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INTRODUCTION

Hello and thanks for downloading my ebook!

First off a little bit about myself... originally from Leicestershire, UK | moved to Ireland back in 2007
with my other half and a suitcase!

After a few years in Ireland, not to mention the 18 years in the UK, of working in a variety of
administrative roles for other people, | decided to take the plunge and start my own business in
2010.

And that’s when OutofhoursAdmin was born; a virtual assistant service providing remote admin
support to businesses throughout Ireland and the UK.

After receiving numerous questions about MS Office from clients, | decided to share my answers in
the form of tutorials which | post regularly on my blog.

This ebook is a compilation of all my tutorials from my blog for Microsoft Word 2007 put together in
a handy guide which | hope you will find useful.

And, don’t forget if you want an extra pair of hands to help with any of your administration, get in
touch by emailing me at sharon@outofhoursadmin.ie or you can connect with me on Facebook,
LinkedIn or subscribe to my YouTube channel.

Thanks,

Sharon


http://www.outofhoursadmin.ie/
http://www.outofhoursadmin.ie/category/blog/
mailto:sharon@outofhoursadmin.ie
https://www.facebook.com/OutofhoursAdmin/
http://ie.linkedin.com/in/outofhoursadmin
http://www.youtube.com/user/outofhoursadmin/videos

How To START (& MAINTAIN) A PRODUCTIVE DAY

I’'m not a morning person! | admit that | struggle for the first couple of hours of the day but being a
Virtual Assistant means I’'m lucky enough to work from home and schedule work in to fit around my
peak times. We're all different and our productivity levels peak at different times during the day (&
night) yet the majority of us end up working against our body clock, struggling to be productive at
the wrong time.

If your working day isn’t flexible enough and you have to work during “off peak” times, how can you
maintain the same level of productivity that you have during your peak time? Listed below are a few
tips to get you started:-

» First things first, make sure you get adequate sleep, again everyone is different —
some people can manage on only 5 hours, others prefer 7-8. | know if | have less than 7
then I'm like a tetchy two year old. However many hours you know you need to wake up
feeling refreshed, make sure you get that amount!

» Wipe the smile off your face I'm not talking about alcoholic drink! I'm talking about
water! Drink plenty of water throughout the day & keep yourself hydrated.

» Try to eat little and often to keep your energy levels up — it’s no good not having
breakfast then having a huge lunch to make up for it. How many times have you gone out
for lunch, eaten more than usual then just want to curl up & sleep? Little and often is the
key!

» Taking regular breaks will help you to re-focus. Try taking a 10 minute break every
hour — it may sound like you’ll get nothing done as all you’re doing is having breaks, but
you’ll be surprised at how productive you’ll be.

» | admit this is one area that | struggle with — I’'m nice and warm in my office and
the thought of going for a walk or doing any form of exercise fills me with discontent!
However, going for a brisk walk during the day will refresh you and you’ll be more focused
when you return. I've now started going for a 20 minute walk in the morning before | start
my work and it’s amazing how much more energised | feel afterwards (especially as I'm not a
morning person!)
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WHICH VERSION OF MICROSOFT OFFICE DO I HAVE?
I’'m often asked how to do things in Excel or Word by clients, which is fine (that’s what I’'m here for).
My first question is always “what version of Office do you use?” to which the response is usually “I

have no idea, where does it tell me that?”. So this short guide is to show you how to find it...

The following screen shots are all from using Excel, however the same would also apply if you were
in Word.

Click on the Microsoft Office button in the top left corner of the screen, then click Options, go to
Resources...

] Recent Documents !
=== | T\ ammayys Lo s
2 ! AEEESSGRlRR—
g |2 ie @
- =1 Auge
B L 5 4
b s i
| 6
M Saveas >
AN
L~
Z/T Prgpace ¥
‘35 Seng ’
- hih b
-k A
-
| Close
| 2} Excei Options || X €mt Excel
157
16
Excel Options r?’ 'Y
Pagutar Cln Contact Microsoft, find onlint resources, and maintain heath and reliabdity of your Miccoseft Office
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Alternatively, you can click the start button on your desktop & type Microsoft into the search bar,
which should then list all Microsoft programs along with the version that you’re using.

MS OFFICE Which Version of Microsoft Office Do | Have? Page | 5
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How To SET YOUR DEFAULT LANGUAGE

| used to find it quite frustrating that my spellchecker would underline words which | knew were
spelt correctly, it’s because my language settings were automatically defaulted to US English, so |
changed it.

You can of course change the settings in each application of MS Office individually; this tutorial will
show you how to do the whole lot in one go.

Click on the Start button, select All Programs...

é Internet ) My Documents

Internet Explorer

& } E b My Recent Documents »
: -I E-mail

Outlook Express ﬁ) 3
! My Pictures
§ = .
ILX = Microsoft Office Excel 2007 | |7/ My Music
wam

7 g’ My Computer
Mg Microsoft Office Word 2007 =

g My Network Places
Microsoft Office PowerPoint
123

“H0E @? Control Panel

® Windows Media Player @, Set Program Access and
Defaults

v MSH }:ﬁ; Printers and Faxes

d windows Messenger @) Help and Support

p Search

all Programs D {—J Run...

@] Log Off I Turn OFf Computer

Then choose Microsoft Office, Microsoft Office Tools, and click on Microsoft Office 2007 Language
Settings...

@ Microsoft Office Microsoft Digital Certificate for VB4 Projects

|@ Oracle VM VirtualBox Guest Additions  » ¢ Microsoft Office Excel 2007 [&] Microsoft Clip Organizer

@) Sstartup »
& Internet Explorer
»nt mMsn

B

¥ Microsoft Office 2007 Language Settings

7! Microsoft Office OneNote 2007

Microsoft Office PowerPoint 2007
. Microsoft Office Word 2007

B Microsoft Office Diagnostics
| GZ] Microsoft Office Picture Manager

On the right side will be a list of enabled editing languages, the language you want needs to be in
this list, if it isn’t you can add it from the languages available list on the left hand side. This is where
you can set your default language — in my case | want it to be English (UK). Select your language as
the primary editing language and click OK...

MS OFFICE How To Set Your Default Language Page | 6
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A Microsoft Office Language Settings 2007
| Editing Languages ' About Language Settings |

Set your editing language preferences for all Microsoft Office programs.

Available editing languages Enabled editing languages
Afrikaans A English (U.K.)

Albanian =) English (U.S.)
Alsatian Aad
Amharic

Arabic (Algeria) Remove
Arabic (Bahrain)

Arabic (Egypt)
Arabic (Iraq)

(<€

Primary editing language

Set your default editing language. This choice defines the [Engﬁsh UK)
editing options in your Microsoft Office programs.

You should then see this message which is basically warning you that you are changing the primary
language...

Microsoft Office Lang Settings @

a

The primary editing language has been changed and will take effect the next time you start your Microsoft Office programs. This change may replace some of your Microsoft Office
customizations, such as preferred fonts and tab stops in the blank document template. Do you want to continue?

...and that’s it! All of your Microsoft Office programs will now be defaulted to your primary language.

MS OFFICE

How To Set Your Default Language Page | 7
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How To CUSTOMISE YOUR RECENT FILES LIST

It's always handy to have your most recent documents displayed at the top of the list when you click
into Recent Documents, however you can customise this list so it contains as many documents as
you wish.

Click on the Microsoft Office Button, select Word Options, click on Advanced from the menu on the
left, scroll down to the Display section, change the number of the Recent Documents and click OK...
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QuicK KEYBOARD TIPS

Below is a list of keyboard shortcuts for Word, most of which | would use on a regular basis. The
majority of them you probably already know of however there are a couple of shortcuts used for
formatting which may be useful to know.

