11 File management

In this chapter you will learn how to:

@ identify different file types and their uses

@ describe the need for a hierarchical file/folder structure

@ use a hierarchical fileffolder structure to save work

@ save files using appropriate file names

@ save and print files in a variety of formats

@ describe why generic file formats are needed

@ export data into package-specific file formats and generic file formats

@ describe the need to reduce file sizes for storage or transmission

@ identify when it is necessary to reduce file sizes for storage or transmission
@ reduce file sizes using file compression.

For this chapter you will need this source file from the CD:
@ remora.jpg. _//

11.1 What is a generic file type?

Generic file formats allow you to save files so that they can be opened on any
platform. The files may not contain all of the formatting that can be saved in a
package-specific format. Using generic formats allows files created on a PC to be
read /imported on an Apple Mac and vice versa.

Some file types, such as those used by Microsoft Office — tor example Excel
spreadsheets (.xlsx), Word documents (.docx) and Access databases (.accdb) —are
not generic. It is not always possible to open files from these packages on other
platforms.

Common generic text files include:

e comma separated values: these files have a .csv file extension. This file type
takes data in the form of tables (that could be used with a spreadsheet or
database) and saves it in text format, separating data items with commas.

e text: these files have a .txt file extension. A text file is not formatted and can
be opened in any word processor.

e rich text format: these files have a .rtf file extension. This is a text file type
that saves some of the formatting within the text.

Common generic image files include:

e graphics interchange format: these files have a .gif file extension. This
format stores still or moving images and is an efficient method of storing
images using a smaller file size, particularly where there are large areas of solid
colour. It is widely used in web pages.

e joint photographic expert group: these files have a .jpg (or sometimes a
Jjpeg) file extension. This format stores still images only, not moving images.
It is an efficient method of storing images using a smaller file size and is
widely used in web pages.

e portable document format: these files have a .pdf file extension. This is a
document that has been converted into an image format. It allows documents
to be seen as an image so that they can be read on most computers. The
pages look just as they would when printed but can contain clickable links
and buttons, form fields, video and audio. You can protect a document in pdf
format to stop others from editing it. Text can be copied and pasted into a
word processor or sometimes edited using PDF writing software.
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11.2 Manage files effectively

e portable network graphics: these files have a .png file extension. It is a
file format that compresses graphics (image) files without any loss of image
quality. It was created to replace graphics interchange format and is now the
most-used lossless compression format used for images on the internet.

e moving picture experts group layer 4: these files have a .mp4 file
extension. It is not a single file format; it is a multimedia container that is
used for storing video files, still images, audio files, subtitles and so on. This
container is often used to transfer video files on the internet.

Common generic audio files include:

e moving picture experts group layer 3: these files have a .mp3 file
extension. It is a compressed file format used for storing audio files. This
format cannot store still or moving images. The file sizes are relatively small
but have near CD quality, which makes them suitable for use on the internet.

Common generic files used tor website authoring include:

e cascading stylesheet: these files have a .css file extension. This is a stylesheet that
is saved in cascading stylesheet format and attached to one or more web pages
(often written in HTML) to define the pages’ colour scheme, fonts and so on.

e hyper text markup language: these files have a .htm (or sometimes a .html)
file extension. This text-based language is used to create markup that a web
browser will be able to display information as a web page.

Common generic compressed files include:

e Roshal archive: these files have a .rar file extension. This is a container that
can hold almost any file types in a compressed format. It is used to reduce
the number of bytes needed to save a file, either to save storage space or
to reduce transmission time when sent from one device to another. It was
developed for Windows by Russian software engineer Eugene Roshal (and
takes its acronym from ‘roshal archive’).

e zip: these files have a .zip file extension. This is a container that can hold
almost any file types in a compressed format. It is used to reduce the number
of bytes needed to save a file, either to save storage space or to reduce
transmission time when sent from one device to another.

11.2 Manage files effectively

11.2.1 Locate and open stored files

Make sure that you are familiar with the file structure of your local system. If you
are using a stand-alone computer, files are likely to be stored on local hard disks
or SSD drives. If you are using a networked system, files are likely to be stored

on a network drive, usually in a secure area where only you have access. Each
system is different and you must use the “This PC’ icon from the Windows 8 Start
Screen to access these drives.
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The path to your current location is shown at the top

of the window. T TS T ';,'
The left pane is used to locate the drive that you & e | ‘ k. e - .
WL T e A ... P & |
The right side of the window shows the files and B e - o
subtolders in this folder. It also gives you other useful o e s il e
information such as the date the file was saved and i N scsonod ot
the file type. Some of this information will be used B e o e M- &0
later in this book. B @rswons ool
You can use these elements and the scroll bars to s O i3t e o=
locate your stored files. B i e - s
On most computers, double clicking on the file hdoms— N
icon will open the file in the most suitable applicadon. i TV
There are times when you may wish to use other S b sdiasd O3 il |

programs to open a file; for example, in the website
authoring section you may wish to open a file in both

a browser and in Notepad. In this case you can either: Advice

In some schools, network
managers may have
disabled some of these
methods of opening files.
This is to help increase the
network security and keep
your work safe. If this is the
case, use one of the other
methods to open files.

e open the application and load the file from there
e drag the file into an open application, or
e right mouse click on the filename and use Open with....

11.2.2 Save your work

Work should always be saved using a planned folder structure. Here is an
example of part of a folder from the development of Chapter 18 of this book.

Home Share View - 0

Search Cha... @

© = 1 L » ThisPC » Data(Dj » 0417 New textbook » Chapter 18 v G

-

™ Name Date modified Type Size

T:i’ Favourites
File folder
File folder
File falder
Microsoft Word D... 18 KB
Microsoft Word D... 25431 KB
Microsoft Access ... 600 KB
Microsoft Access ... 476 KB

44 Answers for CD
1 Chapter 18 source files
| . Dld versions
fZ 18syllabus.docx
=| Ch_18_version_182.docx

03,/01/2015 16:30
12127304 181
05/01/2015 21177
03/01/2015 1625
03/01/2015 1630
02/01/2015 11:32

f& OneDrive

ﬁ Homegroup

1% This PC Form design example.accdb

_ﬁ Desktop
Documents
|8 Downloads

[l Graham'siPho

_ﬂf Music
|2 Pictures
'_i Videos

A% Taskl8a.accdb
05| Taski8b.accdb
05 Taskl8c.accdb

20/1272004 22:01
31/12/20014 12:58
31/12/20014 12:59

Microsoft Access ...

Microsoft Access ...

4T1KB
A4 KB

4| Taski8daccdb
5 TasklBe.accdb
5] Taskl8f.accdb
{5 Taskl8g.accdb

23/12/2014 13:28
23/12/2014 1519
23/12/2014 19:33
3142014 1203

Microsoft Access ...
Microsoft Access ..
Microsoft Access ...
Microsoft Access ..

Microsoft Access ..

5THKB
608 KB
b4 KB
208 KB
431 KB

£y Windows (C) o TaskiBhaccdb 31/12/2014 13:21

30 itermns 1 itemn selected

You can see that separate folders are used to hold each different area of the
development. The answers for the teacher’s CD are stored in a subfolder, as are
the source files. There’s also a folder for old versions of the files created during
the chapter’s development; this has been used so that the working folder does

@
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not get filled with lots of copies of the same file — the old versions of the files are
dragged into the ‘Old versions’ folder at the end of each work period.

Home

Share

View

@ w1 L » ThisPC » Data(Dj b 0417 Newtextbook ¢ Chapter 18 + Old versions vy

A
i Favourites

#& OneDrive

#d Homegroup

1™ This PC
{jm Desktop
|| Documents
j Downloads
m Graham's iPho.
[ Music
ﬁl Pictures
._-‘ Videos
iy Windows (C)
s Data D7)
L} DVD RW Drive
ca Maldives 2013 »
B0 tems

-

MName

Ch_18_version_166.docx
Ch_18_version_167.docx
Ch_18_version_168.docx

Date modified

02/01/2015 16:27
02/01/2015 17:42
02/01/2015 18:12

Type Size
Microzoft Word D...
Microsoft Word D...
Microsoft Word D...

9403 KB
9,402 KB
9383 KB

|@E Ch_18._version_169.docx

02/01/201518:57

Microzoft Word D...

9275 KB

Ch_18_version_170.docx
Ch_18_version_171.docx
B Ch_18_version_172.docx
B3] Ch_18_version_173.docx
B5] Ch_18 version_174.docx
B Ch_18 version_175.docx
IE| Ch_18_version_176.docx
Ch_18_version_177.docx
Ch_18_version_178.docx
Ch_18_version_178.docx
=| Ch_18_version_180.docx
Ch_18 version_181.docx
=/ screenshot.jpg

02/01/2015 1%:11
02/01/2015 1%:43
02/01/2015 21:01
02/01/2015 22:01
02/01/2015 22:11
02/01/2015 22:37
03/01/2015 11:17
03/01/2015 11:47
03/01/2015 13:44
03/01/2015 13:53
03/01/2015 16:11
03/01/2015 16:17
20/12/2014 19:38

Microsoft Word D...
Microsoft Word O...
Microsoft Word D...
Microsoft Word D...
Microsoft Word D
Microsoft Word D...
Microsoft Word D...
Microsoft Word D...
Microsoft Word D...
Microsoft Word D...
Microsoft Word D...
Microsoft Word D...
JPEG image

This is a small part of the “Old versions’ folder. You can see that different versions
of the same file have been saved as it was worked on. In some cases, where major
additions or deletions were made, there are even two files with different names
saved less than a minute apart. You can see that each file has been saved with a
meaningful filename that includes a version number. This is really useful if you need
to go back and look at your previous work. When the folders get very full, I keep
the last 20 versions of a file, plus every fitth file from the early versions (versions

5 and 10, and so on). I then archive the other files before deleting them from the
hard disk drive. Choose meaningful file names which give clues as to the contents
of the file. This makes it easier for you to find the work in your user area when you
look back at a later date.

Task 11a

Create a new folder to store
your work for this chapter
in. Call this folder Task11b.

Open the File Explorer window by pressing the
<Windows> and <E> keys together. Click the left
mouse button to select the drive that you will use
as your work area.

Computer

View

4 OVD R Drive
B bl e 13

12ieme

§ b ThaPC &
# Feouwices. g Pbme Type
4 Folders (G)
Mo [ Desitop Syshem Folder
B Documerts fystem Foldes
*4 Homegroup & Downicacs system Feides
: B Music Syebamm Folidfar
M Thef.c E Picturm Sysbam Feldm
i Desking B Videos System Foider
|k Documents : -
J Downinads 4 Devices and drives (6
[ Grnams P L Grahern's iPhone Porizble Oevice
B Memiz & iCloud Protn Syetaim Fodde
LT Pictunes i Windkore (C) Local Dk
™ [ Lncal Bk
e Windows 10 o VDt e D
o Dats D e Ml Topel sive: 203 G5 ool Diske

<

9150 KB
8,B79KB
8821KB
9,036 KB
9,026 KB
9,036 KB
8921KB
3,922 KB
8,697 KB
8,697 KB
8,540 KB
8,340 KB

15 KB

v 8

Search Oid... @

ot Size

v 6 | SechTh. B

Free fpare

111 GB
T
1.3 M8
12178

~ 8

B.15GE
1B
0 byte=
14870
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Then click on the New folder icon and name this folder
Chapter 11. The location of this will depend on the structure
com oOf the system you are using. Go into this folder and create new
subfolders for the other task in this chapter. Call this folder
Taskl1b.
Make sure you are in the folder Task11b. This is where you will save your work
later in the chapter. '

11.2.3 Save, exportand print in == = _____ 1 ____#
different formats cros B e A
Most of the details for this section of the syllabus & onetie i
are covered in the following chapters. Although & Homegoup
there are similarities in the methods of saving, -
exporting and printing, these have been covered in ey
detail for each application package used. it
Where evidence of how you answered a question il
is required, you can always take a screen shot and B
submit that as evidence. The Snipping Tool is very o ouaio
useful. Select the search bar with the keyboard by Mi_-nffvinlf ¥ s
pressing the < Windows> and <F> keys together. : i

Select the Everywhere search.

Enter the text Snip into the search box. The result should look
similar to this.

— Click on the Snipping Tool icon,
which opens a small window on the
screen. Click on New.

The screen will change colour. Drag
the cursor over the area to be snipped.
The snipped image can now be copied
and pasted as evidence of your method.

If you use screen shots, make sure
that each screen shot shows all the

information. Your name, Centre number and candidate number must be

on all work and, if items such as a ‘browser view” are required, you must Select a snip type from the menu
show that your web page is displayed in a browser and not in an editing or click the New button.
package.

From the File tab in most Microsoft Office Suite packages, you have
option to:

e Save — to save the current file with the same filename

e Save As — to save the current file with a new name, and /or new file type,
and /or in a new location

e Print — to print the current file

e Export —to export, save a copy in .pdf format, or to change the file type in
some packages.
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11.3 Reduce file sizes for storage or transmission
11.3.1 Why reduce file sizes?

All computer systems have a limited storage capacity so the most efficient use
of that storage space is important. The speed at which files are transmitted
(sent) between one device and another also depends on the size of the data
being transmitted. This does not just affect transmission speeds on the
internet, but also between computers and devices such as printers and network
servers, and so on. This is important when sending files as email attachments.
The larger the file size, the more time it takes to transmit.

11.3.2 Reduce file sizes

The largest files stored and transmitted are often image files. Still images can
vary in size: images with lower-resolution graphics, which are often used

tor web pages to speed up the loading time of the page, can be very small

but, the higher the image resolution, the larger the file. Video files (because
they contain thousands of still images) tend to be the largest files stored

and transmitted. There are exceptions to this rule however. Large database
management systems, such as that used by the Driver and Vehicle Licensing
Agency (DVLA) in the United Kingdom, require immense amounts of storage.
These systems continue to grow, especially as organisations start to hold digital
images (such as drivers” photographs) within their systems. File sizes must

be kept as small as possible, but not to the point where images become so
pixelated that they are not clear.

This will mean resizing and /or resampling image files so that they require less
storage space and take less time to load. Resizing changes the physical dimensions
(width and height) of an image, while resampling changes the quality of an
image.

Resize an image

This method is used to physically resize an image in a graphics package and

then to save the new image (usually with a new filename ). This method has

the advantage of reducing the file size of an image so that a web page will be
displayed more quickly. It has the disadvantage of using lower-resolution images,
which can appear pixelated, particularly if you wish to enlarge them.

Task 11b

Open the file remora.jpg. Save a copy of this file in your Task11b folder. Resize this file
to 80 pixels wide. Save it as remoral.jpg. Reduce the resolution of the image further by
downsampling and save the new image as remora2.jpg.

Open your Taskl 1b folder in the File Explorer window. In a File Explorer
window open the source CD and click on the file you need; hold down the left
mouse button and drag it from the folder on the source CD into the Taskl 1b
folder.
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Open the image remora.jpg in your graphics manipulation package.
In Adobe Photoshop images are resized using the Image menu, followed by
the Image Size... option.

This opens the Image Size
window. To set the image width

to 80 Pixels, change the value in - P Dmensons: 621K i
the Width: box. » vt [l | 1 |
The image will maintain its Hognt (265 | [pwes | =

aspect ratio as long; as there e -

is a tick in the Constrain
Proportions box. To intentionally
distort an image you would

remove this tick and enter a height

Wigth: | 2.82 |.;m - .
Heght: 935 | [ m m ]
Resolstion; | 72 || palsiineh

[¥I5cale Styles

as well as a width for the image. Constrain Bropartons
Click This will alt S s
ckon (oK ] This wi - | Bicubic (best for smooth gradients) v

LE M FenEE~"e pehunbi% hadr’

the size of the image within the

package, like this.
To save the new image, select File,

then Save As... and enter the new filename

remoral.jpg before clicking on | s |

slower to download over the internet.

~ i
As this image will be saved in JPEG format, % #
you are given options on the image quality - ¥
that you require. These can be selected by pri 1z Fl
typing a number between 1 and 12, : i x| Mprevew . il
using the slide bar, or selecting from the L a -
drop-down menu: 1 is the smallest file size -
that you can have and gives the poorest ®) Bascline ("Skandard”) &
quality images; 12 is the highest quality but g?ﬂ;&“:“““ i
results in large file sizes, which are much Gearsii| 3 2

a

Resample an image
The process of changing the quality of an image is called resampling. Images

can be downsampled, meaning fewer pixels are used for the image, as you

have just done by reducing the image quality. Images can also be upsampled by
adding more pixels. Downsampling reduces the file size and therefore makes the web
page load more quickly. Save the same image again, downsampling it by lowering the
resolution when saving. It you look at your Task11b folder you should see that the
file sizes have decreased at each stage.

vp |

@ < % 4 L » ThisPC » Data(D:) » 0417 New textbook » Chapter 11 » Task 11b .C- Search Tas... @

-

A MName Date Type i Tags

Y Homegroup

[=] remora,jpg 26/01/2009 20:49 IPEG image
7 remoral.pg 08/01/2013 22:35 IPEG image

This PC
L ine [E| remoraZ.jpg 08/01/2015 22:37 IPEG image

:_‘_H Desktop
2| Documents

,l. Downloads
3 items
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Use file compression

If a document contains lots of formatting or lots
of images, its file size tends to be quite large.

To reduce the file size for transmission (it the file
is not to be edited), you can turn the file into
portable document format using the FILE tab,
followed by Export. Select the Create PDF/XPS
button.

Export

Create a PDF/XPS Document

wwl  Create PDF/XPS Document
=t : B Presspess lsyout, formatting, tanks, and images

¥ Content can't be easily changed
¥ Free viewess are available on the web

H Change File Type

ol
(!

£

Enter the new filename and click on
to create a pdf which, because it is an
image, should have a smaller file size, like this.
If you need to send multiple files, the most

PDFAPS

B Chid version 8.docx
= Chll_version_8.pdf

2015 0924 Micresoft Word Document
090L2015 0945 Adobe Acrobat Document

-1 448 KB
138 KB

efficient way is to compress the files together as a single

zip file. To do this you must open File Explorer by
pressing the <Windows> and <E> keys. Hold down

<Ctrl> and select the files to be zipped. With these

selected, click the right mouse button to get the menu.

Move the cursor down to the Send to option and a

second menu appears. Click the left mouse button on

Compressed (zipped) folder.

Medizlnfo
s Combine supported files in Acrobat..
B Scan for threaks...
files

Always available offline

Send to

Cormpressed (zipped) folder
Diesktop [create shoricut)
Documerts

g

Fa recipient

Edit the name of the folder if appropriate.

""""""" Iail recipient

DV RNV Dirive (D)

GERS [\aura] (M)

publics [odin) 1)

publiks (Weoding (G2

WINPOOL [WSERVERIL] (R)
sims {vsims-server) [S)
cdserver§ [\Wher] [T:]
StaffAdministration$ (4 oofin) )

e LDERIRLE




12 Images

In this chapter you will learn how to:

® place images into documents and presentations
@ resize an image

@ wrap text around an image

@ place an image with precision

® place a border around an image

@ rotate an image

@ crop an image

o reflect an image

@ adjust the colour depth of an image

@ adjust the brightness and contrast of an image
@ maintain the aspect ratio of an image

® adjust the aspect ratio of an image to distort an image where appropriate.

Other syllabus sections on images covered in this chapter include:

# understanding the need to reduce image resclution to increase transmission speed
@ reducing the resolution of an image to reduce its file size.

For this chapter you will need the following source files from the CD:

@ dog.png ® snowman.jpg

@ snow.rtf ® trees.jpg

@ snowangel.png ® winter.pptx.

@ snowball jpg __/

12.1 Software tools

You will need to know how to place image files into different application packages.
Where this is required in a web page please refer to Section 21.2.7. Images

are unlikely to be included in the spreadsheets and databases elements of the
course. However, images will be placed in both word-processed documents and

presentations. First you must select images appropriate for the document’s audience.

Task 12a

A short news article is to be given to young adults aged 15-25.

Open the document snow.rtf. Insert a suitable image from clip art and the images
snowball.jpg and trees.jpg at the end of the document.

Open the Search window by pressing the <Windows> and <F> keys together.
Use the drop-down arrow to select Everywhere.

This task requires a document rather than a presentation, although the

methods shown are identical in both packages. Type Word into the search box
and select Word 2013.

This opens Microsoft Word. Open the file snow.rtf and replace the text <Your
Name> with your name, Centre number and candidate number. Create a new
folder called Task12a. Save your document in this folder with the filename
Task12a as a Word document (*.docx).

12.1.1 Use images in a document or presentation

Read the contents of the document snow.rtf to see what it is about. Task 12a
asks for a ‘suitable image from clip art’; only when you have read the contents

&

Search

T



12.1 Software tools

and considered the audience will you know which images will be suitable and
which will not.

12.1.2 Import an online image INSERT | DESIGN  PAGELAYOUT
Many packages, like Microsoft Word and Microsoft PowerPoint used to ‘ I:I ‘ é [A) =
include a number of free clip art images with the software but now images Table | Pictures Online Shapes SmartAst
are imported from the internet. Move the cursor and click where you wish . Pictures =

to place the image. Select the INSERT tab, then in the Illustrations section ~ Tables T Iustrations
click on the Online Pictures icon.

Insert Pictures

i Bing Image Search
_b 5:"g"‘ o :n-l: Sn:nwrnu{ ® ¥
&& Crnelnve - Personal Boas ¥

graham_a_browndhotmail.com

Select where you wish to look for the image and in the search box enter the type

of image you want. After reading snow.rtf, I think an image of a snowman might

be the most appropriate for this task. ‘Iv—
Press the <Enter> key. The search results are displayed.

4 BACK TO SITES

BB Bing Image Search
1 Snowwrmat
b 17800 search results fior Snowman e

Selact nne or more thems Ins=rt Cancel

— Use the scroll bar to view the images. In this case there are more than 17000 to
choose from. When you have selected the first one appropriate for the task (lots of
these images are appropriate for this age group), click on the image to highlight
it, then click Insert.

This places the image in your document.

Advice

Please note that you must ask for, and be given permission to use an image in any
publication. Copyright law in many countries will not allow you to use an image
belonging to another person without their written consent.

Many copyright holders are happy for students to use their images for educational
purposes without charging them, but you must obtain their permission to do so.
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12.1.3 Import an image provided for the task

f!-} = P L e M7 Newtextbook » Chapter12 v Chl2_new_source files v | & Search Chi12_new source files 2

Organise v New folder = v

% Windowes (C:)
= Data (D7) .
3 pyD RW Drive (B IGCSELIC S
! Resources -\‘_ .
= Maldves 2013 [F) a

3 Officejet 5500 E700n (10118 W dDH Pﬂg Sﬂwaﬂgil Png snowball JPB SNoWMEn.png

File pame: W |AH Pictures (*.emf;" wmf* jpg;’ vl

Tools = | Inzert |v| | Cancel |

Select the INSERT tab, followed by Picture. This opens the Insert Picture
window. Browse through the folders and files until you locate the file
snowball.jpg
Click the left mouse button on this file tollowed by Insert.
This will insert the image into the document. Save the document as task12a.
You will notice that the images have just been placed at the end of the
document. These will now need manipulating so that they become a part of the
document, rather than just appended to the end.

12.2 Edit an image

It is important that an image included in any document, presentation or
publication should, as mentioned earlier in the chapter, be appropriate to
the subject matter. If a document was about the snow, you may expect to
see an image like this. >

Read the question and text carefully to try to understand which image would
be the best and why. Does this image need editing? Is the image the correct
shape to fit the position you wish to place it? If the image needed to be in
landscape orientation you would need to crop the image. Where do you crop
it? If you crop the top oft the image the watering can on the wall will be lost
which gives the viewer an idea of the depth of the snow, but so do the bricks
in the wall. Do you crop the bottom from the image and remove lots of the
white snow? The choices are yours depending upon what message you want the
image to give. Is it the depth of the snow? Is it the dog playing in the snow?

If this image needs to be in landscape orientation and no alternative
image is available, then you must crop the image rather than compressing or
distorting it. Images should retain the correct proportions between width
and height; this is called the *aspect ratio’.

12.2.1 Resize an image
(Task 12b y

Open the file task12a.

Resize the image snowball.jpg to 8 cm high and maintain its aspect ratio. Place this at the top
right of the first paragraph.

Resize the image of the snowman to 2.8cm high and 2cm wide. Place this image at the top left

cf the second paragraph. Ensure that the text wraps around both of these images. Y.

&




12.2 Edit an image

Find the image snowball.jpg in your document. To obtain a drop-down menu,
right click with the mouse on this image. From this menu select the Size and
Position... option.

Advice

If the Size and Position... option does not appear, select Format Picture... followed by
the Size tab.

This opens the Layout window
which should be in the Size tab.
If not, select it.

The task instructs you to
resize the image, maintaining its

Position i Texkt Wrapping ze
Height
W apsoltg Ben | W
|
|

Relative

Width

[¥ Lok aspect ratin
[ Belative to original gicture size
Original size

Heignt: 2353 em

1764 mm

Sl o | . _ aspect ratio. This means to keep

b ii— i : the height and width in the same proportions as the original
pobation: [ image, usually to ensure that you do not distort it. To do this,
o — — ensure that the two tick boxes related to the aspect ratio are
Height: EEI waith [H% R

both selected.
Change the Height: of the image to 8 cm and

click on .

