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TABLES

Setting up a Table

To create an unformatted or formatted table:
1) Select Table>Insert>Table.

] Table... ’{
: g
+
1.
']
+I I
Table | Window Help  acrobat "m
| Insett k] Table... h 'y

Formatting

1) Choose 2 Columns and 2 Rows.
Note: Do not be concerned about the exact number of columns and rows at this time, since more
can be added or deleted later. For AutoFormat, see steps 2 and 3 or select OK.

2) To select from a list of formatted tables, select AutoFormat.

Table size

Murmber of columns: IE E‘ I
Mumber af rows: |2 5‘

AutaFit behavior

' Fixed column width: I.ﬁ.utu:u 5‘

" autoFit ko contents
™ AukoFit to window

Table stvle: Table Grid AutoFormat. .. |

[ Remember dimensions For new tables

Ik I Cancel

Ty L L= = T o
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3) Select format options and the desired table format from the list. Preview each Table style.

When you have chosen a Table style, select OK.

Table AutoFormak

Cateqgory:

2l x|

R - |

Table styles:

Table Colorful
Table Colarful
Table Colarful

Table Columns

Table Classic 4

1
2
3

Table Columns 1
Table Colurmns 2
Table Columns 3
Table Colurmns 4

5

Table Cantermparary

Table El k
e — Ot |

] Hew.. |
J Dol |

[ |

Preview
Jan Feb Ifar Total

East 7 7 5 19
TWest & 4 7 17
mouth ] 7 9 24
Total 21 18 21 &l

Apply special Formats to

v Heading raows 2 Lask row

[v First column

Iv Last column

Ok I Cancel

The table will appear where the cursor is positioned on the document, but with the style you have

chosen.

C

Use the Tab key to jump to the next adjacent cell. Using Tab at the rightmost cell will position the
cursor on the next cell. If you tab from the bottom right cell, another row of cells will be added to

the table.
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Columns, Rows and Cells

Add Columns

1) Toinsert a new column at the end of the table, highlight the end-of-row mark. You may also
move the cursor to that position.

Colomn end-of-row marks !

2) Select Table>Insert>Columns to the Right. The new column is added.

Table | Window  Help
_-f|? Draw Table
| Inserk ;J & Table...
Delete Wi A Columns to the Left
Seleck b ||J 1, Columns to the Right I‘l
=2 Rows gbove A
== Rows Below
g=  Cells..,

Note: The Show/Hide Paragraphs toolbar button will display the end-of-row marks.

[ 4]
i 4]
4
T

Add Row(s) To a Table
1) Position the cursor above the row where you want the new row.

Position cursor here.
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2) Select Table-Insert>Rows Below

Table | Window Help
j Craw Table
| Insetk ;J 1 Table..,

Delete ,L‘-‘ ,H] Columns to the Left

Select v | &N Columns bo the Right I
== Rows Above
== Rows Below N |
o= ells... by

Position cursor here.

3) The row is inserted.

Add Cell(s) to a Table
1) Select the same number of cells to the left of where you want to add the new cell.

2) Select Table>Insert>Cells

Table | Window  Help
j Draw Table
| Insett *rl 1 Table...
Delete }L‘.: ,1'1‘., Colurmns ko the Lefk
Salect y || 51 Columns to the Right
. =2 Rows Above
== Rows Below
o= Cells.., M

You will be prompted for shifting the cells.
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Insert Cells =t

" Shift cells down
" Insert entire Fow

£~ Inserk entire column

| Ik I Cancel

3) Select Shift Cells Right and click on OK.

You will now see:.

Deleting Columns, Rows, and Cells
The Delete command is the same procedure as the Add command except that you select
Table>Delete>Columns, Rows, or Cells.

1) Take a few minutes to delete the Cell, Row and Column that was just added.

Note: Try selecting Table>AutoFit>AutoFit to Window. Your rows will expand.

Table | wWindow  Help

_-q? Drraw Table Table |
Insert ¢ |'lj" Columns %'
| Delete %j:-ﬂ Rows
Select b Cells.,

Moving Rows, Columns, and Cells

To move rows, columns, and cells simply highlight the object to be moved and click-and-drag it to
the desired location. The cursor will change to an arrow and a “paper sheet” to indicate the
move.

Merging Cells
Cells can be combined or merged to create one large cell. To merge the cells, simply highlight the
cells.

1) Make a table with 3 columns and 3 rows. Type “Merge this cell” in the first cell and type”
with this cell” in the second cell.
2) Highlight both cells.

hlerge this cell wiith this cell.
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3) Select Table>Merge Cells.

