Microsoft Word 2010

SIG Class #2, December 12th. 2011
The Insert Tab




Editing Functions

The Insert Tab

Cover Page, Blank Page, Page Break
Picture, Shapes

Clip Art, SmartArt, WordArt

Chart, Table

Hyperlink, Bookmark, Reference
Symbol

Text Box

Header & Footer, Page Number
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The Insert TAB

Alphabet Annual

of your document. To start on
even/odd page

Home Insert Page Layout References Mailings Review View Add-Ins ‘
[# cover Page - T2 smartart 5 Header - [E Quick Parts - @ - TT Equation -
F b B @ & -
(1 Blank Page il Chart 3 Foater - A wordart - 5} £2 symbal -
_ i Links
= Page Break TBE”E Picture t,:bllrffl Shavpes B+ Screenshot - m. [4 Page Number ~ ;;:t, A= Drop Cap e -
—
Pages Tables lustrations Header & Footer Text Symbols 5‘
= = - s
E Vicrosoft Wor :
| n Home  Insert | Pagelayout  References Mailings  Review  Vie —
l A Cover i Page =|  pe— i R D  smartan ™ 3 Header -
Built-In A joter H ()
— ", Youcan insert a cover page to your e
(B = juca document. Select a pre-formatted E
p—— ]
[Trpw Ow e . Y
= [Year] = plain or fancy one S
e e
l N 2
[TYPE T SOCUMENT TITLE] 8
— Insert a blank page between parts o
5
Q
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Insert a Page Break to continue

Austin Conservative Contrast v the document On a neW page [ 3 J
© More Cover Pages from Office.com »

Sx Remove Current Cover Page
"
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Insert Pictures

PJ e e ‘.?,, ft Wor Picture Tools -
Home Insert Page Layout References Mailings Review View Add-Ins Format
* % Corrections ~ ;I { ) 2 - D a | ring Fl:‘r'--;a"‘:!l |.‘:.=. A gﬁ‘ 3] 147" N
: &g Color ~ & Send Backward ~ I#]
;;i;n,.c;\fnd S Artistic Effects ~ ‘@ " | sty w“é b3 pos[t - xr:p. %, Selection Pane S ~ Cmp i LT >
Adjust Picture StWes s Arrange Size (p

Click Insert Pictures to select fr
document in line with the text. Th
some editing functions.

your files. The picture is placed into the
icture Tools Tab opens and provides
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Remove background

Correction (sharpen and soften, Brightness ahd contrast — correction options)
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Color effects Compress Pictures [ B |-
Artistic effECtS Compression options:

Cha nge piCtU re Apply only to this picture

Reset all Changes Delete cropped areas of pictures

Target output:
"":"" Print (220 ppi): excellent quality on most printers and scn

) Screen (150 ppi): good for Web pages and projectors
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) E-mail (96 ppi): minimize document size for sharing

[:h:] | | | |

| Use document resolution

[ e | [ ranea




Picture Tools Tab

E I‘ 2 - ] = & Bring Forward

J. - - J —j & send Backwar¢
Picture Styles Ses sl B 0" T b selection pane
Quick Styles (Combine the following) :

f 3 -— Pp— C— . — ]
Picture Borders [ = el ad =
Pictures Effects - P
| ot
Convert to SmartArt Graphic — m D C
d =4 = <
Arrange Section = - - [ .
Overall Position 1
Wrap Text
Bring Forward/Send Backward
Align
Group Size Section
Rotate Crop — Crop to Shape

Aspect ratio
Size — Vertical/Horizontal

1212/2011

(%]
()
=2
©
—
c
=)
(%)
Y
o
(%]
—
[V}
+—
o
@]
[an]
—
[V}
+—
=)
[oX
€
o
O

—
(92
—




Picture Tools Tab

Crop a picture to a shape

| Picture Tools

rences Mailings Review View Add-Ins Format

‘j )l-] 4 = _‘g :‘J 181°
Postion Wrap | Crop | =3 136"

& ! " 2 L -
Text~ = Selection Pane G4
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Arrange “"I- Crop
lectangles ~ |14y Cropto Shape !

Aspect Ratio |

& R

¥F o
he Home tab. You
ils offer a choice of
> change the overz
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Your imagination is the limit

Inserted picture, then formatted using
crop with shape, glow, reflection and 3D
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Clip Art and Shape
EY R

Click Clip Art — Select from the Clip Art Pane Shapes|5marwn Chart Screenshot

o |
__ Recently Used Shapes
ENNOGOALL!

