? (™) Select from Outlook contacts
PE-mail messages () Use the current document . _
- p () Type a new list
() Envelopes (_r'Start from a template
© Labels () Start from existing document Use an existing list
() Directory lUse names and addresses from a
Use the current document file or a database.
Letters

Start from the document shown

e here and use the Mail Merge

people. You can personalize the

letter that each person receives. !'""izard IIJ add redpient It —
i . information. Select recipient list file
Click Mext to continue.
Step 10f 6 Step 2of 6 Step3of 6
% Mext: Starting document B Next: Select recipients & MNext: Write your letter

# Previous: Select document type 4 Previous: Starting document
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Address Listxisz | [¥ [Albertson  Kathy Ms. 1024 Lakeview Cir Peachtree City GA . i
Address Listadex | [ |Brennan  Michael  Mr. 1123 Main St Wilmington  NC Here, you can target your list according
Address Listxdsx | [ | Davis William Mr. 5S40 Wdth St Apt121  New York MY . .
Address Ustodsx W7 [Borest fliza Ms. PO Box4551 Reno NY to your needs, or, just print letters for
Address Listxdsx | [+ |Jones Dan Mr. PO Box 305 Raleigh MNC
Address Listxisx | [ |Post Melissa Ms. 3202 Maplewood Ave Richmond VA eve ryone'
Address Listxisz | [¥ [Thompson  Shannon Ms. 500 AcmeLn, Apt 3C  Springfield L
Address Listxisx | [ | Walters Chris Mr. 436 Church St Columbia SC
Data Souroe Refine recpent kst
Address List. xdsx a|l Bl sort.. .
f‘l Mail Merge > X
fj Filter...
P _
(A Bind dupicates.., Write your letter
2 Find recipient...
T *-)] If you have not already done sa,
3 voidate addresses... write your letter now.
To add redpient information to
E your letter, dick a location in the

document, and then dick one of
the items below.

Finally, you are selecting the elements you want Mail

Merge to put into your document.

@E Mare items...

When you have finished writing
your letter, dick Next, Then you

Remember that wherever you put your cursor in the docu- can preview and personalize each
recipient's letter,
ment is where the element will appear. So, before choos- Step 4 of 6

ing your elements, make sure that you are aware of their ¥ Mext: Ereven yn ki

eventual placement. 4@ Previous: Select redpients




Tnsert Address Block L2 &) |n this pane, you can preview

Specity addrece slemanits Preve what your addresses will look
Insert redpient’s name in this format: Helelsaplm from your recipient kist: .
Mr. Josh Randall . ~ TR like when they are completed.

(7] Insert company name Once you've reviewed your ad-
[¥] Insert postal address:
Never i the countryjiregion In the address dresses, a placeholder appears
Always indude the countryjregion in the address .
O e Correctroblems B in your document that says
. If itams in your address blodk are missing or out of order, use
[united States (=] Match Feldsto densfy thecurect advess lements from your «AddressBlock». The same
mading kst.
A= Match Fieds... thing will happen if you insert a
—— | —c— Greeting.
Mail Merge v X
Use arrows to Preview your letters
Pre""iew each letter One of the merged letters is

previewed here, To preview
another letter, dick one of the

LI i}

Redipient: 1
. . =

Preview your letters by clicking on the forward \
and backward arrows.

Ms. Kathy Albertson
1024 Lakeview Cir

) Make changes
Peachtree City, GA You can also change your redpient
list:
Edit redpient list...
Dear Ms. Albertson, [ Exclude this redpient
When you have finished

AS vou m now. 20010 markd Previewing your letters, dick Mext.

Y ! Then you can print the merged
grown frorh a tiny startup intd  letters or editindividual letters to
add personal comments.

= sbsemsalebendbave b
The preview allows uny Step5of6
o you to see how ing % Mext: Complete the merge
el MEIQE S I'ECiFiEI'It data will ay 4 Previous: Write your letter
Complete the merge look in each letter.

Mail Merge is ready to produce
your |letters,

To personalize your letters, didk:
"Edit Individual Letters. ™ This will
open a new document with your
merged letters. To make changes You are finally ready to print your letters!
to all the letters, switch badk to
the original document.

. Notice that you also have the ability to go back and edit
Print...
% ﬁ individual letters as well at this point.
4] Edindividual letters. ..
Step6of b

4 Previous: Preview your letters