Use a similar method to resize the image of a
snowman to 2.8 cm high by 2 cm wide. Select

the snowman image and open the Size window
tor that image. In this case different lengths and
widths have been specified, but you have not been
instructed to crop the image. This means that you
will probably distort the image from its original

Posiiin |- Text Wrapping Size

Heighr

W psoiite (28em R
Pelative :l

Width

& Apsomte | 2am )
patve [ F]

Rokate

Ratstion: L3 IZ:_l

Scale

proportions. To do this, ensure that both of the
aspect ratio tick boxes have their ticks removed. ;
Use the Height: box to change this setting to
2.8cm and the Width: box to 2 cm.
This will change the proportions (aspect ratio)
of the image from this, to this.

Notice how the second image is slightly thinner but
the same height. This task is continued in the next
section.

12.2.2 Wrap text around an image

relaiwe ln | Page

Ielative to. | Page

Heent:  100% 15 weath:  [100% 5]
[ ok asmect ratio
[ Belative to original micture size
Digingl size
Haignt: T.E2m Wwidth. 762 m
| Peset
o || Canem

Task 12b asks you to place the resized snowball.jpg image at the top right of the
first paragraph. You are expected to align the image to the margins and to the top
of the paragraph and there is a further instruction to wrap the text around the
image. It is often wise to set the text wrapping first, then place the image. Click
the left mouse button on the image to select it (which opens Picture Tools), then
the FORMAT tab followed by the drop-down arrow next to the Wrap Text icon. . 1€Xt~

Advice

If evidence of an image
size or the aspect ratio

is required, you can use
screen shot evidence of

this window.

Wrap

@
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You get a drop-down menu with layout options. Useful ones include:

e In Line with Text: This places the image as an in-line graphic and is
treated as a text character within a line of text. It will move with the text
surrounding it if new text is inserted or deleted.

e Square: This places the image on the page and the text wraps (flows) around
it. Use More Layout Options... to specify the type of wrapping that you
require.

e Tight: This places the image on the page and the text wraps (flows) around
it, like Square, but you cannot control the distance of the text from the
image for the top and bottom settings, although you can to the left and
right, using More Layout Options....

e Through: This places the image on the page and the text wraps around the
image with preset values.

e Top and Bottom: This places the image with the text above and below the

A |n Linewith Texd
image, but not wrapped to the side. B Secar
e Behind Text: This places the image behind the text. It can be used to seta  » = |
background image in a document. g
e In Front of Text: This places an image over the top of the text. = T;F S
e More Layout Optons: This can be used to give more options to the selected S hliediot
layout types above. For example: if a Square layout is selected you can specify ; I e
where you wish to flow the text around the image and the distance of the @] Edit Wrap Paints
text from the image on each side. This option also allows you to control the Py ——
positioning of the image on the page. S P Pige
For this task, set the Text Wrapping of the image to Ti;ht using the drop-down i - N s SRl
mentu.
Advice
This menu can also be found by right clicking the mouse on an image and selecting
Wrap Text.
Advice
Packages like Microsoft PowerPoint will not give text wrap options. Sometimes you have
to layer objects on the slide or on the page in a document. To do this click the right
mouse button on the image and use the options like Bring to Front and Send to Back.
This is also useful for placing overlapping images in a presentation or document.
12.2.3 Place an image with precision ‘
You will be expected to place images precisely. To move s-closel]
and place this snowball image, click and hold the left mouse -

button on the image and drag it to the top right corner of the [®south-East -of -
first paragraph. There are two methods of placing the image: o v v

cld, ‘but -it
the first is to drag it until the green guidelines appear at the >1o ‘rogion '
top and right side of the image like this: ot ety
p i i 3z London +
The second method is to roughly place the image. Right 1d ‘Lendon ¢
click on the image again. Select the Size and Position... "fﬁﬁi:yh?f_
option to open the Layout window. Select the Position tab. . +the M25-1s -

schools *
1'closed.q

&



12.2 Edit an image

Set the Horizontal alignment to Right aligned to the Margin.
Set the Vertical alignment to Top aligned to the top of the line of
text.

Click the [0k ] button to place the image. Check that this
has worked correctly. If not, this is usually due to the image being
placed with too little precision when it was dragged and dropped.
Try dragging and dropping the image again and repeat the
process.

Repeat this process, placing the resized image of the snowman at
the top left of the second paragraph like this.

I

throughout *the ‘country have *been -
1

School ‘closuresd

The ‘dramatic -change ‘in -
has 'meant -that -a -number
are-experiencing -transp

12.2.4 Place a border around an image

Although you have placed the image as specified, without a screen
shot of the layout window it will not be possible to tell that you
have placed the image correctly as it has a white background.

A good tip is to place a thin border around the image so that

its alignment can be seen.

To set a border on the image, click on the image, select the FORMAT tab

-LE-O.-’.M';_.il Tert wianping | Size
Hartzontal
#] 2Rgnment
1) Bne lpout Insie
() Absakrte posttion |0 em
{Z] Eebabme postion
Vertical
&) Akgnmant Top
(7] Absakste positian | 0cn
() Retatye position
Optians
¥ bove oo wn e
[ Lok anchar

Right | reldiveto  |Marpin T#]

ot hargin
¥ | torchergneot | Margin

w| relstme bo Margin

T| ralakive ta

Lina
2| peiow Line
¥ | relstive to Pege

(o] Aliow nyerlag
W L 0L I CanlE G

| e

cancel

problems. *This 'means ‘th —se
schools racross 'the 'coun
been 'closed. 1
1
Countyn Closedn -
South 'Eastum =}

| Horzontst

then, in the Picture Styles section, click the left mouse button on the small

arrow at the bottom right.
This opens the Format Picture pane to the right of the document.

Click the left mouse button on the Paint bucket icon to select the Fill and

Line section of this menu.

Click the left mouse
button on the triangle for the
Line section to extend the
menu.

Left click on the radio
button for Solid line, which
again extends the options in
the pane. Choose a (thin)
line Width of 0.25pt.

Format Picture
SO O 1B

P FILL

> [ LINE

=% O E

F FILL
= LINE

_ Noline
® Zolicl line

¢ Gradient line

Color

® Hignnent Lett | reiateto Maran [«
() Baok layout 'n:lld-—l of Margin
() Absaluts pasition |Jen :l o ke right of | Mangin
() Reletive posttion F| retative to Margin
Vertica
® Allgnmart Top [=] ratatwato Lina [«]
() apsoiute pagtion |0 em %] beow Line
() Relwijve posdion = | relative to Page
Dptians
] pdowe shject with teet [ Alliow ayerizn
[ Lodk anenor 1 Layaurtim Eable ool
l o cancil I
. | —-
ammatll| | ~| Q¥ Picture Effects - I_l
=l & Position
= 5 Picture Layout = -
T
10 1 12
Format Picture i

S

Transparency |m& =

> Width

Cammatind tune

|25 pt

]
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— The border now shows the precision placing of the image.
throughout -the ‘country -have ‘been ¢
q
School *closuresq
The 'dramatic rchange *in -
has -meant -that -a ‘number
are ‘ekperiencing ‘transp
problems. *This '‘means -th
schools-azross -the -coun
been clos=d. |
T
Countyn Closedn
South Eastn ]

Save your document as taskl2b.

r
Task 12c
Open the file task12b.

The image trees.jpg has been taken on a digital camera. Place this image to the right of the
table, aligned to the right margin. Resize this image if needed.

Place the image trees.jpg at the end of the document, as shown earlier in the
chapter. Click on the drag handle and drag the vertical borders in the table to
narrow the column widths so that all text shows without wrapping, but no extra
white space is shown.

The table should change from dlis to this. —l

- S ARG LR e
. - This wismis - Lhat -many - - e
5L 8 OEUES Kl “DaIRLEY L -

Chosudi

wreApT iy - L i
T S

Faiien
e
=it
Sew
=
Hansksslyse 00
T im
=

==
HAFETATARR | vl [ENIE]
Had mren LSIT]
FrTTITL ed
Hagt

FRARE s
Harzhubar larss A=
Pocnaalind ii

Tiako bbby sbwwe - v cnunbne vl o cliole ‘espedbed ulessds “ILis iniesusiing Pk vl w - ahewa -whe ausbe s of soheoln-repeesod clonnd. <in-ls-inte
Eershate -that ralehosgh -the wanow - 1p o shaaviar i a0 the st Kaat ol A B rnovbs ~that 1wl khoogh ki -abow 45 o heavler s Ln o the Boath East sod

Using the ruler at the top, you can tell that the image will need to fit into a space
from about 7 cm into the page to 16cm in. This means the image width should
be about 9cm wide (16 — 7 = 9). Use the methods learnt earlier in this chapter, to
resize the image to 9cm wide whilst maintaining its aspect ratio. Set the text wrap
so as to allow the image to sit to the right of the table. Drag the image into the
correct position to the right of the table.

12.2.5 Rotate an image

Because the image has been taken using a digital camera and saved, the original
image is upside down. The image could be saved and adjusted in an external graphics
package, or can be adjusted in the Format Picture pane within Microsoft Word. Click

JO
- pr——" - T
weant £y e+

st ng

Format Picture
A o =
B - - B =
SHALDOW
REFLECTION
LW
SUET EDGES
3D FORMAT
3-10 MVEATION

Y

Freacts

¥ Ratation r

the left mouse button on the Pentagon icon to select the Effects section of this menu-

Dimance from geourd opt

Click on the triangle to open the 3-I) Rotation options.
To turn the image upside down, we must rotate the image through
180 degrees. Select the Z Rotation section and use the small arrows until the
image has been fully rotated.

Heget

I ARTISTIC BFFECTS

&

i Fatation L. - |5

LT

3o 7 Ralatian 18 | |8
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12.2 Edit an image

Save your document as taskl2c.

Task 12d

Open the file task12c.

Crop the image trees.jpg to remove the bottom 25% of it.

12.2.6 Crop an image

To crop an image is to cut off part of the image. This changes its aspect ratio but
does not distort the image. Right mouse click on the image trees.jpg to get two
menus and left click on Crop.
The drag handles for the image will change to crop
handles. Drag the centre crop handle at the top of the
image down so that about 25% (1,/4) ot the image is
selected (so that it becomes grey) like this.
Look carefully at this image and you will see that
with the crop tool selected, the image is upside
down. This is because this image has already been
rotated through 180 degrees in Section 12.2.5 but
cropping takes place on the original image. You will
notice that you have dragged from the top of the
image rather than the bottom of the image. Click the
left mouse button on the text and the image will be
cropped and appear the right way up, with the snow
on the top of the branches, like this.
This image will need moving so that it aligns with the top of the table and nght
margin.
Save your document as task12d.

FPaste Dpfion:

D

Save as Dinture...
Charige Pictre...

B 7 tinng to Foont
Send ta Back
Hyperlnic...

2| lnsert Captiot...
Wrap Text

}  Size and Posifion..

Task 12e
Open the file task12d.
Reflect the image snowman.jpg so that the snowman faces the other two images. Format Picture i
< B
b SHADOW
" & REFLECTMOM
12.2.7 Reflect an image \eitw
To reflect an image, left mouse click on the image and select the Format Picture - ' :T};:GM':]
pane, then click on the Pentagon icon to select the Effects section of this menu. st
Do not select Reflection, but click on the triangle to open the 3-D Rotation —t S W -
options. With the 3-D Rotation features, a reflection (flip) from left to right is . ) | —
an X rotation of 180 degrees and a (flip) reflection from top to bottom is a Y thauion [0 ] 5] |
¥ Rotation | & H R

rotation of 180 degrees. Sometimes it is easier to perform these functions in a
graphics package before placing the image.
For this task, set the X rotation of 180 degrees, like this.

zhotetion [ 7| [D] [&)]
SR O + 2
W] Eaop toxt flat

Distance from ground 0 pt

Heset

P ARTISTIC EFFECTS
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Save your document as taskl2e. The finished document should look like this.

Winker weather forses schools to cloae
By <Youc Nams=>

On Mooday FPebruary 2® 2003 the Scuth East of
england was hit by snow. I know this 18 nat
wnumasl in many parts of the world, but it
was interesting to. wetch the whols regicn
grind to a virtual stanpdatill. At the time
of wziting thas article the major London
alrports of Haathrow, Satwick and Londan
City were all eloaed. Stanated alrport had
bz2en closed but has just had cne runway oe-
cpened. Travel chace has ensued, the MIJ is
olossd in many plasea and many schools
throughent the country hawve besn closed.

schoodl closures
The dramstic chang= in the
weather has meant that s number
of areas are eaperiencing
trarspoct problems. This means
that many acheels across the
country have been closed.

County
Scukh Eeat

Easex
Hertfordahire
Widdlesex

EEr

Herth

Ereater Manchester
Lanpashire

Cumbria

Crurham
Werthunbarland
Yockahirze

Cloged

ZE0T
1D+
B+
Si+

110
T
34
7L
23
1

Thiz table ghowe the number of
schools zepocted clos=d. It is
intaresting to nots that
although the snow isr no hearier
in the Scnth East of England,
cne of the eastern Countiea has
reporced mers than 150 oF 1zs
schonls are clesad.

Thia gaw= the children lots taime to play in the spow, anowballing, meking
snowmen and Bneow angels. The ancw gave an added dimension, producing aome
wery pictursague scsmss, many captured on camsza.

Task 12f

Open the file trees.jpg. Save the image as a .png file.

Adjust the colour depth of this image to 16 hits per channel and save the new image as
trees2.png.

12.2.8 Adjust the colour depth of an image

These tunctions will be performed in Adobe Photoshop. Open the package and
open the file trees.jpg. Save the image using the FILE tab, then Save As. Keep
the filename as trees and change the Formar to PNG.

All colour JPEG images have a colour depth of 24 bits which
is 8 bits per colour channel (greyscale JPEG images have less).
If you need to do lots of editing to an image it is better to change

Acdjustmants L

the colour depth before starting, so as to reduce the image
degradation (sometimes seen as blurring) when making the changes.
Changing the colour depth of an image also changes the file size. A

Duplicste..
Apply Image..
Caleulations..
Ale=Chrlel
Al Cirl-C

Imiage Size_.
Carnvas Size

b bansnlials
=

file with a 48 bit colour depth (16 bits per channel) needs twice the

storage space of a file with a 24 bit (8 bits per channel) colour depth.
Select the Image tab, followed by Mode, then change the colour

depth from 8 Bits/Channel to 16 Bits/Channel.

[y
»

FAotete Canves ki

Crop

TrirE,.

Reveal All

Edit | Image Layer Select Fiter Analysis View Window Haelp

Bitmag
Grayscale
Duatons
Indexed Color..
» RGB Color
CMYE Color
Lab Crlor
Multichannel

+ 3 Bits/'Channel

1E Bits/ Channel
32 Bits/ Channel

Color Table..

Wariables L
Apply Data Set.

Traps

&



12.2 Edit an image

Save the image again but change the filename to trees2 and keep the Format
as PNG as JPEG does not support 48 bit images. The difference in the file sizes

can be seen here.

-

t L ¢ ThisPC » Data(D:) ¢ 0417 New textbook » Chapter 12 ¢ Worked

»

fed Name Date modified

r Favourites

“Zl Recent places

trees.jpg

19/02/2009 10:17

JPEG image

,H. Downloads
B Desktop

22/01,/201518:34
22/01/2015 18:32

ﬁ trees.png
ﬁ trees2.png

f@& OneDrive

3 itermns

Adobe Fireworks ...
Adobe Fireworks ...

12,732 KB
21,295 KB

TaSk 129 Edit [Iage] Loyer Select Fite Ambpiz View Windew Help
Rotate the file trees2.png through 180 degrees and save the new image as r;:mm :
trees3.png.  Dupierten -
) Image Size.. Bks Cirked
Open the file trees.png in Adobe Photoshop. Select the Image tab, followed P, e
by Rotate Canvas. From the sub-menu select 180°. > o
5 g
Save the new image as trees3.png. Tim. e cow
Pomveal Ali | Ahitrang.,
"ﬂn‘ﬂhl.ﬂ P .Fﬁp“&r;ni.Hml
Appily Deta et | Hip Canves Vertical
Task 12h I
Increase the brightness of the image trees3.png and decrease the contrast, so the
image can be used as a background. Save the new image as trees4.png.
12.2.9 Adjust the brightness and contrast of an image
Open the file trees3.png in Adoebe Photoshop. Select the Image tab, followed
by Adjustments. From the sub-menu select Brightness /Contrast... _— L
= = = Edit | Layer Select  Fiter Amalysic Wiew Window Help
which opens the Brightness/Contrast window. - Mede '
—Use the two sliders to edit both the Brightness and the Contrast U IS S
until the image looks appropriate for the task. e it AL
. Caleulations.

Save the new image as trees4.png,. Advice e o | o
The brightness and e o T
contrast of an image Moo ' HueSuustion.. Cukes
can also be edited Tome e Clio
with the packages in zm:m e
Microsoft Office in Norky e . Chamid Mo,

a similar way using T iy

the right-hand icon Shaderm/Highligh..

from the Format e

Picture pane, then s )
selecting PICTURE i
CORRECTIONS and the =

sliders for Brightness
and Contrast.
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Activity 12a

Open the image snowangel.png in a suitable package. Reduce the colour depth to 8 bits per
channel. Rotate the image 90 degrees clockwise. Save the image as snowangel1.png. Save
the image again as snowangel1.jpg. Show evidence of the finished image, the filenames and
file sizes.

(Activity 12b

Open the presentation winter.pptx in a suitable package. Crop the bottorn 30 % from the
image dog.png, reduce its contrast and increase its brightness. Place it to fill the slide so that it
becomes a background image.

Find an appropriate image of a snowman. Resize it to 2cm high. Place it 1cm from the top of
Che slide and 1 cm from the left of the slide with no border.

Activity 12c

Open the file you saved in Activity 12b. Reflect (flip horizontally) the image of the snowman.
Place a 1pt red border around this image.




@ Layout

In this chapter you will learn how to:

@ use software tools to prepare a basic document to match the purpose and target audience
@ create a new document

@ open an existing document

@ place objects into the document

@ enter and edit data induding text and numbers

@ create a table

@ format a table and its contents

® wrap text around a table

@ explain why headers and footers are needed

@ create headers and footers

@ use a header and footer

@ align the contents of the header and footer consistently within a document
@ place automated objects in headers and footers.

For this chapter you will need these source files from the CD:

@ text] . rtf

® tablel.csv

@ text2 rtf

@ table2.csv

@ activity13c.rtf. /

13.1 Basic documents

This chapter will help you develop your document layout skills. The word ‘document’
does not just relate to a word-processed document, but can be a piece of written or
printed material, or an electronic file that provides information or evidence or that
serves as an official record. These can even include images such as photographs. Such
documents will therefore include word-processed documents from Microsoft Word,
reports from a database using Microsoft Access, spreadsheets, graphs and charts using
Microsoft Excel, a presentation using Microsoft PowerPoint or a web page. Even though
each of these packages requires different practical skills, they have many common
elements which work in similar ways.

New documents need to be created with regard to the target audience, which
will often be a major factor in setting the styles that will be used within the
document (more details can be found in Chapter 14). One other very important
element will be the accuracy of your data entry. Always check your documents for
typing errors. More help will be given on proofing in Chapter 15.

Plan it
Plan your document before starting it by making sure that you know:

e What is the purpose of the document?

e Who is the target audience?

e How will I make it suitable for this audience?
e What is the appropriate medium?

e What is the appropriate package:?



13 LAYOUT

13.1.1 Create a new document

The method used to create a new document in most of these applications will
depend on whether the package is already open in the computer.

Create a new document if the package is already open

To create a new document in most of these applications (databases, graphs, charts
and web pages are different), open the application package and click on the FILE
tab followed by New. It is worth saving your new document as soon as you have
started it, and saving your work often using the methods shown in Chapter 11.

Create a new document if the package is not open
This method does not apply to web pages. Open the application package. It may

open a new document when the package is opened. In this case go to Section 13.2.
If it does not automatically open a new document, then the Start screen for the
package will open. If you are using a home computer, down the left side is a list of
recently used files that could be selected. It is unlikely that this will appear in many
school systems due to the security settings placed by your network administrator. In
the bottom left corner of the window will be an option to Open other.... The rest
of this depends upon the package, 1f it is Mzcmsoﬁ Word you will see ER——
if it is Microsoft Access you will see , if it is Microsoft Excel you will see
m’:-etc. Double click on thjs text md double click to select New from
the left menu. Open a new blank document/workbook/database, etc by selecting
the top left icon in the window. It is worth saving your new document as soon as

you have started it, and saving your work frequently using the methods shown in
Chapter 11.

13.1.2 Open an existing document

The method used to open an existing document in most of these applications will
depend upon whether the package is already open in the computer.

Open a document if the software is already running

If the software is already running, in most applications (except databases, graphs,
charts and web pages), click on the FILE tab followed by Open. It is worth
saving your new document as soon as you have opened it, with a different version
number using the methods shown in Chapter 11. This will make sure that the
original file that you have opened is kept without changes.

Open a document if the software is not running

This method does not apply to web pages. Open the software package and the
Start screen for the software will open. If you are using a home computer, down
the left side is a list of recently used files that could be selected. It is unlikely that
this will appear in many school systems due to the security settings placed by your
network administrator. In the bottom left corner of the window will be an option

to Open other.... The rest of this depends upon the package, if it is Microso
Word you will see |Elail if it is Microsoft Access you will see ﬁ

it it is Microsoft Excel you will see ﬁ etc. Double click on this text and
locate your file within your storage area from the Computer icon. It is worth
saving your new document as soon as you have opened it, with a different version

number using the methods shown in Chapter 11. This will make sure that the
original file that you have opened is kept without changes.

g




13.2 Place objects into a document

13.2 Place objects into a document

Task 13a

Create a new document. Open the file text1.rtf and insert the file table1.csv as a table within
the document. Change the document heading to "‘Winter weather forces schools to close’.
Save the document as task13a.

13.2.1 Place text

Before starting this task, examine the files textl.rtf and tablel.csv. As Task 13a
makes no mention of the purpose of the task or its audience we cannot answer the
first three questions from the ‘Plan it’ section above. After examining the two files:

e the most appropriate medium would appear to be printed on paper (or if
used electronically as a downloadable document)
e the most appropriate package would appear to be a word processor

(although this may be converted into portable document format if used as a
downloadable document).

Open the document textl.rtf in Microsoft Word. As you do this, when you get to
the Open window, you may need to change the file type to All Files.

.,t:' = P L e« 417 MNewtaxtbook ¢ Chapter 13 » Chapter 13 source files o Search CThagter 13 source files
Orgenize + Flew Fold=r

(g Diata (0] A Mame Diate modified Type
. T New tedbook

it actonty13c.rif 28072005 14:09 Fich Tert Forrmat
017 Textbook =

L tablel.cov 1 Mhicroscft Becel €.
8 table2.cov Microsoft Bicel €.
ﬁ' texttortf 04y 5 Rich Text Format
W et rif 02/ 217 Fich Text Fornat

ALCS

!
b

4 01T Book
K

W CIE

b

Fin=nces

- L

v| [an Files (%)

Tools = | g;n_|7|

If you do not you may not be able to see all the files that are needed for this task
in the Open window. Left mouse click on text1.rtf and select | =[],

Use the FILE tab and Save As to save this document with the filename taskl 3a
as a Word document, rather than in rich text format.

13.2.2 Place a table from a .csv file

Cpen il Wol- S thedlc LR S P T
tablel.csv as a new Word document. An (X lommmme oo £- -5 wie Ay |m If you have to combine
alternative to copying and pasting the table |™" « & =4 & vosoww ora than one file
into the document would be to place the IA St s e e e (sometimesyvith different
.csv file in the document as an embedded el file types), open each file
object. This is really useful if you wanted Hort fordatize, 100+, At A e, docimantthen
to update the table within another package = aaeai capyand peste frabtone
Dup 2 PRl i document to another. This
like a spreadsheet, but is not as useful " oreater Mancheater,100,
P ; method can reduce any
- - = lT L]
when you have little time to keep updating . cumcia, 51, problems that could occur
H 7 . 70; . f
objects embedded into a document. . Horthusberland;33, with embedded objects.
The file tablel.csv looks like this when s
it has been opened in Word.

D
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Now you need to edit it, to turn the comma separated values BE S 0RO ek de TE- O %
into a table and copy it into the file that you recently saved. ;-5 e el = By | ] L]l v
Highlight all the text (hold the <CTRL> key and tap the <A> _ = c'!i e Pl et Tet i
key) and then select the INSERT tab followed by the Table i icon.™ | . e e B e SRS I

Click the left mouse button on Convert Text to Table.... —
Because the text is highlighted it will be placed within the
cells of a table. 0+,
This opens the Convert Text to Table window. Click on :
x| to create the table. If Word has not offered you the -
correct values for rows and columns because the .csv file contains
both commas and carriage returns, then the table may need

er, 100,

Northumberland, 33,

editing by either removing blank rows and /or columns. In this " Yorkshire, 1,
example, it has created an extra column to the right. [wocror soswons M W W b um |
To remove this column, first click L
the left mouse button in a cell in the ~hrg v = T
I'ight-hand Column ThlS removes the _ HOME  RSEET  DESIGN  PASTLAVOUT  WEFIRRNMCRT  MALMNES MR VBN ABe N | ermew LaveUT  Grabas B -
a . . o EERN | SEEer ‘Eoresl Zom=m pmmeam pmooc o R e = A
highlighting from the table. In the same It e B e J - Lo
cell, right mouse click to obtain adrop- | .l T e o
down menu. From this menu selectthe |, *~ °*~ *~ *~ ™= * *~ *~ "~ = =ronpromon®
= L Lo t CL d
Delete Cells... option. e 228
1 1. Egsex 250+
Choose the radlo‘ button for Delete et S
ntire column followed |- |widateses aoe

. Sussex S0+
(23 s gets by K ! , o Hnr;
(! Shitt cells .
c .;_,E._,_"_h”; on Copy this table and R e T
e paste it in place of the Cumbria 31
. Durhom 70
text <Place table bere> in . [Wexthuaberland 33

Yarkshira 1

the document that you

saved as task13a. This task is continued in @
Section 13.2 4.