Table | wWindow  Help

_-q? Drraw Table

Inzert F
Delete »
Select 3
|£j Merge Cells R?J
=== | Crlik -

You will see the cells merged into one large cell.

flerge this cell
wiith thiz cell.

If the cells are located within the chart, use the “highlight, click-and-drag method.”

hlerge this cell

DNy 0 |

The two cells will be merged to one cell.

flerge this cell with Hhis cell.

g

Importing Graphics
A graphic is a drawing or picture that is created by a graphics application or scanned and stored
on disk. Graphics may be incorporated into Word documents. Word provides a Clip Art library as
well.
1) Open up a new document. Type the following sentence: Check out this picture.
File Edit Wiew Insert  For
HRSIEQ
& anlt =1 | Window

= tlew Blank Document
[l

2) Leave your cursor after picture.
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3) Select Insert>Picture>Clip Art

Insert: | Format  Tools  Tal
Break...
| Page Mumbers. ..
] Date and Time. .. i
[ - m@ Clip Art. .,
AutoText g Lﬂ From File
Field. ..
I - @ From Scanner ar Camera...
Svmbal...
-:[} MNews Drawing
Camrnenkt
B - @ &ukoshapes
Reference b 41
= wordart, .
J so=  Organization Chart
Picture F
| - II@ Chart
The following window will appear:
& % Insert Clip Art * X

Search For

Search text:

|educatiu:un |

ISearch I ‘ Restore |

Other Search Options

Search in:

| All caollections | - |

Results should be:

|F\.II media file bypes | v|

4) Under Search text: type the category subject for the clip art that you want to find.

Clip Art v X
@ 2 o

Search For:

|educati0n || Go |
Search in:

| &ll collections | v|

Results should be:

|AII media file types | v|

5) Pictures will show in the task bar.
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6) Select a picture and a down arrow will appear. Select Insert. Or, click on the picture to
insert.

Insert

Copy

X

Delete from Clip Crganizer
Cpen Clip In...
Tools on the Wweb, .,

T‘j Copy to Collection. ..

Edit Kevwards...

PreviewProperties

)
The picture is now inserted in your document. Close the Clip Art window or choose another
picture. Now you are ready to move or change the size of your picture.

7) Select the picture to show the “handles” and an arrow. You can now move the picture
elsewhere. Click and drag the picture to the new location.

8) Select the picture to show the “double arrow.” You can now resize your picture. Click and
hold, and Select and drag the corner handles to size the picture proportionally.

Cropping and Scaling Pictures

To crop the picture, click on the picture with the right mouse button and select Format Picture.
You may also select Edit>Edit Picture and make changes to the picture if allowed.

#oocu
Copy

E Paste

Hide Picture Toolbar

Borders and shading. ..

Caption,..

@ Formak Pickure. .,

% Hyperlink. ..

gt
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The Picture dialog box comes up to allow cropping and scaling. Or, Double-click the picture.

Drawing Canvas T X

] Fit =4 Expand k] Scale Drawing | [

Format Autoshape

X

| Size | Layaut | Fickure | Texk Box | weh I

Color: || | j

Transparency: LI_I _"I 0 % —
Line

Color: I Mo Line vl Skyle: I vl

Dashed: Iﬁ Weight: Im
Arroms

Beqin style: Iﬁ End skyle: Iﬁ

Begin size; Iﬁ End size: Iﬁ

K I Cancel |

Inserting Special Characters

1) Special characters may be used to accent words for other languages. You may add
various symbols as well, such as the registered trademark. Leave your insertion point
so the symbol can be added. Select Insert>Symbol. Select Symbol for the font. (Ariel
Unicode MS has the trademark symbol as well) The following window will appear.

x

Symbaols | Special Characters |

Yk |+, ]—|.|/
Ol l<|==|?
[ 3 KIAIMN|O
YIZ[[]~]]

D |w
[1l |4 oo |—

Ll

Recently used symbals:

[€]e ¥ |O[®@™]+|#[<[>]|~|x|[=[p[a]|p]
Symbal: 32 Character code: |32 from: ISymboI ({decimal) j
AukoCorrect, ., | Shorkout Key... | Shortcut ke
Insert I Cancel |

e

2) Select the registered trademark symbol and click on Insert. Close the symbol window.