Ctrl + A Selects the whole document
Ctrl +B Makes the selected text bold
Ctrl+C Copies the selected text

Ctrl+D Displays the Font dialog box

Font | Character Spacing |

Font:
+Body

Angsana New
AngsanaUPC
Arabic Typesetting
Arial

Arial Black

Font color: Underline style: Underline color:

Automatic l : l (none) : | Automatic : ]

Effects
Strikethrough Shadow Small caps
Double strikethrough [ outline [] All caps
Superscript Emboss Hidden
[ subscript Engrave

Preview

+Body

This is the body theme font. The current document theme defines which font will be used.

== &) Come |

Ctrl+E Toggles the paragraph between centred and left aligned
Ctrl+F Displays the Find dialog box
Ctrl + G Displays the Go To dialog Box

WORD TUTORIALS Quick Keyboard Tips Page | 10
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Enter page number:

|

IEJ Enter + and - to move relative to the current location. Example: +4 wil
move forward four items.

| Previous | [ Next

Ctrl +H Displays the Replace dialog box

Ctrl +1 Makes the selected text italic

Ctrl +)J Toggles the paragraph between justified and left aligned
Ctrl + K Displays the insert a Hyperlink dialog box
Ctrl +L Left aligns a paragraph

Ctrl+ M Indents a paragraph from the left

Ctrl+ N Creates a new default document

Ctrl+ 0O Displays the Open dialog box

Ctrl + P Displays the Print dialog box

Ctrl + Q Removes paragraph formatting

Ctrl +R Right aligns a paragraph

Ctrl +S Saves the active document

Ctrl+T Creates a hanging indent

Ctrl+U Underlines the selected text

Ctrl +V Pastes copied or cut text into the document
Ctrl+ W Closes the active document

Ctrl + X Cuts the selected text

Ctrl+Y Repeats the last repeatable action

Ctrl + 2 Undoes the last action

All of these shortcuts can be viewed by hovering over the relevant icon in the task ribbon.

WORD TUTORIALS Quick Keyboard Tips Page | 11
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Documentl - Microsoft Word

Home Insert Page Layout References Mailings Review View Developer
=) $ Cut . - E ~ vl sz L am L =L | (S sl A
4] {3 Copy Sl & LSNUEZMEERS SRl AR S AaBbCcD¢ | AaBt
Paste - J v |32« . : b= || .2y v - fNo ¢
- J Format Painter B 7 U -abex x Aa|¥- A EERE |- Normal No ¢
Chipboard P Font s Paragraph
g ’ .

j_] "3"'1"'8'"ﬂAlignTmRigm(cmoR) R R,

[ Align text to the right,

So there you have the most basic shortcuts for formatting Word.

Happy typing!

WORD TUTORIALS Quick Keyboard Tips Page | 12
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How To CUSTOMISE PROOFING OPTIONS

As a virtual assistant one of the things | get to do a lot of is type... whether it's reports, pages of a
book, presentations, you name it | type it!

I've never been a huge fan of Word — I'm more of a spreadsheet kind of girl, but | have to admit that
Word 2007 has changed me! Gone are the endless drop-down menus from the 2003 version that
you had to trawl through to find things...

4 Document! - Options
PHe Edt vew

ktion for help s

v a?; v A v
: g .
Security J Spelling & Grammar | Track Changes % 1A 21

Speling

[V]iCheck spelling as you type:

- [] Hide spelling errors in this document
Always suggest corrections

[] suagest from main dictionary only

' Ignore words in UPPERCASE

» Ignore words with numbers

= Ignore Internet and file addresses

view |  General | Edit | Print l]— Save

User Information 7“ Compatibility _H_ File Locations ‘\
|
|

[ Custom Dictionaries. .. ]

Grammar
Check grammar as you type \Writing style:
[] Hide grammatical errors in this document IGrammar Only \j
q Check grammar with spelling
[] show readability statistics [

Settings... j

-4-

Proofing Tools

[ Check Document ]

uw
= BE|zw ¢
Page 1 Sec 1 1K

Instead, Microsoft has its own button where you can customise everything to your hearts content.
This button is located in the top left corner of the screen and is visible the whole time an application
is open.

WORD TUTORIALS How To Customise Proofing Options Page | 13
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Page Layout References Mallings Review View

A =ii=stinssl

Click here to open, save, or print,

and to see everything else you can by . 7
do with your document. A

L
L]

When you click on the Office Button, it will bring up a menu where you can choose print, save, open
etc — click on the Word Options button in the bottom right corner.

Recent Documents

/ QOpen
Save

Save As

N 0 N I W e W e

Prepare

Send

I
@

Publish

_T Close

2} Word Options [ X Exit Word

This opens up a menu for you to go through and customise everything you want to from the colour
scheme of the actual ribbon to how often you want the auto-recover to save the document. I've
changed the colour scheme for all my Microsoft applications to black, which is why my screenshots
may look slightly different to yours! This short guide focuses purely on the Proofing options.

WORD TUTORIALS How To Customise Proofing Options Page | 14
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Popular

%L Change how Word corrects and formats your text.

Display

[mmg- ——ﬂl AutoCorrect options

Save Change how Word corrects and formats text as you type: AutoCorrect Options...

Advanced
When correcting spelling in Microsoft Office programs

Customize

Ignore words in UPPERCASE

Add-Ins Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

= Enforce accented uppercase in French

Trust Center
Resources

[7] suggest from main dictionary only

[ Custom Dictionaries... ]

French modes: ]Traditional and new spellings IZI

When correcting spelling and grammar in Word

Check spelling as you type

Use contextual spelling

Mark grammar errors as you type
Check grammar with spelling

[] Show readability statistics

i e
Writing Style: \LGrammar Only E
Check Document

-
Exceptions for: I@ Documentt EI

Hide spelling errors in this document only
[ Hide grammar errors in this document only

Here, you can customise how you want the spellcheck and autocorrect to work. If you click on
AutoCorrect Options, it brings up a handy little menu where you can add words that you know you
always spell incorrectly. For example, if you know that you always type wieght instead of weight,
you can add this to the autocorrect so it will automatically change it to the correct spelling. One of
the typos I'm always making is "the" — I'm forever typing "teh" instead (seems my fingers can't keep
up with my brain). So, I've set up Word to automatically correct this, instead of flagging it up and me
having to change it at the end.

WORD TUTORIALS How To Customise Proofing Options Page | 15
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Wmv——-1 AutoCorrect options

Save Change how Word corrects and formats text as you type:
Advanced _
Customize —— —

AutoFormat ‘Smart Tags
Add-Ins = ST 208

AutoCorrect | Math AutoCorrect | AutoFormat As You Type

Trust Center Show AutoCorrect Options buttons

Resources 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 text as you type
Replace: With: @) Plain text Formatted text
teh |the

(GGG GIRvIRe]

bamadda] | ocer |

[¥] Automatically use suggestions from the spelling checker

Lo J[ conca |

You can also change the formatting as you type. Fractions are a good example of this — when you
type in 1/2 it will automatically change to the fraction half.

WORD TUTORIALS How To Customise Proofing Options Page | 16
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AutoFormat I Smart Tags
AutoCorrect | Math AutoCorrect AutoFormat As You Type

Replace as you type
“Straight quotes” with “smart quotes” Ordinals (1st) with superscript
Fractions (1/2) with fraction character (2) Hyphens (-) with dash (—)
*Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks

Apply as you type
Automatic bulleted lists Automatic numbered lists
Border lines Tables
Built-in Heading styles

Automatically as you type
Format beginning of list item like the one before it
Set left- and first-indent with tabs and backspaces
Define styles based on your formatting

| know everybody's different, so have a play around with the different options and customise it the
way you want it.

~

Ninja Note:

Remember that everything
you change in here will
automatically apply to ALL
Word documents you open or
create from now on!

/

WORD TUTORIALS How To Customise Proofing Options Page | 17



How To USE FORMAT PAINTER
There is an icon on the toolbar in MS Office applications that is a little gem.

It saves so much time when typing documents. It's the Format Painter icon.

Basically it does exactly what it says... it paints (copies) the format of a selected area and applies it to
another (hover over the icon and it will give you a description of what it does).

