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A little bit of Microsoft Windows & a little bit of Microsoft Word
Lesson 5—Do More with Word

Activities for Lesson 5 (all demoed in class, all practiced at home)

Insert headers and footers

Add images to documents

Format and edit images

Make changes to Page Layout

Discuss how to acquire Microsoft 365 and other versions of Office

Fill in class-evaluation form on your own time & return it to Jodie Rasch

Quick Review (to be done at home)

Open a new document using just KB commands. Type =rand(4) and tap Enter.

Do the following:

1.

2
3.
4

o

Bold the first word

. Center and type MY EDITED DOCUMENT as the title for the document:

Change to the FONT of your choice, for the first paragraph

. Change to the FONT SIZE of your choice (but different than #3, above) for

the first line
MOVE first paragraph to the end of the document

Select the new first paragraph of the document and COPY it to a new
document using only KB commands.

Select the first line of the original (4-paragraph) document and MOVE it to
the end of the same document

Using the BULLETED LIST feature, type the following list in a new blank
document:
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A little bit of Microsoft Windows & a little bit of Microsoft Word
Lesson 5—Do More with Word

Selected Shortcuts

e Editing Commands
o Cut=CTRL + X
o Copy=CTRL +C
o Paste =CTRL +V
e Saving

o CTRL + S or Click the diskette icon on
the Quick Access Toolbar

wfalo- v w-
File Home Insert

9. When you are done, change the format of the bulleted list to a numbered
list. Note the change in sub-categories.

o Save As: Function Key 12 = F12

(end of review)

Headers And Footers

Headers and Footers contain information pertaining to the document that
appears at the top or bottom of every page in the document with the possible
exception of the first. Enter the desired information once and Word places it in
the same location on every page. There is an area at the top and bottom of each
page reserved for the header and footer. When the header/footer areas are
active, the page body is inactive and grayed out. When the body is active, the
header/footers are inactive. The title page of a document is usually the first page
and the one where you would not want the header (or footer) to be seen. NOTE:
Anything you can do in a header, you can do in a footer, so the examples are
somewhat interchangeable.

What does this document’s header say?
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A little bit of Microsoft Windows & a little bit of Microsoft Word
Lesson 5—Do More with Word

Create a header

INS1=R4] Tab: The header (and footer)
the Header & Footer mini-

1. The header option is mcluded ont
commands are loc
men

File Home Insert Design Layout References Mailings Review View OfficeTab Help 2 Share ! Comments

[ cover Page ~ m - OSh pes I SmartArt AT W [——'] @ Link v eader v |_| « [~ TlEquation v

Blank Page Chart Bookmark =) Footer v + [® () symbol ¥
D & E[D . . Wikipedia  Online D omment Tes - F ——

Tbl Pct

= Page Break 3D Models v é, Screenshot ~ My Add-ins Video E] Cross-reference

Pages Tables lllustrations Add-ins

BE 90 °

As with many options in Word, there is a gallery of predefined header/footer
styles to choose from. If you find one that meets your needs, you can just select
it. If you need to modify the header in some way, select the template and then
EDIT HEADER (at the bottom of the Header menu). Some header styles include
page numbers. Page numbers can be anywhere (header, footer, or document
body).

EXERCISE: Create a Header

Open a new blank document (KB shortcut?) and generate 10 paragraphs—using
the =rand(10) command, then tap enter.
You can be on any page of a document to create the header.

1. Click the Tab to display the Insert Ribbon,

2. Click the HEADER button in the Header & Footer mini-menu to display the
header gallery (as at the top of the page),

3. Scroll down the gallery list until you locate the header style named
BANDED (the names are above the headers), and select it,

4. EEEEEREIRSR el si@ele]is/Design Contextual (only show up when

working in specific tabs) Tab appears

Header & Footer Tools and offers many options to modify
things in the header/footer. (Again,
delp Design £ the body of your document is grayed

out while you are working in a header

—

or footer.)
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A little bit of Microsoft Windows & a little bit of Microsoft Word
Lesson 5—Do More with Word

5. Click in the placeholder titled “Type the Document Title” and type My
Document. The results should look like this:

nsert Navigation Options Position

[DOCUMENT TITLE]

6. When you click on the Headér-Tab in the document, the header will close
and your document should look like this:

fapes TS STatAT SNy Add-inE o [ Page Number | o =1

R P R P [ e There are a couple of
' ‘ other ways to close the
Header/Footer Menu.

Help

12 Share

You can click on the bigred Xat
the right end of the ribbon to s
[] Different First Page gHeader from Top: | 0.5"

close the header/footer work RGN
Space’ Show Document Text & insert Alignment Tab

Close Header
and Footer

E Footer from Bottom: 0.5"

Options Position Close

gl A e e 5 e e 6 e T e -~
OR -

you can double click quickly in the body area (outside the header/footer area)
and focus will return to the body area (and the header/footer areas will be grayed
out as they are now inactive). If you double click and nothing happens you need
to click more quickly! OR look for that big red X at the right end of the ribbon.
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A little bit of Microsoft Windows & a little bit of Microsoft Word
Lesson 5—Do More with Word

Footers & Page Numbers

Like the header, the footer appears on all pages except, perhaps, the first and is
at the bottom of a page. What info is in this document’s footer?

Page numbering

Word provides you with several methods of including page numbers. You can
include them in a regular footer or header or you can just insert page numbers
anywhere in the document using just the Page Number option in the Header &
Footer mini-menu. The options and styles for page number location are quite
extensive.

Exercise: Create a footer (on your time)

Like Headers, you do not need to be on the first page of the document to insert a
footer. Word fills in all pages. When the header or footer is open, the opposite
location is also open.