The symbol will be added to your document. For example: “Microsoft Word®”.
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Mail Merge

Introduction
Mail Merge is a three-step process.
Merging involves the following:

1. Main document - the “form” that adds the personalized information.
2. Data source - the detailed information to merge to the main document.
3. Form letters or Mailing Labels or Envelopes

The pictures below provide an example of what the Main document, Data Source, and the final
Form Letter could look like. You will be typing processes for the above steps 1-3 individually or
using the Mail Merge Wizard.

Documents
Main Document

il Document1 - Microsoft Word

File Edit ‘Wiew Insert Format Tools

DEeEdas®8 &RV &

<Y Mormal - Arial =B
[ F1[-7 B Insert word Fielc
TE.

]

weAddressBlocks»

guGrestinglings»
| have a need for ...

Sincerely,

Jane Doeg
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The Data Source will not remain open, but the spreadsheet below shows an example of a type of
data source. The screen that you will actually see during the Mail Merge is shown later. Notice
the Headers: FirstName, LastName, JobTitle, Company etc. These headers need to remain in
Row1 of an Excel spreadsheet in order to merge. The data starts in row 2.

Data Source

E} Microsoft Excel - List1.xls

Eﬂ File Edit Miew Insert  Format  Tools Daka  Window  Help

NEHRS GQR| V@ G -*%Ev‘%l@@]!ﬁ.rial

& snaglt [ | window - !

=15 - o

A | B | c | b | E | F | &6 | H

1 |First Last Address1 Address? city otate Zp
2 |Jan Doe 992 Any  Anytown  Anycity  State 12345
3 |Joe =mith 8993 Any  Anytown  Anycity | State 12345
4
]
A

The Form Letter is the final letter after the merge has been completed. The recipient’s information
will be added to each letter.

Form Letter

File Edit Yiew Insert Format Tools
DeEam SRV &
<4 Mormal - Arial -1
(= [E1 5] B | tnsert word Field
TE.
(L]

MWrs. Kay Pay
995 Anywhere
Anytown, CA 55555

Dear brs. Fay,
| have a need for .

Sincerely,

Wane Doe
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Process
Main Document

1) Select Tools>Letters and Mailings>Mail Merge “. The Mail Merge task bar will appear on
the right.

Mail Merge v X

S GNA;

Select document type

what type of document are vou
warking on?

& Letters

1 E-mail messages

Tools | Table ‘Window Help  Acrobat

RE! -

%" gpeling and Grammar... F7 ) Envelopes
Language 4 ' Labels
Fix Broken Text... 2 Directory
wWord Count... Letters

Send letters to a group of people.
¥ou can personalize the letter that
Speech each person receives,

72] AutoSummarize. .,
i Click Mext ko conkinue,
5 Track Changes Ckrl+shift+E
Caompare and Merge Documents. ..

Proteck Document. ..

Online Collaboration 3

Letters and Mailings %ﬂ

Tools on the Web, ..

Macro » Mail Merge... Iu

T 1= &0 A Ao Showe Mail Merge Toolbar

2= AutoCorrect Options. ..
) 1 Ervelopes and Labels, ..
Customize, .. Step 1 of 6

Opkions. .. Letter YWizard. .,

@ Mext: Starting document

2) Inthe Mail Merge task bar, select Starting document (assuming you are typing a letter).
3) You will notice that the task bar changes.
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@ Mail Merge r X

select starting document

How do you wantk ta sek up your
letters?

(® Use the current document:
1 Start fram a template
 Start from existing document

Use the current document

Start From the document shown
here and use the Mai Merge
wizard to add recipient
infarmation,

Step 2 of 6

g Mext: Select recipients

<a Previous: Select document bype

4) Select the starting document type. You will either choose the current document, start
from a template or start from existing document.

5) Select recipients. Most likely you will already have a list of recipients.

& Mail Merge r X
Select recipients

® Use an existing list

i Select from Qutlook contacts

) Type a new list

Use an existing list

Use names and addresses from
a file or a database,

Erowse...

Edit recipient list...

Step 3 of 6
e Mext: Write your letter

<8 Previous: Starting document

Select Browse to look for your existing list.
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6) Find your list. (Note: New Source gives you the possibility of looking for a source
elsewhere; for example: an Oracle Database.) My Documents is most likely where your data
source is stored.

Select Data Source 2 x|

Look in: I.,j Misc j e o I i + Tools =

ff | DataSource. dac
[ MainDoc. dac
D_E. MainDocPlain, doc

II_E. MMMacro.doc

IZ_E. TrainingletterIR .dac

IZ_EI 2000DecAnnouncement . dac
D_El Metwork Associates, doc

3 DataSource.xls

91| 55710461 -doc. doc

History

=]
gé File: name: I | mewsource... | Open

[y Metwork

Plares Files of type: IAII Data Sources (*.odc;*.mdb; *.mde,“j Cancel
4

When you choose a spreadsheet, you will be prompted for the sheets within the workbook.
Choose the sheet that has your recipients.

