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Your Best STL Learning Tools

Welcome to your Best STL training course.

As part of your training, we provide you with the following tools and
resources to support and enhance your learning experience.

Thank you for choosing Best STL.

p
1 In-course
handbook

To guide you through your
training while you are on the
course.

Contains unit objectives,
exercises and space to
write notes.

- /

Reference
material

-
a NS
Available online through
your delegate account.

Comprehensive reference
material with 100+ pages,
containing step-by-step
instructions.

- /

P
4 Delegate
account

Your delegate account
gives you access to:

 Reference material

+ Course exercise files

* Advice & support forum

» Rewards programme

» Promotions & Newsletters

E&OE

-

Trainer hints
and tips

Hints and tips available
online from our Microsoft
qualified trainers for:

« All MS Office applications
* VBA

* MS Project

* MS Visio

\+ more /

e ™\
3 12 months

access to Microsoft

trainers /\
/ S~
Available through online
support forum.

Need help? Our team of
Microsoft qualified trainers
are on hand to offer advice
and support.

- /

Save with
Promotions

——

Save on further training
courses you book with
Promotions.

» 30% off list price
(time limited)

» £50 off list price
(blue card discount)

Best Training reserves the right to revise this publication and make
changes from time to time in its content without notice.



Quick reference: Word shortcut keys

Command Keystroke
Bold Ctrl-B
Close Ctrl-F4
Copy Ctrl-C
Cut Ctrl-X
Exit application Alt-F4
Font Ctrl-D
Font grow/shrink 1 pt. Ctrl-Jor[
Help F1
Help—What's This? Shift-F1
Hyperlink Ctrl-K
Italics Ctrl-1
Justify—Center Ctrl-E
Justify—Full Ctrl-J
Justify—Left Ctrl-L
Justify—Right Ctrl-R
Line-spacing 1 Ctrl-1
Line-spacing 1.5 Ctrl-5
Line-spacing 2 Ctrl-2
List Bullet Ctrl-Shift-L
New document Ctrl-N
Open a document Ctrl-O
Paste Ctrl-v
Print Ctrl-P
Print Preview Ctrl-Alt-I
Repeat/Redo Ctrl-Y
Underline Ctrl-U
Underline—double Ctrl-Shift-D
Save Ctrl-S
Select All Ctrl-A
Spelling and Grammar check F7
Table—to column bottom Alt-PgDn
Table—to column top Alt-PgUp
Table—to row beginning Alt-Home
Table—to row end Alt-End
Undo Ctrl-Z
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Word Introduction

Word basics

Editing documents

Moving and copying text

Formatting characters and paragraphs
Creating and managing tables
Controlling page layout

Using proofing tools

Web features

www.microsofttraining.net
© Best STL 2013

Tel: 0207 987 3777

Page 1



Word basics

Unit 1 objectives

» Explain the elements of the Word window
» Create and save documents

 Print documents

» Access and use Help

Your notes: Unit 1

www.microsofttraining.net Tel: 0207 987 3777 Page 2
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Your notes: Unit 1
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Visual summary: Unit 1 objectives

Elements of the Word window

Title bar

Z§ pocument - Microsoft Word

Menu bar
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View

Toggle
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Editing
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Task
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Type a
question

Type a question For help = %
7] - . A

2 S#fice Oniine

* Connect ko Microsoft Office
Online

Get the latest news about using
‘ord

Automatically update this list
From the web

-

Mare...
Search for:
-~
| "Print mare than one copy"

ﬁ open. ..

[J Create @ new document. ..

Scroll bar
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Create a New Document

i New Document > x
m—.

] Blank document

) web page
] E-mail message

@j From existing document:. ..

Templates
Search online For:

91‘ Templates on Office Online
W] on my computer. .,
G on my Web sites. ..

