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L About this Course...

This course is designed for people who work in longer and more complex documents. thar thie standard letters
and other short documents that Microsoft Word is often used to produce. Typically anyoiia.involved in writing,
creating, editing or formatting Report, Thesis, Tender, Contract and Manual or any otfici"iang document would
be an ideal candidate to attend this course.

Please note that this course is not intended for novice users of Microsoft Word. Atteridees siiould already have
Intermediate or Advanced skills in Microsoft Word.

Chapters in the Workbook...

Chapter 1 — Section Breaks
Chapter 2 — Styles, Macros, Tables & Templates

Chapter 3 — Master Documents

What you Will Need...

In order to complete the exercises in this workbook, the Tollawing is required...

X A desktop computer (or laptop) running Mierosoit\Windows 2000, XP or Vista (or later).
X Microsoft Office Word 2007.

X A set of Mobile MOUSe Practice FilgS.
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L How to Use this Manual

When you see this

It means..

7\ IMPORTANT NOTE(S)

%\ HOT TIP(S) & IDEA(S)

o5 TIME TO EXERCISE...

Bold Text in Exercise
Super Shake

FG L

Edii > Copy

“This is a paragraph..

YouMUSTread this, because it could have@iteffect on the 1
outcome of an action you perform.

This is optional to read, but these tips aften point out quic
ways of doing things, or alternative methods.

You are about to start an exercise in the workbt

Obijects that you click on, likebiitortabs or menus are ofte
listed inBold. Locations and folders are also listedivid.

When you see textdile.this it means you should type the

Keyboard shortcuts are displayed like this. In this example
would press ailet holCTRLholdSHIFTand then pres&ES®nce
(while still haldingC FRland SHIFT.

Click the Edit ment, clickCopy

This i&existirng typed text in a document you are curre
working ot

Download and Install the'ExesCise Files

In addition to the exercises you will.coiaplete in class, there are also exercises in this workbook. These
workbook exercises can only be coripleted in conjunction with your practice files. In order to locate your
exercise files visivww.mobilemeanse.com.au/downloads.php

To install the practice files perform iiie failowing steps...

1.  Startinternet Explorey click ifi theAddress Baand type the following address:
http://www.mahilefmouse.com.au/downloads.php and then presENTER

Scroll down the page anu click the libkicrosoft Word practice files (all Word)

3.  Atthe screen that appears, click tBavebutton

Copyright © 2008 — Mobile MOUSe. No part of this manual may be reproduced in any form or fashion without the written permission of Mobile MOUSe.
Visit us online at www.mobilemouse.com.au or email us at officeadmin@mobilemouse.com.au — Intellectual property rights retained by Russell Kitching.



Download and Install the Exercise Files

-

File Download - Security Warning %]

Do you want to run or save this file?

Mame: Mabile MOUSe - Excel Practice Files, exe
- Type: Application, 10.0 ME

From: - wiww,mobilemouse, com. au

[ Hun ][ Save ] | Cancel |

Ly potentially harm your computer. [F you do not tust the source, do nob

While filez from the Intermet can be uzeful, thiz file type can
¥ i ar gave this software. What's the nzk?

Figure A : File Download Security

4.  AttheSave Aglialog box, click th®esktoplink on the lefishand side of the screen, cl@kve

T | B[]

Save jn; | (E Desktop IV_I & 5 B A
__ BMy Documents
it Ea -_'i My Compuker
My Recent ?ﬂMy Mebwork Places
Documents DhAccess
7 IC)Excel
@ [CT)Internet Email
. [CPowerPaint
Desktop Cyword

& COROM Disk
@Micrnsuft Office focess 2003
.‘_] Miu:r-:usu:uft Offir Excel 2003

My Dacuments @Micrnsaft OFfice Outlook
@Micrnsuft S fins PowerPoint 2003

] Micrascft OffiZe Ward 2003

by Computer

= File tiame: |ﬁ1ﬂbﬂ'ﬁmﬂﬂgm£ﬂﬂe¥m¢ Files. exel [il Lﬁ"e__]
q Cove as e |.-“-‘-.|:||:|Iin:ati|:|n |i| [ Lancel ]

Figure B : Saving the file to be downloaded

5.  Depending ciryour internet connection, the time it takes to download the practice files may vary.
Once the download completes, close any open programs.

6. OngouWinaows Desktopyou should sedlobile MOUSe — Word Practice Files.e¢a Mobile
MOUSe =\Ward Practice FileDouble click this file to start the installation process; you may be
preserited with the following screen...

Copyright © 2008 — Mobile MOUSe. No part of this manual may be reproduced in any form or fashion without the written permission of Mobile MOUSe.
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Download and Install the Exercise Files

Internet Explorer - Security Warning .

The publisher could not be verified. Are you sure you want to run this
software?

Mame: Maobile MOUSe - Excel Practice Files.exe

Publisher: Unknown Publisher

Rum ]uun't Run ”

This file does nok have a walid digital signature that werifies its publisher, Yo
should only run software from publishers wou trust, How can I decide what ||

sofbware ko run? J

Figure C: Security Warning

7.  If presented with the above image, click tRenbutton, whigh will present the following screen...

# Jobile MOUSe - Excel Practice Files Setup [non-commc.. 1! ise only] ”

Welcome to Mohilé 8MOUSe - Excel
Practice Files Setup

Setup will install Maobile MOUSS < Fwszl Practice Files on wour
computer,

It is strongly recommended hat4ou exit all Windows
Pragram befare running Sstup,

To continus Setup, click Mext,

- Wizt ]| Mext > [ Cancel

Figure D : Starting the Iriciallation

ClickNext
ClickNext, which taices you to the following screen...