Select Table 2=
Narne Descriptionl rModified | Created Type

5/12/2002 9:20:08 &AM §/12/2002 9:20:05 &M TABLE
Sheetz$ 5/12/2002 9:20:08 &AM §/12/2002 9:20:05 &AM TABLE
Sheet3$ B/12/2002 9:20:08 AM  §/12/2002 9:20:05 &AM TABLE

o |

I¥' First row of data conkains column headers ok I Cancel L
7 Select the recipients that need to receive the letter or select all. You may uncheck

recipients as well. Select OK.

Mail Merge Recipients 2 x|

To sork the list, click the appropriate column heading., To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next ko the column heading, Use the check boxes or
buttons to add or remove recipients from the mail merge.,

List of recipients:
x| LastMame | x| Firsthame >| Title | x| Addresst | *| Addressz | x| Cit

Rl Doe  [Jane  [Brs. [ 999 Anywhers

Srnith Joe: Dr. 295 Anywhere Anykawn
williams Mancy Ms, 297 Anywhere Anykawn
Srnark Eill 296 Anywhere  Apk 4 Anykawn
Pay Kay Mrs. 295 Anyvahere Anvbown
Rivera Javme Dr. 294 Anywhere Anytown
Johnson Jirnrry Cr. 293 Anywhere  Apk & Anwkbown

4| | »

Select all | Clear all | Refrash |

Bnd.. | Edr. | veidate |
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Only the task bar will change as follows after selecting Write your letter.

4 & Mail Merge >

Write your letter

If wou have not already done
50, write vour letter now,

To add recipient information ta
wour letter, click a location in the
document, and then click one of
the items below,

F‘] Address block. ..
D Greeting line. ..

* Electronic postage...

Il Postal bar code...

El More items. ..

When you have finished writing
wour letter, click Next, Then you
can preview and personalize
each recipient's letter,

Step 4 of 6

g5 Mext: Preview your letters

4 Previous: Select recipients

You should have the copy of your letters on the screen. If you don’t have a letter to use, type a
welcome letter with one paragraph. After Dear leave a blank space for the name. Leave the
document on your screen. Type address block information at the top of the document for practice.

8) Highlight the address and select Address Block on the task bar. Verify the format.

Specify address elements

¥ Insert recipient's name in this Format:

Joshua

Joshua Randall I,
Joshua . Randall Ir.
Mr. Josh Randall Jr,
M, Josh . Randall Ir,
. Joshua Bandall I,

[V Insert COmpany name
¥ Tnsert postal address:

& Newver include the countryfregion in the address
€ always include the countryregion in the address
€ Only include the countryregion if different than:

[ |
[ |

Preview

Mr. Joshua Randall Jr.
Blue Sky Ailines

1 Airpart Way

Kitty Hawlk, NC 27700

Match Fields. .. | Ok I Cancel I
Check the Address Block for accuracy.
9) Select OK. The following will appear in the place of the address #AddressBlocks»
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10) You may select Match Fields to verify the address block as well.
11) Press Enter for a new line. Highlight the Greeting line (Dear). Verify the format for the
greeting.

Greeting line Farmat;

Iear j IMr. Randall j I: j

Greeting line For invalid recipient names:
IDear Sir or Madarm, ;I

Presdiew

Dear Mr. Randall,
Match Figlds. .. |

12) Select Ok. The following will appear: #%Gresetingline: 2|

| Ik I Cancel

13) Select Preview your letters in the task bar.

@ & Mail Merge r x

4 % Mail Merge * X & & Mail Merge r X

Write your letter

If wou have not already done
50, write vour letter now.

To add recipient information to
your letter, dlick a location in the
document, and then click one af
the ikems below.

F'] Address block. ..
D Greeting line. ..

* Electronic postage. ..

I Pastal bar code. ..

El Mare items. ..

‘hen you have Finished writing
your letber, dlick Next, Then vou
can preview and personalize
each recipient's letter.

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, click one of the
following:

Recipient: 1
m Find a recipient, ..

