I

- Shelly Cashman: Microsoft Word 2016

Module 3: Creating a Business Letter with a Letterhead and Table
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e Change margins

Insert and format a shape

Change text wrapping

Insert an online picture and format it

Insert a symbol
* Add a border to a paragraph
* Clear formatting

e Convert a hyperlink to regular text
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P77 AN

* Apply a style

* Set and use tab stops

* Insert the current date

* Create, modify, and insert a building block

* Insert a Word table, enter data in the table, and format the table

e Address and print an envelope
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* Roadmap
e Create and format a letterhead with graphics

Specify the letter formats according to business letter guidelines

Insert a table in the letter

Format the table in the letter

Insert a bulleted list in the letter

Address an envelope for the letter
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* To Change Margin Settings
 Display the PAGE LAYOUT tab
* Click the Adjust Margins button to display the Adjust Margins gallery
* Click the desired setting in the Margins gallery to change the margins
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* To Insert a Shape
* Display the INSERT tab
Click the ‘Draw a Shape’ button to display the Draw a Shape gallery

Click the desired shape, which removes the gallery. The pointer changes to the shape
of a crosshair in the document window

Position the pointer (a crosshair) in the approximate location for the upper-left corner
of the desired shape

Drag the mouse to the right and downward to form the boundaries of the shape
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Creating a Letterhead (side 2 0f17)

U0,

Insert tab
‘Draw a

Shape’ button

Draw a
Shape gallery
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* To Change an Object’s Position

* With the shape selected, click the Position Object button to display the Position
Object gallery

* Click the desired position

Position
Object button

Drawing Tools
Format tab

Arrange group
Wk [ et Wiappang \

shape selected

‘Position in Top
Center with
Square Text
Wrapping’ option

Position /

™| Object gallery
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* To Change an Object’s Text Wrapping

* With the shape still selected, click the Layout Options button attached to the graphic
to display the Layout Options gallery

* Click the desired option in the Layout Options gallery
* Click the Close button in the Layout Options gallery to close the gallery

* To Apply a Shape Style

 Select the shape, and click the More button in the Shape Styles gallery to expand the
gallery

* Click the desired style to apply the selected style to the shape
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* To Add Text to a Shape
* Right-click the shape to display a mini toolbar and/or shortcut menu
* Click Add Text on the shortcut menu to place an insertion point in the shape
* Type the desired text in the shape

ﬁé mini toolbar

- -Add Text
e command
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* To Use the ‘Increase Font Size’ Button
» Select the text of which you wish to increase the font size
* Display the HOME tab

» Repeatedly click the ‘Increase Font Size’ button until the text is the desired font size

* To Change the Document Theme
* Display the DESIGN tab
* Click the Themes button to display the Themes gallery
* Click the desire theme
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* To Insert an Online Picture

 Position the insertion point where you want to insert the clip art image
Display the INSERT tab
Click the Online Pictures button to display the Insert Pictures dialog box

Type the desired search text in the Search box

Click the Search button to display a list of clip art that matches the entered search text

Click the desired clip

Click the Insert button to insert the selected clip art in the document at the location of
the insertion point
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» To Resize a Graphic to a Percent of the Original Size

* With the graphic selected, click the Advanced Layout: Size Dialog Box Launcher to
display the Layout dialog box

* In the Scale area, double-click the current value in the Height box to select it

* Type the desired height in the Height box and then press the TAB key to display the
same percent value in the Width box

* Click the OK button to close the dialog box and resize the selected graphic

o« CENGAGE

. .
“ v D -——
Lea rn l ng © 2017 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part, except for use as permitted in a license distributed with a certain product or service or otherwise on a 13
password-protected website for classroom use.




(Y | Creating a Letterhead sidesof17
P77 AN

* To Change the Color of a Graphic
* With the graphic selected, click the Color button to display the Color gallery
* Click the color to change the color of the selected graphic

* To Set a transparent Color in a Graphic
* With the graphic selected, click the Color button to display the Color gallery

* Click ‘Set Transparent Color’ in the Color gallery to display a pen pointer in the
document window

* Click the location of the graphic where you want the color to be transparent
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* To Adjust the Brightness and Contrast of a Graphic

* With the graphic selected, click the Corrections button to display the Corrections
gallery

* Click the desired correction to change the brightness and contrast of the selected
graphic

