Work Area 9: ICT SKILLS

Unit 3.14: USING WORD PROCESSING SOFTWARES TO
PRODUCE NON-ROUTINE DOCUMENTS

. LO77: Demonstrate ability to use Word Processing techniques at an
intermediate level to produce non-routine documents.
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Tables

e |ntroduction
« Atable is a grid of cells arranged

_ BE [
In rows and columns. Tables can be 9 :ﬂ e Sh@ F—
. . dole ICCure Ip dpes ame

customized and are useful for various = ok
tasks such as presenting text information ' %EEE%E
and numerical data. O00a0
]
]

» In this lesson, you will learn how NRRRRRRREE

to convert text to a table, apply table
styles, format tables, and create blank
tables.
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Tables

Inserting and modifying tables

Insert Page Layout References Mailings

o i i int i 0E [
Place your insertion point in the document D ™ i L
where you want the table to appear. Table || Picture Clip Shapes SmartArt Chart Screenshot

Art ~

« Select the Insert tab. "4 Table
_ N s e
 Click the Table command. DOOOOd
H the di SoooMoo0a0
. over your mouse over the diagram

y 9 | e e [
squares to select the number OOOOoOo0nn
- | [ [ [ |
of columns and rows in the table. OOoooo000n

 Click your mouse, and the table appears in | bl

|_ff Draw Table
the document. = i
I i : Excel Spreadsheet
* You can now place the insertion point 5| Egce Spreadshee
) E  Quick Tables b
anywhere in the table to add text. -
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Inserting and modifying tables

Tables

Insert Page Layout References Mailings

' ' Nt | 0E [
Place your insertion point in the document D ™ i L
where you want the table to appear. Table || Picture Clip Shapes SmartArt Chart Screenshot

Art ~

Select the Insert tab. "4 Table
_ N s e
Click the Table command. DOOOOd
H the di SoooMoo0a0
over your mouse over the diagram
y 9 | e e [
squares to select the number OoOOo0O0000n
- | [ [ [ |
of columns and rows in the table. OOoooo000n

Click your mouse, and the table appears in = metmbke.

|_ff Draw Table
the document. = i
i i ; Excel Spreadsheet
You can now place the insertion point B el spreadines
. E  Quick Tables b
anywhere in the table to add text. -
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Creating tables in Word

1. Go to Insert

Documet

References Mailings Review View Developer
M o~ AN A ® ==t EE T
Faste - a LA E=E == = o B o
- < Format Painter B 7 U -abe x. X — == = E | = gy -
Clipboard ] Font ] Paragraph ¥
2. Choose — Table

O AT Document1 - A

Home Insert Page Layout References Mailings Review View Developer

8 1 B 2. @ 2 =

Cover Blank Pag Pigture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference

Table

Page -~ Page Break i Art ~ =
Pages Tables Illustrations Links
Mavigation "KE |3-|-2-|-1-|-E-|-1-I|-2-|I-3-|-I4-|
Search Document o -
AEE : H ‘
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Creating tables in Word

3. Choose as many rows and columns as you need

1™ ol A= Document? - Microsoft Word
Home Insert Page Layout References Mailings Review View Developer

Ty i =L = L L ] signature Line ~
2N =EEHEAP 2l s QB B 28R @E4 LR T
Cover Blank Page Tal, Picture Clip Sha SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer Page Text Quick WordArt Drop . Equation Sy
Page~ Page Break < < = MNumber~ | Box~ Parts~ < Cap - "84 Object - <
Pages 5x5 Table Links Header & Footer Text Symbols
Navigation [ |3'I'1'I'l"-E-I-l-ll-z-ll-z-l-l‘t-|-5I-|-6-||-_.--|I-c~-|-l~:—-|-1-al-|-11-||-12-|I-13-|-1I4-|A15-|-16-|-1?-|-|
Search Document Dl:”:“:”:‘
I |
RS I |
I |
This document d rDDDDDDDDDD

contain headings.