13.2.3 Place an image, graph, chart or database extract

Please refer to Chapter 12 for the placing and editing of images. Graphs and
charts can be copied and pasted from Exce/ and edited as if they are an image
within a document. If a database extract is to be included in another form of
document, export this (as shown in Chapter 18) betore copying and pasting this
into the document.

Place a screen shot in a document

To take a screen shot of the current screen use the <Print Screen> or <Prt Scr>
key on your keyboard. This captures an image of the screen contents (the same as 3
Copy) and places it in the clipboard. Paste this image into a document. To take a S A L e
OpY B : elp : & : sure that it is easy to read
screen shot of a single window use <Alt> and <Prt Scr>. To take a screen shot of The thntante of tha s raan
part of a window use the Snip tool (as shown in Chapter 11). Please note that if shot but do not crop off
you want to show a drop-down menu that you are using in the screen shot, you the information that may
must capture the whole screen and crop unused areas from the image. See the b neaded, for mample

section on cropping images in Chapter 12 Sl i o
ppIig el P : and candidate number, the

13.2.4 Enter and edit data filename or the evidence

that you are using a web
Data can include text and numbers. For the purposes of a document, both can be  browser rather than an

entered and edited in the same way through the keyboard. editing package.

&

Advice

For screen shots in an



13.2 Place objects into a document

Enfer fext ar hurbers in & dediment ERESST T, Sreomie gy, BT o
Open the file task13a. To change the document g X [Cowieoen s TR EAY I T Y[
Bru-=xy 4 = =E e -

i

heading, highlight the existing heading and overtype == . W .00 o W . oy o= E
this with the new heading from the task. Although Cptanrs Font n___ mmawh __5syen 4
L 1 i 3 1 5 [ 7 B ] 10 4] 12 o H 15 1o AT =

this seems one of the easiest tasks, it is one where a
significant number of students fail to check their data

Winter weath=r forces achools to closs|

= Co Weonday Febrmary ™ 2003 the South East of Zngland wasa kit by anow. I

entry. You willneed to'be 100 per centaccurate with | s e o e e e et e
all data entry, including the use of capital and lower St uiah mad tetton FILH seds L1 Closely, stanstad aiipast had bos Saset
i 5 = M but has just had ooe runway cecpensd.
case letters. The document should now look like this.— S
Save the changes to this document. EEiEn FaRE s
il Hertfordahirs IT0+
- - = Widdlapax gy
Edit text or numbers in a document B
- Gre=atsr Manohester IO
Lancashira i)
- Cuebria 39
(_ —\ Durham ]
TaSk 13b g zzin_m::rl“u ‘:G
Dpen 1he ﬁie task?Bal = This tabla shows che numbar of ashoals ZGFEEEGG clesad, It o :r_c,arma:u'.g
g 1! £o mete chat althongh the soow was no beavier in the Scath Past of
Move the last sentence in the document so that it becomes = Eagland, one of the ssstern Coustiss reported more than 230 of 1t=

schoole are closed.

the last sentence in the first paragraph. 2 -
. 3 o This gava tha childran lote tima to play in the anew, snowballing, making
Add a new subtitle 'School closures’ just above the table, and G o o Rl The o g Bdded i e pendu g e

TECY pictur=ague scenesa, many captured on cam=ra. Travel chaca has

add ﬂ'“'S new pa{agraph between the Sub‘h‘tfe and ‘the tabie: enaned, Tha HIY 12 eloaed 1o many placea and many acheols chroughout tha

- country hawe besn closed.

“The dramatic change in the weather has L :
meant that a number of areas are experiencing ®
transport problems. This means that many
schools across the country have been closed.’

In the third paragraph change the word "was' to 'is’, and add
the word 'has’ between 'counties’ and ‘reported’.
Save the document as task13b.

v

There are a number of techniques that could be used to move the last sentence
to the end of the first paragraph. These include cut and paste, copy and paste
then delete the original and drag and drop. It is recommended that you learn and
practise all of these methods.
All three methods require you to highlight P~ ot e s S e i S S
the correct section of text. A useful tip 2 [ —
; . . - - i Thio gave tha shildran loto tima to ploy in the ganow, snowubolling, malcing
{ESPEC]RH}' lf‘you are ].'lght—ha.[ldEd) 15 tO saowmsn end snow sngela. The snow gave =n added dim=osica, _p::':l.::;ng scme=

= very pictureague acensa, meny captured on cemera. SEsvel cHeds

hlgh.llght ﬁ'Ol’n tl‘le el'ld thhe text b‘ack to ﬂle i ensued, the MI5 la clossd in many places and many scheola throughout the
>

T meuntry have been closed.

beginning rather than the other way around. | -

Highlight the text like this.
Editing methods

You can now choose your method from the following.

Cut and paste

Right mouse click within the highlighted area to get the drop-down menu, then
select Cut. This removes the sentence and places it in the windows clipboard.
Move the cursor to the end of the first paragraph and right mouse click to obtain
the drop-down menu again. This time select Paste.

Copy, paste and delete
Right mouse click within the highlighted area to get the drop-down menu, then
select Copy. This copies the sentence to the clipboard but does not remove it.
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Move the cursor to the end of the first paragraph and right mouse click to obtain
the drop-down menu and select Paste. Move back to the original sentence,
highlight it and press the <Delete> key on the keyboard. Although this method

takes longer than method 1, it does not remove the original sentence until the

Advice

Use <Ctrl><X> to cut,
<Ctrl><C> to copy
and <Ctrl><V> to paste.

end of the process, so it you accidentally lose the sentence from the clipboard the

original is still present.

Drag and drop

Click the left mouse button in the highlighted area and hold this down, moving
the cursor to the end of the first paragraph. Release the left mouse button at that

point and you will drop all of the highlighted text there.

Whichever method you have used, make sure that the character spacing
between the sentences and the line spacing between paragraphs matches the rest
of the document. Check carefully for any inconsistencies.

To add the subtitle, move the cursor to the end of the first paragraph and press
the <Enter> key twice. (This will keep the same paragraph spacing as the rest of the

Advice

Drag and drop is easy when
both positions are on the
screen at the same time,
but harder when you need
to scroll through the
document before dropping.

document.) Now type the text ‘School closures’ followed by the <Enter> key. Type
the new paragraph given in Task 13b. Go back and check for data entry errors and

the consistency of spacing. Correct any errors.

To change the word ‘was’ to ‘is’, locate the
word and highlight it. Type in the word ‘is’
and it will replace the original. To insert the
word ‘has’, place the cursor between the words
‘counties’ and ‘reported’. Make sure that there
is a single space on each side of the cursor
before you type the word ‘has’.

Save your document as task13b. The finished
document should look like this.

Tazk_13b.docx- Word T EH - O-X

g HS 0R
HOME | IMSERT DESIGN PAGE LAYDUT REFEREMCES MIAILIMGS REVIEW WIEW ADD-INS  Graham E...*i

— Courier New -5 - A" #
| B I U -aeux H - g
Paste L Styles iking
d ¥ o@-d. A -mMa- poa a ‘
Clipboard 1 Fonk B Faragraph a Styles -
L1 IA L 2 3 4 5 B 7 ¥ 1 (0] 1l 12 o 15 15 16 o 1\~
Winter weather Iforces achools to clo=e
On Monday February 2™ 200% the Scuth Emat of England wam hit by snow. I
¥new this 1p net unmesal in many parce cf the world, but 1T was
incerescing to watch che whole regien grind ©o a wirtual etandacill. &t
the time of writing this article the major Londen miTports of Heathrow,
Gatwick snd Londso City wers all closed. Stansced airport had hesn clssed
- Bt has just had ane ronway reapensd, Iravel chass has ensusd, the M35 aa

’rActivity 13a 8

Open the file text2.rtf from the CD and insert the file
table2.csv as a table within the document after the

paragraph that ends This table shows the number of
schoaols closed in some of the local authorities:'.

Change the document heading to ‘Snow brings
disruption to Britain'.

Move the last paragraph in the document so that it
becomes the first paragraph.

Add the following text as a new paragraph
immediately before the paragraph that starts ‘Flights
were suspended ...":

‘Heavy snowtfalls were reported to the
north of London. London was also
affected but not to the same extent as
the disruption that had been caused the
week before.’

In the last paragraph change the word ‘weird’ to
‘unusual’ and add the word ‘national’ between
‘many’ and 'newspapers’.

Gave and print this document.

Zy

closed io maoy places -and many schools throughout the country have been
closed,

School CloAuTes

The dramatic chenge in the weather has m=ant tThat a mumbar of ars=as aps
experisncing trenaport problemsa. This meana that neny schools acroas the
country havs besn olomed.

County Cloaesd
South EasT

ERach 250+
Eertfordshire 100+
Middleaan 40+
Suasex 50+
Horth

Creacer Manchearsr ico
Lencashire T
Cumbria 34
Cuzrhan 70
Horthumberland 32
¥orkehire Y

Thig Tabla shows the number of schosls raporved slossd. Ic Lo inTarascing
ta nate that although the anow iz oo hesrise in the South East of
Englend, cne= of the easterm Countiss haz reported more than 250 of ita
achools are closed.

Thie gave the children lota cime T play in the enow, snowballing, making
ancwmen and anow angels, The anow gave an added dimension, producing Bome
very ploTuresgue scenes, Many caprured N camera,
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13.2.5 Create a table

Tables of data may need inserting into your word-processed documents or
presentations. You have already inserted a table from a .csv file in Task 13a.

Ve
Task 13c 1
Open the file task 13b.

Add to the end of the document the following text as a new paragraph:

“Temperatures recorded at one weather station in Ross-on-Wye
during the week read:’

Below this add this table:

Maximum Minimum
2nd Feb 3 -1
3rd Feb 5 -3
Ath Feb 5 =3
5th Feb 2 =1
6th Feb 2 -1
7th Feb 5 =3
&th Feb 4 -7
eave the document as task13c. o

Open the file task13b and add the text given above as a new paragraph to the end
of the document.

To create a new table you must first work out how many rows and columns
the table contains. By counting them, you can work out that this table contains
three columns and eight rows. Move the cursor to the correct place in the
document, then select the INSERT tab, the Tables section and click on the
Table icon.

li This will open the Insert Table drop-down menu.
M

Insert Table ove the cursor over the grid until it highlights the 348 Table
LI L] three columns and eight rows that you need, like this, — OOCO0OC00]
HEEHHHE%E% Click the left mouse button in the last highlighted E}HHEEEE
OO0 000000, cell of the grid and this will insert a three by eight table EREEEEN
LD EEEOIEET ] into your document. Add the text from the task into 0000000
%PEE%%%E%% this table. You can move the cursor into the next cell by LICCICIC ]
CIOOO0O00000| pressing the <Tab> key. If you need more rows than the : _E ﬁj= EEEE
G| msen Tabie eight available, move the cursor into the last cell of the B it
o prew Tabic table and press the <Tab> key to create a new row. If you | ' (...,
K | Conyert Test to Tabls need lots of new rows, hold down the <Tab> key. Save =
| Excel Spresdsheet the document as task13c. L ———
[ Quick Tables 3 o Excel Sp

| Quick Tables ’
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(Activity 13b

Create a new document with the title 'Skills to practise using tables’. Create this table, below the title.

~

Function How Feature
Insert tab Table
Right click Rows
Right click Columns
Rows
Cells Alignment Left, right, centre, fully justified
Top, centre, bottom
Colour, shading
Rows Breaks across page
Gridlines Show
Hide
Text wrapping Cells
LSanm this document.

13.2.6 Format a table

.

r‘l’ask 13d

Tables can be formatted so that they can be aligned left, right or centrally | ™ = | Cogen |_sal._T411ek]
between the margins. Text can be wrapped around the table or not as Y T
required. These teatures are found in the table properties: click the right P T
mouse button in any cell of the table, then select Table Properties...and | | |B.| | B || B |ow
the Table tab within the Table Properties window. The table alignment T e ma
can be selected in the Alignment section and text wrapping around the e —s
table can be switched on or off in the Text wrapping section. e | =3 :
Hons ] .gmurrd .
Open the file that you saved in Task 13c. R e
Narrow the columns in the top table so that there is a minimum of white space but B [t
no text wraps within a cell.
Set the text wrapping options for this table so that the body text of the document
flows around the table.
Save the document as task13d.

Open the file that you saved in Task 13¢c. Move the cursor |[ma < =& Tk dne o waama: T W - o X
into the top table and grab the vertical gridline. = I'jm s ol ta el P Bl T .
Drag this to the left while holding down the left mouse [P T e .a.:‘.‘. -a.._,n:_ e e o 21 St
button so that it almost reaches the right edge of the longest R e o LT . S—

data ltem Repeat t.lh]S w1l—l'l ttle nght hmd gl-ld.hne é- ::::1:1:: :::‘ﬂ::«iﬁ‘um' Thiz meana that sany schesle sszoss the
B EH D 37 Vsl TRillAnew . Ward nEfnoit T M - O X = Couney [T
- OME INSIAT | CESIM PAGTL EFEM. MAILN BEMIW VW 00N DESGN LAYDUT Gubam§. -. Erean - b0
— = Y | Wertfordehive 5%
= T HEphege o 4 | =
shln P et Apps Cnine LPkI  Comepeni ot by | 2
| Peluns ¢ 8% Ve - [ Fuge Huiowr . [ss aTEh = i
| g . - I‘F Enl.l. ; = ’llll)ll = '.\::—ll‘iu ||.r|l:l'l|ulll = = ’ - LANCEARLCE o
awperienming sranspert problems. This mesns thas many sshosle sorees the :‘ %;. #!
ssustry have besr clossd, | [Eerhebezlasl i)
| ® T e — = =
[t ﬁ::;‘}lhlt e :' Thie sable showe ths mabes of schosls seposted slsesd. It 29 smtessstizg -
| -l’ il = :!!" | £} 2 ;
T [rocetor oovows G @ B % -——+——< o |
Suzpex 110
| Bazth
|®m | SEsster Masshastar | 105 ¥ - -
[Chaciiice | - The table will look like this.
| [Tu=Fam T
(T3l zlund 33

This weble shows the swmkbes of schocls sepeeved clowed. Db oo iztwsustieg
|
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Click the right mouse button in any cell of the table, then select Table L veepomte TS

Properties... and the Table tab within the Table Properties window. weir [t i [ vt
Move the cursor into the Text wrapping section and select Around — T —
to wrap the body text around the table. Click on [_a¢_] to complete agrmers ——
this. The table should look like this. ———— U = |
Save the document as task13d. o

Text wrapping
BES CQ vl [ |1
n HOME W CESGH PaGELApIT - AR % E

rrT:-.\sk13@ CE—N=l= 108 a1

i » b (=] u‘f‘ ' ("1 u- .ﬂnn!. :gtuund. Eostianing..
Open the file that you saved in Task 13d. ol f..-“‘."" ar [0 A
Right align all of the cells containing numbers in the c T R T
. eeperienwing vranspers prebless. TH of dars an, oG
second column of the top table. Centre align all of = oiarry havs Bers Sleses. e
the cells in the top two rows and the row containing - i) ) or || conen
'Ncnh‘x 7 h::f f=:‘- :::h Tash of Englapd, sne of the sestern
' . . EE::::“" ;:_ Couniier has :|portl':l':ac:o tham T5C of its
Make the top row of the table twice as high. Vertically — [ fi—| smhosls are cleand.
align all data to the middle of each cell. R KPR T -';;',:::‘l::;:ﬁg‘_’:tf ,,::;E;;.:':;;"
Merge the cells in rows 2 and 7 into single cells. = T Alneariin, ‘presusing sime vary pioviemene
i I E SrihunbeE ang I PORARS. BADY captuced o caméerd.
Set the background colour of all cells in the top two ' [rosieze 1 e b s e i o VS
[OWS and row ? tﬂ ye"cw 2 siatien in Bess-sa-Wyr dusisy the wesh ssads
\Eave the documenit as task13e. [narroer mwoecs @ EE W ———¢ wm ]
Align cell contents within a table Textalignment — _ _ _
Move the cursor into the top table. To highlight all the cells containing Left ) T i
numbers, left mouse click in the top cell containing numbers and drag the Centre

mouse down. Select the HOME tab. In the Paragraph section find the four Right

icons for text alignment. Click on the third icon to right align the contents Fully justified
of these cells.
Highlight all cells in the top two rows of the table as
described above, hold down the <CTRL> key and drag o ot e 0 i eomerne el ot e S
over the contents of the cell containing ‘North’ so that all Ry e ___cfoesiE-Eev@m Ay [N
five cells are highlighted like this. g Rexehene A6 SEH LT
Cepesard fam 1 Farmgngt W Swial &
Select the HOME tab. In the Paragraph R e TN T it
= o o - sEpriiensing tesnspest paeblens. This weans that sany schoels ssrees the
section find and click on the second icon for text | e and b el
- [Cousey [ clesad] This table shows the pumber of schools
alipmment, o e s e e,
: i o g e L] Sramvier has repeceed meve then 340 of dhe
Vertically align cell contents within a table s 3
: ; e — QE’.E::' Sasubaiiieg, asbing smoweh e
To make the top row of the table twice as high, grab the e }3 T e
B . T i sy prbdnaleg s’ yeiy gl
gridline below the top row and drag down so that it changes = [ TE| S
FEEprCaiiTes pwcoided et Snw weazhes

ﬁ-ﬂm ﬁ]_is to t}]is_ !‘ sTetica 13 Boss-cn-Bye during che week read:

County Closed County Closed
South East
Essex 250+ South East
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You can see that the cell contents are aligned to the top of the cells in this
row (and the rest of the table). You must vertically align all data to the
middle of each cell. Highlight all the cells in the table and click the right

mouse button in one of these cells. Select Table Properties... and the Cell

tab. Click in Center then [_oc__] so that it changes

ptde | e | Celpen

il | gTed

[o meteived om0

nebeil asgrema s

=l|EI{[E]
A

from this to this. l

l

County Closed

County

Closed

South Ea=t

South East

Merge cells within a table

Highlight both cells in row 2 of the table and click the right mouse button in
one of these cells. Select Merge Cells from the drop-down menu. Repeat this

for row 7. The table now looks like this.

Set the background colour to cells within a table

Highlight all cells in rows 1, 2 and 7 together. Select the HOME tab. In the
Paragraph section click on the small triangle to the right of the Shading icon

Ctreny

o Canial
County Cloaed

Scuth Eapat
Esseax 250+
Aertfordshice 100+
Middlesex 80+
Sim e 50+
Norch

Greater Manchester 1400
Lencashice ]
Cumbri= EE]
Durham il
HMorthumberiand EE]
Yorkshire 1

to get a drop-down menu/palette.
The palette gives you a range of greyscale shadings, the
theme colours that are available, plus some of the standard

More Colors... option.

B HS &7 -
HOME | INSR | DESIG

Task_13e.dpee - Ward TEBLE TOEW S

PAGE REFER  MAILl [REVIE VIEW ADD- DENGN LAy

in the palette.

Advice

|Courier New ﬁmj- Pl

colours. If the colour that you require is not present use the iy o Gt i e S E SE A
i R-Z-p-ka- & 4 Hi=ce il e
= = = Cipboard = "omt % | Themes Colars ey T
For this question we need yellow so click on the yellow block |7 o e E | RN —
4
ST | :lq“é :E.‘Ls 'nb:::
Save the document as task1 3e. 3 SowE Easr | l ﬂl.illsm T
Eaaar 2304 mnd, ooe of
Hartfordshire 1004 Standard Colors ted mera th
?ﬁkﬂ= if-- EEEEEN-
R .3 Lt Recont wﬂl d :
The Shading icon can also be found by clicking the right mouse button i it T g
when the text has been highlighted in a small menu like this. DAICEARES b g igdheaplond
Cumbris 3::‘.- MorelC olors... EA i paie
e - Durham TGy
N’ur.thmlharland 23 | raturess recorded at one
Yo:-atsh:lre |J :::ﬁ!ﬂn in Roas-on-Rye :u::r.g

B r=®-A-20;0-

i

Task 13f

Open the file that you saved in Task 13e.

Remaove all gridlines from the lower table except those cells containing the maximum and

minimurm temperatures during this week.
Save the document as task13f.
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Add and remove gridlines from a table o ebePopetes M

Bele | Bow | Colgmn | ol | aTes

To work on the second table, click the right mouse button in the table.

Sz

Select Table Properties... and the Table tab. Select the option for rC AR e P = -
Borders and Shading.... e
This opens the Borders and Shading window with the focus of the B| BE Bl §
borders applied to this table. Ten e A
To remove all borders (the four lines around the outside) and M —
gridlines (the lines within a table) click on None, followed by [_ac__] % g .
-

twice. The borders and gridlines within the table will usually show as
faint dashed lines that are visible on the screen but not when printed.
Highlight the cells containing the maximum and minimum

B | Bordersand Shading... | | Options.

temperatures for the week, like this.—

i | Maximum | Minimum_
[ 3xd Feb | g GH -g
4th Feb 5 [ AN =
L T TN N [ ST,
6th Feb | S =1 = ||
7eR"¥eb A < =il | o 2
120 - 0 S A S S = Y R ——
. . E L i tutomatic vl -
Click the right mouse button on one of these cells, select Table | — | BEE
- -5 = E‘Ft ¥ & -3
Properties..., the Table tab, then Borders and Shading.... e s T
As the Borders and Shading window opens, click on Grid to
set the gridlines back. [Con ][ e
Note that the focus of the borders applied to only these cells
after selecting <OK> twice. Save the document as taskl 3f. T sowesaiswang 0 f BEW
The completed table will now look like this. govsers | gaga soane | snaang
Sty e o P
=] I= |= on diagram Gelow or
=|mane || u?rlguuu::tun m:;bmdss
: Maximum Minimum El L SR e
| Znd Feb 3 ! fo | | SR s ——
"3rd Feb 5 = B || g B
ith Feb 5 =3 = T
oth Feb 2 -1 = L —— E =
Sth _FE_I_:. 2 . _1 i Ha) il NJ Apphy e
7th Feb [ 5 | -3 o 3
- I T = T
-_ E_i_' caneel
T
Activity 13c
Open the file activity13c.rtf in a suitable software package. .
Advice

Merge all cells in the top row into a single cell. Centre align the text both horizontally and
vertically. Shade this cell with a mid-grey background colour.

Merge cells 1 and 2, and merge cells 3 and 4 in row 2 of the table. Centre align all text in row 2
harizontally. Shade all three cells in this row with a light grey background colour.

Merge cell 1 in both rows 5 and 6. Merge cell 2 in both rows 4 and 5. Format each cell in rows
3 to 5 as it specifies in the table.

Replace the text <Your name> with your name.

Save the document.
\_

A quick method of editing
the borders is to click on
this diagram.

Change the line widths,
colours and turn lines on
and off. Create a new
table and play with the
different options to see

what they do.
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13.3 Headers and footers
13.3.1 What is a header and footer?

A header is the area of a document between the top of the page and the top
margin. A footer is the area of a document between the bottom of the page and
the bottom margin. You can insert text or graphics into headers and footers.

This might include the author’s name, the document’s filename, page numbering,
or even a company logo. Headers and footers can be found in many printed
documents, including those that have been word processed or desktop published,
and in presentations, reports from spreadsheets and databases and in web pages.

13.3.2 Why are headers and footers needed?

Headers and footers are needed to make sure that each page (or pair of facing
pages) has elements like the page number, book/document/chapter, logo, titles,
filename etc. placed consistently within them. If these are placed in the header or
tooter, they only have to be placed once but will repeat on every (or every other)
page. This saves the author a great deal of time and effort, not having to duplicate
their work on every page.

13.3.3 Create headers and footers

In all the packages within Microsoft Office the headers and footers have already
been created and these can be opened, edited, resized etc. rather than created.
Most of these application packages use the INSERT tab to access the header
and footer. Microsoft Access uses the design view of a report and has not only
page headers and footers but also report headers and footers (see Chapter 18 for
further details). Headers and footers are not used in website authoring at this
level. Each package has a different method of entry.

Open headers and footers in Microsoft Word

Open Microsoft Word, then from the INSERT tab, find the Header & Footer D D
section and select either the Header or Footer icon. »Header Footer  Page

Some standard themed settings are available for you to choose from if you S
wish, but I recommend the option to Edit Header/Footer is used.

Header & Footer

Open headers and footers in Microsoft Excel

Open Microsoft Excel, then from the INSERT tab, find the Text section and
select the Header & Footer icon.