Printing documents — File - Print

Saving a New document — File — Save As

Save in: | @ Desktop “ @-3| Q y ~ Toals
- : S
. :3 ﬂ My Computer .
My Recent %My Metwark Places
Documents &JMV Faldar
Desktop
My Documents
My Cornputet
E g File name: |I amn byping a new document . daoc bt | [ Save ]
Iy Network, =
Flaces Fave as bype |Word Document (*,doc) V| Cancel

Using Help

Help |

Printer i@l Microsoft Office Word Help F1
Mame: 2 VBBTOWER\Lexmark 222-Z32 Color Jetprinter M Properties | Show the Office Assistant
Skatus: Printing: 1 docurnents waiting i i .
Find Printer...
Trpe: Lexmark 222-232 Color Jetprinker WLl Microsoft Office Orlin
Where: LPT1: [ print to File Cortact Us
Carmment: [] mManual duplex
Page range Copies ‘WordPerfect Help. ..
@ al Mumber of copies: 1] {ﬁ Cherk For Updates
O Current page 4 .
O Pages: Collate Detect and Repair, ..
Enter page numbers andfor page ranges Activate Product. ..
ted b . F le, 1,3,5-12
S R (R T Customer Feedback Options. ..
. Q0m
Print what: | Document Iﬂ About Microsoft OfFice Waord
Print: all pages in range Iﬂ Pages per shieet: 1 page M
Srale to paper size: | Mo Scaling M
Opkions, .. l K, I ’ Cancel ]
. . L
Print Preview “l
Prints your document =
www.microsofttraining.net Tel: 0207 987 3777 Page 5
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Unit 1 Practice Activity

1. Create a new document.

2. Type “I have learned the basics of using Word to create, save, and print a
document. | also know how to use Help.”

3. Save the document to the current unit folder by using the Save As
command. Save the document as My achievements.

4. Use the Ask a Question box to get help on opening a file.

5. Use the Word help dialog box to find information about printing.
6. Select the topic called Print a Document.

7. Close Help.

8. Save your document.

9. Preview and print your document.

10. Close the document.

www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft qualified

@ Online support forum and knowledge base

trainers.

www.microsofttraining.net Tel: 0207 987 3777 Page 6
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Editing documents

Unit 2 objectives

» Open and move around a document
» Use Word’s AutoCorrect feature
 Edit text in a document

» Use the Undo and Redo commands

Your notes: Unit 2

www.microsofttraining.net Tel: 0207 987 3777 Page 7
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Your notes: Unit 2

www.microsofttraining.net Tel: 0207 987 3777 Page 8
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Visual summary: Unit 2 objectives
Opening a Document Lj

Look in: |||j My Folder V| @-0|Q X i B~ Tools-
||!:§I arn byping a new document, doc

My Recent
Documents

-
I i! File name: | w | Open

My Metwark

Places Files of type: | all Files (%, %) - | Cancel |
WEdsnaae Tl | v

Autocorrect feature — Tools — AutoCorrect

Options
AutoCorrect: English (L.5.) g| Undo q
| AukoText " AutoFormat || Smark Tags | —
AutoCorrect | AukaFarmak As You Type |
Show AutaCarrect Options buttons Redo

Correct TWo INitial CApitals

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of CAPS LOCK key
Replace bext as you type

Replace: With:

[

ich PN
it} ® =
l:tITI:l TH

v

Automatically use suggestions Fram the spelling checker

o4 ] [ Cancel

www.microsofttraining.net Tel: 0207 987 3777 Page 9
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Unit 2 Practice Activity

Open the file Celebrate

Insert the current date in the Date field at the top of the page.

Add an Autocorrect entry for the word Outlander; misspell it as Otulander.
Move to the heading The Project team on page 2.

o &~ 0 bd =

Move the insertion point to the left of the P in “Project”. Type Otulander
and press the spacebar.

Go to the top of page 3.
Overwrite the word Closing with Summary.
Undo your typing.

© ® N o®

Save the document as My Celebrate and close it.

www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft qualified

@ ] Online support forum and knowledge base

trainers.
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Moving and copying text

Unit 3 objectives

+ Select text by using the mouse and
keyboard

» Copy and move text
» Search for and replace text

Your notes: Unit 3

www.microsofttraining.net
© Best STL 2013

Tel: 0207 987 3777
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Your notes: Unit 3
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Visual summary: Unit 3 objectives

% Cut
=4 Copy

lﬁ Paste

Find and Replace — Edit - Find

t2 - Microsoft Word

View
Find and Replace

Find |Reg|au:e || Go Ta |

E' ‘| | Find what: |ﬂ

Options;  Search Down

[ Highlight all items Found in:

Current Selection

[ More ¥ ]L_Eind Mext ] [ Cancel

]

The quick brown M jumps over the lazy dog while the farmer paints the fencel This
farmer likes to chase foxes and hunt them with his lazy dog

www.microsofttraining.net Tel: 0207 987 3777
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Unit 3 Practice Activity

1. Open Info.

A

Select the heading The Project Team and related text up to the heading
To-do list.