* To Change the Border Color on a Graphic

* With the picture selected, click the Picture Border button arrow to display the Picture
Border gallery

* Click the border color in the Picture Border gallery to change the picture border color
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* To Move a Graphic

 Position the mouse pointer in the graphic so that the mouse pointer has a four-
headed arrow attached to it

* Drag the graphic to the desired location

graphic moved to
left of the shape
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* To Use Paste Options
* Click the Paste arrow on the HOME tab to display the Paste gallery
* Click the desired paste option to paste the object

* To Flip a Graphic

* With the graphic selected, tap or click the Rotate Objects button to display the Rotate
Objects gallery

* Tap or click the desired rotate option
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* To Insert a Symbol from the Symbol Dialog Box
* Display the INSERT tab
Click the Insert Symbol button to display the Insert Symbol gallery

Click More Symbols in the Insert Symbol gallery to display the Symbol dialog box

Select the desired font and subset

Click the desired symbol to select it, and then click the Insert button to place the
selected symbol in the document to the left of the insertion point

Click the Close button to close the dialog box
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* To Insert a Symbol from the Insert a Symbol Gallery
* Click the ‘Insert a Symbol’ button to display the Insert a Symbol gallery

* Click the desired symbol in the Insert a Symbol gallery to insert the symbol at the
location of the insertion point

* To Bottom Border a Paragraph

 Display the HOME tab
* With the insertion point in the paragraph to border, click the Borders arrow to display
the Borders gallery

* Click Bottom Border in the Border gallery to place a border below the paragraph
containing the insertion point
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* To Clear Formatting

* Click the ‘Clear All Formatting’ button on the HOME tab to apply the Normal style to

the location of the insertion point
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* To Convert a Hyperlink to Regular Text
* Right-click the hyperlink to display a shortcut menu

* Click Remove Hyperlink on the shortcut menu to remove the hyperlink format from

the text
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* To Apply a Style

e With the insertion point positioned in the paragraph to be formatted, click the desired
style in the Styles gallery to apply the selected style to the current paragraph

e To Set Custom Tab Stops

* If necessary, click the tab selector at the left edge of the horizontal ruler until it
displays the type of tab you wish to use

* Click the location on the ruler where you want to place a tab stop
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* To Insert the Current Date in a Document
* Display the INSERT tab
Click the ‘Insert Date and Time’ button to display the Date and Time dialog box

Select the desired format

If desired, click the Update automatically check box

Click the OK button to insert the current date at the location of the insertion point
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* To Create a Building Block
 Select the text to be a building block

Click the ‘Explore Quick Parts’ button on the INSERT tab to display the Explore Quick
Parts gallery

Click ‘Save Selection to Quick Part Gallery’ in the Explore Quick Parts gallery to display
the Create New Building Block dialog box

Type the name of the building block in the Name text box

Click the OK button to store the building block entry and close the dialog box
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o Creating a Business Letter (side 4 of 15)
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* To Modify a Building Block

* Click the ‘Explore Quick Parts’ button on the INSERT tab to display the Explore Quick
Parts gallery

Right-click the building block to display a shortcut menu

Click Edit Properties on the shortcut menu to display the Modify Building Block dialog
box

Make the desired changes in the Modify Building Block dialog box
Click the OK button to store the building block entry and close the dialog box

Click the Yes button when asked if you want to redefine the building block entry
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o Creating a Business Letter (sides of 15)
P77 AN

* To Insert a Building Block
* Position the insertion point where you wish to insert the building block
* Type the desired text, including the building block name

* Press the F3 key to instruct Word to replace the building block name with the stored
building block entry

blank
line
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1
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. X building block
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sentence entered Flgu re 3-49 R:th:i:o;:s?g:\:
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o Creating a Business Letter (sides of 15)
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* To Insert a Nonbreaking Space
* Press CTRL+SHIFT+SPACEBAR to insert a nonbreaking space

> T A

87+ Willow'Road¥|
Juniper, MT-335229] nonbreaking space
1

character inserted
DearMs.-lee] |
1
Thepark-dittrict-board-has-approved-the-vendor application-for your-butiness, Tam's- ArtisticDesigns.: Your: g
for' $150-fora* 1 0-x* 20-booth-has-been deposited, and- we- are excited that- you will-be* participating in-our-Fal

e

text entered

Figure 3-51
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* To Insert an Empty Table
* Click the ‘Add a Table’ button on the INSERT tab to display the Add a Table gallery
* Click the cell representing the desired number of rows and columns in the table