E.D 4 [+ @

Text  Header WordArt Signature Object
e

. . . Box Efooter - Line
Open headers and footers in Microsoft PowerPoint
Open Microsoft PowerPoint, then from the INSERT tab, find the Text section m—
and select the Header & Footer icon. H 0 4 8BEo
To make the footer visible tick the check box next to footer. If slide numbers oo Ll

Tt

are required click on the check box next to slide numbers and then click on
amizroal | (see Chapter 19 for more details).



13.3 Headers and footers

13.3.4 Align headers and footers

Task 13g

Open the file that you saved in Task 13f.

Add your name on the left in the header, the text ‘Historical Study’ in the centre of the header
and the text ‘England 2009’ on the right in the header.

Save the document as task13g.

Use the ruler

Open the file task13fin Microsoft Word. Make sure that the ruler is visible at the top
of the document. If it is not visible select the VIEW tab and in the Show section
tick the checkbox next to Ruler. Open the header from the INSERT tab, with
Header, then Blank header. Click the left mouse button on the text [ Type here]
in the header so that it looks like this.

B Hd % O3> - = Task!3g.docx - Word HEADER &FOOTER. T BH — 0O %
HOME  INSERT  DESIGM  PAGE LAYOUT  |REFERENCES — MAILINGS  REVIEW | WEW  ADD-INS DESIGH Graham B..-I

L_l:] F‘ ==_ El Dutlhine ] Ruler Q |"+ | OnePag= _EI E :l -E.Ilﬁ'ﬁmSidehnySih

z [=] rart |_| Gridlines El [ Multiple Pages i Ell5 oneas Scroiling
Read | Print  Web Loom | 1005 Mew  Arrange  Split h
Made [Lapout Layout O Mavigation Pane A3 Page Width Window  All B8 Rt Wincdows Peosition - | yy; e -
Views Show Zaom indomws Mamos ~
L 2 t E (AP 2 3 a 5 A | B = b1 [ o i3 Wi s oA 18 =

: t {

THeader | Wwinter weather forces schaols ta clese T

on Monday February 27 2009 the south East of England was hit by snow. I
know this is not unusual in many parts of the world, but it was

1 resting to watch the whole region grind to a virtual standstill. At
the time of writing this article the major London airports of Heathrow;
- Fatwick and London City were 21l closed. Stanatsd airport had been closed
b 1as just had one runway roopened. Travel chaos has ensued, tha M25 ic s

Check the alignment of the tab stops on the ruler before entering any text or
object. In this case there are two tab stops placed on the ruler.
The left one of these is a centre aligned tab and show the centre of the page
(although it is not precise in this example) and the right-hand tab stop shows the
right-hand edge of the page, although we can clearly see that this does not match

the full width (shown with the red arrow). These two must be placed together
tor the header to align to the edge of the body text. Grab the right-hand tab stop
and drag this so that it sits over the right margin stop. Be careful not to drag

the tab stop off the ruler or it will be removed. If this is difficult, hold down the
<Alt> key whilst dragging it to stop it snapping to Word’s hidden gridlines.

Advice

<Ctrl> <Z> undoes the previous action and is a good tip if a tab stop has been
accidentally removed. This will undo your last action.
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The right tab stop should look like this.

B H S OQ> Task!3g.doc - Word HEADER & FOOTER. | T H. — M| %
HOMIE INSERT DESIGM PAGE LAYOUT HEFEREMCES WAILINGS REWIEW VIEW ADD- M5 DESIGH Graham B.. = H
| | |_| .—g =] Outline | [ Auler q |—‘__’_ '_—lﬂnepuge _—E | j ﬁj“msideb}rﬁdz EE -
= [=] prare || Grdlines: g Multiple Pages . chronous Scroliing 3
Read  Pant Web =) Zoom 100% Mew Arrange Split Swiitch
Mode |Laaut Layout [ Mavigation Pane Lk Pag= Width Window Al Position | Windows + -
Vlews S now Zoom Mamos -~

L 2 I

THeader | Winter weather forces schogls to clos

On Monday February 22* 2009 the South
this is not unusual in many parts
=] ths whola

ragicn aM

ad been

tha M25 isg

ck and london City were all closed.

has just had one runway recponed. Travel chaos Oas ensued,

cloged

The right margin and tab stop have been placed at 16.3 centimetres from the
left edge. The centre tab stop needs to be placed at 8.15 centimetres (half of this
width). Use the left mouse button to drag the centre tab stop to this position.

Advice

You can always use the scale at the bottom right corner of the window to zoom in,
if positioning the tab stop is difficult

s [e==0%iH]
Click again on the text [ Type here | and enter your name. Press the <Tab> key
and enter the text ‘Historical Study’. As you type this text you will see that it

always stays exactly in the centre of the page. Press the <Tab> key again and enter
the text ‘England 2009’. As you enter it you should notice it always stays right

Advice

Practise getting absolutely
precise measurements for
your tab stops.

aligned to the tab stops. The finished header looks like this.
B E S 0R{F--= Task13g daoc - Ward HEADER.., T EH - B ¥
HOME |MSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ADD-INS| DESIGH Graham B.. ~ “
[ Header - ) L E Quick Parts - =" B T o, -1.25 :rr; =] 1.
D = e B 2= B
[ Faoter= I:‘; Fictures » 5 125 cm |
Date & Docurnent 2o 1o Goto Options ' Close Header
[£] Page Mumber*  Tinz  Infa- & Online Pictures Hesder Footar # - £ Siel Fesatis
Header & Footer Ingert Nawigation Pasition Claze A
LG 1 I:I 1 2 3 4 (4 4 ? i L 10 1 7o H = T v ]
Graham:Brown - Historical Stuchy A Engiand-20099

PAGE 1 OF 1

2T0 WORDS

Double click the cursor in the body text to view the page showing the header
and footer or double click on Close Header and Footer to return to Draft

D




13.3 Headers and footers

View which will not show you the changes you have just made.
Save your document as taskl3g.

More on tab stops
There are four types of tab stop that you may need to use. These are:

Type of tab stop Looks like What does it do
Left tab All text and Aligns tabbed text, so that the left edge of the text is in a fixed position.

numbers
Centre tab All text and Aligns tabbed text, so that the centre point of the text is in a fixed position.

numbers
Right tab All text and Aligns tabbed text, so that the right edge of the text is in a fixed position.

numbers
Decimal tab 400000.53 Aligns tabbed text, so that numeric data aligns with the decimal point in a fixed position.

4.3
2134

Exa_n]ple: § Lot 271 ¢34 1 65 | By FeiiB CTEATIRA | KBTS GRS P XAES E KRS | G L,

Left Centre Right Deciumal

Left tabbed Centre tabbed Right tabbed 8013
Left again more cenire tabbed right $1234 45
Left Lots of centre aligned text small right $2345

Tab stop positions can be added, edited or
cleared from the Tabs window. To open this
select the HOME tab, In the Paragraph

Inderts and Spacing | Lirie and Psge Bresks

General

Algnme: :
section, double click to select the Qubincterck {Boayist[] [ Cotpse by asteut
Paragraph group’s dialog launcher in the Paragraph s —
bottom right corner. | g i | A1 42 T A g
: Bigr: om inarie| E3 =
Then from the paragraph window select il
the Tabs button. s
This can be used to create new tabs, these jre WEY  GhEy W
e b mgle W =
are the tab stops for the example above. S T el
Pravies
Tnk stap pasitior: Defauilt b stops Tab stapfpasition: Default tab stops SRR T
| 1.27 cm =3 ! 1127 em =
|
| Tab stopsto be dearsd: | [ Tab stops to be dearad: [z, et &5 Defauit | |_u:_"l | canes
R, - .5 y
Alignment Alignment Task 1 3 h
(@ Left [} Center (] Right () Lett {23 Center : .
) Decimal O Bar @ Decimal ) Bar Open the file that you saved in Task 13g.
Leadsr Leader Place in the footer the text ‘Saved on’ followed
® 1None @ 2 03— ® 1nane 2 by the date, then the text ‘at’ and the time on

04 O4_

the left, with the page number page in the

| clearan | E s centre, and the automated filename and file

| [ canet | path on the right.
Save the document as task13h.
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13.3.5 Place automated objects in headers and footers

Open the file taskl 3g in Microsoft Word. Make sure that the ruler is visible at the
top of the document. Open the footer from the INSERT tab, with Footer, then
the Blank (Three Columns) tooter. Change the position of the right-aligned tab
stop so that it precisely matches the page margin. Change the centre tab so that it
is placed precisely half-way between the margins, like this (see Section 13.3.4).

Task_13h.dox - Word

@ HS ORBLV--s
HOME [NSERT DESIGN PAGELAYDUT REFEREMCES MAILINGS REVIEW WVIEW ADD-INS

2 WORDS [=

PAGE 1 OF 1

Header Footer +

Mavigation

[ Heacler~ = Cuick Parts - —
= 1Ty 1 o L
[2] Foater = ; o Pictures
: Date & Document o Go to
[ Page Murmber=  Time  Info- L@ Online Pictures
Header & Footar Insert
L 2 1 5 1 z 3 4 5 5 7
- Footer
[Type here]

[Type here]

HEADER... 7T B - O X
DESIGN Graham B..

IRE=EE Bem 1| B

| = |
: t11.285cm .
Options I —| Close Header
. E}j and Footer
Position Close -
T RNOE T SN F I - RIS CINTE C RN - [=]

[Type here]

Automated date and time

Move the cursor over the left [ Type here| and click the left
mouse button to highlight it. Enter the text Saved on
— followed by a space, then click on the icon for Date & Time.
This will open the Date and Time window. Choose an
appropriate date format, as the question does not tell you
which one to use. This is a portrait page so a shorter version
would be better. I have chosen the top option from the menu

followed by [ o< ].

Type another space, the word “at’ followed by another
space. Click on the icon for Date and Time and choose an

appropriate time format followed by [ ac .

Automated page numbers

Move the cursor over the centre [ Type here| and click the

left mouse button to highlight it. Select the icon tor Page —l

Number to get the drop-down menu.

Lusilable formats:

As we have moved to the correct position on the page

already, click the left mouse button on Current Position.

This opens another sub-menu from which you can choose the
type of page numbering you require. Again, this is a portrait
page so a shorter version would be better. I have chosen the

top option Plain Number.

&y

Friday, 30 lanuary 2045
30 fanuary 25
015
2015-01-30
30-Jan-15
001,205
30 0an, 15
lanuary 15
jan-15
30/01/2015 11:51
001/2015 11:51:08
11:51 AM
11:51:08 AM
11:51
11:51:08
[l Lindate mutomaticaily
| set az Deraun I o CEIE
m E (j - % @ B
HOME |NSEET DESIC
[ Heacer « T
b LY (]
[2] Faoter= -
[ate & Doci
» | [#] Page Number~ Time In
® Topof Page b
[& Bottom of Page ’
[] Page Margins 3
|Hh! Current Position ]
L“Fj Eormat Page Numbers..,
"‘5'-: Remove Page Numbers




13.3 Headers and footers

Automated filename and file path

Move the cursor over the text [ Type here] and click the left mouse
button to highlight it. Select the icon for Document Info to get the

HS @R 7 -
HOME INSERT DESIGM PAGELAYOUT REFEI

drop-down menu. ! [ Hender - ’—(F ; B Quick Parts-
To add the file name and file path to the footer click the left [ Footer - D;t.:é; DM'UEHLM -3 Pictures
mouse button on File Path. [#] Page Mumber™  Time  Infa- L@ Online Pictures
Sometimes if you have used long file and folder names, or there Header & Foater Author
is a long file path, the header or footer may look crowded. Do not L e Ot FileName
change the tabs as these will have been set to match the question, B »- File Path
even if sometimes it looks unusual like this. Savagy  Document Iie
[ Document Propery b
& | Field...
task3h.docx - Ward HEADER & FODMER. T EH — B X

BEE® ORB7F =
HOME INSERT DESIGN

-

Baved on 04/03/2015 &t 18:19

2

AGE T OF1 O WOHRDS

PAGE LAYOUT FEFEREMCES WAILINGS REVIEWY WIEW ADC-IM5
|_j Header - D lslﬂ |§ Cuick Parts - |-_| ‘ Previous _| Different First Page
|l Footer= :'. Pictures 2 iy Ment Different Cdd & Even Pages
Date & Document Goto © e >,
[= Page Number - Wiktas Infa- @ OnlinePictures | pasde: B Link to Presious ' Show Document Text
Header B Footer insert Mavigatian Cptions
L 2 i TIJ 1 F 1 4 5 B 7 8, L] m il 1

1 D: 40417 New Textbook\Chapter12itask13h.docx

DESIGN Graham B.. = -
TS em
[} PRI -I B
t1133cm |
“———=! (Close Heades
E and Foaler
Pasitian Clase -

14 L5 5 &) 18

Save your document as taskl 3h.

r'—J_ﬁucti".fity 13d

Eave the document.

Open the document that you saved in Activity 13c. Save it with the filename activity13d.
Place in the header: the text ‘Created by’ and your name, and an automated filename on the
right. Place in the footer: the text ‘Page number’ followed by an automated page number in
the centre, and the text ‘Last updated:’ followed by the date and time on the right.




14 Styles

In this chapter you will learn how to:

@ explain what a corporate house style is

@ make sure that all work produced matches specified house styles and has consistency of
presentation

@ produce documents which conform to a corporate house style

@ take into account the audience when creating or selecting a style

@ create and edit styles for page layout including: text alignment, spacing between lines,
spacing between paragraphs, spacing before and after headings

@ create and edit styles including: font type (serif, sans-serif), font face, point size, font colour,
text enhancement, bulleted lists, numbered lists

@ create and apply paragraph style(s) with a new style name

@ produce evidence of the styles you have created.

For this chapter you will need these source files from the CD:

@ activity14a.rtf
® activity14b.rtf
@ advice.rtf

@ lists.rtf. )/

14.1 Corporate house styles

14.1.1 What is a corporate house style?

Most companies and organisations have a corporate house style. This is
sometimes called ‘corporate branding’. This can be seen on a company’s
products, printed stationery (like letterheads and business cards), advertising,
websites and often on company vehicles. House style can range from company
logos to recognised colour schemes, fonts, point sizes etc. You will probably
recognise many international companies’ advertising by the colour scheme or
other stylistic features that they use, long before you can read the company
name on the material. In ICT terms, you should always adopt a specific

style for the work that you produce. Anything produced for a company will
usually have a logo, colour scheme, font style, paragraph style, page layout
(particularly if using headed notepaper), page formatting and defined styles
for bullets and numbering.

When you produce work, it is important that you apply these styles to every
element that you produce, whether it relates to a document, presentation or any
other form of communication, especially when it is for customers or clients. The
most important part of applying styles, is to make sure that you have consistency
of presentation.

14.1.2 What is the purpose of a house style?

A house style is used to make sure that all documents and other materials from an
organisation have consistency. It is used to save time in planning, setting up, creating
and formatting documents and other materials. It is also designed to support brand
recognition and reduces the risk of mistakes in documents, like typing errors in an
address or telephone number, or missing an important element like a logo.

14.1.3 Match the specified house style

You must always make sure that all work produced matches the house styles given
to you which may look like these examples.

o



14.1 Corporate house styles

Example 1 House style for a website
Create and apply the following styles to all web pages:

Style | Definition

h1 Font — Arial Bold, if this is not available Arial, if neither of these fonts are available, the browser’s default sans-serif font. 24 point
font. Black. Halic.
p Font — Times, if this is not available Times Mew Roman, if neither of these fonts are available, the browser's default serif font.

11 point font. Black.
table Gridlines visible and 2 points thick. Light grey background colour. Foreground colour #100080.

Example 2 House style for a presentation
The master slide must have:

e a yellow background

® a4 point thick dark blue horizontal line 4 cm from the top of the slide

e the logo logo.jpg placed in the bottom left corner of the screen

® the text Corporate House Styles in a navy blue, underlined, 36 point serif
font, above the line, with no text wrap, aligned to the right of the slide

# automatic slide numbers in the bottom right corner

@ st level bullets formatted in a 24 point blue (#0000FF) italic sans-serif font
with a hollow disc bullet style.

Example 3 House style for a word-processed document
Create, store and use the following paragraph styles:

Font style | Font size Alignment Enhancement | Line spacing | Spacing Spacing after
before

Heading sans-serif | 24 point right bold, italic Single 0 & point
Subhead sans-serif | 16 point centre underlined Single 0 6 point

Body text serif 11 point left Single 0 11 point
Bulleted list | serif 10 point left with 2 cm indent Single 0 0 point
Header serif 10 point to page margins bold

Footer serif 10 point to page margins bold

Ditterent techniques are required to apply these styles, each technique being
package specific. However, the results would be that each document, web page or
presentation slide would have the same formatting, colour scheme and layout.

In the case of the website, the styles would be applied in a cascading stylesheet
(see Chapter 21), for the presentation the master slide would be created and a
theme applied (see Chapter 19) and for a document styles are defined and applied
to the text and layout of a the page.

14.1.4 Font styles and sizes

Serif and sans-serif

Text can be changed to have different font faces, colours and sizes and can have a
number of enhancements added. These are useful for making text stand out. Font
faces are grouped into two main categories: serif fonts and sans-serif fonts. These
are not the name of the font face, but are the generic categories that describe the
properties ot the font.
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A serif font looks like this: This is a serif font and a sans-serif font looks like this:
This is a sans-serif font.

The word ‘serif” describes the short strokes at the end of individual letters. Sans-serif Strokes
tonts do not have these short strokes. If you are asked to set text in a sans-serif font,
you must find any font in your word processor that does not have these serif strokes.

Serif fonts are often used in newspapers and books as they are usually easier
to read than sans-serif fonts. It would be appropriate to use sans-serif fonts for
emphasis or for titles or subtitles. It is not sensible to use more than two different
font faces on any page. You can use other enhancements to make text stand out
such as bold, italics, underline and highlighting. Other elements like coloured
text and backgrounds can also be used to emphasise text.

Font size

Font sizes are measured in points. There are 72 points to an inch (which is just
over 2.5cm). If you are asked to produce text of an appropriate size, for most
adults 10 point is appropriate as body text, but older readers may prefer

12 point. Anything above 14 point is generally unsuitable as body text for adults,
but may be ideal for children. In stories for children learning to read (ages four
to six) it may be appropriate to use a 20 or 24 point font size to make it easier to
make out the letter shapes. Larger font sizes would also be appropriate as body
text for the partially sighted. Much depends upon the target audience.

Font face

The font face is the design of the typeface. Different fonts like Arial, Arial Narrow
and Arial Black all have the same design for each letter but have different
widths. Some fonts can be the same size but appear to be different heights.
For example, all of these fonts are 11 points high:

ALGERIAN, Bruwk Seript Std, Srardian Forpe 77 and Arial.

The height of the font is measured using the measurement from the top of
the letter with the tallest ascender (often the letter ‘h’), to the bottom of the
one with the longest descender (i.e. the bit that descends below the line, often
the letter /7).

14.2 Create styles in a document

For this chapter we will focus on the application of styles within a word-processed
document. The document contains layout and font styles. In Microsoft Word,

Y

No strokes

the layout styles are stored in a document -
template which is usually hidden from you. As Task 14a

~

you create a new document, a set of default

Font style | Font size | Alignment Enhancement | Spacing

styles are applied to it. They include the page | [ qer [arf L r——

orientation, margin settings, settings for the

Footer | serif 10 point | to page margins | bold

header and footer as well as different font

styles which Microsoft have called “Themes’. Open the document you saved as task13h. Create, store and use the

Open the file task13h in Microsoft Word. following styles in this document.
Save this as task14a. We will liaue the document as task 14a.

start in the header. Open

the header of the document
and highlight all the text in
the header, like this. — 1 TR i et Py

@

Graham Brown Historical Study England 2003



14.2 Create styles in a document

Select the HOME tab. In the Font section find the drop- @ HS 0R7-»
down menu for the font face. | “ HOME | INSERT  DESIG PAGE LAYOUT  REFERE!
Set the font face to Times New Roman which is a serif font. "“;.] ;‘:Cm [TimesNew o |10 -| &' & Aa- fo
- . . E s Cof
Set ltlhef:mlt. Size to 10 point using the drop-down menu next puste ‘:Fb::“ T f A--A-
to the font size.
Clipbaard F] Fank a
The text in the header does align to the page margins (you
took great care getting that right in Chapter 13) so the last part BH®S 0RF-»
of this style is to embolden (add the bold enhancement) to this EGME: | DOELT  DRRON  PACRLRGNY SR
text. With all the header text highlighted select the HOME tab '“.-'1] ;‘ Cas [TimesNewRo - [10 -| A" & Aa« fe
. . . . — B Coy
and in the font section click on the icon for bold. Baste :Fmpr:at B 1 U -a kX - WA
The header will now look like this. l Qipbaard 5 Font 5
Advice
Another way of making text bold in Microsoft Word is by pressing <Ctrl> and <B>
together.
As you are in the header the title bar should show HEADER —————— Tims oo
& FOOTER TOOLS and the tab should change to the S s
DESIGN tab agebcenr asaboene AaBhC asencel AAD asences sseboen apabeen: -
7 s . ” , THormal  THoSpec., Hesdig1  Heading 2 Title Sublitlke  SubtfeEm., Emphasic
With the header highlighted, click the lower drop-down ' m 3
menu button for the Styles section.
The list of defined styles will expand and give an option to Create a Style.
Click on this option to open the Create New Style from Formatting window,
like this. aadbcen; asncerx AaBbC aasboc AAD sanncer ansocen assucon
THormal T He Spac Heading 1 Heading 2 Title Suikiile Subtie Bm..  Emiphacks
L ARANCED)  MABBCEDC ADBOCCOY ANED C AAEDCCDE AmBOCCDN AaBECCDN

bame:
Stylel

Paragraph style preview:

I Stylel
!

st ] [ e

Enter a Name: for this style, for example: 14a_header
(to help us remember that is the style set for the header in
Task 14a). To view or edit the details of the style you can

use westr. | but as the style looks correct, clickon [_oc_ .

lienseE_.  Stroein

e -4 Creste s Giyle

& Clear Formatting
M, Apphy Styles.,

Stylel

=1

f'aragraph style preview:

Intangs .. Scétla Ral...

Intinga R

Beok Tile

ALt Pasa.

L_ox || Modsy.. |

Cancel

This new style has been defined and now appears in the list | mced sssoccor asmocoe 4aBbC Aspoce AAD sesscer assoceor

of available styles. sk holr

Move to the footer of the document. Before setting the

styles, check the footer contents. The automated file name and path have

not have changed.
Saved on 04/03/2015 at 18:49

T Hamal 1 No Spac...

Heading | Heatling 2

Skyles

1 D:\0417 New textbook\Chapter 13\task13h.doex

Titln

Subtile

SubtieEm.., |3
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Your file path will not be the same as the one shown here. To update this, click
the right mouse button on the filename /path to get the drop-down menu. Click
on Update field. The filename will have changed to look similar to this.

Saved on 04/03/2015 at 18:48 1 D:\0417 New textbook\Chapter 14\task14a.docx

Highlight all of the footer, select the HOME tab then click the  smcan swococ ssmveo aabbe amca AQAB samveer amocian
——— AT e o Spac., Hemimgl  Heading d i Subiiile  Suketie Em,. |5
left mouse button on the style you called 14a_header. ] Ty TR Tetw ew T n e

Saved on DRRIA0NS -« ISR ) 1 D:\0417 New textbook\Chapter 14\task14a.docx

The tooter should change from this to this.
Saved on (40372015 at 18555 P —— m—

Save the document.

r’
Task 14b
Open the document you saved as task 14a. Add the text "Winter wonderland or woe?' as a new
main heading at the start of the document. Create, store and use the following styles in this
document.
Font face | Font size | Alignment | Enhancement | Line Spacing Spacing
spacing | before after
Heading sans-serif | 24 point | right bold, italic Single |0 6 point Advice
Subheading | sans-serif |16 point |centre underlined Single |0 & point Usethe 4 Show/Hide
Body text | serif 11 point | left Single |0 11 point icon from the home tab to
show all hidden characters
Save the document as task14b. like returns and tabs.

Open the document that you saved in Task 14a. Move to the top of the
document and add the text ‘Winter wonderland or woe?” as a main heading
before the subheading ‘Winter weather forces schools to close’. Remove all blank
lines from the document using the cursor and <Delete> key.

When defining the font styles, always start with the body text. Many people
start by highlighting all the text using <Ctrl> and <A>, but for this task, just
highlight the first paragraph. This will let you practise applying this
style to the other paragraphs later.

Select the HOME tab. In the

=
= it

Font section, set the font face to e

Alignment  Left [¥]
H r . Paragraph & —
Times New Roman. Set the grap Qutine evel:  BaoyTest  [w] [ Callapse by detout
Font Size to 11 point using

I
11}
(i
Ml

Indents and Spacing | Line and Page Breaks |
v | Pyt o
=)

General

the drop-down menu. In the st
. ol wow El kit i

Paragraph section, select the text e o Bl [pws W[ E
alignment to left using this icon. [ amoringents

In the Paragraph section select the Paragraph Settings arrow to -
open up the Paragraph window. Move to the Spacing section. Beform  Bpt 2| linespoding s

Select Single for the Line spacing: and type the value T T R T T N
(sometimes you can use the up and down arrows) in the After: box. —f [oenteas e sasipns orine ame e

Click on to format this paragraph. From the HOME Bl
tab click the lower drop-down menu button for the Styles section.

s Ve Fomaay 150 JL08 P e gl s 30 i e i 11 L
oy T T s, Bt e e e o st giond 84 e il
R0y 8 e g s rAria e ET A

| Iabs. | sat a5 petaurt ok || canca

e



14.2 Create styles in a document

Click on Create a Style to open the Create New Style from Formatting
—window. Enter a Name: for this style, for example: 14b _body (to help us
remember that is the style set for the body text in Task 14b). To view or edit the
details of the style you can use wedtr. | but as the style looks correct, click on

e ]

HName:
14b_body|
Paragraph sirlt prmeﬂr

[ o ]

Modify...