F Format Painter bl i

Clipboard " Fonmt

1‘ Format Painter !

Copy formatting from one place
and apply it to another
Double-click this button to apply
the same formatting to multiple
places in the document.

& Press F1 for more help.

You'll find this icon in the Home section of the ribbon, in the Clipboard group.

— Home Insert Page Layout

= Cut
= & O Calibri .
p’ 5 53 Copy
aste [
~ J Format Painter | Etmekie|
Clipboard P Fon

Below is an example of what it can be used for in Word:

You have a document which you've been adding to on a regular basis — maybe pages of a book or a
guide that you're typing out. You've been pasting quotations or paragraphs from other sources
which have different formats to the rest of your document. If you highlight a section of the
paragraph that you want to keep the formatting for, click on Format Painter and you'll see the
mouse cursor has changed slightly — it now has a paintbrush next to it.
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=2/ Home | inser  Pagelayout  References  Maiings  Review  View  Developer

= Cut q I T | 1R ||| et e [
| H _gaw e "2 A |@|¥= i=- 7':"“*?3@@ AaBbCcDe | A2BoCeDc AaBbC( AaBbCe £
| Paste g B2 U -ahe x, X Aa|[¥- A-| [BE 3 W[} O~ d-| | tnoma |thospaci.. Headingl  Heading 2

)

Clipboard

-

Font

WHAT IS FORMAT PAINTER?
How do-I use it?

Where do | find it?

Highlight the section of text that you want to change, let go and it will automatically copy the format
of the original text that you selected.

[0 G SR RN SO RN SR RN ACR R I JPNUNRY A o SORLI ¥ D ¢ SN

WHAT IS FORMAT PAINTER?
How do I use it?

Where do I find it?

If you have multiple sections of text that you want re-formatted, highlight the formatting you want
to keep, double-click the Format Painter icon, highlight the first section of text you want to change,

then highlight the 2nd section and so on.

Personally, | think Format Painter is a tool that is really under-used, which is a shame as it’s so handy
for quick formatting.

. N
9

Ninja Note:

To close Format Painter either
press the Escape key or click
on the Format Painter again.

. /

WORD TUTORIALS How To Use Format Painter Page | 19
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HoOw To DELETE A PAGE

A client asked me a very good question the other day — she wanted to know if there was a button in
Word called Remove a page. There’s one on the ribbon called Insert a Blank Page so it’s only fair to
assume there’s one for the opposite, right? Wrong! There isn’t! But there is an easy way to delete
pages, below is my quick guide on how to do this.

The first thing to do is turn on the Show Paragraph Marks which is located in the Paragraph section
of the Home tab...

Insert Page Layout References [ETHT Review View Developer Add-I

This will make all the spaces, returns and any other formatting symbols appear as in the example
below...

Howdo-deleteapage-in-Wordq]

1

This-is-justsomerandomtextusedas-example pagesinordertoshowhow-to-deleteapage-in-my-
tutorial....q

1

A-client-askedme-a-verygood-questiontheotherday--sheaantedto-knowif-thereawasa-buttonin-
Word-called-Remove-a-page.There'soneontheribbon-called-Inserta-Blank-Pageso-it's-only-fair-to-
assumethere'sonefortheopposite, right?q]

Wrong!-Theredsn't!q]

9

But-thereis-an-easyway-to-deletepages, belowismyquick-guide-on-howto-dothis

1

9

Click on the blank page that you want to remove, making sure that your cursor is positioned in front
of the paragraph mark...

WORD TUTORIALS How To Delete a Page Page | 20
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Butithereis-an-easywayto-deletepages, belowismyquick-guide-on-howto-dothisq
1
1
1

T

I

Position cursor here

Press backspace or delete and that page will disappear moving your cursor back to the end of the
previous page (you might need to press delete a few times depending on how many “returns” were

pressed on the blank page)...

VVIUNEITInEIeIsn uy

1

Butthereis-an-easyway-to-delete pages, belowismyquick-guide-on-howto-dothisq

Then you can turn off the Paragraph marks by clicking the Show/Hide Paragraph Marks button again
in the Home tab on the ribbon...

Insert Page Layout References Mailings
comnonn -Ji <A & | Ax | % | 2ok 24 |
B 7 U e, x|\ - 4~

And that’s it.

WORD TUTORIALS How To Delete a Page Page | 21



MS Word 2007 Tutorials | OutofhoursAdmin

How To QUICKLY DELETE WORDS

This quick tip might end up being one of those little gems that you didn’t know about and | promise

it will save you time!

How do you normally delete words when typing in MS Word? Do you usually press backspace or the
delete key several times (or hold it down continuously) until the words are gone?

Did you know there is a quicker way?

All you have to do is press Ctrl

Ctrl+Delete deletes text from where the cursor is to the end of the next word, e.g. if you want to

delete 3 words to the right, press Ctrl+Delete 3 times.

i Vit x
S80B000BR0O0UE0EE 300
(7o Jomlelclelvfolifofofo]r] o Rosfendjrn
L cos Jafsfalefofnfo]ufu]i] ] om |
CEI00BO000asnES O
El DT £ coB

Ctrl+Backspace deletes words to the left of where the cursor is.

SnoooooooooEE- | &o0
CORERODONDENNEI OO0

E30000000000 8 TS
'ﬂ-ﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ.-l t
El DEEars ©O ooR

And that’s it!
A quick and easy way to carry out mass deletions when editing documents.

WORD TUTORIALS How To Quickly Delete Words

Page | 22
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How To OVERTYPE TEXT

Many of you have probably read the title and thought what am | talking about? Surely you highlight
the text and start typing, right? Well any of you who currently use, or have previously used Word
version 2003, will know that by pressing Insert on your keyboard will change to overtype mode. In
later versions, however, this key no longer works... unless you know how to switch it on!

Right click the status bar (at the bottom of the screen), and click Overtype...

Customize Status Bar
Formatted Page Number 1
Section 1
‘Z\ Page Number 1ofl
Vertical Page Position 3em
Line Number 2
Column 34
‘1\ Word Count 25
‘Z‘ Spelling and Grammar Check No Errors
‘Z‘ Language English (U.S))
‘i‘ Signatures Off
‘7\ Information Management Policy Off
\Z\ Permissions off
Track Changes Off
Caps Lock Off
Qvertype Overtype
Selection Mode
Macro Recording Mot Recording
\Z\ View Shortcuts
E/J Zoom
\7‘ Zoom Slider

This will display the Insert mode on the left side of the status bar. If you click on Insert...

Page:1of1  Words:25 | (4 English(UK) Insert
/4 Start

Click Insert

..it will change to Overtype mode and you can then overtype existing text. Click the word Overtype
when you've finished and it will change back to Insert mode...

) - | O

Page:1of1  Words: 25 | Q‘ﬁ English (U.K)) |'=‘_09’eitypt‘-'"‘

g Document1 - Microsof ...

Pressing Insert on your keyboard will still have no effect, however if you want the insert key to turn
Overtype on & off, you have to set it up as your default. To do this, click on the Microsoft Office
button, and open up the Word Options...
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Recent Documents

New =
1 Example text ==
> — = | =
/7 Open 2
b =
"y Save As )
&
Print L4
5%, Prepare »
]
| Send »
)}"' Publish »
=5
. Close

[@ Word Options } {X Exit Word

Click on Advanced, and in the Editing Options section tick the box for Use the Insert key to control
overtype mode, then press OK...

Word Options

Popular [ )
ie—| Advanced options for working with Word.