Table Tools tab, which has two
subordinate tabs, automatically
appears because a table is

selected in document window

Tam's-Artistic DesignsY|
1587-Willow-Road{
Juniper, MT-335229]
1' when insertion point is in table,
. g ler sh boundari d 3
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empty table for'$150-fora*10-x 20-booﬁrhorbom-dfpoﬁtod,-ond'wo-oro-oxcibd'ﬂlof*ywwill-bo- paorticipating-in-our
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o Creating a Business Letter (side s of 15)
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e To Enter Data in a Table
* Click the cell in which you want to enter data, and type the data
* Press the TAB key to advance the insertion point to the next cell

row 1 data

-park- district-board-has-4 cntered s vanaorapp on-for-your business, Tam's Arfisfic DesigNe ToUF- ched
for-$1 50 fora- 1 0-x-20-bogtiriiokbeen-deposi mdw- are-excited that- your will-be- participating-in-our
Fall Festival. The-table-b@low: outlines the timetablerfervandors:|
blank row &
added to table EIAdivﬂﬁ E Datesd =
- o o =
—_—
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o Creating a Business Letter (side s of 15)
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* To Apply a Table Style

* Place the insertion point in the table

 Click the More button in the Table Styles gallery on the TABLE TOOLS DESIGN tab to

expand the gallery
* Click the desired table style

expanded gallery

Table Tools
8 Design tab

check mark |L—T" fefstatatsl | =2=== Tosez memer simss srmam smzem
removed
.....
Table Style / = A e |BESEE TITTT ZTTEZTT DTDOT IDTTST oSS TE ToETS
Optionsgrowp ( |~ waROGR
The-pa _ oo oon b your-business,- Tam's-Artistic-De
................. ointer on ‘Gri = 2
ioblcformathanacs for$14 SEE00 Tioit Ziii Ziiii Cf Tbleccolorful- [ Xeited-thatyou will-be-participg
o s s pesmies FollFaf o BES WSS . / Accent 3* table style | -
are pointing in gallery ‘ = = D A T
i Activ| ] aonsof focoaiieasas | | Timestt |
Booth mEssm SRS PERR  Reaee 5:00109:00"p.m.H
Booth F=s] mminty litiim loamieeer . 9.00-a.m.'to-6:00
Booth B ptccsy Tabie Sty 9:00-a.m. to-3:00-
3:00t0"7:00-p.m.&
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o Creating a Business Letter (siide 10 of 15)
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* To Resize Table Columns to Fit Table Contents
* With the insertion point in the table, display the TABLE TOOLS LAYOUT tab
* Click the AutoFit button to display the AutoFit menu

* Click AutoFit Contents on the AutoFit menu, so that Word automatically adjusts the
widths of the columns based on the text in the table

e To Select a Column

 Position the pointer at the boundary above the column to be selected so that the
pointer changes to a downward pointing arrow and then click to select the column
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o Creating a Business Letter (siide 11 of 15)
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* To Align Data in Cells
* Select the cells containing data to align

* Click the desired alignment option on the TABLE TOOLS LAYOUT tab to apply the
alignment option

Table Tools ‘Align Top
Layout tab Center’ button

] & (B ; =
[—— 3 Dintribute Colurmrs  — ¢ T
Conoras Tabie . Abowe Below Left Rght Cis Cis  Tabke =3 = = Ouecton Margei
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Thepark-district board-has-approved-the-vendor application-for your-business,: Tam's- A ns. Your:
o for-$150-for-ar 1 0+x* 20 booth-has'been deposited,rand- we- are-excited-thatyou- willb ngin-our

Fall‘Festival.' The*table: below-outlines the- timetable-for-vendors:{|
+1

Activityt _ Event-Datest [ Times® B

Booth Setup= | Friday, October 272 | 1S10040:9:00'pm | o

:\:t:jl?we Booth Sales™ Saturday, October 28 S:00-a.m. ED

- Booth:Sales Sunday, October 290 o
: Booth TakedownE Sunday, October 298 3:0040:7:00p.m2 ©

1

cell contents in selected

column centered L
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e Creating a Business Letter (side 12 of 15)
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* To Center a Table
* Position the mouse pointer in the table so that the table move handle appears
* Click the table move handle to select the entire table