Click the cursor into each paragraph in turn, then then click the left mouse
button on the style you called 14b_ body.

AaBMCeDd | AsBbCeDd| AaBbCeDr faBbCeDe AgBb( AaBbCcl Aatj AaBbCcl |-
142 header Id-bhnrh Thormal  TRolpac.  Heading 1  Heading 2 Title Subtitle }T

Highlight the text for the main heading. In the Font section, set the font
face to Arial which is a sans-serif font (i.e. it does not have senfs) Set the
Font Size to 24 point. In the Paragraph section, select the text alignment
to the right using this icon.

Open up the Paragraph window (as described on the previous
page). In the Spacing section, leave the line spacing as single (as no
spacing has been specified), but change the After: to 6 point. Click
on[_a__] to close this window. With the heading still highlighted,
go to the Font section and click the left mouse button on the icon T T
to embolden the text (i.e. to make it bold).

Click the left mouse button on the icon to italicise the text (i.e. to make it
italic). From the Styles section, use Create a Style to open the Create New
Style from Formatting window. Enter a Name: for this style, for example:
14b_heading, then click on [Lac_].

Use the same method to set the font style to the same sans-serif font
(Arial) as the heading style. It is good practice to use as few fonts as
possible within a document, two or three are acceptable. Set the size to 16
point and spacing as for the heading style. To centre align the text, move to the
Paragraph section and use this icon.

In the Font section select the uflder]jne icon.

1l
Il

— ||

——

Paragraph

Arial

Font

=

|

Paragraph

-|24 - A A Aa- P
A-%-A -

Font (]

Arial

Adyvice

L ]
B I U ~abex, X
text (e.g. ...
bold ..

B I U ~abex, x* [A-~

,[?4 «|A A Aa- | B

¥ - A-

[

=)

If you are asked to enhance
make this text
.), do not use other

enhancements as well (e.g.

Use Create a Style and call this style 14b_sub-head. Click on each subheading
in turn and click on this style. Save the document which should look similar to
the one shown on the next page.

underline or italic).

&



14 STYLES
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taskl4b.doc - Ward

INSERT DESIGH PAGE LAYOUT REFEREMNCES MAILINGS

e <A A Aa- | = Lis LN
Cexox A-W.A- ===
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2 1 5 1 . 3 4
|

Graham Brown
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s | My~ i~
= ¥
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REVIEW YIEW

ADD-IMS

== 211 'mm AaEbCeTH AaElAaBbc.ﬂ.aBbEcD[ -l

T4a_header 14k body 14k headi. 140 sub-h.. T Monmal

Historical Stady

styles

14 57

England 2009

Winter wonderland or woe?
Winter weather forces schoals 1o close

On Monday Febriary 224 2009 the South East of Eagland was hit by snow. I know this i not unusual in
many parts of the workd, but it was interestmg to wateh the whole region grind to a virtual standztill. Af the
time of writing this article the major London airports of Heathrow, Gatwick and Loadon City were all closed.
Stansted airport had been closed but has just had ome nmway reopened. Travel chaos has ensued, the M25 is
closed m many places and many schools throughout the country have been closed.

The dramatic change in the weather has meant that a mimber of areas are experiencing transport problems.

School closures

This means that many schools across the country have been closed.

County

Flomed | Jhis@ble shows the number of schools reported closed. Itis

South Bast

Esaex

250+ | more rhan 250 of its schools are closed.

Hertfordshire

100+

Middlesex

interesting to note that although the anoew i3 no heavier m the
South East of England, one of the eastern Counties has reported

20+ This gave the children lots time to play in the snow, snowballing.

Susaex

50+ | makmg mowmen and snow angels. The snow gave an addad

North

Greater Mancheaster

100 | capiured on camera.

dimension, producing some Very piciuresque scenes, many

Lancashire T0
ruabTic 52| Temperatures recorded at one weather station in Ross-on-Wye
Tashon =5 during the week read:
Zﬁl;ﬁmnd 3; ______ [Maximum | Minimum |
Zod Feb 3 F):
3rd F=b g =3
EAEH L 2 3|
Sth P=b 2 =%
tth P=kb 2 : =l
Tth Feb 5 [ -3 |
8th Feb ; & kAR

. o
Activity 14a
Open the file activity14a.rtf. This document has four headings, a table, a bulleted list and body

text. Add your name to the left in the header. Add an automated date and time on the right in
the footer. Create, store and use the following styles in this document.

\

Font style | Font size | Alignment Enhancement |Line Spacing | Spacing
spacing | before |after
Heading |sans-serif |20 point |centre bold, underlined | single 12 point | 6 point
Body text | serif 12 point | fully justified 1.5 0 6 point
Header sans-serif | 12 point | to page margins | italic
Footer sans-serit | 12 point | to page margins | italic

eg not format the table or bulleted list. Save and print this document.

-

@



14.2 Create styles in a document

14.2.1 Editing styles in a document

Task 14c

Open the document you saved as task 14b.
Change all the subheading styles to have a dark blue font with a yellow highlighted background.
Save the document as task14c.

Open the document that you saved in Task 14b. Highlight the top subheading.
Select the HOME tab and in the Font section click the lett mouse button on the
small triangle to the right of the Font Colour icon. T —DE—FEEThI REcEs

This opens a colour palette, which looks like like this.

: [ - - A A - i e, e T
Select a dark blue font colour from the pallete, if the exact | (A7 ~[18 ~|A" & Aa- fo] =~ =09 e
colour you are looking for is not present you can use the B I[iTamcx.x A-Z- A2 ==== =-
more colours option to see more. Fm: this task the dark blue o B ootomsc
in the standard colours section looks ideal so select that one. S R T | o P
With the subheading still highlighted, lett click the ' N EEEEENEE
mouse button on the small triangle to the right of the Text -
I—Ilgh.hght Colour tnol.. , o O . i I ' i I a II g
This opens the text highlighter palette. Select the yellow
highlighter colour which will highlight the selected text. Standard Colors
To change the style we created for the subheading, move ERT SENEEE
the cursor to the Styles section and right mouse click .Rece“tc""‘"s
on the style 14b_sub-head to open a drop-down menu. P
. e MoreColors..
Use the left mouse button to select the option for N o 5
Update 14b_sub-head to Match Selection. —
You will notice that the colour of the fonthas | g« = & = -
changed in the style, you have modified that IER o s oeson hoELavouT  ReFERE
part of the style but the highlighting has not L : [ o rrgees (P IR P
appeared. ! Pte ¢ 8 fien v A-BEA =E==
asmbcad aasceDe G AaBbC aasbeen: —_! r,l_ml‘ml 2 1 rl:m . - ..
1o hesder 14b body 135 hesdi.. f1dbsub-h ]| TMormal [ = ===.=
That is because not every feature of the word 4 Mo Celoe
processor can be set into a document’s saved f A
styles. The new style has been applied to every
subheading in the document, without Tl ek e s y m o
t_he l'leed i_-Dr }'011 to Chaﬂge the colour F WM m.'-e.- ul\..j;r.l PAGE LWVOUT RERLINGES  SULBGE  RRVEW  VEW ADDS ln:::{z\e-ll'.
. haed L =T amens amen BB | mgPhe ! s
by hand. Puie o PRy - © DM e Vaeele Mihedy D kesr [y T bt Sl
i ‘ . & Wl
As the highlighting does not save Y - as 5 -
with the styles, which will need to g ‘Winter wondertand or \ ;
be completed for each subheading, : Winter weather forces schools to closel
. N . . O My February T 100 e Socrh East af Englasd s hit by seorr, | Rnan this m oo axsial =
in this case just the one, but in a
large document that could be time consuming. | g eizutd e sctes o ek bl g gt v sl e
i 1 1 - - . 1 Sransted 1 b b losed but Das just lind f ed, Travel chiaos ha 1ed, the M25 1
ngh'llght the SUbheadlng SLhGOl L]USH]ES n c;n!elemlﬂplﬁtczse:’dcn?;:y M;onfs-lllmhgﬂreﬂlmc:ﬁ::;ﬂzfe m;?z!nsid o =
vellow. Save the document as taskl 4c.

3

> School closures
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14.2.2 Use format painter

If you need to copy the formatting from one part of a document and apply it

to another, for example if you have just set some text red and emboldened and
want to copy that formatting onto another area of text you can use the format
painter. Place the cursor within (or highlight) the text you wish to copy the
formatting from and click the left mouse button. Select the HOME tab. In the
Clipboard section, click on the Format Painter # icon. Move the cursor to the

text that you wish to format. If it is a single word then click the left mouse button

anywhere within that word. If the area is more than one word, highlight the new
text and the formatting from the original text will be applied to this text.

Format painter is very useful for copying styles in spreadsheets and
presentations as well as in word processing,.

14.2.3 Use lists

There are two types of list that you need to know about: bulleted lists and numbered

(or sometimes lettered) lists. Bulleted lists contain a bullet point (character) at the
start of each line to show that it is a new item in a list of other similar items.

r‘l’ask 14d i

Open the file lists.rtf and place your name on the right in the header in a 14 point serif font.
Place the filename in the centre of the footer.

Change the 11 itemns listed into a bulleted list. Use a bullet of your choice. Make sure that this
bulleted list is indented by at least 3cm.

Set items 2 to 6 indusive as a sub-list with a different bullet of your choice, indented by at
least 4cm.

Save the file as task14d.

Open the file and create the header and footer as described earlier. To add bullet

points to a list, highlight all of the text to be added, in this case all 11 items. Select

the HOME tab, the Paragraph section and click on the Bullets icon.

This will place bullet points next to each of the list items. To choose the type of

\ WV

Advice

Use the Format Painter
with care, it copies
paragraph formatting as
well as font formatting. For
example, if the area copied
from is part of a bulleted
list, when the format is
applied, the new text also
becomes a bulleted list in
the same style.

re Sy

o

Faragraph

bullets used, select the drop-down handle instead of the icon.
Select the type of bullet point that you require from Bullet Library. In this
case, you can choose any symbol like the v . The bulleted list will look like this.

Topics covered so far in Chapter 14

Whilst studying Chapter 14, | have learnt how to:

¥ create new styles for:

¥ headers

v footers

v body text

¥ headings

¥ subheadings

¥ edit styles after they have been defined
¥ set font styles and sizes
v emphasise text

¥ use format painter

¥ use lists

I o

Recently Usad Bullets

L]
Builet Library

| | *
lona * itz ] vy L
e v
Document Hullets
e O ®|
& Change List Level

Letine New Bullet,



14.2 Create styles in a document

Notice how the bulleted list has been indented automatically in from the left Advice
margin, although not by at least 3cm. To indent it further, you need to change R Plilss aRHEE S SR
the paragraph setting on the ruler. at the top of the page, use
Highlight all the bulleted list. On the ruler, click the left mouse button on the the VIEW tab, and tick the
rectangle (not the triangle) and hold it down whilst dragging the handle to the checkbox for Ruler.
right. Make sure that both handles are more | s )
than 3cm to the right of the margin. The T
finished ruler should look like this.
The bulleted list will now be indented Topics covered so far in Chapter 14
like this.

To create the sub-list, highlight only items | Whilst studying Chapter 14, | have learnt how to:
2 to 6 (headers to subheadings). Click the

left mouse button on the Increase Indent v create new styles for:
SEHT v headers

—— ¥ footers

v" body text
e R = - || v headings

v' subheadings
= £ o v' edit styles after they have been defined
o v' set font styles and sizes

v emphasise text
v use format painter
v use lists

|
-
4

Paragraph a

You may need to click this a few times

to move the indented sub-list far

enough to the right. }
Select the type of bullet point that - -

you require from Bullet Library for Topics covered so far in Chapter 14

this sub-list. Save the document.

Whilst studying Chapter 14, | have learnt how to:

v’ create new styles for:

» headers
+ footers
+ body text
+ headings
+ subheadings
v’ edit styles after they have been defined
v’ set font styles and sizes
v emphasise text
v" use format painter
v use lists
Task 14e ]
Open the file saved in Task 14d.
Change the first level bulleted list into a numbered list using arabic numerals,
and the second level list into a lettered list starting with a).
Save the file as task 14e.
4




14 STYLES

Open the file and highlight the entire bulleted list. Roceutly Used Numbec Farmats
Select the HOME tab, the Paragraph section and — :
click on the Numbering icon. 1
2_ N
| 3_
"— E— 1— s, - .
=it §: * ni—_ x = 9= %.,I, 1-[ Numbering Library
e T Y 1.- 1)
=== 1= || OFH None |2 2)
a3 3)
Paragraph " -
9iap £ I - | [A- a)
I E b)

This will place numbers next to each of the list items.
To choose the type of numbering used, select the
drop-down handle instead of the icon. - 4
Select the type of numbering that you require from o *| %
Numbering Library. In this case you can choose the e
arabic numerals as that was specified in the task.
The extra indentation for the first level bullet points
has been lost, so this will require you to reset the tab

1 c -1 1€}

Document Number Formats

stop positions for these items. 1. 1
Highlight the second level bullets and move 2- -| |2
the tab stop to the correct position. Again use the 3 3
Numbering Library from the drop-down list to
choose the correct formatting for these items. % _Change List Level 4
It should look like this. Define New Number Format...
Make sure that, if the bulleted list contains i#  Set Numbering Value...

short items that would make up the end of a

sentence, it has a colon before the list,

each list item starts with a lower case

character and only the last item in the

list has a full stop. Add the full stops to

the appropriate places before you save

the file.
Word will often try to place capitals on

Topics covered so far in chapter 14

Whilst studying chapter 14, | have learnt how to:

1. create new styles for:

each list item, but this is not correct as a) headers
[ b) footers
each one is not a new sentence. You must o) body fext
adjust these to get a list looking like this. i
d) headings

O — e) subheadings.

(Activity 14b

2. edit styles after they have been defined
Open the file activity14b.rtf and place your name on the 3. set font styles and sizes
left, today's date in the centre and the filename on the 4. emphasise text
right in the header. Make the blue text into a bulleted list, 5. use format painter
using a bullet of your choice. Make sure that this bulleted ; . P
» 6. use lists.

list is indented by at least 2cm. Make the green text into a
numbered list, using numbers followed by a bracket. Make
the red text into a bulleted sub-list, indented from the
numbered list using different bullet points. Change the colour
of all the text to black.

Save the file with a new name. J

@




14.2 Create styles in a document

14.2.4 Define styles for lists

(Task 14f "
Open the document you saved as task 14c.
Add the contents of the file advice.rtf before the paragraph that starts ' Temperatures ...".
Create, store and use the following styles in this document.
Font face | Font Alignment List type Line Spacing | Spacing
size spacing | before |after
List — level 1 | serif 11 peint | Left— indent 1 cm | Numbered list | Single |0 ]
List - level 2 | serif 11 point | Left—indent 2ecm |Bulleted list | Single |0 0
with arrow

kSave the document as task14f. y

Open the file task14c and advice.rtf in your word processor. Copy and paste
the contents of advice.rtf into the document before the paragraph that starts
“Temperatures ...”. Click inside the paragraph that starts “The United States
government ...” and set the style to 14b_body that you defined earlier.

Start by setting up the first level bullet style on the single line

that starts ‘Before winter approaches ...”. When you set this — = pi=.ic. EE v
text to an 11 point serif font, you must use the same font as the '
body text, so it is easier to use format painter ¥ from the body === =~ &8
text, then to change the list type to a numbered list select the
numbered list icon. Paragraph M
Change the indent to exactly 1cm using the ruler. Change the
line spacing to single line with no spacing before and after. From the Styles
section, use Create a Style. In the Create New Style from Formatting
window, enter a Name: for this style, for example: List-L1, then click on
(oK. To set up a style for the second level list, apply the new style List-L1 to
the single line that starts ‘Rock salt or more ...". Click the left mouse button on
the Increase Indent icon.
Then click on the l
select the drop-down Recently Used Bullets B, (== A g
handle next to the ' L = At
Bullets icon. Select ® === %=, |58,
the type of bullet ' _ o i
point that you require ~ Bullet Library Paragraph &
from Bullet Library. | ' -
In this case choose an | el . : O < || %
arrow to match the — i
question, ———————» | ” v
From the Styles = bl |
section, use Create a Document Bullets
Style. In the Create | - —
New Style from Y & =) L]
Formartting window, ' :
enter a Name: for this € Change List Level »
style, for example: Define New Bullet...
List-1.2, then click on
ok
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Highlight all the other level 2 bullets in the

document and click on the List-L2 style.

Highlight the other two level 1 lists in the

document and click on the List-L1 style.

Save the document as task14f. The completed list

should look ljkelmis.

asBeeedd AaBvCcD: A@E AaBbC 1 s >

1da_header | 1db body = 1&b_heade . 1db sub-h. List-L1

4

website. The United Kingdom government did not offer similar advice to its citizens. The advice from the

United States is to prepare for a winter storm by doing the following:

. Bclunc winter approaches, add the following supplies to your emergency kit:

Sand to improve traction,

YVYYV¥Y

Snow shovels and other snow removal equipment,
Sufficient heating fuel. You may become isolated in your home and regular fuel sources

Rock salt or more cnvironmentally safc products to melt ice on walkways.

may be cut off. Store a good supply of dry, seasoned wood for your fireplace or wood-

burning stove.

# Adequate clothing and blankets to keep you warm,
Make a Family Communications Plan. Minimize travel. If travel is nccessary, keep a disaster

~

supplies kit in your vehicle.

3. Bring pets/companion animals inside during winter weather. Move other animals or livestoek to
sheltered areas with non-frozen drinking water.
Temperatures recorded at one weather station in Ross-on-Wye during the week read:

rTﬂu:’ci".fitg,.r 14c

Open the file you saved in Activity 14a. Save this file as activity14c. Edit and update the contents

of the footer.
Create, store and use the following styles in this document.
Font face | Font size | Alignment | List type Line spacing | Spacing | Spacing
before |after
List level 1| serif 12 point | Left —indent | Bulleted list with | Single 0 0
1.5cm arrow
List level 2 | serif 12 point | Left —indent | Bulleted list with | Single 0 0
3em square bullet

Save the file with a new name.

\

v
Asf

List-L2



14.2 Create styles in a document

14.2.5 Evidence of your styles

If you are required to produce evidence of the styles you have created or
amended, select the HOME tab. In the Stvles section, click the right mouse
button on the style that you have defined and want to evidence.

asBbcedd AsBbcede A@E AaBbC 1 aBbe > Ax

14a_header 14b_body | 14b_headi.. 14b_sub-h... List-L1 List-L2

Select Modity from the drop-down list to open the Modify Stvle window. Hold
down the <Alt> key and press <Prt Scr> to copy a screen shot of this window into
the clipboard. This can then be pasted as evidence of your method.

Properties
Name: | 1

Style type: | Linked [paragraph and character)

Style based or: | 12 Plain Text

Style for following paragraph: | T2 14b_heading

Formatting

Ana[ |u| 4|v| .m u || Automatic I
Il = EEl=s=

Winter wonderland or woe?

Fart: (Default) Arial, 24 pt, Bold, italic. Right, Space
After & pt, Style: Linked, Automatically update, Show in the Styles gallery
Based on: Plain Text

[#] Add to the Styles gallery Automatically update
(@) Only in this document () Mew documents based on this template

(]

Advice

Do not create a screen shot with the mouse hovering over a style in the Styles window,
Whilst this shows much of the style definition it does not show the font face that you
have selected.



15 Proofing

In this chapter you will learn how to:

@ use software tools to ensure that all work produced contains as few errors as possible
® explain why spell check software does not always give the correct response
@ use spell check and grammar check to remove errors

@ select the most appropriate type of validation check

® use validation to restrict data entry in databases and spreadsheets

@ describe the importance of accurate data entry

@ describe the potential consequences of data entry errors

@ identify and correct errors in data entry

@ define the term “verification’

@ verify data entered into a computer system

@ describe visual verification

@ describe double data entry

@ explain the need for validation as well as verification

@ explain why proofreading and other forms of proofing are needed.

For this chapter you will need these source files from the CD:

@ activity15a.rtf

@ gym.csv. —/

15.1 Software tools

You will need to spell check all word-processed documents betore submitting ABC
them for assessment. Select the REVIEW tab and in the Proofing section click . -
on the Spelling & Grammar icon. The spelling and grammar check starts * Grammar
automatically. Any words or phrases found in a document that are not

in the dictionary will be flagged as an error. Do not worry about the Spelling

ditferences in spelling that can occur with dictionaries from different =

regions, for example ‘centre’ and ‘center’. Be careful not to change the = . anore Al | [z

spelling of names, especially of companies, people or places. Each time
an error is flagged, read it carefully and decide whether to change or
ignore the spelling, using the buttons in the pane.

centre

canter

15.1.1 Spell check centres

centred
You need to make sure that your work is spelt correctly and contains

no data entry errors or ‘typos’ (these are mistakes that you make
when typing in the data). Errors may already exist in the documents = Chinge ||l A
you have to work on. Sometimes these are spelling errors which look

like this: = $R€EliNg Errors like this need correcting.

What is spell check?

Spell check is a test carried out by the word processor on the text. As you work,
it checks each word and compares it to those held in its dictionary. If the words
match then the word processor moves on and checks the next word. If the
word does not match one in the dictionary, then it uses a red wavy underline to
highlight the word to suggest it may be an error.

CENSEr

Does the spell check always work?

If the word processor shows the red wavy underline, it may not be a spelling
error. The red underline tells you that Word has compared this word to its
dictionary and not found a match. Sometimes, as in the case above, it is a spelling

D



15.1 Software tools

error; at other times words like ‘“Tawara’ are flagged as a spelling error
because the dictionary does not have the name of this (made-up) place

1 preserving some of Tawara’s
- n Society meet on the second

within it. When a person’s name is entered into a word processor, some Hall of the Tawjara High School.
names will be shown as an error and other names will not. =
Tawara areaforfi ...
Suggested spellings s
When Word shows you an error, right mouse click on it and a drop-down ::,
menu of suggested words will appear, like this. ignere A
For the word “Tawara’ no change needs to be made, but in the case of ot

'E;, Hypestink...

a genuine error like this, a list of suggested words is shown. Choose the
word which is the most appropriate, in this case it would be ‘spelling’.

¢ Mew Comment

The _gpgb_ljgg in this paragraph

Other errors s
S e

Sometimes other errors may be flagged as spelling errors, like this. ek
This example shows a repeated word ‘not’ which needs removing. Delete the ey

peeling

extra word to correct this error.

Ignar= &

15.1.2 Grammar check | domuii

1 Mew Comment

i 7
What is a grammar check: | it stk
You may need to check for grammar errors in your answers to theory o bed

questions or evaluations. You will not need to correct grammar errors & b
shown in text provided for you. A grammar error is shown with a blue
wavy underline like this. » nekd to make sure

In this case it is not a proper sentence and does not start with a capital letter.
Edit the text (by deleting the extra word) to correct this type of error.

Activity 15a

Open the file activity15a.rtf. Remove all errors, save and print the document.

15.1.3 Validation routines

What is validation?

Validation is checking that data entered is reasonable. It is otten a process where
data is checked to see if it satisfies certain criteria when input into a computer,
tor example, to see if data falls within accepted boundaries. For further details of
validation, including the types of validation, see Section 7.2.

Appropriate type of validation

In practical examinations you may be required to apply appropriate validation rules
in the data handling or data analysis sections. It is important that for each question
you review all the different validation types, and decide which would be most
appropriate, for example you would not use a type check on a book title as book/
movie titles can contain any type of character (in fact you would be unlikely to find
a validation check of any kind to check this type of data). A length check would
not pick up transposed digits in an ISBN but could be used as well as a check

digit for double checking. Another example is that a range check is unlikely to be
appropriate on a bar code.
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Task 15a

The data file gym.csv will be used both to create a database and in a spreadsheet. Select the

most appropriate validation type for the month field in this data.

Examine the data in the file gym.csv. Using the list of validation types in
Section 7.2 compare each type of check to see if it could be applied to the data

in the month field. Use a table similar to the one below to help you.
Validation check Appropriate? Selected?
Range check Yes, Selack mbeaey 20 AND <13 e
Length check Yes, Restvictk bo 2 chawacters, bub wonld wet-stop |3, |# etc.
Chara:ter-’tYPe check Mo, dabmipose welld restvict Fo umlbevs i numeric Aok, salected,

be covveck values

Ye o in spreadihest weed be check numeric neb bexk bk well A nelb veghrict

Format/picture check | ne

Limit check

He wotald anly vestvick e end of the vomge,

Presence check Ye s wolld ‘ve eppropriote ok weldd auly check something had been

Enbane AL

Consistency check

He Hhis is a simgle feld with we ether related feld /s

Check digit Me,

After working through each type of validation check, it is most appropriate to use

a range check.