Display

Proofing Editing options

Save Typing replaces selected text =

When selecting, automatically select entire word
Allow text to be dragged and dropped
Customize Use CTRL = Click to follow hyperlink
[[] Automatically create drawing canvas when inserting AutoShapes S
Use smart paragraph selection
Trust Center Use smart cursoring
iUse the Insert key to control overtype mode:

Use overtype mode
[] Prompt to update style
[] use Normal style for bulleted or numbered lists
Keep track of formatting

[] Mark formatting inconsistencies
Enable click and type

["‘-ﬁdvanced a'l

Add-Ins

Resources

Default paragraph style: | Normal v

[[] Automatically switch keyboard to match language of surrounding text

This means that you can now go back to using the Insert key on your keyboard to control overtyping.
Remember though that any changes you save within the Word Options menu will now be set for any
future documents that you create or open.
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How To COUNT WORDS

This post takes me back to my school days (a loooong time ago!), when | had to submit an essay of
no more than 500 words etc. Back in those days we had to write essays out (yes with pen & paper!),
and | remember spending many an evening manually counting the words contained in the pages...
those were the days!

Thankfully, there is a much simpler way of counting words now using Word. It’s especially useful for
anyone who schedules their tweets as, I’'m sure you all know, Twitter has a limit of 140 characters.
Type out your tweets in Word first so you can see how many characters you’re using, then copy &
paste them into Twitter.

Whenever you highlight sections in Word, whether it’s a couple of words, lines or paragraphs, you'll
notice a word count automatically appears in the toolbar at the bottom of the screen...

s 32 K [weet ScheduleS Microsoft Word non-commercial use

Page Layout References Mailings Review View Developer

~111 A K| |‘5§ =i A A L A AaB AaBbCcDc| AaBbCcD: AaBbC: AaBbCc |-
[ ‘ ;

Don't forget if you want to know how to do something in Excel, Word or PowerPoint, let me
know & I'll be happy to help:)

For example the above picture shows there are 26 words highlighted.

If you don’t see the word count in the bottom bar, it means it’s switched off. In order to switch it on,
right click your mouse anywhere on the bottom toolbar, and select Word Count...
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| -

|| catibri (Body) A A
B I U -abex, x' Aa-|¥-A

“Font 1ed)

T -

=S

Customize Status Bar
1
1

Formatted Page Number

Section

Page Number lofl
Vertical Page Position 3cm
Line Number 2
Column 32
Word Count 107
Spelling and Grammar Check No Errors
Language

Signatures Off
Information Management Policy Off
Permissions Off
Track Changes ort
Caps Lock Off
Qvertype Insert

Selection Moge

Macro Recording Not Recording
View Shortcuts
Zoom 100%

goom Slider

« =

Page:1of 1

View

=l

il 3% 3= E UMSSIEC T
|

Developer

FEMIT A

v how to do something it

But what about spaces? Obviously Twitter measures the number of characters (including spaces),

and not only words.

Well, if you click on the Word count, it will bring up a dialog box...

Word Count L ? l X J
Statistics:
Pages 1
Words 26
Characters (no spaces) 96
Characters (with spaces) 121
Paragraphs 0
Lines 2
Include textboxes, footnotes and endnotes
Close
-

You'll see that everything is counted!
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How To MOVE PARAGRAPHS QUICKLY

| often get asked to make Word documents look more "presentable", and this usually means having
to move paragraphs of text around. The most obvious way to do this would be to highlight the text,
cut and paste to where you want it positioned. However... there is a quicker way!

Firstly highlight the text / paragraph that you want to move. A quick way of doing this is to move the

cursor over to the far left of the text until it changes shape to a white block arrow pointing
diagonally up to the right...

A

Click and drag down to highlight the lines of text in one go...

D

- JEnits

If you run a SME or start-up business and need help with your administration, then all the
help you need is here.

Simply send me the files, dictation or even your to-do list and | will take care of itto the
highest professional standards.

I'm currently based in Co Wicklow, but my clients are located all over Ireland as | work
remotely from my own home office.

So what can I do to help?
If you have a backlog of paperwork you need to clear, call me and I'll take care of it.

If you need someone to take care of the regular, routine administrative work while you or
your team concentrate on your core business, then | can help there too.

If you need extra cover while someone is out sick or on maternity leave, leave it to me.

¥% Virtual Keyboard & x
1 2 3 4 S 6 7 8 9 0 - _H] (e Ins  Hm | PUp o
Tab qQlilwlile r t Yy u | 0 p [ ] - Del | End PDn 7 8 9
Caps als d Flolhil) k | a . Enter 4 S |6
eSS ) A e A e g o I T St e R TRl e ey,
fesrm ] zlxfleciviblinlim]. | | ¢ shift 1213}«

o

L L[ T T e s 1] 18
7cm @7 | Altr Acmﬁ 7°-AL.]-° I ol |

...and this will move the selected text up or down to where you want it...
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I'm currently based in Co Wicklow, but my clients are located all over Ireland as | work
remotely from my own home office.

If you run a SME or start-up business and need help with your administration, then all the
help you need is here.

Simply send me the files, dictation or even your to-do list and | will take care of it to the
highest professional standards.

So what can I do to help?
If you have a backlog of paperwork you need to clear, call me and I'll take care of it.

If you need someone to take care of the regular, routine administrative work while you or
your team concentrate on your core business, then | can help there too.

If you need extra cover while someone is out sick or on maternity leave, leave it to me.

The good thing about doing it this way is that you see a live preview of what your new layout looks
like without having to cut, paste & then undo if you don't like it.
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How To INSERT A CONTENTS TABLE

Anybody who has ever typed a large document in Word will know how invaluable a Contents Page is,
and | don't mean the page that you manually type out then have to keep changing the page numbers
as you add more & more to the pages! | mean the automated one that is a feature in Word 2007. It
is surprisingly simple to create and keep updated, below is a guide on how to do this.

To start building your Contents Page, you need to apply heading styles to the relevant titles within
your document. To do this, highlight the relevant text and click on the Heading you like in the Styles
section on the Home tab.

Home [EROY Pagelayout  References  Mailings  Review  View  Developer

20 Jcut = a @ ili= E - {
B [combria (eacings)  ~[14 -J| A" a"[[2}]|[= il AQB! aasbceoe assbeeoe | AaBbCi| AaBbCe AaBbeer daBbees AADB aaBbec. acsbeeo. aasbeond %

<3 Copy
Heading1 | Heading2 | Heading3 Heading4 Title Subtitle  Subtle Em. Emphasis |=| Change

Paste B\ Z U ~abex, x Aa"| &~ A-||| = | Sy~ i Fiona  Normal | No Spaci.. 25
< s } s

J Format Painter

For example, the document below shows the name of the chapters and their subheadings with the
Headings 1 and Headings 3 styles applied...

Word Tutorials

What is a contents table?

Introduction

The benefits of a contents table

Example 1

Example 2

Example 3

Place the cursor at the point where you want the Contents Table to be, go to the References tab on
the ribbon, and click on Table of Contents...

pr————

Home Insert Page Layout References Mailings Review View Developer

[ Add Text ~ _iyInsert Endnote f 5 3 Manage Sources ) Insert Table of Figures ||
: =¥ Update Table AB Next Footnote ~ —% 5 Style: m ! Update Table
Table of Insert ; o N Insert héj - Insert
Footnote = ~Now Notes

Contents ~ Caption [f] Cross-reference

Citation ~ @) Bibliography ~

fnotes

A drop down menu will appear showing examples of different styles of Contents Pages; choose
which one you prefer...
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Page Layout References Mailings

[ Add Text - . 3yInsert Endnote 5 3 3
) Update Table AK Next Footnote = || | {
Table of | Insert : = Insert
Contents®] || Footnote i Sowlotes || citation~ |
Built-In A
Automatic Table 1
Contents
| Meating 1 1
[ F N— BRSSO (EE e 1
| N R T T T T e R o TPy |
I
I
| Automatic Table 2
Table of Contents
Neating 1 1
| Manual Table
Table of Contents
Type chapter tithe (level 1) ;i . S 1
B e O
Type chapter tie (leved 1) g )
L) | Insert Table of Contents...
1 _’& Remove Table of Contents
| i save Selection to Table of Contents Gallery...

If you want to edit the actual Contents Page before inserting it, e.g. if you don't want to show page
numbers etc, click Insert Table of Contents...