23 { ¥k
Click Shapes — Selection window opens Lines
. . VNSRS A%
Select desired shape and draw to size e
The Drawing Tools Tab opens Doboabonooo
Basic Shapes

B ADMNOITACOQE!
ONCIOY@ N = § il LW -1
OO0 ALDOY N\
A0 ) {3

Block Arrows

SR ER TR L=l T4 Y ol
CEdvnoopp >/
o oA

Cuvinblaw Chawas

Di nents C Drawing Tools fﬂ

Home  Insert  Page layout  References  Mailings ' View  Add-Ins % “

Ll_)‘P < A |li} Text Direction Lh Bring Forward ~ |2 ~ 3l
. . & (=] Align Text ~ > 4 send Backward ~ 7]

hapes = Quick S Position Wrap : N Size

Sty lc £ - =2 Create Link & o %, selection Pane Sk ~ &

1sert Shapes | Shape Styles I | WordArt Styl... Text ‘ Arrange

.:”_'X--...--l'--""2"""'3"'ﬁ.
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Smart Art

Choose a SmartArt Graphic

[ All

List
[x [ .
o= List
Frocess
-
—

LB -
_— -
|

[
. —
4 F Cycle 6'
N
£E Hierarchy ~
—
Relationship o
-
Matrix - "
é‘ Pyramid - %
—
. - & & . .
E Picture QD o o T L, Basic Block List <
@ Office.cam Use to show non-sequential or grouped block: :Q
= of information. Maximizes both horizontal and o
vertical display space for shapes. &
3
Ba. goc g :
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S
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Insert Chart

[nsert Chart | (.

L1 Templates Column o
‘zf::‘“"‘mmﬂmﬂmmmmH
& Fie E
- Al sf) O8] B du ad] 44 .
o 3
s | ) ) A
@ Surfa Line “S
v | e e T
W Radar Pie g
O @ @ Y @& € -

l Manage Templates... ] ’ Set as Default Chart ] | ook | ’ Cancel |

o)




Insert Chart - Cont'd

X w9 - s

Home Insert Page Layout Formulas Data Select chart type
B -1 - A& & ==[=| i Excel program opens with a _
."‘_ - . —
pacte B I U-| - Bd-A. === 3 sample Data set. Adjust to &
. 'b ) . represent your Data. The chart N
Ipooar In an In . —
updates automatically In Word.

A6 v = g
v
A B C D E i-c“
1 Series1  Series2  Series 3 Close Excel. %
2 |Category 1 4.3 2.4 2 The Chart Tools Tab opens 5
3 Category 2 2.5 4.4 2 Change, update, edit your data 2
. . O
4 |Category 3 3.5 18 3 right there in Word (Excel as =
5 Cat 4 4.5 2.8 5 g
cis-E needed) 3
6 | £
(@]
ri (@]

8 To resize chart data range, drag lower righ
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Insert Screenshot

Click Screenshot to show available Windows — Select entire windows
(left/right arrow), or portion of that window
This functionality is similar to the Sniping Tool of the Windows 7

-

Accessories P T @ || M Header~
;»‘!Chart e 4 Footer ~
!,p i '_é? Screenshot = Uri =) Page Number ~
ratior Available Windows ~
Insert Links e ;
. . 1 : oy
Either Hyperlink, _;) I
Bookmark, or Cross-Reference H

@* Screen Clipping

LINKS Text -
0t g =) Page Number B Rl

Header & Footer

| A =2 |
SER A _ =
Hyperlink Bookmark Cross-reference

Links
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Header & Footer

® & Cower Page = : e BE [ T SenartArt
|3 Blank Page — il Chart
Ediin T P =
o %= Page Break a?le T i:p Sharpn &t Screenshot -
Pages Tables Blustrations
Y

Equity (Even Page) -

'(-F [Tope e v il | Fuk B ] I-\
Equity (Odd Page)

/ 1 P s ey wi] P s | -\

Median (Even Page)

e e et

Median (Odd Page)

[Vopr 1w demrmes im]

Origin (Even Page)
[ |

a 2 Header -
Built-In
Blank

ARl a QuuckParts - @& - TLEgq

e Select the
Header/Footer type

Blank (Three Columns)

[T [P s [Py teat]

Alphabet

[Type the document tithe]

Annual

[Type the document title] | [Year]

BAustere (Even Page)

T e conma

4O More Headers from Office.com
H  Edit Header
B Remove Header

A

NOTE: This also where you go to edit
an existing header/Footer
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Wo rdArt

J 4 QuckParts - & - TU Equation -
— |Mlwordarts] 3 2 symbol -

Select the WordArt Style. Type the text in - A A’ A A .
the Window. The Drawing Tools Tab opens. = aWa
You can then select text direction color, A _/j& / B\

alignment, style, or shape effect.

Fill - White, Gradeent Outhne - Accent 1
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Insert signature line (you will get a warning
message)

L
A
Signature Setup m A
i - =

Suggested signer (for example, John Doe):

Suggested signer's title (for example, Manager):

>
> = D
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Suggested signer's e-mail address: X
Instructions to the signer: John Milafish
Before signing this document, verify that the content you are Plumber

signing is correct.