Task 15b

Create a database with the file gym.csv. Validate the month field.

Validation in Access

Using the methods shown in Chapter 18, examine the file gym.csv
and use it to create a new database. Open the table in Design View
and select the Month field. In the General tab, move the cursor into
the Validation Rule box.

We decided above that the most appropriate validation rule to
apply to this field was a range check with >0 AND <13. The field has
already been set to a numeric field with Integer sub-type. Type the
validation rule into this box.

In the Validation Text box add suitable text that tells the user that
they have made a data entry error and gives them information as to
what is acceptable data for this field. It may look like this.

Save the database.

Ba S5 o
HAME

= Database] : Database- CUsersigrahsmt Docum...

Task 15c¢

Add to the database saved in Task 15b, a new field called <Title>. Validate this field
to make sure only Mr, Mrs, Miss, or Dr are allowed.

D

CREATE EXTERMAL DATA CATARASE TOOHS
¥ Frbrair K E BE A
N Buildes > e e e
View — Propemy Indees | Create Data  Renar
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# || 38 tiGym
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__ Ferename Short Text
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Year MNumber
Fisia Froperties
g Gensal |Laokup|
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= Fomat I |
5 || | [Decmal Places Auta |
> Inpt Mask
2 || |icaplion I
|Defeut value |
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15.1 Software tools

Open the database saved in Task 15b and using the B B 9 O = O] Oelbne CilheigahamBomars, (AL 10005 - 0%
. Grahzrn Brown =

methods shown in Chapter 18, add a new field called =5 . E I F o B | E W L

Title to the Gym table with the data type Text. Set the 8 pmhm, el cﬁ;,‘ﬁ,. D:,ﬂ,;n' n...;ifn'":..-.,,n :5.,3:

- - . . fal on Rules o Lheet £Tos T ete Macro Encies
Field Size to 4 characters, as ‘Miss’ is the longest entry e Shewhits g i b e S %
and this has four letters. Set the Validation Rule for this | o L ———.
field to restrict the data entry to only ‘Mr’, ‘Mrs’, “Miss’ Pty Sapen
or ‘Dr’. Add an appropriate message as Validation Text. G o —f
The finished field should look similar to this, ———————— e 1 z

Open the table and add a new record to the il
. . |Field Size 4
database. Try entering this date: 14/14,/1992, and 5| |
this title: “Ms’. What happens and why? HIl-T
o vaidation Buls R O MO0 Mk O D ThE @iTai MEEEaQs ERIL SPPEET Whan you
Save the database. e e Rl -
|Alioa Zaro Lengin g
i::;:zcmplmlnn :‘s
|VE Bilods |a Control
Task 15d 2

Create a spreadsheet with the file gym.csv. Validate the cells
in rows 2-30 of the month column.

Validation in Excel

Using the methods shown in Chapter 20, examine the file gym.csv and use it to
create a new spreadsheet. We decided above that the most appropriate validation -
rule to apply to this field was a range check with >0 AND <13. Highlight cells C2 —®

to C26. Select the DATA tab, then in the Data Tools section, select the

Data Data
»: Validation ~

Validation icon.

This opens the Data Validation window. Click to select the Settings tab (if
it is not already selected), and move the cursor into the Allow: section. Select

the drop-down list, then choose Whole number to make sure that only integers
can be entered into these cells. When this value has been selected more options

appear within this window.

From the drop-down list in the
— Data: box, select between (if it
e is not already selected). Using
slow - ‘between’ in Excel, means that
St bt W A— you have to give the smallest
[betueen - and largest acceptable values.
e il —t In the Minimum: box enter 1,
e g o (which is extreme data as it is the
AB S 1 ChangES 101, o1 s WK the sam SR smallest acceptable value) and in
] = 3 the Maximum: box enter 12.
Select the Error Alert tab.

Select an appropriate title for this error message and enter it in the
Title: box. In the Error message: box enter a similar message to the
one entered in Task 15b. It may look like this.

Settings _Irrplzh.le!ngu | Emarilem

Walldation cnteria
Al
By value i o Ignete Blank

Apply these thamges to all Glher cells with the same settingd

s | ] e

Settings | Input Message | Enor Alert

Click on [__0K__]. Test your validation routine with normal,

abnormal and extreme data. Save the spreadsheet.

Task 15e

Add to the spreadsheet saved in Task 15d, a new column 1 with
the label Title. Validate the cells in rows 2-30 of this column to
make sure only Mr, Mrs, Miss, or Dr are allowed.

[ Show ewror slert after iralid data is entered

When user enbers invalid data, show this evor aler:

ST Ame:
stop [w] | irwania data entered: |
Ermmormessage:

Please fe-2ntar the 0ata using a
whole umber greater than &

a and Iessthan 13,

-

Ciear i [ ar Caruel




15 PROOFING

Open the spreadsheet saved in Task 15d and using the methods shown ' TIEN
in Chapter 20, insert a new column before column 1. In cell Al add e R
the label Title. Highlight cells A2 to A26. Select the DATA tab, then wlommmeten
in the Data Tools section, select the Data Validation icon to open the e e
Data Validation window. Select the Settings tab (if it is not already i _ B o
selected ), and move the cursor into the Allow: section. Select the e
drop-down list, then choose List. In the Source: box enter the text | 0 e i B
Mr, Mrs, Miss, Dr as the list of possible acceptable entries, like this.

Select the Error Alert tab. Select an appropriate title for this error ksl
message and enter it in the Title: box. In the Error message: box B =i

enter a similar message to the one entered in Task 15c¢. Click on

(0K ). Test your validation routine with all four pieces of normal data and with
abnormal data. Try things like ‘dR’, “dr’, ‘mr’ or ‘mR’ as part of your abnormal
data. There will be no extreme data as this is not a range of possible answers with
a highest and lowest value. Save the spreadsheet.

15.2 Proofing techniques

Proofing techniques are not the validation checks that you have studied in
Section 15.1 but other ways of reducing the number of errors in your work.
The term ‘proofing” in printing means to make sure that the work is accurate.
It should include checking not only spelling, punctuation and grammar, but
also page layout, including:

e the correct application of styles

e the correct margin settings

e images placed as specified

@ text wraps as specified

e images not distorted

e objects fitting within the boundaries of a page /column/slide

® objects not overlapping (unless specified in a question)

e no lists (bulleted or numbered) split over two columns/pages/slides
¢ no tables (bulleted or numbered) split over two columns/pages/slides
e no blank columns, pages or slides

¢ no widows or orphans.

Part of the proofreading and error correction will be to check for widows and
orphans. A widow is the last line of a paragraph that appears alone at the top of a
new page or column. An orphan is the first line of a paragraph (or heading) that
appears alone at the bottom of a page or column. Even though you may have
applied automatic widow and orphan control, it is always good practice to check
that these have been removed. It is possible that you did not apply it to every
paragraph. Make sure that other objects, like bulleted or numbered lists, tables,
graphs and database or spreadsheet extracts are not split over two columns or
pages. Again, inserting appropriate breaks should avoid these problems.

15.2.1 Accuracy of data entry

It is important that you read through all of the work and make sure that the text or
data that you have typed is 100 per cent accurate. Check that your documents have
consistency in all areas, not only fonts and styles, but also in line spacing and paragraph
spacing. It is very easy to follow the instructions, for example to remove a page break,
only to find that you have accidentally inserted an extra carriage return. If you have
inserted section breaks or page breaks, make sure that there are no blank pages.

&



15.2 Proofing techniques

The importance of accurate data entry

It is critically important that data entered into computer systems is accurate.

For example: if your school stores your doctor’s telephone number on its system
and this number contains an error, in an emergency they may not be able to
contact the doctor. Another example is if a bank took $10000 from a bank
account, rather than $10, then this would have serious consequences financially.
Errors in numeric data will cause problems if any calculations are performed.
Imagine the costs of a data entry error if a rocket was being sent into outer space
and one of its navigation systems was given some data with an error in it, or the
consequences of a data entry error in the control of a nuclear reactor.

Common data entry errors

The most common data entry errors include: spelling errors, errors in the use of
capital letters (like Capital letters Placed in tHe middle of A sentence, or not used
where instructed) and transposed numbers (like 21 instead of 12). All of these
errors can be removed by carefully checking every item of data entered when you
have completed each step. Visually verify every character that you enter.

Other common errors are found in the spacing of characters in text entry,
(like: sometimes words have  too many spaces between them.There are even
times when spaces are missed). There are sometimes factual errors, even if
someone else has proofread and corrected your work, although you would hope
this was not the case. It is possible that you may get source files in different forms
that contain errors for you to correct.

At the end of every piece of work, check it caretully for data entry errors and
consistency of your presentation.

15.2.2 Verification

What is verification?

Verification is a way of preventing errors when data is copied from one medium
to another (e.g. from paper to disk/CD). Verification does not stop all errors,
but helps to reduce the errors made when data is entered into the computer,

by checking the accuracy of data entry. There are two common ways that
verification checks are carried out. These are called ‘visual verification” and
‘double data entry’.

Advice

If the word ‘verification’ is used in a question, call this method ‘visual checking’. If the
word is not used in the question call it ‘visual verification’.

Visual verification

Visual verification can also be called a visual check.

Visual verification is checking for data entry errors by comparing the
original paper documents with the data entered into the computer. This does
not make sure the data is correct. For example: if the original document
contained an error (e.g. the telephone number 842211 was recorded as
841122) then this error would be copied onto the computer. This is not the
same as proofreading.
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Double data entry

Data is entered into a system twice (often by two different people). The two sets
of data are then compared by the computer and any differences in the dara is
flagged as an error and can be corrected by the user. A simple example of this is
when you are asked on a website to create a new password, you must enter the
password twice. The computer checks the two passwords are the same before
allowing you to continue. This does not check that the passwords are correct, for
example if you make the same spelling error in both passwords the data will verify,
but would still contain an error. In the case of these passwords the computer

will check they are the same as the second password is entered. In the case of
documents, two people would enter the data and the computer would verity they
are the same atter all the data has been entered.

Why are validation and verification needed?

Validation and verification, when used together, will help to reduce the number
of errors in data entry. Even together they do not stop all data errors occurring.
For example, if a school has a telephone number of 842211, but this is recorded
in the original documents as 841122. This error would not be found or corrected
through visual verification or double data entry. It the most appropriate validation
is applied (to either a database or spreadsheet) for example: to make sure that all
telephone numbers are six digits long and start with a 5, 8 or 9. Again 841122
would pass the validation tests but if someone then tried to telephone the school
it would not work.

A company supplying electricity sends bills to its customers that are between
$100 and $500. You need both validation and verification because:

e data might be sensible but has not been transcribed /transferred accurately,
tor example an electricity bill for $329 may have been copied as $320 — it is
still sensible but has not been copied accurately

e data might have been transcribed /transferred accurately but may not be
sensible, for example an electricity bill of $3000.

Using validation in addition to verification would trap both errors, verification for
the first example and validation for the second.

15.2.3 Proofreading

Although detailed knowledge of proofreading is not part of the Cambridge
IGCSE syllabus, it is a term often used (incorrectly) by students. Proofreading

is part of the proofing process. Proofreading is not a form of verification. It is

the careful reading and re-reading of a document (before it is finally printed) to
detect any errors in spelling, grammar, punctuation or layout, whether or not
they were in the original document. This process is more than just verification;
verification simply checks the transcription of data from one medium to another.
If the original data contains errors then the verified data will contain the same
errors. Proofreading should help to remove many of these errors by checking that
the data is correct, not just accurately transcribed.

@



16 Graphs and charts

In this chapter you will learn how to:

@ select the most appropriate graph or chart for a given task
@ create a graph or chart

@ label a graph or chart

@ extract segments from a pie chart

@ change chart colours to print in black and white

@ add a secondary axis

® set axis scales.

For this chapter you will need these source files from the CD:

® employees.csv
@ project.csv

@ rainfall.csv

@ webhits.csv.

Important: please study Chapter 20 before starting this chapter. /

16.1 Chart types

You may be asked to select an appropriate chart for a purpose. Which chart is the
most appropriate is often very difficult to work out. The choice will be between a
pie chart, a bar chart and a line graph.

16.1.1 Pie charts

If you are asked to compare percentage values, a pie chart is often the most
appropriate type because pie charts compare parts of a whole or fractions
of a whole. An example would be comparing the percentage of children who
preferred ice cream, jelly or trifle.

16.1.2 Bar charts

Bar charts show the difference between different things. A bar chart is
traditionally a graph with vertical bars, but it is called a column graph in Excel.
This is a little confusing but to create a vertical bar chart you would need to use
the ‘column chart’ and for a horizontal bar chart (with the bars going across the
page) you would need to use the ‘bar chart’. An example would be showing the
number of items sold by five people in the same month.

16.1.3 Line graphs

Line graphs are used to plot trends between two variables. An example would
be plotting the temperature of water as it was heated against time. You could
then find any point in time on the graph and be able to read the corresponding
temperature, even it the temperature had not been taken at that time.

16.2 Create a chart

To create a chart, you have to highlight the data that you wish to use. This is
highlighted in the same way as other data in the spreadsheet. Sometimes you need
to create a graph or chart using contiguous data (the data you use for this is in
columns which are next to each other, e.g. columns B and C). Other times you need
to create a graph or chart using non-contiguous data (the data you use for this is
in columns which are not next to each other, e.g. columns B and F). To select non-
contiguous data, hold down the <Ctrl> key while making your selections.

Advice

Do not use stacked column
charts or stacked bar
charts.



16 GRAPHS AND CHARTS

Task 16a

Open the file employees.csv. This shows the job types, the number of employees with that job

type and the percentage of employees with that job type.

Create an appropriate graph or chart to show the number of employees with that job type.

Open the file and highlight only cells A1 to B8 (which is an example A B c
of contiguous data). The highlighted data should look like this. . | 1 [JobTitle Numﬁemﬁ&ff Percentage
This highlighted area will be the cells used to produce the graph. 2 [fietor s
Notice that the cells containing the column headings (Al and B1) 3 |Eineees gty
have been included in this selection as they will be used as the : 1: 2.054515111:
labels in the chart (they can be changed later if the question asks for & [Drex T
different labels). 7 |7e ‘5| 0.080645161
Decide what type of chart you will need for this task. Look at the data 8 |cler 13| 0.20967719
and decide if it compares parts of a whole, shows trends between two 9 | 62
variables or shows the difference. In this task the data shows the different
numbers of employees in each job type, so a bar chart is the most i~ %
appropriate chart type, and in this case you can use a vertical bar chart. Rm!mzded e ad | pa!ﬁm
Select the INSERT tab and find the Charts section. > Chats - l- T
Select a vertical bar chart (labelled Column in Excel); this can be Charts =
selected using the small icon of a bar chart or, in this case, it could
also be found using Excel’s ‘Recommended Charts’ (please note that ____“__—
this feature does not always select the most appropriate type chart fora | =~ B o g w0 w0 s
given task). Click on the bar chart icon and the Insert Chart window | ¥5% aniea
appears, with the vertical bar chart (called a column chart in Excel) T '
selected. If you select the wrong chart type you can always click on the | L~ - | " I I | -IlI lll
chart types on the left of this window to change it. Selecting each chart | £ 4"
type from the left, and each sub type from the icons along the top of '
this window, you can see the different graphs and charts to choose
from. Select the chart shown and click [_&=__].
The chart will look similar to this. i
Save this as task16a.
Mumber of statf
Advice 2
Keep your charts simple — do not use 3-D charts or add features that are 1
not a necessary part of a task. ':
A simple chart is often more effective. I I
1 I
Task 16b o e = o
Open the file employees.csv.
Create an appropriate graph or chart to show the percentage of employees
with that job type.
A B -
1 [lobTitle  Numberof staff [Percentage |
Open the file and, using the <Cul> key and the mouse, highlight cells 2 |pirector 3| 0.048387097
Al to A8 and C1 to C8 (which is an example of non-contiguous data). 3 |Engineer 12| 0.153548387
Do not highlight any other cells. The highlighted spreadsheet should 4 |Analyst 4 | Hgeointsy
look like this. > 5 N 16/ e
6 |Programmer 9. n.lm
8 |Clerical 12| 0.209677419
9 | 62

@



16.2 Create a chart

Decide what type of chart you will need for this task. Again, look at the data and
decide if it compares parts of a whole, shows trends between two variables or shows the
difference. In this task the data compares parts of the whole, so a pie chart is the most
appropriate chart type. Select the INSERT tab and find the Charts section. Then
select a Pie chart and the 2-D Pie.

1% ol & - Percentage

a
- la - iz
Recommended _ PisatChart

o

The finished pie chart
will look like this.

Save this chart as taskl6b
for later use. |

L

w Director = Engineer = Analyst =Sales w Programmer = Tester = Clerical
|

Task 16¢
Open the file rainfall.csv.

Create an appropriate graph or chart to show a comparison of the monthly data for towns
A and B.

Open the file and highlight cells Al to C15. Decide what type of chart you will
need for this task. Again, look at the data and decide if it compares parts of a whole,
shows trends between two variables or shows the difference. This task mentions
periods of time, which suggests a trend. In this task, it is seeing how the total amount
of rainfall changes/varies over a period of 12 months. Because specific dates are
used and the rainfall is cumulative, a line graph is the most appropriate chart type.
As there are two towns shown in the data, you will make a comparative line graph
using both data sets. Select the INSERT tab and, in the Charts section, select

a Line graph and the 2-D Line (the top left icon).

; il &8 e Chart Title

02 |y e e W x0
Recommendad : PiratChart

Charts ‘J = I'_' = r .
Charts M

200

150

The finished line graph will look 100

like this. e

Save this chart as taskl6c for later use. =

L]
Iy

* o ] "l 5 & s el
ST R T g P
@ P P F STy

1 pairfallinmillmeresTown A ——Rainfall in millmewres Town B




16 GRAPHS AND CHARTS

16.3 Label a chart

Task 16d

Open the chart saved in Task 16a and add appropriate chart labels.

Open the chart saved in Task 16a. Although Excel attempts to complete the chart —
it has added a chart title and axis labels — it is still incomplete. All charts need fully
labelling. Use the Chart Elements icon to add other elements, in this case value
and category axis labels. Move the cursor into each label box and type each label.

[

Nurmber of staff Number of staff

18 & il
& =
36 R —
“ T ?.—‘I?;z
% I3
1 | E 8
» LElE

4
]

2
: 3 | i

bop A
4 oy
; I CAE fj
-
Dretor  Engires  Anahg SdE  Progammer  TeSlE Slericad Hsiie "_

If you are given the chart title, enter it very carefully and
exactly as shown in the question paper; if not, change the
text in the question into a chart title so that it gives as much
information as possible to the reader. Include your name,
Centre number and candidate number in the chart labelling.
As there is only one set of values (data series) in this chart,

a legend (or key) is not needed. Save this chart for later use.

Fl

CHAST HLEMENTS
Fl e

7 ats Titles ¥ < T Primary Hormantsl
B chartTia B Primary Vertical
[l D Labain Mare Opiions..
[] Duts Tabila
[ EworBan
F Grdlines
[ Legend
[ Trendiie

Number of staff in each job type by Graham Brown

Wi b of $talf
Eads ow B R E B
[ ]
S
=1
T pe—
%"*-—
[ |
o

The finished chart may look like this.

Activity 16a

comparing the number of days worked for each person, except Aminat and Sukrit. Add an

appropriate title and labels to the chart. Do not include a legend.

x axis and displays the
names of the different

Advice
The category axis in a
Open the file that you saved in Activity 20a. Use this data to produce a vertical bar chart Carbcat I:?arr:hart is tha

categories; the value axis is

the y axis and displays the

(Activity 16b

club and the average number of website hits each week over a nine-year period.

number values
Open the file webhits.csv. This contains data about the number of members of an online book
Create and label an appropriate graph or chart to show a comparison of these two sets of data.

r
Task 16e
Open the chart saved in Task 16b.

the segment for engineers. Make this segment red.

\

Display all segment labels and percentage values on the chart. Do not display a legend. Extract J

@



16.3 Label a chart

Open the chart saved in Task 16b. Click on the chart with the left mouse button and

use the Style icon to display a list of styles to choose from. You can scroll through the
list and choose the style you want.

wDirector  wEnginesr = drafyst mSales wPogenmer = Tester wOencal

Careful selection here can save you a lot of work. —— J
Sometimes the best choice can also contain a . FS“MJL
legend but this is easy to remove. Select the Chart e
Elements icon and remove the tick from the legend
box.

To extract the segment for Engineer, click the
left mouse button on the segment (but not on the
labels), hold the mouse button down and slowly
drag the segment out in the direction shown by the
red arrow. '

The chart changes from this to this. ==

Percentage Percentage




16 GRAPHS AND CHARTS

To make this segment red, right mouse click on the segment for

engineers and select the Fill tool.
The drop-down palette
of theme colours appears. For this
task, select the red colour for the
segment and the task is almost
complete.
Use the same method so that
the text is easy to read, like this. —
The Fill tool is very
useful in many types of
chart, including bar charts,
tor changing the colours of
different segments or bars. It a
chart (or a document including
a chart) has to be printed in
black and white, it would be very
difficult to tell which segment
or bar is which. So that charts
displayed or printed in black
and whirte are easy to read, use
the range of texture, pattern
and gradient fills to make each
bar or segment look different.

Porcontago

@ Mor FE Colan

T
N Bie

d Fobed ——
T] Letuin aff———iee

. =L
Activity 16c¢ ]
Open the file that you saved in Activity 20m.
@ Create a pie chart showing the name of each house (the colours) and the percentage of the
class in that house.
@ Add the title ‘Percentage of students in each house',
@ Change the colour of each segment to match the name of the house.
@ Extract the segment for the Yellow house.
_
(i S
Activity 16d &
Open the project.csv.
Create a pie chart to compare the number of hours worked by the people with each type of job.
Make sure that each type of job can be clearly identified when printed in black and white.
. Y.

16.4 Use secondary axes

Task 16f

Open the file rainfall.csv.

Create an appropriate graph or chart to show a comparison of the rainfall and average
temnperatures for each month in only town A. Add a second value axis to the chart for the
temnperature series and label and scale these axes appropriately.

D

Percentage

1 tmam Mg i
g S Bl Tipe

i Cwin

Advice

It is worth spending time
browsing through each of
these chart layouts to see
what is available.



16.4 Use secondary axes

Open the file rainfall.csv and highlight the dates and data for town A;

this is in cells Al to B15 and D1 to D15. Select the INSERT tab then, in the

Charts section, select the Insert Combo Chart icon.
Use the bottom option to Create Custom Combo Chart, —

which allows you to compare two values using bar charts and /

or line graphs and opens the Insert Chart window set to

Combination charts.

il Eee K- e
% s

Both of the data series chosen show trends between
two variables (rainfall will be plotted against the date,

and average temperature will be plotted against the date)

so using line graphs for both series would be the most

appropriate chart types. To make this happen choose the
Chart Type as Line for both series, like this.
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It is difficult to read the values for the
temperature, so adding and scaling a second

value axis will make it easier to read the graph.

Click the left mouse button in the tick box
for Secondary Axis for the temperature data
series (the one shown in orange).

Your graph will now look similar to this.
Click the [ o< | button to create the chart.

Excel has attempred to scale these axes but
you are now going to adjust them further.
You will change the primary axis so that it
is set between 0 and 250 and the secondary
axis so that it is set between -2 and 24. These
values have been extracted from the original
data: the total cumulative rainfall is 240 mm
(so we will choose 250, so that the scale can
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o up in steps of 50); the temperature changes between -1 and 23 degrees (so we
will use -2 and 24 so the scale can go up in steps of 2). For this axis it would be
acceptable to use the values -5 to 25 suggested by Excel.
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To change the primary axis values, double click on the axis 5
labels like this. -;lz

This opens the Format Axis pane at the right side of the
window. In the Axis Options sections the Axis Bounds are ™
set to 0 and 300. We want the bounds set to 0 and 250, so cxl
edit the Maximum boundary to 250. Press the <Enter> key {

. & ]
or click the left mouse button to refresh the chart. ,S? & &“‘ ‘ é;&‘* 4 Q,(P" ;P" 1;9“
n?’“ u“"‘n ti‘-b @ n u‘b‘ a‘i‘ "3%
e Rmiprin | in il lnetres Town & ee—Ayeras e temperature cemtsgrade Town &
z - — =¥
Chart Title Famat Axis " Chirt THla Forrmat Axis
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n 1 3
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L 5l - NP DT =y :: & a e
s Bk Fat il Prwik
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& F-:‘ i:!"f:- & 'F-t 'F:l Fs* -‘n"ﬁa".‘;;":'é..-"'f"'f T i e ”"ﬁ;é Ieﬁ' # " {)l ' il{‘ 5‘" “r"nﬁgﬁ')\ -":'f e —'-{—-—- e
r Aar - . rree Sl e
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Follow a Sl_lmlar procedure for the secondary 4%, ' Comparison of rainfall and temperature in town A hy
Double click the left mouse button on the axis _  Graham Brown i
then change the axis settings with a Minimum e A e " i
. . = 20
value of -2, a Maximum value of 24 and, in the ¥ 200 s 3
Units section, set the Major Unit to 2. The E 10 T
Minor Unit will change automatically. = 10 R
It is important to label these axes 2 55 § ¢
i ; . . 2 3
appropriately. Label the primary axis (the left : o
one) ‘Cumulative rainfall in millimetres’ and ’E’ s p & & o & & P
the secondary axis ‘Average temperature’. Label S _}{C‘ & _}\9‘:9 & d\ & @?‘ *6‘\‘ @Iﬂ S @3 %,5'3‘
g . . g & & & &
the category axis ‘Date’. Label the chart with a 4 2 i
meaningful title, such as ‘Comparison of rainfall
al.ld tempemmre in town A by {your Imne}’. e RIFATEN T W TIETES TOWR A — AETREE TEMPETETLINE CENTISrade Town A

These changes should leave the chart looking
like this.
Save the file.