Page Layout References Mailings

. Ihum“ Endnote | } |
1 Y update Table ‘ AR Next Footnote ~ =
Table of 3 Insert
Contents || Footnote Ll Show Hotes || Citation -
Built-In
Automatic Table 1
Contents
Heatng 1 . . 1
[ T RS S S S G S TS S S S . |
Automatic Table 2
Table of Contents
Meading 1 1
Meadng 2... . . ————e i 1
[ e e [ ST [T e S ey, |
Manual Table
Table of Contents
Type chapter tithe (hevel 1), 1
Type chapter tithe {level 2. .2
Type chapter tele (level 1) - L]
) Insert Table of Contents...
\_}\ Remove Table of Contents
.’h Save Selection to Table of Contents Gallery...

This will open a dialog box where you can customise the table to your own preferences...
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| Index | Table of Contents | Table of Figures | Table of Authorities |
Print Preview Web Preview

Heading 1 Heading 1

Heading 2 Heading 2
Heading 3 Heading 3

Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: ‘

General

Formats: [From template |ZI
Show levels: ’3 &ﬂ

And that's it; a new Contents Table will appear...

Contents

312 o o ) B P2 o] o TR AR R R L L R R L e L L L R L L L ELL L L L LS LT LA R ELL R L LL L L L LS AELL I E S LLL R ELLLS SELLLEEEL 2
Intreducton T T R T T T T T 2

ThebBenelitsoRaconte Rt b Dl e e e S T e e S T e e 2
00 LT o= 2
] e e T e e AR AR SR s 2
51z ] 2 (RS b e 2

oW Oa0d 8 N e NS D 3
SEEP Lvurururueueseseaessessesessssssssssassssssesssssseseseseaeses s e aeAeaea s s s AeAeAeA A e e s A AeAeAea e e e AR eAea et s s e aenene 3
STEP Zuuvrrereueserereseeeessssssssassesessssseasssssssse e e et s s e E e R AR e R e R e R eReAeReRe e e e e e et e s eseaeaeReaeananas 3
STEP Burrrvereueseseseseesesessssssssasssseaeasssaeasasasae e e et e e e e e s A eaeAeAeAeAeAeAeRe e e e e st et ee et eseaeaeaeaeaeanas 3
SEEP Burvreueueseseseseeessessssessasssseasssseasasseseae e e e s e e s s e s A A eAeAeAeReAeReRe e e e e e e e e s eaeaeaeaeaeananan 3
SO SuvrerererereseseseessssssssssssassssesesessssssssssssasssssstsssseseseseaeseaeseaeAeAeRe e e e e e s s et eaeaeaeaeaeasanan 3

BEEAMS. o= susssssnssasnssssaassessysa s ss e s s s e M s e e v s s e e s RSt 4

If you make any changes to the document at any stage, for example another 2 pages of text is added
thereby throwing all the page numbering out, you can easily update the Contents Table in 2 clicks!
You can either right click anywhere within the table and choose Update Field...
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z 0 _J! Update Table...

Contents

Wihiat s 3 contents table? ...ouuwmimsimnne Colbri Boc - [11 =A™ A™ A F o 2
introduction B I EYW-A-EES- 2

The benefits of a contents table} : 2

| Example & 5]
[STETLTT 3 Am— i’ - -2
T ‘ @ Paste 2

G 5 S oS TR :} 20 -Abecate Fiekd B
3 Edit Field... ‘
Stepl. : : Toggle Field Codes -
Step Zuuuvvrnee. S e 3
I3 v s = (P 3
Stepd... LiZ pulets » 3
|Step 5. 5 {= HNumbering » 3

Result -4

Or, click on Update Table in the Table of Contents section in the References tab on the ribbon...

Home Insert Page Layout References Mailings Review View Developer
[ Add Text - AB‘ [/ Insert Endnote Q ) Manage Sources -} Insert Table of Figure
=3 3 update Table Next Footnote ~ (3 styte: [apa - )/ Update Table
Table of Insert Ag Insert .., - Insert
Contents ~ Footnote _j Show Notes Citation ~ ﬁj Bibliography ~ Caption L] Cross-reference
' 2 =3 3 = R = L =

Table of Contents & y ns

Whichever way you choose, a dialog box will appear asking if you want to update the page numbers
only or the entire table. Choose which one you want to do and click OK...

Word is updating the table of contents. Select one of
the following options:

@ Update page numbers only
() Update entire table

'Update Table of Contents M

Lok [ concel |

And that's it! A quick and simple way of inserting and editing a Contents Page without the need to
manually update everything.
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How To CHANGE THE BACKGROUND OF A DOCUMENT

If you have a Word document that you think looks a bit boring, there are a quite a few options
available in Word to "jazz it up". Below is a quick guide on how to change the background colour
and effects.

Select the Page Layout tab on the Ribbon, and go to the Page Background section, click on Page
Colour and hover over a colour — the live preview means you can see what the page will look like
before actually clicking on a colour.

Document2 = M;
References Mailings Review View Developer

m nams' I I_)] »= Breaks ~ ,r:
m Fonts ;_] Line Numbers ~ Left 0cm
s w-lemurk Plge Paqe

Margins Onenmwn Size  Columns

Nyphenahon'\ [Color - Borders || B Right: 0 @
| =

No Color
More Colors...
Eill Effects...

Mailings Review  View Developer

1 colors - Spacing el By’
I Bl ™A iy 3 1 Ly
[AlFonts ~ | ) Line Numbers + | EI Lett: 0cm 2 || 4 Before: 0 pt 2| - - -
mes Margins Orientation Size Columns Watermark Pnge Pagz pg | 99 I —1|| Position Bring to Send to nt Ahgn Group Pm ate
v 5 v - b¥ Hyphenation ~ ‘ B3 Right: 0 cm &l V= After: |0pt Front~ Batk ’

> Color ~'Borders

. .I.I..I; R R 2R O O T VORI T XTI VR T ¥ SR T O Ol

E
]
||I||I|i||

Standard Colors

L 1} fEEEEN
Ho Color business and need help with the administrative and other jobs you
More Colors... hen all the help you need is here.
Eill Effects...
SiTIpIy SETIU e e mes, ion or research criteria and | will take care of it, within hours, to the

highest professional standards.l

TV A 32

This brings up a menu where you can select the shading styles / gradient of the colour...
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() Horizontal

() Vertical

(©) Diagonal up
() Diagonal down
) From corner
@ From center

[] rotate fill effect with shape

| Gradient | Texture | pattern | Picture |

Texture:

rs o —
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- —

| —
-y

=

7 e
|
i',;\’w_".:
PP7 N
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...you can change the pattern of the background using the colours previously selected, or you can
select new colours...

| Gradient | Texture | Pattern | Picture |
Pattern:

Large arid I
Foreground: Background:
| [~ | |

Sample:

[T rotate fill effect with shape -

...and if you don't actually want any of the pre-determined options, then you can download a picture
of your own to use as a background image; click on Select Picture and navigate to the folder where

your picture is saved.
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| Gradient | Texture | Pattern | Picture |

Picture:

[ Lock picture aspect ratio

[ Rotate fill effect with shape

It's all about personal preference and obviously what the document is being used for. There are so
many different variations that it's best to have a play around and find one that suits the document.
Obviously this is just one way to spice it up!
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How To VIEwW THUMBNAILS
Thumbnails are the smaller images of pages within the document you're currently working in.
You're probably more familiar with them in PowerPoint as the "Normal" view has thumbnails down

the left side next to the main slide you're working on.

Well, the same applies to Word. If you're working on a document several pages long and the
thought of scrolling up & down pages drives you insane... then view the thumbnails.

This is a very quick guide to show you how.

So, firstly make sure you're on the View tab in the ribbon.