Copyright © 2008 — Mobile MOUSe. No part of this manual may be reproduced in any form or fashion without the written permission of Mobile MOUSe.
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Download and Install the Exercise Files

E3 Mobile MOUSe - Excel Essentials Practice Files Setup [non-commercial

Choose Destination

Select the Folder where Setup will install Mobile MOUSe - Excel Essentials Practice
Files,

Setup will install Mobile MOUSe - Excel Essentials Practice Files in the Following Folder,

Toinstall to this Folder, click Mext, To install ko a different: folder, click Browse and select another
folder,

To exit Setup without installing Mobile MOUSe - Excel Essentials Practice Files, dlick Cancel.

Destination Folder:

| Cii\Documents and Sektings Trainer DeskbophExcely |

Browse

< Back. ]| Mest = | ’_ Cancel J

Figure E : The default installation location

10. At this screen, you would typically chodsext This wiikinstaii the practice files onto yoindows
Desktop(the location referred to in the exercises inthis iranual). You can however choose a different
location if you like, however we would recommend thatyou dieikt... (so clicNext)

11. ClickNextto install the files

E3 Mobile MOUSe - Excel Essentials Practice Files Setup [nof@ammercial ... |'$_<|

Installing Mobile MOUSe - Excel Essentials Practice Files
The requested operations are now being performed. L

= v
7 C/

Status:

Defreezing CorelOriginalsifinancial Functions. 5. .

= Back fext =

Figure F : Completing th&installation

12. At the final'career clickinishto complete the installation. Your practice files are now installed and
you can cominence the exercises in this manual

Copyright © 2008 — Mobile MOUSe. No part of this manual may be reproduced in any form or fashion without the written permission of Mobile MOUSe.
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Chapter 1 - Section Breaks

This chapter covers the following concepts...

x Section Breaks
X Sectioned Page Numbering
x Applying Different Headers and Footers to different sections

1.1 Section Breaks Explained

Word uses sections to organize or “split” documents for formatting purposes. A seclian is a continuous portion
of a document that has a specified number of columns and uses a common se&t.of margins, page orientation,
header and footer settings and page numbering. You can manually insert'a section break to apply a different
paper size, page orientation or even different headers and footers betweer different areas of a document.

As an example, should you want the first two pages of your document (tfie cover page and the contents page)
to have no headers and footers (and no page numbering) and you would then like the headers and footers to
start on the third page and have the page numbering start at 1 (on page three), you would need to utilise

section breaks.

Word will automatically insert section brealk@dantinuoug when you do €ither of the following:

X Format text intoColumns

x  ChangePage Setupptions and indicate that you waiit.the changes to apply fidms Point Forward
1.1.1 Inserting and Deleting Section Breaks

In the following exercise, you will create section brcaks and change the page orientation for the various
sections of the document.

o7 JTIME TO EXERCISE...

h INSERTING AND DELETING.SECTION BREAKS

1.  Openthe file entitled:Letter - June204.docéin the Desktop \ Word \ Complex Documentflder)
2. Position the cursor where y8uswart the break to begin, for this exercise, ﬁSSirX )
3.  Click thePage Layoutab, chadosédsreaks

You are then presented will 12 following choices...

QUICK NOTES

Copyright © 2008 — Mobile MOUSe. No part of this manual may be reproduced in any form or fashion without the written permission of Mobile MOUSe.
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|>|_-'| Breaks = ﬁ __n';i'a ﬁ] Indent

Page Breaks Led

Page Fig
b Mark the point at which one page ends
ﬁ and the next page begins. -

Column
Indicate that the text following the column -
break will begin in the next column,

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

LI

Section Breaks
Hext Page

Insert a section break and start the new
section on the next page.

Continuous [}

Insert a section break and start the new
section on the same page.

Ll

4

Ewven Page
Insert a section break and start the new
section on the next even-numbered page. ’

Ul [

Il
it
Al

Odd Page o
Insert a section break and start the new 4
section on the next odd-numbered page,

i

[
|_'L'f

AW AN VeI IS a Tario=Tre=0.y

Figure 1-1: Break Types in Microsoft Word

In the Section Breaksrea, you can select cne of the foilowing section break options:

X Next Page Inserts a section break and starts the new section at the beginning of the next page. You
might use this type of break vihen you want to change page orientation.

x  Continuous Inserts a section beclewithout inserting a page break. Any subsequent text you type
directly follows the existing text.« This break works well when you want to change the number of
columns.

X Even Pagelnserts a st:ctiondreak and starts the new section at the beginning of the next even-
numbered page in the docurent. If the section break is inserted on an even-numbered page, word
leaves the interveniiig.nage (an odd-numbered page) blank.

X Odd Pagelnsertsa section break and starts the new section at the beginning of the next odd-
numbered pagciin the document. If the section break is inserted on an odd-numbered page, Word
leaves the infervernifig page (an even-numbered page) blank.

4.  ClickNext Pagetarifisert the section beak and start a new page

In the bottom 'eft 1iand corner of thstatus bar you should notice the wordSec 2
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