Activity 16e
Open the file that you saved in Activity 16b.

Add a second value axis to the chart for the number of members and set the maximum value for
this axis to 3200 and keep the minimum value at 0.
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In this chapter you will learn how to:

@ set the page size and orientation

@ set page and gutter margins

@ define the terms ‘widow' and 'orphan’

@ use page, section and column breaks, to adjust pagination

@ avoid widows and orphans

@ set and remove page, section and column breaks

@ use columns

® set text alignment

@ set line spacing

@ set tabulation settings, including indented paragraphs, hanging paragraphs
@ edit tables

@ explain what mail merged documents are and why they are created
@ insert a special (automnated) field into a mail merged document

@ create a mail merged document

@ run a mail merge with selected records and fields

@ save and print a mail merge master document

@ save and print selected merged documents.

For this chapter you will need these source files from the CD:

@ activity17a.rtf

@ activity17d.rtf

@ mailmerge.rtf

® mmresidents.csv
@ mmstudents.csv
@ table2.rtf

@ tabulation.rtf

@ tcs.rif. _/

17.1 Format text and organise page layout

17.1.1 Format pages

You may be presented with documents with different page layouts and given
instructions to reformat them. Do not assume that a document is already set
as specified. Ifit is in text (.txt) format, it will use the default settings of your
word processor. If it is opened in rich text format (.rtf) or was saved as a Word
document, it will keep the settings used to save the file.

(Task 17a
Open the file saved in Task 14f.

Change the page size to A5 and the orientation to landscape. Set the top and bottom margins
to 3cm and the left and right margins to 3.5 am. The document is going to be bound along the
top edge. Add a 2 cm gutter to the document.

Save the file with a new name and print the document.

o

Open the file saved in Task 14f and save the document as taskl7a. Move into the
tooter and right mouse click on the date and time to get the drop-down menu.
Select Update. Repeat this for the filename. Double click on the body text to
leave the tooter.
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Set the page size age S
Select the PAGE LAYOUT tab and in the Page Setup | Margins | Paper | Layout |

section click the left mouse button on the icon at the Pt sk
bottom right corner of > [T
} the box, to open the width: [148 cm
|‘_‘1 Onentation = '—| Ereaks ~ y
. Page Setup window. Heighti [27em
; D Size - i) Line Numbers ~ ] . 4
Margins i : This window can "
- == Columns~  bE Hyphenation - o e
I be used to change the Fitek page: Other pages:
' page size, orientation Default tray [Fray 1] PN E efauit fray Tz 1) 2

Tray 1 Tray 1

(to make the page tall or wide) and the page margins. To
change the paper size, select the Paper tab. The Paper
size: can be selected from the drop-down list.

For this task, select A5 from this list.

Set the page orientation

To change the page orientation, remain in the Page PR v £ |

Setup window and select the Margins tab.
Find the Orientation section of the window. S

: . Top: 235 cm |—_-||

Click the left mouse button on the landscape icon to s 2ma 2

change from portrait to landscape. . [ W T - [
Set the page margins

Remain in the Page Setup window and in the Margins

Margins

tab. To set the top and bottom margins to 3 cm, select the ke ol
Margins section. Pages

Either highlight the text within the Top: and Bottom: Mitkplepages | Howma) v
boxes and type in the new values, or use the scroll handles '
to change the values in each of the boxes.

Change the left and right margins to 3.5cm using a

similar method in the Left: and Right: boxes. Click on i b
E i Margins
Set the gutter .+ [3em 2| Bottom

s

:35011 Ejl Right: 25 tm

If the document is to be part of a bound book or booklet,
a gutter will be needed. This is an area outside the margins
that is used to bind the book together. The gutter is set

in the same way, in the Margins section of the window.
The gutter can be placed to the left or top of the page,
depending upon the type of binding to be used. In this case s

change the Gutter: size to 2 cm and the Gutter Position: to ol ¥

T{)p 1 Multipls pages:
Edit headers and footers

You worked with headers and footers in Section 13.3. Use
the methods learnt there to change the tab stops in the
header and footer so that all text aligns to the page margins.

Gutten i}_cm = Gutter position: [Top

Orientation s

Portrait  landscape

P 1VS Co VWhole document

@ ISHMQ#&E!
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After doing this you can see a problem with the header and one with

the footer.

TR

FAGE1 OF 4

431 WORDS

| Margres | Paper | Laout

Sechan
section fat e noe [~]
| suppres: ke

Headers ard foobers

[l oimecert add ani even
[ Diffarark Firet page

ader 125 cm 5l
Fram edgel Ly =

Iooten [123em
Page
wartical alignment: | Bettom

Preview

appyta [wnoirdoamen  [v] | unemnbem..

Borders..

Sef s Defaull of

|

canel |

The header text is in the gutter (where

the pages would be glued or bound). To
change the vertical alignment of this header
text, select the PAGE LAYOUT tab. In
the Page Setup section click the left mouse
button on the icon at the bottom right
corner of the box, to open the Page Setup
window. Select the Layout tab within this
window. In the From edge: secdon, Word
has set the distance from the Header text to
the top of the page at 1.25cm. This is the
default value on my computer but the value
shown on yours may differ. Take this value
and add the 2 cm depth of the gutter to it,
so on my computer it will become 1.25 + 2
= 3.25. Enter the new value, either by typing
it or using the small arrows at the side. The
window will change from this to this.

EHS- 0R_LF- - taskT7adocs - Word HEADER&FOOTER. 2 = — M X
HOME  INSERT DESIGN  PAGELAYOUT  REFERENCES MAILINGS REVIEW WVIEW  ADD-|NS DESIGN Graham B.. = ﬁ
[ Header= e [E ciuick Parts= | l:l 2y [ Differant First Page ;_,-!3.15 tm :i n
3 T 1 = ) ey
|2 Footer- -I L—||;| Pictures T : [5p Ll Different Ddd 8 Even Pages '-_'-!1._25 emo L
Date & Document : : Gote Goto i Cloze Header
[# Page Number~ e ror A ’:‘aOnllnaP‘mure: Headsr Footer = [ Shewr Document Tex i £ Fonsbct
H{:l:l:_rSc Faoter Insert Mongation Clptigni Paosition Close -
LS 2 i I'a? 1 2 4 s 5 i 8 3 10 i 2 B » 18 6 a7 [=]
Erﬂ]ﬂm-ﬂr\mﬂ - Historical-Study - England 20057 -=
" Header el - = =3 L
Winter-wonderland-or-woe?|
L] "
Winter-weather-forces-schools-to-close|
i On Monday Februany- 2242009 the South East of Ensland was it by snow. Tknow thisds not
unusual in-many-parts-of-the-world. but-it-was-interesting to-watch-the-wholz-region grind-to-a-
- virmal-standstill -At-the tnme-of-writing-thig-article the-major-London-arports -of Heathrow, -
Gatwick and London-Citywers-all closed. -Stansted -airport-had been dosed but-has just-had
one-runway raopened. Travel-chao: has ensued, the- M25 1= -closed-in many -places-and many -
i schoals throughout the-country-have-been closed §
" School-closuresf
= The-dramatic-chansz-mn the-weather-has meant that-a rmmber-of-areas-are-expenencing-
transpart-problems This-means-that-many schools across-the-country-have-been-closed 9
-
. Saved-on-05/03/2015-ar-19:24 -+ 1 - D017 New texrthool\Chaprer:
= © 1Tiask]1Ta.decxT
-

| Margirn | Paper | Lmsut |
Sartian
Section start:
suppress endnobes
Haaders and footan
I Different ood and =ven
|| oitferent First gage

Fram edgs:
Enater

Fage

Martig alignmant: mum

Presies

Applyta: | Whaobe document

Header 325am
I35 am

—
vl

-

.

|
il

Line Humbers .

Borders..

Set 45 Qetaut |

aK

cancel

Click on [_&__]. You will see the text move out of the gutter area.

By
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The text on the right in the footer is too long to fit into the space provided
by the word processor so it has wrapped onto the next line. This is because a file
name and file path is required and now that the page is A5 (which is half the size
of A4) it does not fit.

There are two ways to solve this problem.

Change the font style

You can choose a narrower font face like Arial Narrow rather than Arial for
sans-serif, or Bodim MT Poster Compressed rather than Times New Roman for serif.
Make this change to all the serif or sans-serif style definitions so that it happens
automatically. Although this may help, it may also make the text very difficult to
read, especially in a serif font.

Change the file name or path
Word has already attempted to split this onto a second line. It will only split
filenames and paths that contain spaces. Remove all the spaces from the filename

and path to change it from Tis to this.

e transport-problems. -Thiz means that-many -schools-across-tha -country-have been-closed.§

Saved on 05/03/2015-ar19:24 -+ 1 -+ D417 -New-textbook\Chaprter-
1M taskl7a.doca®

Footer tranzport-probleme. This-means-that-many schools-across the-country-have been-closed . §
Saved-on-05/03/2015-at-19-24 -+ 1 -+ T

D:\041 TNewtextbook\Chapter-17itask17a.docx®

Changing the file name or path to make them shorter (but still meaningful) is
the best solution. Use the methods you learnt in Chapter 11 to do this. Save the
document. The finished footer may look like this.

Footer transport-problemes. -This -means-that- many -schools-across the-country-hava-been-closed.§

Saved-on-05/03/2015-ar-19:24 - 1 -+ D:\0417_Bookitask17a.docx®

17.1.2 Widows and orphans

If you start a paragraph of text on one page or column but there is not enough
room on the page to get the last line typed in, the single line of text which
appears at the top of the next page or column is called a widow. Similarly,
sometimes you start a paragraph at the bottom of a page or column but you can
only type in one line before the rest of the text goes onto the next page. The first
line of the paragraph at the bottom of the page or column is called an orphan.
These should be avoided when producing a document. They can be manually
avoided by inserting a "age Break or Column Break. For more information on
breaks, refer to Section 17.1.3.

You can set up Word to avoid widows and orphans automatically. To do this,
select the PAGE LAYOUT tab, then in the Paragraph section, click the left
mouse button on the icon at the bottom right corner of the box, to open the

&



17.1 Format text and organise page layout

Paragraph window. Now select the Line and Page Breaks tab so that the
window looks like this. £
To get Word to avoid widows and orphans, select the Widow /Orphan

control tick box and clickon |_oc_ |.

17.1.3 Use page, section and column breaks

Breaks can be used within a document to force text onto a new page or
into the next column (if columns are being used), or to define areas with

Pagiration

b [ WidowDrphan control
[ beep with et
"] kaap linas tagatier
[T] Pagye brenk before
Fomathing excephony
[l Suppress line numbers
[Z] pon't nyphenate
Testhon optiore
Tight wrap:

Hnn=

different layouts, for example where part of a document is formatted in
landscape orientation and part is in portrait.

Page break

This forces the text onto the start of a new page, leaving white space at
the end of the previous page. It is particularly useful for removing widows
and orphans from your document, although Word can be set up to do this

Sei As Defaun Ok |

tor you.
Column break

A column break is used to force the text into the top of the next available column,

which may be on the same page or may be on the next page. This is also useful
tor removing widows and orphans.

Section break

A section break is used to split areas of a document with different layouts. There are

two types of section break: one forces a page break as well as the change in layout

and the other is a continuous break, which allows ditferent layouts on the same page.

(Task 17b

Open the file saved in Task 17a.

Keep only the two titles on the first page of the document. Set the orientation of the first page
to portrait and the rest of the document to landscape. Set all of the body text except the table
into two columns, with a 3 mm spacing and vertical line between the columns.

Save the file with a new name.

N\

Open the file saved in Task 17a. Move the cursor to the place where the first
break needs to be inserted. This will be just before the text ‘On Monday ...".
Because this break will be the separator between two different types of layout
(page 1 being portrait and page 2 onwards being landscape), a section break
for a new page needs inserting rather than just a page break. To do this, select

e
5

the PAGE LAYOUT tab and click on the Breaks icon.
This drop-down list will appear. In Section Breaks, click the left mouse
button on Next Page.

Advice

If you select the Home tab on the Toolbar and click on the Show/Hide
icon, the section break will be visible like this:

|

SChools-10-ClOSEY[ cuumse necre.

0 ISERT DISIGN PAGELAYOUT | REFERENCES
ol Ereals - indent Sparing
Pace Hreaks

Bage
Mark the paint-at which ane page ends
and thenest page begins:

Column
Indicate thet the text following the column
break will begin in the nexs calumn

Text Wrapping
Separate text around abjects onweb
pages, such a5 caption text from body text,

Sertion Hreaks

Mext Page
Insert a section break and st=rt the new
section on the net page

Continuous
Insert a section break and start the new
section on the sams= page.

Even Page
Insert & section break and start the new
section an the nett even-numbered page.

Odd Page

Insert 2 s=ction bresk 2nd skart the new
section on the next add-numbered page.

D
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As the document is currently in landscape orientation, move the cursor to page 1,
the section that needs to be changed to portrait orientation. Then select the PAGE
LAYOUT tab again, followed by the Orientation icon and click on Portrait. You
will notice that the word processor has only changed the orientation of this page
(because you inserted the section break).

The header and footer settings have not been automatically amended for the
new layout of this page, so we need to edit them. Double click the left mouse
button into the header on page 2. Look in DESIGN tab of the HEADER &
FOOTER TOOLS. You can see that this shows that the header in section 2 is
linked to the header in section 1.

EE % CRV- s Task_1 To.docs - Word HEAGER & FOOTERTOOIS 7 M - 0O X
HOME  IMSERT  DESIGN  PAGELAYOUT  REFEREMCES  MAILNGS  REVIEW  VIEW  ADD-INS DESIGHI GtahamErM-n'

[ Header= E = '_:I [E ‘Cousick Parts = T |- 5 L Previous || Differert First Page F325em 5| B
3 Faoter = 4 [ Pichuires b e Mt || Differert Odd & Ever Pages 04/ 135em  ©|

Dagz & Document aatn GO e ——— - Close Header
[f] PageMumber=  Time  |nfo- [@ Dnline Fietres | jmqder Foater &1 Linkta Previous: [+ Show Document Text sl HEabey

Headar & Footer insert Pam gatian Cptions Pasition Close ~
L s 4 3 3 1 % 1 1 3 4 ; § 7 ? CH o T i
| - GrahmBrown -+ HistoricallStudy - England 20006

3 i -sgctrunz-_| On - Menday -Febroary 224 2002the-South-East-of- England was -t by snow.-[- I_Samr.as PMI’“-'

Click on the icon for Link to Previous so that the highlighting on this icon and
the Same as Previous box are not seen. Now move the cursor into the header for
page 1 and edit the tab stops for this section only, like this.

E 2 1 & 1 2 3 4.3
Graham-Brown - Historical-Study - England-2009¢

5 6 7 8 49 10 1

| Header -Section 1- |

Repeat this for the footer. The text does not fit across the page so press the
<Return> key after each item to move the next onto a new line like this.

2 2 1

| Footer -Section 1- I

1 2 3 . ol L ] v S 8 a2 10 11
AVDS || -Section Break (Next Fage)-:

Saved-on-05/03/2015-at-19:419
¥ 17
-+ D:\0417 Book'\taskl7a.docx®

This task is continued in the next section.

@
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il chool-closures
17.1.4 Use columns School closuresT
: i The-dramatic-change in-the-weather has meani that a number o areas are:
Columns can be used to give a layout similar to that found Einietos it s oo P e L sl
country-heve been-closad. caceizzaaieeiaaa: Ser0on Break {Nest Page) sxxiaazsmiaazzaa:

in a newspaper. You may be required to format a document,
or part of a document into a number of columns. It you are
going to have different column settings for different parts iR a TR o § « PR
of the document, you must decide where you are going to

split the document into the different sections. However, this
information is often given to you in the question.

For Task 17b you need to add three more section breaks
to the document, so that the body text and the tables can
have different layouts. These section breaks need to be at the
start and end of the first table and at the start of the second

Graham-Brown —+  HistoricalStedy —+  England-200599

. Countyo Clogedn
table. Where the text and table do not need to be on different e i
= = X E==exy 250+30 echools d-cloged. Ttde-
pages, you 1:'«'111 set these as continuous section breaks. It may e e
Migdlesexn 20+4n snow dsne-heavier-in-the-South-East-
IOOk llkc ﬂlls. . . ; L Sugzoxn S0+4n ofEnplind one-of-the eastern-
Where the table is split over two pages, you will use a Norhs it Comnties hes coportedamore than:
. b k f Greater -Hancheatern 1004 230 effi-echoole-are-closed ]
section break for next page. EEenELE TN
Move the cursor to the place where you want each break DRETERE > oy Bl the-mow, 2nowhalling,-
: ; o -~ Hocthumbe L land® 537y making snowmen-and-snow angels..
inserted (i.e. before the first table), then in the PAGE Tkt i S e e s ]
r 5 f DS BOB & Ve iC TRGE Qe -
LAYOUT tab click on the Breaks icon, followed by the se=nes, mmany capbared on camera.
Section Breaks option for Next Page. This is needed so that The United Btates government o ffered ot of advice about preparing for Tots of
¥ S o enow. This-advice and-more-datsils-can -be-found-in-cotremuniny Centres-cr-0n-
the table is not split over two pages. Move to the end of the
first table and place a Continuous section break. Move to the £

start of the second table and place a Continuous section break. — coume - "™

3 . . « bt Hyphenation
Click the left mouse button to place the cursor within the =

text of the first paragraph. From the PAGE LAYOUT tab
click on the Columns icon. | Twe

One

Do not select the option for two columns; although this
would give you the correct columns it will give you default
values for the column spacing and would not give you the

vertical line. Instead select the More Columns option at the = wgnt
bottom of the drop-down list. > = Mo Columr..
This opens the Columns window. Change the Presets from
One column to Two.
Place a tick in the Line between box to place the vertical line. o
Change the Spacing: from its default value to 0.3cm (3mm). §|
Make sure that the Apply to: box contains a reference to | e o
This section before clicking on [_o__|. Move the cursor ' ﬂ:ﬂ"‘n:';’:‘:;”a::: z Bl
into the paragraphs after the table and repeat this process for — s e
the final section of the document. [ ] ff‘_-ﬁ‘fm? =
mmf |
AdVice [¥] Equal tolumn widtn

If you have just formatted the first section like this, L || Appivte: [Thissection Start new callimn
maving the cursor into the final paragraph and pressing T o || cance
<Ctrl> and <Y> will repeat your last action. This is much —
quicker than repeating this process.
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Sometimes when you have followed all the necessary ¢ iom gronn ; Historical Stady ' England 20008
steps, a page does not look as it should. In this case,

' 2 On-Monday February -224-2009 the - The-dramatic change-m the waather-
page 2 has a heading ‘.‘i:’h.lch has become an qrphan.—pgoum_E s el s P i s
To solve this pr Oblem, insert a column break just snow T-know-this-is-not-umisual 4n- sxperiencing-ransport-problems. This-
before the head'mg. Save the document. marry-parts-of-the world, but-it-was- means-that-many-schools-across tha-

interesting to-watch-the-whole tegion-
prad-to-a v lual-standsul] - Al-the- e -

Y= of-writing-this-article the-major -
TaS k 1 7(. \ London-asrports of Heathrow, Gatwick-
. . and London-City-were-all closed -
Open the file saved in Task 17b. Stuitad it it bosh clnead bt
Set the first level bullets to be indented by 3 mm and the basjust-had onc runway teopened.-
second level bullets to be indented by 6 mm from the margin. T{:;:;'Fh”“'h“im“&‘he'ms"s'
) ) & ‘mrmeny places Thany:
Save the file with a new name. echoels throughout the country have-
. J been-closed

School-closures]

Open the document saved in Task 17b. Select the
HOME tab and modify the styles List-L1 and
List-L.2 so that List-L1 has a 0.3cm indent and
List-L2 has a 0.6 cm indent. Saved-on-05/03,2015-at20:02 = 2 - D:'0417_Book\tasklTh.docx®

~

& S
Activity 17a
Open the file activity17 a.rtf.

Change the page size to A4 and the orientation to portrait. Set all the margins to 4cm and
remove the gutter.

Place the date on the left, the filename in the centre and the time on the right in the header.
Place your name on the left and an automated page number on the right in the footer. Ensure
that the header and footer are 2 cm from the top and bottom of the page respectively.

Print the document.
G_am the file with a new filename. "

& -
Activity 17b
Open the file you saved in Activity 17a.

Change the body text of only the first page so that it is set in two columns with a 1cm spacing
and a vertical line between the columns.

Save the file with a new filename. >

\

sy N
Activity 17c

Open the file saved in Activity 17b.

Change the page margins to 2 cm and the alignment of the header and footer to fit the

margins. Ensure that the header and footer are 1 cm from the top and bottom of each page.

Add a new title ‘Arctic blast grips the United Kingdom' at the start of the document. Place the

two titles on a single portrait page with a single column. All other text should be on landscape

pages, in three columns with 1.5 cm column spacing.

eam the file with a new filename. Z

17.1.5 Set text alignment

Text can be aligned in four basic ways. It can be aligned:

@ to the left margin with a ragged right margin which is called “left aligned’
@ to the centre of the page, which is called “centre aligned’

® to the right margin, which is called ‘right aligned’

® to both margins which is called “tully justified’.

D
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As you saw in Section 14.1, the text is aligned by selecting the text and then
using the using the alignment icons. These icons are found in in the Paragraph

section under the HOME tab.
EESE

Left aligned Centre aligned Right aligned Fully justified

(Activity 17d

Open the file activity 17d.rtf and place your name in the centre of the header.

column.

‘grew’ 24 point.
Save the file with a new name.

Make only the title a 36 point sans serif font that is centre aligned and fits in a single, full width

Move the third paragraph so that it becomes the last paragraph. Fully justify the body text.
Centre align the second paragraph. Left align the third paragraph. Right align the fourth paragraph.
Make the first word ‘grew’ in the story 16 point, the second ‘grew’ 20 point and the third

\

17.1.6 Set line spacing

Line spacing is usually set as part of a defined style. More details of setting the line
spacing as part of a style can be found in Section 14.1. Ditferent line spacing can
be used to present different page layouts. The most commonly used layouts are

single line spacing, 1.5 line spacing and double line spacing. To change the line

spacing in a paragraph, select the HOME tab, and look in the Paragraph section

to find the Line spacing =- icon. Select this icon to open this drop-down menu. |

Although you can change the line spacing of a paragraph from here, select
Line Spacing Options... to open the Paragraph window, which gives you

—

Il J1e

more options.

To change the line spacing, select the Line spacing: drop-down menu.
This will allow you to define an exact number of lines, which is very useful for

title pages, where lines may be spaced out, perhaps needing to be five or
six lines apart.

Ensuring that line spacing on a page is consistent is just as
important as setting the line spacing. It is often wise to select all text
and adjust the line spacing together. If you move, copy, insert or

2.5

3.0

Line Spacing Uptions..,

Add Space Befare Faragraph
Rermove Space After Paragraph

General

Aligrment: | Left |
delete text from your document, always check that the line spacing is et jowies i
correct after you have made any change. Each paragraph and heading .
can have the spacing before and after it set using the same Paragraph In::mm i
window. This is set in the Spacing section, where the space before and TN
after any paragraph (a title is counted as a paragraph) can be edited. — (] Mirorindents
(Activity 17e ) B

Open the file that you saved in Activity 17d.

Make the first paragraph single line spacing, the second paragraph 1.5 line
spacing and the third paragraph double line spacing. Do not change the line
spacing in the rest of the document.

Set the heading spacing to 12 spaces before and 24 spaces after the

paragraph.

Save the file with a new name.
\ Y.

[[] Dan't add space betwesen para

Previews

Callagsed by defagii

Sperial: Er
| nang) i- ;-1 | b

Line spacing:

[singie

Double
At l=ast
Exactly

Muttiple

1.5 lines ‘
|
|

| I1ams..

St As Default oK | Cancel
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17.1.7 Set tabulation settings

Paragraphs can be formatted with different settings for the first line of a paragraph
and the other lines in a paragraph. These settings are all changed on the ruler,
which looks like this.

-
b 1 2 3 4 5 & 7 8 ~3 10

s &

On the left side of the ruler are two settings for the left margin. The top pentagon
adjusts the first line of the paragraph, the bottom pentagon aligns the rest of the
paragraph, and the rectangle below moves the whole paragraph.

f-}ask 1?d j This-paragraph-contains-
indentad-text -This-means-that-the-left-margin-
on-the-first-line-is-indented-from-the-rest-of-
the-paragraph.-The-top-margin-setting-on-the-
Set the first line of the first paragraph as indented text, indented by ruler-is indented-to-the-right-of-the-lower-
2.5cm. Indent the whole of the second paragraph by 2.5cm. Set the
fourth and fifth paragraphs as hanging paragraphs with a 2.5cm tab.