I
I

To create navigation 1
create headings in yo j
document by applyin -
Heading Styles. ﬁ Draw Table

Excel Spreadsheet
Quick Tables . ‘
-

[ﬁ] ﬁh QIE 9§ y Uili I]
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(0]
Tables %,
LL]
Insert Page Layout References Mailings E
To convert existing text to a table: = m
° Se|ect the text you Want to Convert_ TaElIe Picture ﬂ:ftj Shavpes Smartart Chart ScreePshnt E
 Select the Insert tab. e e e I<_t
« Click the Table command. . 1,
- Select Convert Text to Table from the r =55 5555 &
A dialog box will appear. ] [ | <

LOOO000O0800]
OO0 OHO0O0nH0 ]
EH  Insert Table.., <
Iﬁ Draw Table z
|_;E|I F.gce]Spreadsheet 8
E  Quick Tables b m
) L)
o.
E
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Tables
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] ) ) Convert Text to Table E
e Inserting and modifying tables . |
« Choose one of the options in the Separate Number of columns: |4 : E
text at: section. This is how Word knows Number of rows: 5 : <
what text to put in each column. AuoFtbehavior =
(@ Fiwed column width:  |Auto = ('_n.
(7) AutoFit to contents m
* Click OK. The text appears in a table. ©) Autofit to window V)
sSeparate text at <
(") Paragraphs () Commas _l
qEE Ooke | <
-
QK Canicel ] O
- ()]
Lalesperson Print ™ Web

Jim M. 510,252 525 560 513,745 m
Beth W. 55,550 513,470 527,800 L
LuizD. 58,547 517,555 58,907 o.

Alice S. 513,578 56,789 510,239
E
o
(o4
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e Customise your table through the “design” and
“layout” tabs

e You can change colours, text positioning, sort
information and even include formulas

Home

Insert

Page Layout References Mailings Review View Develope
Header Row First Column

|:| Total Row |:| Last Column
Banded Rows |:| Banded Columns
Table Style Options

Customising your table

Documentl - Microsoft Word

Table Styles Draw Eorders

MNavigation

Search Documen t

EREES

contain headings.

Heading Styles.

M Erasmus+ Programme
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Customising your table: Design tab basics

Colour schemes

Header Row First Column

|:| Total Row |:| Last Column

Banded Rows |:| Banded Columns
Table Style Options

- Al Document? - Microsoft Word Table Tool: | =
Home Insert Page Layout Ref IG5 i Layout &
= -+ Borders -
raser

Shading and borders (colours, thickness,
etc.) you can highlight a single cell and
change its shading
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Borders customisation

Visibility of different borders |

<% Shading -

i+ BYttom Border

TopBorder Borc

LeftWorder L

RighY Border

LD Mo Bfrder
All Egrders

Dutsgde Borders

== Insidg Borders

Insige Horizontal Border : More opthnS (neXt

Insjde Yertical Border

—  slide)

gonal Down Border

iagonal Up Border
Haorizontal Line

Draw Table

Wiew Gridlines

4
i
m

Borders and Shading...

‘i t'
RS Co-funded by the This project has been funded with support from the e u pa
{ } Erasmus+ Programme European Union. This prol_ect_ reflects the views only of

o of the European Union the author, and the Commission cannot be held
responsible for any use which may be made of the pennnnext

information contained therein

EUROPEAN PERSONAL ASSISTANT LEVEL 3




Borders

How many borders visible?

Borders | Page Border | Shading

Style: Preview

" Click on diagram below or use
buttons to apply borders

borders
colours

Automatic i W

=
/ Table W
borders /

thickness

Horizontal Line. .. Ok Cancel
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Customising your table: Layout tab basics

Insert new rows/columns, Sorting alphabetically or
splitting cells, table, autofit

otherwise

Documentl - Microsoft Word | Table Tool |

ces

Design Layout

2 B pistribute Rows %]EJ::J % |:| %l Ej 'i% ﬁ

Home Insert Page Layout

NEEIECELEEEER

Mailings Review View |y

=BEEE —
Select  View Properties  Deletl Insert  Insert Insert Insert = Merge Split  Split | AutoFit | = wigth: 2,35#m 2 'II' Distribute Columns Text Cell Sort Repeat  Convert Formula
i Gridlines - ve Below Left Right Cells  Cells - = = Direction Margins Header Rows to Text
Table Rows &8 = Merge Cell Size / = \ Alignment Data

Text positioning
Distribute selected rows and columns evelny
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Headers and footers