Make changes

‘¥ou can also change your
recipient list:

Edit recipient list. .,

Exclude this recipient

wWhen vou have finished
previewing your letters, click
Mext, Then wou can print the
merged letters or edit individual
letters to add personal
comments.,

Complete the merge

fail Merge is ready to produce
vour letters,

To personalize vour letters, click
"Edit Individual Letters." This will
open a new document with wour
merged letters. To make
changes to all the letters, switch
back to the ariginal document.,

Merge

R Print...
% Edit individual letters. ..

Step 4 of 6 Step 5 of 6
B Mexk: Presview your letbers B Mext: Complete the merge Step 6 of 6

48 Previous: Select recipisnts 4p Previous: Write your letter

14) When you have finished previewing the letters by selecting the recipient forward or back
arrows, select complete the merge in the task bar.

#a Previous: Preview your letbers
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15) You may now either print your letters or select Edit individual letters to see your letters on
the screen. If you choose print, you will be prompted to Merge to New Document for printing.

Merge to New Docume ﬂil

Merge recards

" Current record

(9 Fronn: I To: I
(0] 4 I Cancel |

Your Mail Merge is complete. Close the task pane and the document if desired.

Mail Merge Toolbar Buttons
To use the Mail Merge buttons from the toolbar, select View > Toolbars > Mail Merge. The
following buttons will appear on the toolbar.

(=Y [F1]-] B | Insert wordField » | 57 [5] By [2] | 14 4 4 r MR B Oy 30,0,

Templates

Documents saved as a template can save you a lot of time. You can save your standard
letterhead memo as a template. Typing time will be decreased, and editing is minimal.

1) Open up CSUBLetterheadMemo if provided or type a letterhead document
2) Make any changes to the template that is necessary.

3) Select File>Save As

4) Change the file type to Document Template and select Save.

Fil= name: IDDI:Z.th j \LI
SRR ER T T oo ment Template ©°, dok) j LEE'L
&

You now have a template saved for letterhead memos. If you were to save this template on your
computer, it would be saved automatically in the templates folder. When you select File>New,
you will have the template as a selection option.
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Macros

Macro Uses
Recording macros lets you record a series of commands (mouse clicks and keystrokes) and play
back otherwise repetitive tasks.

Recording a Macro
To record a macro select Macro>Record New Macro from the Tools menu.
Tools | Table ‘Window Help

’? Spelling and Grammar. .. F7 .-

jl Research... Alt+Click
Language (]
word Count. ..

:i] AutoSummarize. ..

Speech
Shared Workspace. ..

1# Track Changes Chrl+Shift-+E
Compare and Merge Documents. .,

Protect Document. .,

Cnling Collaboration 3

Letters and Mailings 3 b Macros... AlE+FS

L= 602 'H; | @ Becord Mew Macra, .. rl
Templates and add-Ins. .. ] gt

Security. ..
¥ AukoCorrect Options. ..

T M visual Basic Editar alk+F11
Optians. .. @8 Microsoft Script Editor alk-+Shift+HF11

In the Record Macro dialog box:
Record Macro e |

Macro name:
Assign mackroko————————————— Cancel |

L

Toolbars Kevboard

Skare macro in:
I.D.II Docurnents (hormal, daok) j

Description:
Macro recorded 8/7/2000 by srivera

1) Give the macro a name (ex: CreateTemplateLetterhead)
2) Assign a storage location (Leave as Store macro in: All Documents (Normal.dot))
3) Give a description if desired and click OK.
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A Stop Recording toolbar will appear on the screen. Your pointer will now have a
picture of a cassette attached. Go through the steps that you want to record and click on the Stop
button.

1) Select File>New and select a blank document. Select OK.

2) Select View>Header and Footer

3) Type your department name in the header

4) Using the toolbar displayed, select switch to footer

5) Type your department name in the footer and close the toolbar

6) Type half of the welcome letter that came with your training material
7) Select File>Save As . Save as type: Document Template

8) Type a file name and click on Save

9) Select Stop recording. Your macro is now completed

Note: It is a good idea to know exactly what steps you will go through in order to record the
macro. The length of time does not matter in recording the macro. Extra clicks will be recorded,
but it is not essential to have an “error free” sequence of commands.

Editing a Macro

Editing macros is accomplished using Visual Basic for Applications (VBA) and is beyond the
scope of this class. It would be easier (unless you are a VBA user) to delete a macro that you do
not want and then re-record it. Deleting a macro is accomplished by selecting
Tools>Macro>Macros. In the Macro dialog box:

1. Highlight the macro to delete and click Delete

Running a Macro

To run a macro select Tools>Macro>Macros. In the Macro dialog box:
1. Highlight the macro to run and click Run.
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