Home Insert Page Layout References Mailings Review i Developer

Ruler [] Document Map
I:] Gridlines E] Thumbnails

= I E D 1 \View Side by Side ‘ @
_i' .3} Synchronous Scrolling

New Arrange Split . Switch
Window Al 214 Reset Window Position | windows ~

Two Pages
Print |Full Screen Web  Outline Draft = k
Layout| Reading Layout =] Page Width

Message Bar

In the Show/Hide section is the option Thumbnails — tick that box...

=y .
Home Insert Page Layout References Mailings Review View Developer
_I = E] = | (| @] Ruter. [C] Document Map. Il [S§; Jonepage || —FE-I r ‘ 1 ) View Side by Side (
T HH » 2, =

[] Gridiines Thumbnails =29 (] Two Pages 1] Synchronous Scrofling
Print |Full Screen Web Outline Draft Zoom 100% 9 New Arrange Remove . % Switch
{Llayout | Reading Layout Message Bar =) Page Width || window  All split | 2l Vindow Position | windows »

i
L}

Document Views

...and you'll see thumbnail images down the left side of the main document, so you can go straight to
the page you recognise without scrolling up & down —simple!

Bl E

Print |Full Screen Web Outline
Layout | Reading Layout

il
I

il

Thumbnails & x | [

]
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How To CREATE LETTER HEADS USING WORD

After I'd had my website and logo redesigned, | then thought about stationery. Obviously I'd had
business cards printed to incorporate the new design but what about headed paper, compliment
slips etc. All | really needed for my headed paper was my logo and company registration / contact
details on the page, so | thought I'd try and save money & do my own stationery in Word.

This step by step guide will show you how to create your own headed paper.

So, firstly open up a blank Word document and go to Insert on the ribbon.

e

Pagelayout  References  Mailings  Review  View  Developer

3 HOIED DM R O S e

Cover Blank Page || Table || Picture (np shapes SmartArt Chart || Hyperlink Bookmark Cross-reference Header Footer Page Text Quick WordArt "rrJ
Page~ Page Break - Box~ Patsv "gd Object ~

In the Header & Footer section, click on Header. Headers are generally used for documents such as
tenders, books, proposals etc where you could have the title, page number, author at the top of
every page. In this case, | chose to use it to design my own headed paper. If you have your logo
saved as an image on your computer, you can choose to insert that into the header. All you need to
do is select Edit Header and it will bring up a blank header section.

Page Layout References Mailings Review View Developer

=" <o) | - =] =t L = A _xSignature Line -
= 0PRSS S 2yl g = [ S o M2
g | _gbate & Time
Cover Blank Paqe Table Picture Chp Shapes SmartArt Chart || Hyperlink Bookmark Cross-reference | Hudef Footer Page Text Quuk WordArt Dr %
Page ~ Page Break | Number~ || Box~ Parts~ HODJ'“

|
Lu—JL—-A—.——.-——JL—M—..J—J“ Bumln B :'I_J

Ty e

Blank (Three Columns)

Ty et e e (e et

Alphabet

[Type the document title]

Annual

[Type the document title] | [Year]

Austere (Even Page)

BT e corna

4 goit Header

_,{ Remove Header ———————
Edit Header |
A4 LA >

You’ll then notice that you’re in a new tab called Design under Header & Footer Tools, this is where
you can make as many changes as you like to your header. Click on Picture, and browse through
your folders to where your image is saved, then click Insert.
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9] Insert Picture
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Your picture will now appear in the header section, there will be another section appear at the top
of the ribbon called Picture Tools, this is where you can format the picture (e.g. add a frame to it,
rotate it, change the size, colour etc).

SHE e

O T 3T VI e i i <ot G TR v s o

Home  Inset  Pagelayout  References  Mailings  Review  View  Developer

% Brightness - J&{ Compress Pctures P Picture Shape -
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5| @ Picture Effects ~ " B Text Wrapping ~ 5 Rotate ~ P 5 wid

g Recolor~ g Reset Picture

O Contrast ~ B Change Picture g \é/ :} i ; d.— n Q E ; j % E_?Pmmsumuv‘

The picture will automatically be positioned in the top left corner, if you want to move this, click on
Home in the ribbon and choose the alignment you prefer. For example, | prefer my logo to be in the
top right corner, so | choose Align text Right in the Paragraph section of the Home tab. It all
depends on your own personal preference though.

Pidure Tools Header &Footerfools

Pagelayout  References Review Developer Format Design

Documentl - Microsoft Word non-commercial use

CELO  Insert

‘j % cut U
~— 133 Copy

Paste | TNormal ~ TNoSpaci.. Headingl ~ Heading 2 Title Subtitle  Subtle Em.. Emphasis = Intel

- J Format Painter

Header |

If you want to add text to your header with the picture, click on Insert and select Text Box, again you
can choose one of the designs listed, or select Draw Text Box.
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B F’:qr Layout References Mailings Review View Developer
=) ) .\jqﬂﬂwlﬁﬂﬂ 25 '\3_721"‘_de““ Jrrevcan i T4
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| Draw Text Box
Insert a text box into the
document, or add text to the
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You can then type in your text and position the text box anywhere you like on the page / header.
When you have finished, click on Close Header and Footer and the image/text will fade out slightly.
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References  Mailings  Review  View  Developer

=l [a I = (5 Previous Section || [] Different First Page _[‘ Header fromTop:  [1.25 cm i
=| | B

=S o3 Ea Next Section Different Odd & Even Pages
3
Iead:r Footer Page Date Quick Picture Clip Go Goto & = = Close Header
Number~ || &Time Parts ~ Art Footer #% Link to Previous Show Document Text [ and Footer

OutofhoursAdmin

Q (&
4
), ¢

Header |

If you don’t have a branded logo yet for your business, you can always use one of the designs shown
in the Header section, all you will need to do is type in your own text. Click on Insert, Header and
choose a design that you like....
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Or you can insert a text box and input all the information you need, this can then be placed
anywhere on the page, so you’re not only restricted to the header.
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Simple Text Box Alphabet Quote Alphabet Sidebar

Annual Quote Annual Sidebar Austere Quote
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B Draw Text Box

Once the text box is inserted, you’ll see another option on the ribbon called Text Box Tools with
Format underneath, this is where you can format your text box, change shape, colour, effects etc.
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Giving you back your lost hours!

You can also change the position of the header in relation to the actual page, either by changing the
measurements at the top of the page, or by dragging the ruler on the left hand side.
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Insert Page Layout Maili W " o
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Header Footer Page Date Quick Picture (hg 010 Goto % =3l Close Header
Number - || &Time Parts v At || Header Footer to Pre ] show Document Text &) Insert Alignment Tab 3nd Footer

Next, we move onto the Footer. | usually use the footer to show my contact details — again it’s
entirely up to you where you position everything, you may prefer your contact details to be in your
header. If you're already in the header section, you can click on Go to Footer and it will
automatically take you there.
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Go to Footer

Activate the footer on this page so
that you can edit it.

OutofhoursAdmin
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If not, then go to Insert on the ribbon and click on Footer and Edit Footer.
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Type in all the details you want to include. Remember, you can format the text by highlighting it,
clicking on Home in the ribbon and selecting the necessary formatting e.g. bold, italic, font size,
alignment etc.
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Email: info@ ie  Web: www.

Once you’re happy with the details, click Close Header and Footer, and that’s it. Now obviously
there is so much more you can do with these options, so have a play around with them until you find
something you really like.
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How To PRINT ADDRESSES ONTO ENVELOPES

How many businesses spend time getting their letters, marketing information etc just right, only to
put it in an envelope that has the address scrawled across the front looking like a doctor's
handwriting (no offence to doctors, but you know what | mean)!

This guide shows you how to print the recipients address on the front of the envelope, and also how
to print a return address, to make it look a bit more professional. I'm going to show you from
scratch how to do one off envelopes.

First things first, you need to open up a new document in Microsoft Word. There are two ways of
starting, you can either type out the recipient's address onto the document first...