Cut your selection.

Paste it at the bottom of the document.

Search for the word ‘find’ and replace it with ‘identify’.
Save the document as My info.

N o O s

Close the document.

www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft qualified

@ ] Online support forum and knowledge base

trainers.

www.microsofttraining.net Tel: 0207 987 3777
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Formatting characters and paragraphs

Unit 4 objectives
» Use character formatting to enhance text
» Use tabs in a document

» Use basic paragraph formatting to
enhance a document’s appearance

» Use advanced paragraph formatting
techniques

Your notes: Unit 4

www.microsofttraining.net Tel: 0207 987 3777

© Best STL 2013
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Your notes: Unit 4
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Visual summary: Unit 4 objectives

Character formatting

'|-E|F|H T ¢ R o |§

. x Fonk " haracter Spacin " exk Effects
Times New Roman All ]| rom | Lresetets | =
g 3 = Old English Text MT Regular _22
iy Palatmo Linotype = TR o v -
’]j? Arlal g:lz?eScriptMT = IBt;:éc i gg [
T hgency B e m ™
i ALGERIAN e
,:q:' AFIEH i L ] |
 Arial Black Pt P Bae
1 Suge;script E_mboss O giddgn

ra arroy E Subscript E Engrave
T Arial Rounded MT Bold s I
T Arial Unicode hS ,
o B | "e Dld FE:U:E: By Eoplish Text HT

his iz a TrueType font, This fant will be used on bath printer and screen,
T Bavhaus 93 vl |2
= I Ok, I l Caneel

Tabs
LeftTab El £ I | 1-|-E-L- 1z
Right Tab (4] TR 1.,.5..._‘...2.
Centre Tab 2oz 1'I-§-I'1'J_'2 |
Decimal Tab 30z 1-|-§-| gt 21

3'I'2'I'1'I'é'L'l'I'2'I'3'I'4'I'S'I'E.'I'?'I'S'I'S'I'lﬂ'l'll'l'12'l

SERNIESERRNINE -

Thisis a Left tab
lce-cream

www.microsofttraining.net
© Best STL 2013

Thisis a Right tab
Strawberries

Thisis a Decimal Tab
£120.00

19.00

1.000.00

12,000.00

This is a Centrs tab
Mango, Pineapples and Strawberries

Tel: 0207 987 3777
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Basic Paragraph Formatting

Left Align
Right Align
Centre Align
Justify

Line Spacing

Numbered Bullets

Bullets

Advanced Paragraph Formatting

Reveal Formatting

®|D|n

Selected text

v X

Hermandez

] Compare to another selection

Formatting of selected text

ElFont
Fonk:

11 pt
Bald
Undetline

Language:
English (L1.5.3

Elraragraph
Alignrent:
Left
Indenkation:
Left: O cm

(Default) Times Mew Roman  —

Dimkbs

e

www.microsofttraining.net

© Best STL 2013
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Format - Paragraph

Indents and Spacing ! Line and Page Breaks
General
Alignment: | V| Cutline level: Biody text |v|
Indentation
e o ]| "
Left: ) = Spedial: By:
Right: " B [(none) || B
Spading
i [}
Befare: Opt 5] Line spacing: at:
=] o R ) | ]|
After: 0 pk el |Single el r__3)
Prewview
Sample Texl Sample Tex| Sample Texl Sample Tex| Sample Texl Sample Texl
Tanple Tesl Sample Texl Sample Tex) Sanple Tex| Sample Teol Sample Tex)
Samnple Tesl Sample Texl Sample Tex) Sanple Tex| Sanple Teol Sample Tex)
Zample Texl Sample Texl Sample Texl

Tel: 0207 987 3777
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Unit 4 Practice Activity

1. Open Status report.

2. Select Status Report at the top of the page and apply the following
character formats: Arial, 14pt, Bold. Choose an underline style from the
list. Select a text effect also.

3. In the first paragraph under the memo heading, apply an italic format.
4. Set a left aligned tab stop at 5¢cm for the lines TO: FROM: and RE:

5. Justify the first paragraph under the double line and set the line spacing to
1.5 lines.

6. Bold the heading The consultant team.
7. Repeat the formatting for the headings What’s done and Still left to do.

8. Use the Reveal Formatting task pane to find the differences in formatting
of the text Solena Hernandez Market Analyst with other team members.