——

Page Layout References

HEP2ds @&

Mailings Review View Developer

%j’\

Document? - Microsoft Word

A5 4

2% Signature Line
53 Date & Time

Cover Blank Page Table Picture Clip Shapes Smart&rt Chart Screenshot | Hyperlink Bookmark Cross-rfference | |Header| Footer  Page Text Quick WordArt Drop " E¢
Page~ Page Break - Art - - - - Mumbgl~ | Box~ Parts~ - Cap '4d Object ~
Pages Tables lllustrations Links Built-In -
Navigation  x ([ 312 131 0 4 11 12 1 -3-1 4B =
=) g v g
Search Document Pl
Type text]
oo | = BT
oo | = -
This document does not - Blank (Three Columns)
contain headings. .
To create navigation tabs, N [Type test] [7vpe tmst] [Type text]
create headings in your -
document by applying -
Heading Styles. .
. Alphabet
- [Type the document title]
&
N Annual
n
- [Type the document title] | [Vear]
N b
~
Z ) More Headers from Office.com 4
@ =  Edit Header
N j Remove Header
= :Th Save Selection to Header Gallery...
=
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e |f you choose the first option, this will happen:

| [Type text]

Header

e You can type there and the text will appear in
every page of the document or section

e Remember, you can access header or footer by
double clicking also
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e The footer works the same way

e You can either insert page numbers in the header
or footer of your document, by simply clicking
“page numbers” and choosing the location you
prefer

- . |

Document1 - Microsoft Word Header & Footer Tools
Page Layout References Mailings Review View Developer — Design _—
] El= j‘ 5, Previous [ Different First Page =+ Header fran
_IE m DD - __L_ﬂ Mext [ pifferent Odd & Even Pages E,"f Footer from
Heider Fmi g NUP;E:rT "?iE:le Fgﬂ:?i Fieture i:f; Hi‘;,:;gr :_ 242 Link to Previous Show Document Text ﬂ Insert Aligni
Header & Fol Insert Mavigation Options f
=

Search Document o -

Mavigation v!@ EEE e e O O T N
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Endnotes and footnotes

Go to references tab

Choose footnotes or endnotes
3. Note that the number will appear wherever the
cursos is located!

N =

wliid 9~ 0 A= Document1 - Microsoft Word
E Mailings Review View Developer

Home Insert

B Add Text -

AB'

= :ﬂManage Sources :ﬁ‘j |2 Insert Table of Figures _\j#‘ 2] Insert Index :2% E Insert Table of Authaorities
= Update Table Update Inde = Update Table

2 update Tabl =V g style: APA St - ' 7 o
Table of Insert e Insert Mark Mark
Contents * Footnote g8 Show Notes Citation = gi Bibliography ~ Caption ['f Cross-reference Entry Citation
Table of Contents ootnotes Fl Citations & Bibliography Captions Index Table of Authorities
MNavigation vx|1| |3-|-2-|-1-|-2-|-1-|-2-|-3-|-4-|-5-|-6-|-?-|-6-|-~:—-|-1-:-|-11-|-12-|-13-|-14-|,A¢.15-|-16-
search Document 2o
[n]n] =l bl
EREEAS -
- EUPA_NEXT

This document does not
contain headings,

To create navigation tabs, EU PA_NEKT‘
create headings in your
document by applying * EUPA NEXT
Heading Styles. _
B () -

"EUPA_MNEXT is an awesome project

NN
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Captions

e You can enter captions in order to indicate the
location of a figure, table, or graph

e Stay on references tab and click on insert caption
e This will appear:

Caption:

Figure 1

Options
Label: Figure

Position: |Below selected item

[ ] Exdude label from caption

Mew Label... Mumbering...

AutoCaption... Cancel
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Captions

e You can type the name of the object in the “caption” window

e First, you need to select the type by selecting the drop-down
menu in the “label” window (Table, Figure, Equation)
|II

e You can also define a new label, y clicking th “new labe
button

Caption:

Figure 1

Options
Label: Figure

Position: |Below selected item

[ ] Exdude label from caption

Mew Label... Mumbering...

AutoCaption... Cancel
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Mail merge

e A merge generally takes two files: a main
document and a data source file.

e The main document contains the standard text
and/or the fields tha identify where variable
information will be inserted during the merge.

e The data source file contains the variable
information that will be inserted into the main
document.
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e @~ O A-= Document1 - Microsoft Word Table Toolk m
Home Insert Page Layout References Mailings Review View Developer Design Layout i
= 4% Match Fields . ¢ Find Recipient
Envelopes Labels | [Start Mail Select Edit Highlight Address Greeting Insert Merge - Preview B . - Finish & <
Merge = |Recipients * Fecipient List lerge Fields Bloc Field ] Update Labels | pasyits ¢ AUTO LNECK TOr EITars lerge
Create ;l Letters Write & Insert Fields Preview Results Finish 4
Mavigation [~ E-mail Messages Vo4 [EER e o F[E B o [EED 11 0 13[E] 13 0 o d4 [EAE 1 1 0 4T 1 P 1B <
Search Document | =1 Envelopes... z
oo | = =i Labels.. O
E oo | = |
; Directory m
This document |E| Mormal Word Document o m
contain heading —; ) _ m
;&l Step by Step Mail Merge Wizard...
To create navigation tabs, m
create headings in your
document by applying z
Heading Styles. ﬁ
RAS m
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2. Select recipients