Page Layout References Mailings Review View Developer

AQ B! | assbcene | asBbeede AaBbCi AaBbce £

Fiona f Normal 1 7 No Spaci.. Heading1l Heading 2

oo J
“J -3 Copy

v J Format Painter
Clinboard )

Sharon Sheppard
OutofhoursAdmin

Greystones
Co Wicklow

Or, you can enter the address at the next stage — it's entirely up to you.

Click on Mailings on the Ribbon, and go to Envelopes in the Create section...

_Documenﬂ - Microsoft Word non-commercial use]

Home Insert Page Layout References Mailings Review View Developer

=2 - 1 -~ Rules | W

Start Mail  Select Edit
Merge ~ Recipients ~ Recipient List

< | Match Fields ¥ Find Recipient

Preview
=1, Auto Che

Results

Highlight Address Greeting Insert Merge
Merge Fields Block Li

Envelopes Labels

%) Update Labels

~Start Mail Merg:

Sharon Sheppard
OutofhoursAdmin

Greystones
Co Wicklow

This will bring up the Envelopes and Labels dialog box. If you already typed out the address at the
beginning, you'll notice that it's automatically added into the Delivery address section. If you didn't
type the address, you can now type it directly into the Delivery address box...
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Sharon Sheppard
OutofhoursAdmin
Greystones
Co Wicklow

Add electronic postage
Return address:

Preview

-

Verify that an envelope is loaded before printing.

| et | | AddtoDocument | | Options... | | E-postage Propertes... |

There's a handy preview showing you exactly what the envelope will look like. There's also an
option to include a return address. If you want to add this, type out the address in the Return
address section...
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Envelopes | Labels

Delivery address:

Sharon Sheppard
OutofhoursAdmin
Greystones
Co Wicklow

Add electronic postage

Return address:

Sharon Sheppard Preview
OQutofhoursAdmin

Greystones
Co Wicklow

-

Verify that an envelope is loaded before printing.

ernt | | Add to Document | | options...

If you don't want to include a return address, tick the Omit box, and you'll notice that it disappears
from the preview...

Envelopes | Labels

Delivery address:

Sharon Sheppard
OutofhoursAdmin
Greystones
Co Wicklow

Add electronic postage
Return address: Omit

Sharon Sheppard » | Preview Feed
OutofhoursAdmin 3

Greystones [] |
Co Wicklow

-

Verify that an envelope is loaded before printing.

7| | addtopoaument | [ Options... | | Epostage Propertes.. |
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Next, you can change the font and style of the address, if you wish, by clicking on Options. This will
bring up another dialog box which allows you to select the envelope size, the position of the
address, and the font. Again, there is a handy preview for you to see the changes made...

Envelopes | Labels Envelope Options | Printing Options

Delivery address: Envelope size:

Sharon Sheppard !Size 10 (41/8x9 1/2in) |Z|
OutofhoursAdmin ] Delivery address

Greystones From left:

Co Wicklow -

Return address

Add electronic postage

Return address:
From top:
Feed
Verify that an envelope is loaded before printing.

| et | [ Addto Document | [ gptions... | [ E-postage Properties...

Preview

v

Clicking on Font for the delivery address and the return address (if applicable) allows you to change
the colour, style, size and even the effect of the wording. A preview is, once again, shown so you
can see what it will look like. Once done, click Okay and it will go back to the Envelope Options
dialog box...

Envelope Options | Printing Options
Envelope size:
'size 10 (41/8x9 1/2in)
Delivery address

~ : ~
E U Lont:.s Tt JAs

From top:

Adobe Arabic
Adobe Caslon Pro

Adobe Caslon Pro Bold
Adobe Fan Heiti Std B - > X

Font color: Underline style: Underline color: RetiFjaddress
[—mtOmaﬁc : | "(;gr;)—_u*E [_“Autom;ﬁzﬁ] Font... From left: [t B
Effects From top:
Strikethrough Shadow Small caps
Double strikethrough Outline All caps
Superscript Emboss Hidden
Subscript Engrave

Preview

Sharon Sheppard

This is the heading theme font. The current document theme defines which font will be used.

Another option is the Character Spacing where you can choose the scale of the wording, how
condensed you want the lettering to be, whether you want the wording raised/lowered etc...
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=)
By: E
Points and above

Sharon Sheppard

This is the heading theme font. The current document theme defines which font will be used.

The next option to look at is the Printing Options. This will depend entirely on your printer set up as
to whether you insert envelopes face up, face down, which tray to use etc...

-

@ Faceup (7) Face down
Clockwise rotation

Feed from:
Default tray

Word recommends feeding envelopes as shown above.
If this method does not work for your printer, select the
correct feed method.
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Once you've chosen the right method for your printer, and you're happy with the envelope options,
click Okay. If you want to see the actual envelope on screen, click on Add to Document...

Envelopes and Labels ] w
Envelopes | Labels

Delivery address:

Sharon Sheppard A
OutofhoursAdmin E
Greystones |
Co Wicklow |

[7] Add electronic postage
Return address: [¥] omit
~ | Preview Feed

'

-

Verify that an envelope is loaded before printing.

Prin Add to Document ] [ Options... ] [E-pos;ageProperﬁes... ] ‘

...And the envelope appears on the screen

Sharon Sheppard
OutofhoursAdmin

Greystones
Co Wicklow

If you don't want to see the envelope on full screen, then you don't have to add to the document,
instead press Print as long as an envelope is loaded into the printer
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How To CHANGE ORIENTATION OF INDIVIDUAL PAGES

A client asked me a good question recently; she had a Word document that was portrait and she
wanted to change the orientation to landscape for one of the pages halfway through. Sometimes a
document needs to be both portrait and landscape, if it contains pictures or tables for example.
Below is a quick guide on how to do this.

We'll take my terms and conditions as the document. At the moment it contains 3 pages of portrait
orientation. To start off we'll make the thumbnails visible so it's easier to see the separate pages.

'e_h ‘Microsoft Word nmercial usé
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| Gridlines  [V] Thumbnails ‘ ““'] {33 Two Pages
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Layout Readmg Layout Message Bar

=)

Switch } Macros
' Windows~ || ~ |

<) Page Width

| Window  All Spiit | «ldReset

Thumbnails

Open the Thumbnalls pane, which
you ¢an use to navigate a long
document through small pictures
of each page.

ITERMS AND CONDITIONS

1. General

o1

1.1 The terms and conditions outlined herein are intended to confirm 1
understand the work to be completed, the costs involved, the payment
concerning Clients’ property.

1.2 In these Conditions, OutofhoursAdmin is referred to as ‘OutofhoursAc
and “work” shall include goods supplied as well as services provided
Contract.

1.3 These Conditions (“the Conditions”) shall apply to all contracts for the |
by us to the Client (“the Contract”) to the exclusion of all other term
including any terms or conditions which the Client may purport to apply un
order, confirmation of order or similar document.

RN T N O RO S N WO N S Y

Let's say, for example, we want to insert a landscape page before page 3, how do we do that without
changing the whole document?

Firstly we need to insert a blank page, place the cursor at the beginning of the page where you want
the new one to be — in this case we'll put the cursor at the beginning of page 3. Then go to Insert on
the ribbon and click Blank Page.
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References Mailings Review View Developer
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This will then insert a blank page before the page the cursor is on. As you can see by the thumbnails,
the new page is automatically the same orientation as the one before (portrait).
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Changing the orientation of a page usually means going to Page Layout on the ribbon, clicking on
orientation and selecting either portrait or landscape. However, this won't work in this case as we
only want to change 1 page and this method applies to the whole document.
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Home Insert

‘(' B colors - |_J "'

Fonls -
w Themes Margms Onentahon Slze
’ . (O] Etfects ~

Thumbnails

To change 1 page we first place the cursor after the last word of page 2 then expand the Page Setup
menu by clicking on the little arrow in the bottom right corner of the Page Setup section in the Page
Layout tab on the ribbon.