9. Apply bullets to the items under the headings What's done and Still left to
do.

10.Set a left indent at 1.5cm and a right indent at 11cm for the paragraph
under Kathy Sinclair.

11.Repeat the indents for the paragraphs under Thomas Boorman, Solena
Hernandez, and Susan Gianni.

12.Centre the heading Status Report at the top of the page.
13.Save the document as My Status Report and close it.

www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft qualified

@ ] Online support forum and knowledge base

trainers.

www.microsofttraining.net Tel: 0207 987 3777 Page 19
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Creating and managing tables

Unit 5 objectives

 Create tables in a Word document
« Edit the structure of tables

» Enhance the appearance of tables

Your notes: Unit 5

www.microsofttraining.net
© Best STL 2013
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Your notes: Unit 5
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Visual summary: Unit 5 objectives

Create Tables in a Word document Insert Table icon =

Table | Window  Help

Draw Table )
K| ! Insert Table E|
Insert rE
ol [ Table size
»
=eiete Mumber of columns:
Seleck kL -
Mumber of rows; 2 =
Tl Merge Cells -
gl soit cel | AukaFit behavior
it Cells. ..
B {*) Fixed calumn width: &t -
Split Table {:} AutaFit to contents
ﬂ Table AutoFormat. .. () AukaFit to window

AukoFik 3 Table skyle: Table Grid AutoFarmat. ..

Heading Rows Repeat

Canwert 3
A
Z'l 20rt... [] remember dimensions far new kables
FEfELs: Ok ] [ Cancel
Hide Gridiines
Table Properties, ..
Table — Table Properties
Table Properties
Tahle | Row Zalunin Zel
Size
|:| I:I Measure in:
Alignrment
Indent From left:
B 2] &
Left Center Right
Texk wrapping
H EHE
Mone Around
[Eorders and shading... ] l Cptions, .. ]
[ oK ] [ Cancel l
Unit 5 Practice Activity
1. Create a new blank document.
2. Insert a table with 4 columns and 5 rows.
www.microsofttraining.net Tel: 0207 987 3777 Page 22
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3. Add the text for the first 5 rows as shown in the sample table below.

Tea Vendor Order Status Comments
Oolong East Seas In Route 2 Weeks late
Darjeeling | China In Warehouse Excellent quality
Clipper
Earl Grey House of In Warehouse Not fresh — consider other
Lords options
House China Shipping next New product for this vendor
Blend Clipper Week

4. Add a sixth row at the bottom of the table.

5. Add the following text:

Tea: House Blend

Vendor: Chna Clipper

Order Status: Shipping next week

Comments: New product for this vendor

© ® N O

Select the first row.

line (use Autofit).

10.Save the document as Tea.

11.Close the document.

Format the font as Arial, Bold, 14pt.
Centre the text in the first row.

www.microsofttraining.net/forum

Change the width of the last column to accommodate all the text on one

@ ] Online support forum and knowledge base

Visit our forum to have your questions answered by our Microsoft qualified

trainers.

www.microsofttraining.net

© Best STL 2013
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Controlling page layout

Unit 6 objectives

» Add headers and footers to a document

+ Set and change the margins for a
document

» Add and delete manual page breaks

Your notes: Unit 6

www.microsofttraining.net
© Best STL 2013
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Your notes: Unit 6
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Visual summary: Unit 6 objectives

Headers and Footers View — Header and Footer

Header

Header and Footer

Insert AutoText ~ E ﬁi | .!E @ | Bh |24 EE 45 EEI',, | Close

Set Margins File — Page Setup

Page Setup

Margins | Paper || Layouk |

Margins

Lo R
Gukker: Gutter position: | Left

Crientation

Partrait Landscape

I

Pages
Multiple pages: |Nnrma| W

Preview
Apply ko;
This section w

o (o

www.microsofttraining.net Tel: 0207 987 3777
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Unit 6 Practice Activity

Open James.

Add the date to the centre of the header.

Add Outlander Spices to the footer.

Set all margins to 3cm.

Insert a page break above the heading “Progress to date”

2R

Save the document as My James and close the file.