Open the file tabulation.rtf and place your name on the left in the
header.

margin-setting. )

In the fifth paragraph make the text ‘Good Use’ a subheading. The-whole-of this-paragraph-
Save the file with a new filename. y has-been-indented-from-the:
left-margin-and-is-calied-an-

indented-paragraph.-This-is-

Open the file and place your name in the header. sometimes-used-to-show -sub-
Click the left mouse button in the first paragraph. Drag the top text-within-a-document,-or-for-
triangle to the right by 2.5 cm, like this. showing-a-quotation-from-

2 another-author.f
A 1 2 &4 1 -
=

This-paragraph-is-a-normal-paragraph-with-no-
indents-and-no-hanging-firstline_-The-margin-

settings-on-the-ruler-are-directly-above-each-

To indent the whole of the second paragraph, click in that
paragraph and then drag the small rectangle across to the right by

2.5cm like this. other 1
| 1 g 2 5 3 <J ; . .
~>This-paragraph-is-called-a-hanging-paragraph.-
Highlight both the fourth and fifth paragraphs and drag the This-means-that-the-first line-
bottom triangle to the right by 2.5 cm like this.———— oFthe garagraphisalignedto:
o 1 5 = the-margin-and-all-other-lines-
= = are-left-hanging.-The-bottom-
To make the text ‘Good Use’ a subheading, remove the full stop margin-setting-on-the-ruleris-
and space at the end of it and replace it with the <Tab> key. The naeneed the rEhe:or-the:
finished document looks like this. tap-margin-setting.

Good-use -+ One-really-good-use-of-a-

'S — 3\ hanging-paragraph-is-for-short-
ACtIVIty 1 7f titles-like-this-one-to-be-
Open the file that you saved in Activity 17c. followed-by-the-relevant-text.-
Add the text ‘History item 1' as a new line to the start of the document. By-setting-a-tab-stop-on-the-
Format this text in the same style as the rest of the page. Change the title first-line, the-short-title-can-be-
"Weather update’ to ‘February 2009, used-as-a-heading. This-layout-:
Set all of the text on the first page to be spaced five lines apart and all can-give-each-heading-a-
other text in the document to be single line spacing with no spacing powerful-effect-on-the-page,-
before each paragraph and 24 point spacing after each paragraph. Indent without-any-other-text-
all the text on the second page by 5mm. enhancement-like-eniarging-or-
éam the file with a new name. » emboldening-the-text. -

D



17.2 Edit a table

17.1.8 Format bulleted or numbered lists

Although individual styles can be set for small portions of text, it is better to set
these as defined styles and apply the styles to parts of the document, in this case
lists. These elements have already been covered in Section 14.2.3.

17.2 Edit a table

-|.1 Paste Options:

It is recommended that you study Sections 13.2.5 and 13.2.6 before starting &
Section 17.2. :
[efine
Symonyms b
rTa!;l( 1 79 “ |l"'h Tranglate
. . . (d; Sgarch with Bing
Open the file table2.rtf and place your name on the right in the header. f;;?::d = :
Delete the second column and the 'Martial arts’ row. 1 > Dilete Cells,.
Insert a new third column with this data. - 2 B Sglit Calls.
Insert a new row between the '‘Dance workshop' and 'Discover scuba’ with this data. %1& Border Styles
m 5
| Craft workshop | 0 | 3 | 2 | 3 | - ; ,Il% Text Direction..
iy Table Properties..,
Merge cells 2 and 3 in the top row and cells 4 and 5 in the top row. 10 8, Hyperink
E
Save the file. J F MNew Comment

Open the file table2.rtf and place your name on the right in the header.

Delete a column O Shift cels left
(") Shift cells up

To delete the second column, move the cursor to any cell in this column, and
click the right mouse button, to get the drop-down menu like this.

Select Delete Cells..., which will open the Delete Cells window. Select the r
radio button for Delete entire column.

() Delete entire fow

oK Capc_ei

Click on
Delete a row Fa e —t
Repeat this method to delete the ‘Martial arts’ row. Right mouse
click in any cell in this row and select Delete Cells.... This time [T Paste Options:
select the radio button for Delete entire row before clicking on T
' Define
Insert a column i

. » . . . ey Translate
To insert a new third column, right click the mouse in any cell "

. = Search with Bing
in the second column to obtain the drop-down menu. Select i

Insert, then Insert Columns to the Right. This will insert the L il # in<nt Colushns 1y the Lek

column. Enter the text shown in the task into the cells. —l DeleteCells.. B Inset Coltimns fo the Right
B Solit Cells.. FH Inset Rows Abave

Insert a row Bordler Styles b [l Insert Rows Below

Use a similar method to insert the new row. Click the right [Iff Test Direction... B Inset Cells..

mouse button in any cell in the ‘Dance workshop’ row. Select BR TablePropertics..

Insert, then Insert Rows Below. This will insert the new row. & Hypelink.

Enter the text shown in the task into the cells. i3 New Comment
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Merge cells % Cul
To merge cells 2 and 3 in the top row, highlight both these cells and then click fa Copy
the right mouse button on one of the highlighted cells to get the drop-down ™ Paste Options:
menu. Select Merge Cells. ‘h
Repeat this for the two cells placed to the right of the cells that you have just | ' r .
A « ASEr
merged. Save the file. The completed table should look like this: :
elete Cells.
= - | Merge Cells
X population Y population
Activity First choice | Second choice | First choice | Second choice Rorcler Styles ’
Jewellery making 0 1 1 2 [Ift Text Direction.
Paintballing 39 2 37 19 Efy Table Properties..,
Boulogne trip 52 21 56 18 L7 New Comment
Rock workshop 3 18 2 3
Dance workshop 0 2 10
Craft workshop 0 2 3
Discover scuba 4 ] &
Beauty 4 10 1 9
Ceramic painting 0 5 1 2
4 o
Activity 179 i
Open the file that you saved in Activity 13b.
Delete the top row and second column of the table.
Insert a new row above the row containing the word ‘Format’. Insert the text ‘Columns’ in cell 2 of this new row. Horizontal
Insert a new fourth column with this data. » |Vertical
In column 1 merge the cell containing ‘Insert’ with the blank cells below it. Repeat this for the cell containing
‘Delete” and the one containing ‘Format’. In column 2 do the same for the cell containing’ Cells’ and the one
containing ‘Gridlines’, and the same for the cell 'Alignment” in column 3.
Save the file with a new name.
v
Format a table
All of the required knowledge and skills for this section have already been covered
in Section 13.2.6. These include:
e setting horizontal text alignment to left, centre, right and fully justified
e setting vertical cell alignment to top, centre or bottom
o formatting cells and their contents, such as: showing and hiding gridlines,
wrapping text within a cell and shading or colouring cells.
f T
Activity 17h b
Open the file that you saved in Activity 17g.
Right align all the cells in the first column. Left align all other cells in the table.
Set the background colour of all cells in the first column to light grey. Ensure that there is no text wrapped within the cells of the
table. Vertically align all data to the middle of each cell. Remove the gridlines from any unused cells.
Save the file with a new name.
>

&




17.3 Mail merge

17.3 Mail merge

17.3.1 What is a mail merged document?

A mail merged document is created to save the repeated typing of similar
documents that are designed to be sent to different people. It uses a master
document and a source file containing data. Data, like the names and addresses of
people to send the letter to, is taken from the source file and placed into a copy of
the original document. This is done automatically.

17.3.2 Why are mail merged documents used?

Mail merge is used to save retyping or editing lots of documents. It saves time (and
therefore money) and helps to reduce the number of errors that may occur in editing
or retyping the document. The most common use of mail merged documents is to
produce personalised letters for a number of people. The contents of the letter have
parts that are the same for all people and parts that are personal to the reader. When
using the mail merge, the parts that are the same for all people only need to be typed
once, even if hundreds of letters are to be created. The personal part of this letter is
added using a placeholder, which will hold the individual information taken from
the data source. The placeholders can hold information from a data source and/

or instructions called merge codes (sometimes called field codes). The information
from the data source is often a person’s name and address, but may also include
information about products that they have bought from a company.

You will be given a copy of a document that will become your master
document. This contains the parts for all people. You will also be given a source
file, which may be a database, spreadsheet or text file. You will need to merge the
files into a number of personalised documents.

17.3.3 Create a mail merged document

Create a master document

A master document will usually be supplied to you as a source file. However, if

a document to be used as a master document is only small you may be asked to
create this document. The source document may be provided in a format suitable
tor use with any word processor. For example, it might be in a .rtf (rich text
format) or a .txt (text format) file. This may need importing or opening in your
word processor program and you will need to save it as a word-processor (.docx)
file. You will need to import or create the document, carefully spell check and
proofread the document and check that it has a consistent layout. You must then
save two copies of this document as word-processed (.docx) files, making sure
that you have a backup copy before you start to add the placehc:lders You may
need to go back to this backup copy if you experience any problems.

ﬁl’ask 17f

Use the file mailmerge.rtf as the master letter for a mail merge and the file mmstudents.csv as the data source file. In the
master letter:

@ insert relevant merge fields from the data source file to replace the text shown in chevrons, e.g. <field>
@ replace the text <Date> with today’s date in DD MMMM YYYY format
@ replace the Headteacher's name with your name.

Save the file.

\_

O\
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Open the file mailmerge.rtt. Save this as a Microsoft Word document because
rich text format will not keep mail merge fields. Spell check and proofread the
document. Correct any errors found (there are two).

You will notice that this document contains some text in chevrons <like this>.
The text within the chevrons (and the chevrons) will each need to be replaced by
a merge code.

Insert a special field into a mail merged document

Special fields that are automatically updated can be added to any word-processed
document. In Section 13.3 we added date fields into the header and footer areas

ot documents. Move the cursor over the first of these and highlight N l__ . AS [ signstue e =
the text <Date> which you will replace with the automated date. |ﬁ = =4 4 & U .
To do this select the INSERT tab, then in the Text section select ooge | e [ oA gﬂ’;P FlObject =
the Quick Parts icon. Sokst 4 AutoTest ;
This will open a drop-down menu. Select the option tor Wl WL T e Bocument Propery b
Field.... b i Fiekd..
This will open the Field window which looks similar to this. =} Building Blacks Organtzar..
Using the drop-down menu from the Categories: section, select [l SaveSelectionto Cuick Part Gallery..

Date and Time.
Select the date from the Field names: drop-
down list. This can be the date that the mail

Flease thoose a fleld Field properties Fleld optians
merge was created, the date it was saved, the Categaries: | pstetemats [l se the i unae clendar
current date or the date the document was e | f | Cliet e sseinss s tomat von
printed. For this example, you can select the o T — %Mm [l se the Saka £ catenciar
Date field name. | sz ] Use the Limaf-ura caenar

As you select it, the Date formats: list e EEEEEZM
appears. The question asked for the format Fens”
DD MMMM YYYY, scroll down through each 1R onos
of the formats until the date is displayed as e
required. —

Click on [ o ] to insert the placeholder - B P ot uring s
for the date. This part of the letter should look || "7t as
similar to this. [ Field Cades |

Save the document again.
There are many difterent types of automated fields that can be placed into
a document, for example the filename, number of words, number of chapters,

name of author, file size, etc. 11 Febiuary 2015

Attach the source file to the master document <Title> <Forename> <Surname>
For all mail merge functions use the MAILINGS tab. As the letter i
has already been created, move the cursor into the Start Mail
i . . B e e *DESJGN PAGELAYOUT  REFERENCES  MALMIGS
Merge section and select the icon to Select Recipients. = = -
. L i= =1 las # | :
You can see that many of the other icons are ‘greyed out” as the mcepes one Satil S G Haighe sk g bt s
i E: erge - Recpiars = Sanpmnt dwrgs Fre - I
document has no source file attached to it, but these will become Coet o i Mg Vit e e
active icons later on. As you select the icon a drop-down list
appears. Select Use an Existing List....
) gt
Select E Highligh
Resipiers = erimient it Werge Field

F Typea Bew List.,
[ Usesn Existing List

[ Choose frgen Outlosk Contacts.,

&
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Use the left part of the Select @ sckDds  EE

Data Source window to move from ) = U « 0A17Mewbestbook » Chapter17 + Chapte 17 Source files v | SesrchChegler (7Sounce fies.
the default ‘My Data Sources’ folder e . _ =- O e
into the folder that holds the file 8 e e o L R
mmstudents.csv. A s A it R T Farna 1

Select this file and then click Erowmtia ;:..\'.T.?.n?f.. Nmotad, 1
on| o= | At this point you will see many i e Ly S il
of the previously greyed out icons appear - — b Tk Frne s
ready for you to use. Save the document so RN s SRS ™~
that the path to the attached data source is 3 VO R D 916G IC
also saved with the document. i s .

i
Fileneme: mrmstuclentz.csv o | AllDsta Seurces (ede melb v
- - [ ] o

Advice

Once you have attached the data source do not save the document or data sources
into different folders, or move them into different folders, or the links to the source
document will not work.

“ HOME  INSERT  DESIGN  PAGEL

Check that the data source is attached =E R @
From the MAILINGS tab, in the Start Mail Merge section click the left mouse EMIT;LM Ve~ :er;u;m:lt; Recpas L
button on the Edit Recipient List icon. =l

This will open the Mail Merge Recipients window. Check that the data in here
matches that source file.
If you need to select only certain people to

send this mail merged letter to, you would
untick the check box for those people who did
not need a letter. This task does not tell us who

This is the list of recipients that will be used in your merge. Use the opbions below to add to or change your lisk
Use the checkboxes 1o add ar remove recplents from the merge. When your Gt is reacly, el ck O,

DA TT M Lot

to prepare the letters for, so make no changes

at this point. Click on to return to the

document.

Insert merge fields into a mail

DART Mews tet..
DeADTT Mesus et
DADATT Mewr ted..
DDA Moo et
DADTT Mew tet..,
DADMIT New text..,
DEVDTT Mew tedt..,

IR EAFTAA

€

1723 Enst Street

1 Moon Clase

847 East Street

12 Ryelanc] Street
24 Sea View Terrace
Malt Cotiage
Barlsy Mow

Dockside
Tarley
Eeachside Close
Maltings Lane
Dictillery Lane

Data Saurce Refine recipient lisk

merged document

Move the cursor over the first place where the
merge field is to be placed and highlight the text
<Title>. Do not highlight the spaces around
this text. You are going to replace this text with
the merge field for the person’s title (e.g. Mr,
Mrs, Miss, etc). Click the left mouse button on
‘—the Insert Merge Field icon to get a list of the

D:0417 Mew texthackChap 2] son.

Y Eilfe.,

¥ Find duplicates...
(5 Find reciplent...

D \alidate addeesses.,

available merge fields from the source data. ke Ma s
¥ Belds
o | | R ———
S B = 5[5 Rulesr Farenane
1 = = == D3 patch Field 'ﬁﬂ"’&
Highlight  Addrass Gresting Inszrt Merge t? at.c i 'ﬁﬂ:;::—i
MeigeFelds Black Llime = Feld~ L& Update Lebeis e
Write & nsert Fields | sodaugheer_
These are shown in the Insert Merge Field
window. Click in the Fields section on Title.— || uianae [[ men || com
=l
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Click the left mouse button on |t | This part of the document will change
from this to this.

. ot

-<'F0rcnamc> ~<Surname>" «Titlen<Forename™-<Surname™1
<Address-1>9 <Address-1>9

<Address2>9 <Address 2

You can see that Microsoft Word has placed double Tawara High SchooL
chevrons around the fieldname, to show that it is a field 17School Lane
rather than text. Repeat this process for all of the other B::ﬂ’;;d‘* et
text with chevrons round in the document. To show 43099

which fields you have set as merge fields you can click 1

on the Highlight Merge Fields icon so that they stand ”F‘"m'*“? 20178
out. Replace the Headteacher’s name with your name.

- : ﬂﬂ:n@manm aSurmamey”|
The document should now look like this, —————— whAddress 199
Save the file as taskl 7f. whddress 2
L3 wAddrass 34
H wAddress_ 459
17.3.4 Run the mail merge —
L —
Task 17g g —
Run the mail merge saved in Task 17f so that individual letters Asyoumay be-are-aware the-school will be-closed-for the rest-of the-week-due-

| tora-problem-with-cur-electricity supply. -We-have set-all-students-studying for-
are produced for all students. examinations thisyearlots-of'extra-work-and hope that vour ssondaughter -
Save the letters. will-be-able-to-continue their examination preparation-at-home.

L

Yourssincerely.§
L]

Run the mail merge with all records

Open the file saved in Task 17f. From the :

MAILINGS tab, select from the Finish Mr-G. Brown§

section the Finish & Merge icon. Headteacher
Select from the drop-down menu the W’jp

option to Edit Individual Documents... .

Maige «
H.‘] Eclit Individual Documents..,
[:;,. Print Documents..,

By send Email Messages...

so that you can check the contents of the
individual letters before sending them to
the printer. For this question where all records are

required, make sure that the radio button for all the
records is selected before clicking on [_oc_].

A new Word document is created with all of the _ Jroresn
mail merged letters. This document has 25 pages, N O camptoms
with one letter on each page. This matches the Ly
25 records in the source data file. Save the _ox || cm |

merged letters as task17g.

Task 17h

Run the mail merge saved in Task 17f so that individual letters are produced for only the
students from Port Peppard.

Save the letters.

&
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Run the mail merge with selected records !
L]
Open the file saved in Task 17f. To select the data for the letters, select from the I dit

Recipient List

MAITLINGS tab, in the Start Mail Merge section, the Edit Reaplent List icon.
This will open the Mail Merge Recunents

mndow Wthh “’lll lOOk l]ke ﬂ'llS. This Is the llst of reciplents that will be used In yaur merge, Use the options below 1o addto or change your [ist.
. o Usethe checkbaxes to add or remave recipients from the merge. When your list is ready, dide 0K
Use the horizontal scroll bar to examine DaaSams |7 [Smas [T . |Addeni ~ [Adiese 2 =
the data. T2, AMMStudent.. Kacaratchi Mrs 84T East Street Dockside
. .. . 04, AMMStudert.. sty M 12 Ryeland Street Tanl
Find the field containing Port Peppard. In this D AMMSkdert., [7 Compm M MSeaVienTemsce  BaachideClns
data source this is the Address 3 field. ———————— | | [ \MMstudent.. ¥ Davies o WakiHie Miliog: [ane
2 0L MM Student.. Malai Mrs Barley Mow Distillery Lene:
Remember or write down the name of i 5T e M Clovrriest Esst View

this field i Mrs Flat 16 The Grove East Hill
) bt HEchols Ars Clifftops | Banchade Raubeuasd

You could go through each record and i : - e =
remove the tick against every record that

Refine recpient list

[, AMMSkude nts.csw 2| sed.
does not have Address_3 as Port Peppard. 1 B,
This would not be a very efficient way of T
doing this and may take a lot of time. You may e

also make mistakes, for example, removing one
accidentally. To select the correct records click
the left mouse button on the text to Filter.... —

This opens the Query Options window.
Make sure that the Filter Records tab has been T TS ——
Usé the chegkboees 1o 300 oF remove 12 tplents from the merge. When wour 5t s eay, <lick OF,
selected. In the top row of the table, under the e ey 7 - R o R P
heading Field:, use the drop-down menu to e Sy B T Sogies
- rohne avara augl T
select the Address_3 field. As you select this a o0 Sandm ppieton Towars dnugher
d d - ﬂ] b b 1 408 Stuart Eccleshill Tawara 500
rop-down menu appears in the next box below oo i Dk, i i
the text Comparison:. Select the option for o Ghiks i R St
o =7 4306 Karla Dunescroft Tawars daughter
Equal to if it is not already visible. In the box it |4 vz | daugh
; . — — : i .
below the text Compare to: type the data to be e .
compared with, in this case Port Peppard. o st | AL ser
Take care that you do not make any typing : - [ fter

= = Ej ind duplircates...
errors. When you have completed this, click | T

on E — e 3 valsale adesies
From the MAILINGS tab, select from the

Finish section the Finish & Merge icon. Select

from the drop-down menu the option to Edit

Individual Documents.... Even though we mwm_

have filtered the number of letters so that they i R Toiuiti
are only sent to people living in Port Peppard, =l ] o e
make sure that the radio button for all the records C ol I
is selected before clicking on [_o<__]. The new — : I
merged document has six pages with the six letters == 1]
addressed to only those living in Port Peppard. Cow it =

Save the merged letters as taskl7h.

Task 17i

Run the mail merge saved in Task 17f so that individual letters are produced for only the girls
from Port Peppard.

Save the letters.
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Other filters can be used in the Query Options window. Look at [ wvoows  HECE|

the data again and find out which field you would use to find the (P ] sasnears
girls. You cannot use the title field as this is the title of the parent, S g
not the gender of the student. Open the file saved in Task 17f and 2o ] [ionowuonme. ] [Bousit [5] g

i [
ana % | vl |

in the Query Options window set up the Filter to find only those ] Ty
students with the Address_3 field Equal to (as the Comparison:) T : & i
Port Peppard (as you did for Task 17h). Move the cursor down
into the second row of the query. As the students live in Port
Peppard and are girls, select And from the drop-down list on row 2.
In the Field box for this row, select the son /daughter field (note how this
has changed to sondaughter_ because Word could not handle the use of the / in
the original source data, this will not change the outcome of the merge). In the
Comparison: box select Equal to, and type in the Compare to: box the word
daughter. When you have completed this, clickon [_&__].
Flmsh & Merge to get only three letters Save the merged letters as task17i.

17.3.5 Print mail merge documents

Save your work regularly using the methods shown in Section 11.2. Mail merge
documents will need to be printed so that they show the master document and
the finished documents (often letters) after the merge has been run.

Llawr &1 Ol Careal

Task 17j

Print the master document created in Task 17f showing the merge and field codes.

Print the master document
You will always do this to show the

@pening this dooument will run the Tollowing 5CL command:

|, SELECT " FROM D¥P41T Hew textbonk|Chapter 1TWoricedh MMStudents.cov WHERE [[Adness_3 = “Port Feppard } AN sondaughier_= ‘daughter])

merge codes within the document. e A A
Open the master document you saved “ewnos |
in Task l?f_'. As you attempt to open w |
the file a window similar to this will
appear. [Cawara High School,
- . 17 School Lang,
To allow the work that you did in Task 17f, (that is e

choosing the records from Port Peppard for the girls), to be Tawara
included you must click the left mouse button on |y . |—>‘”w
The document opens and looks like this. 16 February 2015
. The merge codes are .wsﬂ.)le N e e A B
inside the chevrons. This will show du Gl wAddress 1s
the name of the field and the fact aAd - wAddress_lu

sk - ily Paste Options: wAddress_3a
that it is a merge field. You may «Adl - Addrose_ds
notice that the field used for the «Ad, i wZip_soden
Date is not shown «Ad [} LpdatzFieid

’ . . Edit Fieid Dear «Titlex «Surnames
You can see more detail for «Zip T
icki 1 ———3-I0ggle Field Codes As you may be are aware the school will be closed for the rest of the week dus
each field b}r Clle.lI'lg the l'lght & ks toaptohllcm witlh our electricity supply, We have set all students studving for
mouse button on a field and from Deat - examinations this year lots of estra work and hope that your csondaughier »
ﬂ'le I p-do‘m menu SEIECﬁng = Paragraph... will be able to continue their examination preparation at home,
3

Toggle Field Codes. Yours sincercly,

Mr G. Browm
Headteacher

&



17.3 Mail merge

This will display the full details of the field and change from d1|is to this.

v o
«Title» «Forename» .  { MERGEFIELD "Title" } «Forename»

«Address_1» «Address_1»

If you wish to display the field codes in this format, take screen shot evidence and
use that because the field codes in this format cannot be sent to the printer.

To show evidence of the date field and its formatting, right click the field (this
one is not a merge field) and select Toggle Field Codes. This will display the full
details of the field and change from tlllis to tlllis.

M Y
16 February 2015 { DATE ‘@ "dd MMMM yyyy" \* MERGEFORMAT }
kTitle» «Forename» «Surname» «Title» «Forename» «Surname»

You can see that the format of the field is also displayed (the question asked for
“with today’s date in DD MMMM YYYY format’) showing the correct formatting,
Again, this will not print, so screen shot evidence will need to be provided.

Task 17k

Print the merged letters saved in Task 17i for the girls from Port Peppard.

Print the merged documents

Open the merged letters saved in Task 17i. Check that each letter is addressed
to the girls and that the address contains Port Peppard. Print these letters as a
normal Woerd document using the FILE tab then Print.

rr)‘-’\ctivity 17i ki

Use the file tes. rtf as the master document for a mail merge and the file mmresidents.csv as
the data source file.
In the master document:

@ insert relevant merge fields from the data source file to replace the text shown in chevrons,
e.g. <field>

@ replace the text <Date> with today’s date in DDDD, DD MMMM YYYY format

@ replace the text <Your Name> with your name

@ run the mail merge so that individual letters are produced for all residents.

Save the file.
LPrint only the first and last letter. Print the master document showing the merge and field |::3des;l‘i

rActivity 17]
Print the merged letters saved in Activity 17i for the residents whao live in Eccleshill.

\,

rrJ'-"u:ti\.rity 17k
Print the merged letters saved in Activity 17i for the residents who live in Dunescroft or
kStannerIeyn