Home Insent ; References Mailings Review View Developer
Colors ~ B = Breaks ; Y Indent
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=4 [A]Fonts~ 13 Line Numbers ~ Ef ettt Oem
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[©] Eftects - ‘ b&™ Hyphenation ~ | - Color~ Borders ‘ E3 Right: 0¢cm
Lﬁu.u_‘d Page Setup '?- Page Background

Thumbnails

Show the Page Setup dialog box.

4.1 OutofhoursAdmi
confidence. No deta
passed on to a thir
OutofhoursAdmin wi

This opens up the Page Setup dialog box. Make sure the Margins tab is selected and click Landscape
under Orientation. We can see the Preview at the bottom, it is still applying the changes to the
whole document so we need to click on the drop down arrow next to Apply To, choose This point
forward and click OK.
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You'll see that page 3 has now changed to landscape, but so have the rest of the pages after it.
Insert the picture, table or text that is going onto page 3 then place the cursor at the start of the
next page and repeat the step above. Open the dialog box in Page Setup, click Portrait, choose
Apply to This point forward and click OK. The rest of the pages should then go back to being

portrait leaving you with just page 3 being landscape.

L
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You can see from the thumbnail images if this has worked.

“a

Thumbnails &

And that's it — how to change the orientation of individual pages within the same document.
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How To CUSTOMISE BULLET POINTS

Bullet points are a great way of catching the reader’s attention and also capturing the essential gist
of a document, but you don’t have to stick with the standard black round “bullet” point. There is a
whole gallery of bullets which can be used to improve your document and show off a bit of
creativity. Below is a short guide on how to do that.

Firstly, in the Home tab on the ribbon, go to the Paragraph section and click on the small drop down
arrow to the right of the bullets icon...
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saste -
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=3 Copy
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Bullet Library ~ lpa

ﬁ N '
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Define New Bullet...

L

Then click on Symbol to choose any symbol you like to get a new bullet...

AaBbCcDc /| AaBbCcDc

f Normal | T No Spaci...
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Define New Bullet

Bullet character

?X

E Symbaol. .. g [ Picture... ] [ Font... ]

Alignment:
Left v|
Preview
L
L
L

OK ][ Cancel ]

If you don’t like any of those symbols, you can also select any from Webdings and Wingdings by
clicking on the drop down arrow...
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[
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v

[. OK ] [ Cancel

Click on OK to set your new choice of bullet.

)

ol

e — ™

You can also change the colour and size of the bullet (the same as you would text)...
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| How to customise bullet points
Change colour etc

Alternatively, instead of clicking on Symbol in the Define New Bullet dialog box, you can choose a
picture from the large gallery...

Define New Bullet

Bullet character

Symboal... ‘

Alignment:
Left ,

Preview

][ Cancel ]

[ ok

Type in what you are looking for, tick the box to include content from Office Online, and press Go...
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Picture Bullet

Searchtext: |¢lock ]

Include content from Office Online

v

Click on OK to add it the bullet library, or you can import it to an external file.

And that’s it! The next time you’re putting together a presentation or document, try adding your
own bullet to give it more of a unique feel.
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How To INSERT A PDF PAGE INTO A WORD DOCUMENT

| was recently asked how to insert a pdf document into a Word document, so | thought I'd share this
quick tip.

Firstly in Word, place your cursor where you want the pdf document to go, click Insert on the ribbon,
and click on Object (in the Text section)...

,Qg\ﬂ‘,'”}:
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Choose Adobe Acrobat Document and click OK...

Adobe Acrobat PDFXML Document

Adobe Acrobat Security Settings Document
Bitmap Image

Microsoft Equation 3.0

Microsoft Excel 97-2003 Worksheet
Microsoft Excel Binary Worksheet

Microsoft Excel Chart Display as icon
Result

Inserts a new Adobe Acrobat Document object

Dﬁ into your document.

Go to where the pdf is located, and click Open, this will then insert the pdf page into your Word
document. You’ll notice that it’s covered in diagonal lines...
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7

This is because the pdf document is open as well. As soon as you close the pdf file, the lines will
disappear. If you want to open the pdf at any time, double click on the page you inserted.

A word of warning though, this only works for the first page of the pdf document, it will not insert
more than the first page. Unfortunately it doesn’t look like Word has the capacity to insert more
than the first page. One way around this is to take screenshots of the pdf pages and insert them as
pictures, but this can be very time-consuming if you have lots of pages!

Another way is to tick the box Display as icon in the Object dialog box, this will insert the PDF icon as
a link within the document...

Object ? X

Create New  Create from File

Object type:

Adobe Acobat Document A
Adobe Acrobat Document

Adobe Acrobat PDFXML Document

Adobe Acrobat PDFXML Document

Adobe Acrobat Security Settings Document

Adobe Acrobat Security Settings Document

Adobe Illustrator Artwork 13.0

Bitmap Image v IZDlspl_a_yaSIcon
Result
[ FOF |
. Inserts a new Adobe Acrobat Document object 2k
Eh into your document as an icon. Adkibe Aabat
Document

][ o
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How To SAVE & PASSWORD PROTECT A PDF DOCUMENT FROM WORD

This quick tutorial is thanks to a question asked by a client last week, she had a Word document that
she wanted to save as a pdf document but also wanted to password protect it and didn’t know how.

Firstly click on Save As, which will open up the Save As dialog box, click on the drop down arrow
under Save as type:, and choose PDF...

- Search idecs for tutonals pel

Organize ¥ New folder #Er @

Microsoft Word Documents library

Arrange by: Folder
Ideas for tutorials

3 Favorites = @]v.deo ideas
B Desktop |

& Downloads
37 Dropbox
% Recent Places

A Libraries
_:} Documents
& Music

-

File name: How do ! save this Wocd documenl 252 pdl fi Ie

Saveastype: WW&—E
. Word Document

* Word Macro-Enabled Document

Word 97-2003 Document

Word Template

Word Macro-Enabled Template

Word 97-2003 Template
= ide Folders [

\ XPS Document
= Singlle File Web Page

Web Page

Web Page, Filtered

Rich Text Format

Plain Text

Word XML Document
Word 2003 XML Document
OpenDocument Text
Works 6 - 9 Document

Click on Options...

File name: How do I save this Word decument as a pdf file v
Save as type: [PDF v]
Authors: Sharon Tags: Add atag Title: Add a title

Optimize for: @ Standard (publishing
online and printing)

[¥] Open file after pubhshmg

@ Minimum size
(publishing online)

(+ Hide Folders Tools + [ Swe | [ Concel |

This will open another dialog box, tick the box marked Encrypt the document with a password, and
click OK...
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©) Page(s) From: E g~ =i
Publish what

@ Document
Document showing markup

Include non-printing information

[ ] create bookmarks using:
(@ Headings
Word bookmarks
[¥] Document properties
[¥] Document structure tags for accessibility
| PDF options
[]150 19005-1 compliant (PDF/A)
[¥] Bitmap text when fonts may not be embedded
Encrypt the document with a password.

Type in your password (twice) and click OK...

Encrypt the document upon saving.

Password:

It‘tm

[
Reenter password:

EXRXLRXK

Passwords must be between 6 characters and 32 characters in length.

Then click Save. This should then automatically try to open the pdf file but will ask you for a
password first...
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Adobe Reader’ XI|

Open a Recent File Adobe Online Services
T fax_843515382781.pdf =
Password | 23 |

'How do I save this Word ..." is protected. Please enter a Document Open Password.

N

Enter Password:

| ok | [ cancel

~
Ea Acrobat.com d_ﬁ) SL0TE Your Flies Uniine

Type in your password and it will then open the pdf file.
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Thanks for downloading this free ebook — | hope you have found it useful and have learnt at least
one little nugget of information!

Unfortunately | won’t be adding any more tutorials for MS Word 2007, however please keep
checking back on my blog for any other tutorials that might come in handy.

If you find you need any help with MS Office, feel free to contact me via QutofhoursAdmin.

Thanks again,

Sharon
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