[] Allow the signer to add comments in the Sign dialog
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Show sign date in signature line
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Other Inserts

.
Insert Date = Date and Time
9 Available formats:
.
Inse rt ObJe Monday, Movember 14, 2011
November 14, 2011
11/14/11
r 2011-11-14 :
object 14-Mov-11 8
11.14.2011 N
Nov. 14, 11 o
Create New | Create from e | 14 November 2011 b
November 11 —
Object type: Nov-11
11/14/2011 3:35 PM
"Serif Clipart Browser Image" 11/14/2011 3:35:54 PM
Adobe Acrobat Document 3:35 PM
I Adobe Acrobat PDFXML Document 3:35:04 FM
n Adobe Acrobat Security Settings Document 18038
Bitmap Image

Microsoft Equation 3.0
Microsoft Excel 97-2003 Worksheet

Result

Inserts a new "Deluxe Clipart Browse
object into your document.
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Insert Equation

@ 3 Hesde - A0 @ quekrarts - & - | TC Equation - Il
Built-In =
it = Area of Circle

Insert equation
The Equation Tools Tab opens

A=nar?

||

Binomial Theorem

A P(l s :_l)nt (“a;ug(:)x*an-k

Expansion of & Sum

1212/2011

-1)x2
":l+x)"=1.+]';—J:+“(‘rI 5 )x +

Fourier Series

=

nax nax

flx)=ap+ Z (@, cos=—+ b, sin—
~ L L

Pythagorean Theorem
@+ b =el

O More Equations from Office.com

T Insert Mew Equation

a5

(%]
()
v
©
—
=
=
(%]
G
o
(%]
=
[V}
-
o
@]
[an]
—
[V}
s
=)
[oX
1S
o
O

 \
[HEY
O]

—




Insert Symbol

5Y &~ IV Equauon ~

® |2 symbol +|
¥ €

symbaol

Symbals | Special Characters ‘

1[ © Eont:|[norma| text) |Z| Sgbset:‘Latin—l Supplement
3 . 1 ~ - . i
1©@ ® ™ + |L1', S EARARARARALIE: S
Pl i A|CIE|E|E|E|T|T|T|T|DP|N|O|O]O]( )
e — e x - ¥ & x ¥ - ’ -~ — . Q : N
UlU|U|U|Y|P|fd|alalajala|a|a|c]|¢ =
uaBn 1jiji|i|o|n|o|o|o|o6|do|+|s|u|jnali
Recently used symbols:
§2 More Symbols... EETREEAIEE _
TIO¥|€£|©® ™ £+ =|=|+]|X]|w|]

Pilcrow Sign Character code: 00BG6 from:

[ AutoCorrect... l I Shortcut Key... I Shortcut key: Alt+0182
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»

3 Mank rage

- Fage bresk

5 Cover Page +

On the Irsert tab, the galleries inciude oo tha
your document, You can use these galieries 8o in
other document bullding blocks, When you cros
with your current document ook You can easdy
text by choosing # ook for the selected test froe
format teat drectly by using the other controls ¢
the ook from the curent theme o using a form
of your document, (hoose new Theme clements

P tmari e 3 teader ¢
T R o e d oo »
Table ey Op Swapn - X Ly
a s e SR
- RN Banet Semin

2 Poage Muenter -

ASd

.A o Quek Pty +
_J ‘,', -~

e
Tomt

s + M Crop Cop -

i)
a

A I tquats
§1 tomie

Chose type from gallery
The Text Box will be
inserted on top of

existing text
Right Click and select
the Wrap type desired

Sengw Tt e

Mphabtet Sdetar

B T T T Tooks available in the Guick
W Temes gallery and the Quic
by N g o ’ ook of your do¢ p to th™*
ot B Jensn ) ' Neries inchude tems that an

K- .
B pes Xl Pireen?

8] e Cagton S—
e L4

.o ’ r
h o ww romt
MM bt s Dot Teer o I

o B3 waore Lapess Optons

m 5 oo g
Pl oo e Fege Lo
we Current Ouack Styde Set ¢e

oo Tont

XA R

Satbon min 1

2P nd fcMom

LM Wrap Mo

“or

P G Ten

-d

Autace Quote
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Link Text Boxes

Create 2 or more text boxes. Box 2 to n must be blank (Remove text)

Select the first text box — the Drawing tools Tab (context sensitive) opens.

Under Format Tab, click Create a link (become Break a link after the link is created
The curser becomes a Picher. Place it to the second box and click. The 2 boxes are
Now linked and text fro the first one will flow automatically to the second

—_— | SE:IJ:IE‘SH' & Create Link
= | WordArt Styl... I Text
1o o e g
ary of an interlesting p'ﬂint. bose new The
ysition the text box "y, use the Ch
in the document. Use the rallery provide
ools tab to change the nal contained

r of the pull quote text box.] |coordinate v
aders, footer:
rts, or diagrar

I
g

Y
. Shy

yme tab. Most controls offer a choice of usi
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