Mail merge

- —_ - ] ]
fd -0 A< Document? - Microsoft Word
Home Insert Page Layout References Mailings Review View Developer Design Layout
;\1 w d
_d8 = ) 2 "
;—I ;] _—.——_l'I —' ¢ F
Envelopes Labels | Start Mail Edit Highlight Address Greeting Insert Merge N 3 - B
Merge ~ |Recipients =|Recipient List | Merge Fields Bloc Field £] Update Labels  AUTD LRECK TO E =[gE
Create E Type Mew List... Write & Insert Fields Preview Results Finish
Mavigation Use Existing List... OJEF e o F[E[- 8- 5 o [Ep v o110 c12[E[ 130 0 14 [HE 0 18 1 47 1 (1B 1

search Document | =] Select from Qutlook Contacts...

This document does not

This project has been funded with support from the
European Union. This project reflects the views only of
the author, and the Commission cannot be held
responsible for any use which may be made of the
information contained therein
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Mail merge

3. In case you need to type a new list, type the
entries one by one and each time click on “new
entry”

Type redpient information in the table. To add more entries, dick Mew Entry.
Title "'I First Mame w | Last Mame w | Compary MName w | Address Line 1w

£

Mew Entry Eind...

Delete Entry Customize Columns...
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Mail merge

4. Lastly, click on “finish and merge” and choose
accordingly

Layout
M o4 1 oM :
==
~_|:"Z::“i22“*."'. e

Finish &
T} Auto Check for Errors | (perge =

Preview Results Edit Individual Documents...

L

[y

‘13 1 - 14 1 [BHG: 1 216 1 ¢ Print Documents... !

fﬁ_:."'. &V

Send E-mail Messages...
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Spelling and grammar

Did you notice that the word “sdsvv” is u
curly red line? This means it is not recognised by the
dictionary as correct!

If the curly line is green, it indicates a grammar error

1. Go to the “review” tab

-
Fied - O A3 Document1 - Microsoft Word | Table Tool: |
Home Insert Page Layout References Mailings Review View Developer Design Layout

% ij Lu AB(. a&) ﬁ ) _J _J _J _‘2} %, Final: Show Markup 2 gﬁ},

j Show Markup -

Spelling & Research Thesaurus Word | Translate Language Mew Dele ext Track Accept REJE::t
Grammar Count - v Comment Changes * IB] Reviewing Pane ~
Proofing Language Comments Tracking Changes
Mavigation > M [BC 10 20E] 304 B[ -6 1 7[E] 8- 5 ([Ep 1 11« 1E[ 13 1 14 ([BE 1 16 | A7 |
|| T
Search Document 2o~
sz
EREERIS
* W
R Co-iunded by the 'IE'hls prOJech has b_le_:ﬁ_n func_jedt Wl'lElh S;th[;]ort from theI f e u pq
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Spelling and grammar

2. Choose spelling and grammar

. — .| e
Al Document1 - Microsoft Word Table Tools
it Home Insert Page Layout References Mailings Review View Developer Design Layout
’ = AB{.- %" = " . [E S - - — s A
v 4 id 123 'E-J Call "
Spelling & BEsearch Thesaurus Word | Translate Language Mew 2t
Grammar Caunt - - Comment otin Dictionary:
hause] ~ | Ignore Once |
. autocorrect Ignore All
The mistaken word (hause) <—
\ Add to Dictionary
W
uggestions:
Suggestions of similar correct <€ Change
words T
/ AutoCorrect
Dictionary langua English (U.5.) W
The language of the dictionary < V] Check grammar
(you can change it by clicking on e —

the arrow
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Questions

e How can we include a footnote in a
word document?

e How can we draw a table?

e \What are the necessary functions
of word for the production of non
routine documents?
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e Tables
— Drawing tables
— Designing tables
— Changing the layout
e Spelling and grammar.
— Applying a spelling check in a document
— Autocorrecting mistakes
e Footnotes and endnotes
— Inserting footnotes and endnotes
e (Captions
— Inserting captions
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