* Click the Center button on the mini toolbar to center the selected table between the
left and right margins

o

TwCamb-[ | A2 § ~" -been-deposited, and: wwoxdhd-thct-ywwill-brpcmdpdhg-how
Wl L A"ﬂ"—"“""“""miho-ﬁmmblvforvondon.ﬂ
| +

Center button
selected

' o table centered

between page
margins
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o Creating a Business Letter (siide 13 of 15)
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 To Insert a Row in a Table

* Click the ‘Insert Rows Above’ button on the TABLE TOOLS LAYOUT tab to insert a row
above the row containing the insertion point and then select the newly inserted row

Table Tools
Layout tab

‘Insert Rows
&N Above’ button

et e ST e :
Delete Table button o Delete intet lmsert  Insert b =unan =1 B outitete Cotomas | 1 ¢ ot
contains commands for * AW Below Let Wigt Celhs ;?':t""gt‘:: the [ = Ji v
deleting table elements § Low! & Conmn N M9 o Com e
.,.oa.ca-.--y/’-.’ " ' b ] | ) ' A & & 1 & e +« 8 & v 4 s
The-park- = “par ;':"ieﬂ e 1€ the-vendor application: for your- business,- Tam's Artistic-Designs.: Your-check-
for $150( Columns Fx+2 oS tothe -deposited, and  we- are- excited: that you: will-be- participating: in-our:
Fall Festiy 9°UP b ‘the-timetable: for vendors:y
|| : *
row with three _
columns inserted _’_-,,, - == i F ; - — 1 = _7_”79 column headings in this
elesiit ActivityD Event-Datest Timesa & ;&ﬂ?;::g;;:’;:;ﬁ
Booth-Setupt Friday, October- 270 5:00't0°9:00-p.m= B are in first row of table
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Booth-Sales™ Sunday, October- 298  9.00-a.m.-to' 3:00-p.m.FR
Booth-TakedownE Sunday,October-290 3:00-t07:00-p.m2 D
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Creating a Business Letter (siide 14 of 15)

* To Merge Cells

* With the cells to merge selected, click the Merge Cells button on the TABLE TOOLS

LAYOUT tab to merge the cells into one cell

Merge Cells
button

#H = P P D ET R

23 : x ] Eg = =3

e Noo«tu Dlnhua M niet et Indert et M
. Aow Beow Lot I-*

(=L Sow A Conmay

4 2:‘::.\“ Split Cells | *'*

button

I ge Col Sae
i 1 3 L.

L B s i - e .
- M
The:park- district-board d-fho mdoroppﬂcaﬂwforyoorbum Tam's Artistic Designs.- Your-check:

' Tt Cl Soa
= = nction Margirs

R A R e T I I T PERES

Booth-Sales®

= CENGAGE

Booth-TakedownE Sunday, Oclober-298

f“‘s] 50'for‘crl O x: mmhﬂ"bm d.pmi“d ond we are*ex{ cell now has only one end-of-
1ble-below: outlines-the timetable for- vendors: cell mark (instead of three)
1 three cells merged
into one cell *
~~ o S
Activity B Event-Dates® Times= =
Booth-Setupt Friday,"Oclober 270 5:0010900pma B
Booth-Salest Saturday,October 285 9:00-a.m.'to*6:00-p.m 50

Sunday Ocober-298 9.00-a.m.to3:00-p.m.EB

3:00-t0700pmc O

Al i Repest Meader Poun
o Canvertie Tea
Jx Fomnia
adrgrment Uets o

pating*inrour
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o Creating a Business Letter (siide 15 of 15)
P77 AN

* To Bullet a List as You Type

* Press the ASTERISK key (*) as the first character on the line
Press the SPACEBAR to convert the asterisk to a bullet character
Type the text for the list item

Press the ENTER key to place another bullet character at the beginning of the next line

Repeat the previous two steps for the remainder of the list

» After typing the last list item, press the ENTER key two times to turn off automatic
bullets as you type
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(Y | Addressing and Printing Envelopes and Mailing Labels
P77 AN

e To Address and Print Envelopes
* Drag through the address in the letter to select it
Display the MAILINGS tab
Click the Create Envelopes button to display the Envelopes and Labels dialog box

If necessary, click the Envelopes tab

Type the desired address

Insert an envelope in your printer

Click the Print button to print the envelope
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