@ ] Online support forum and knowledge base

www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft qualified

trainers.
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© Best STL 2013




Using proofing tools

Unit 7 objectives

* Use Word’s Spelling and Grammar feature
to proof a document

* Use Word’s Thesaurus to find alternative
words

Your notes: Unit 7

www.microsofttraining.net Tel: 0207 987 3777 Page 28
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Visual summary: Unit 7 objectives

Spelling and Grammar Tools — Spelling and Grammar (F7)

Spelling and Grammar: English (U.K.)

Spelling and Grammar: English (U.K.)

Mot in Dictionary: Extra Space between Words:
Blue whales are amonsg the largest mammals 4 Blue whales are among the largest mammals 4
in the world E inl the waorld E
+ | | Add to Dictionary “ Mext Sentence
Suggestions: Suggestions:
aman rammals in
AutaCorrect
Dictionary language: |English (TN A | Dictionary language: ‘English [{IN. 9] V|
Check grammar Check grammar
| -
Thesaurus
Elue whales are among the large st mammals 1n the world
ol cu
=] Copy
[ Paste
A | Fort..,
= Paragraph...
:= | Bullets and Numbering. ..
% Hyperlink. ..
i'i Look Up...
| S¥NanyYms L4 mair
ﬂ?ﬁ Translate major
Select Text with Similar Formatting chief
principal
prirme:
higoest
leading
presyalent
Thesaurus. ..
www.microsofttraining.net Tel: 0207 987 3777 Page 29

© Best STL 2013



Unit 7 — Using Proofing tools

Open Finalreport.
Correct the spelling and grammar in the document.
Select the word “initial” in the 4™ bullet.

Use Thesaurus to replace the word “initial” with a word of your choice.

AR A

Save the document as My Finalreport and close the document.

www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft qualified

@ Online support forum and knowledge base

trainers.
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Web features

Unit 8 objectives

» Saving documents as web pages
» Working with hyperlinks

« Emailing documents

Your notes: Unit 8
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Visual summary: Unit 8 objectives

Hyperlinks
Insert Hyperlink icon %

Susan Gianni, Business consultant
Suzan will analyze our business processes and look for any unrealized savings of time, money, or both, She will alzo provide a reali

an overall business perspective.

Insert Hyperlink

Link Ea: Text to display: |Back to previous page | ScreenTig. ..

Look in: | Word Introduction course Files W @ a
Existing File or | | | . .
Web Page Iﬂ_] Rewlplan - Bookmark. .. ]
(':zurl"de”t 8] Revzplan
il 8] Rev3plan Target Frame. ..
Place in This ] Spelicheck
Ciocument Browsed | Status report
Fages | Tahstop
Create Mew Recent Iﬂ—] Updéte
Dacument Files Iﬂ__] Whoiswhio L
v
Address: |w0rd_intr0'|,W0rd IntrolWord Introduction course Filesi Team. doc % |
E-mail Address
I (84 ] [ Cancel

Emailing Documents
Email -‘—D

! File Edit ‘iew Insert Farmat Tools  Table ‘Window  Help
|\a LI - @ | .‘Jﬂead!

WA R PR N e e AN R AR e e W)

] - o e zuls= AR AR |
Sidsendacopy | ) - |G B b ¥ OB | ¥ [ [ otions.. -

[ 7o, |

[ ...

Subject: Team

Introduction:
g'I'l'II'Z'II'3'I'I4'I'5I'I'E'II'?'II'8'I'I9'I'1UI'I'11'II'12'II'13'I'1I4'I'15:I'1E':'1?'I'I18'I'19I'I'2U'II'E

Susan Gianni, Business consultant
Suzan will analyze our business processes and look for any unrealized savings of time, money, or both. She will also provide a reality ch

an nuerall hsineos nerenerhioe

www.microsofttraining.net Tel: 0207 987 3777 Page 32
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Unit 8 — Web Features

Open Team.

Preview the document as a Web Page. Close the browser.
Save the file as an HTML file and name it My Team.

Open My Team in Internet Explorer.

o &~ 0 bd =

At the bottom of the page, make the text Back to previous page a
hyperlink to the file My about us.htm

Click the hyperlink to display the HTML file.
Close Internet Explorer.

Update and close the document.

Close Word.

© ® N O

www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft qualified

@ Online support forum and knowledge base

trainers.
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