7. Click the [INIS]S341 Tab, if necessary.

1. Click the FOOTER button in the Header and Footer mini-menu to display
the gallery.

2. Scroll through the gallery until you come to the BANDED style. It only
provides for page numbers and no other information.

3. Click the BANDED footer style to select it.

4. Immediately page numbers appear on each of your document pages and
the Header & Footer Tools Contextual Tab appears—just like before—so
the graphics are not repeated here.

5. Press CTRL + S to save your document. If you get the Save As dialog
box, what's the reason?

Most documents do not have header or footer information on the first page,
because the 1% page is usually the Title Page. To remove 1% page information:
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A little bit of Microsoft Windows & a little bit of Microsoft Word
Lesson 5—Do More with Word

8. On the [INlS1=z4l Tab, in the Header & Footer mini-menu click on either

or drop down menu. If there is already a header/footer
in the document, double click inside either section, even if it's grayed out.

2. In the Ribbon almost directly below the [gEELEEIRRReIIE]] Tab, place your
mouse’s pointer in the box just to the lef and click

-

Help Heaooter

Different First Page g Header from Top: 0.5"

Different Odd & Even Pages E Footer from Bottom: 0.5"
Close Header

v| Show Document Text El Insert Alignment Tab and Footer

Then if you're finished editing, click the big red X < to close. You can also
tell Word to make Odd & Even pages different for the document’s header
and footers.

If you select different 15! page, then the header and footer information disappear
from the first page, but appear on all other pages.

Adding Images

3. To add an image, click on the [INS1=Iz4] Tab and from the Illustrations mini-
menu,

MS Word245 Lesson 3 via Zoom.docx - O Search

File Home Insert Design Layout References Maiings _Review View OfficeTab Help

Cover Page ~ [0 Shapes v 2= SmartArt T HE @ Link ~
= ’ m Ay O >hapes - GetAdd-ins W P

3 Icons Chart Bookmark
Table Pictures = E[I] My Add-ins v Wikipedia  Online D
4 s Video |_—|] Cross-reference

D Blank Page

ﬁ Page Break v v 3D Models ~ @+ Sgreenshot ~

Pages Tables lllustrations Add-ins Media Links

BB 90 -
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A little bit of Microsoft Windows & a little bit of Microsoft Word
Lesson 5—Do More with Word

LEE TS select the Pictures drop down, and select the picture source
BNl of cither This Device..., Stock Images... or Online
W e S ”' Pictures... (on the web) depending where the image is from®.
D 7| B3 s evce. You may choose to leave the image in the same basic position
1 sock e where Word originally positions it, or you can drag the image
horizontally or vertically.

Tables

F& Online Pictures..

The image always appears between paragraphs or lines of text. But fear not.
The location within the printed copy depends on where you want to put it.

There are some additional tools which Word has to help handle the image:

S | When the image is selected, you can see the circular
arrow (1) at the top of the image (to the left), which allows
.5 the image to be rotated—sometimes you might find it on
the bottom. The circles (2) along the edges of the image
are called handles. There are 8. They are used to
resize the image. Using the corner handles will maintain
the proportions of the image as it is resized. 3 is for the
different layout options. Click to see what’s available or
right click in the image and chose wrap text to see what choices are available.
You should experiment to see which one works best.

Hat

! lmages that come from the web may be copyrighted. If that is the case, permission from the copyright holder
is usually required before you can use it. BE CAREFUL or you might open yourself to a lawsuit.
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A little bit of Microsoft Windows & a little bit of Microsoft Word
Lesson 5—Do More with Word

As soon as you select the image, some new tools become available on the Tab
row above the Ribbon and to the right of the HELP. Since we’re working with
images, there is now the [J[egICISI=RFOIZ{\VN] Tab:

Document1 - Word £ Ssearch Hen Win -- MS Acct (W [cal

File Home Insert Design Layout References Mailings Review View OfficeTab Help ~ Picture Format Header & Footer & Share

E|; \‘1 [ Color ¥ =] LZ Picture Border ~ F\ [=] Position ¥ | ] -EL TEaT
X o~ - B o 8 =
B8 Artistic Effects v 58 v ~ & Picture Effects v - Wrap Text ¥ R Selection Pane A~

Remove  Corrections = It Crop g5
. .5

Background - |8 Transparency v £F ~ ¥ B3, Picture Layout ¥ [&= aiign v

Adjust Picture Styles

B2 90 -

Whether the Picture Format ribbon fully displays, depends on how wide your
screen is and how wide your Word window is (obviously the wider the better, in
this case).

EXERCISE: Insert an Image

To insert an image, place (click) the insertion point cursor where you want the
image and then click on the [[\IS]J=54] Tab. In the lllustrations mini-menu click
the Pictures button.

When you click the Pictures button you have to chose from the 3 selections
mentioned above (This Device..., Stock Images... or Online Pictures...). If you
know you have photos on your computer, select This Device.... You may have
to navigate to the location of the picture file you want to insert. The default
location presented in the selection window may be the Pictures/My Pictures
folder. (Though this is the default location for images on a Windows machine,
there is no requirement that you use that location.)

Try it: (on your time...)

1. Scroll back to page one of your document and click between the first and
second paragraphs

CIle the Insert Tab headlng MS Word365 Lesson 3 via Zoom.docx =
File Home Insert Design Layout References Mailing
2. Click the Picture button in the B Covrpoge [OShapes~ T Smartant
. .- - D Blank Page i ) fj’ lcons EI]]Chart
lllustrations mini-menu Table | Pictures

ﬁ Page Break v v 3D Medels ~ @_h Screenshot v

Pages Tables lllustrations

BE 9 O -
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A little bit of Microsoft Windows & a little bit of Microsoft Word
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3. The Insert Picture From window opens, showing the 3 choices mentioned
above, which is where Windows expects your images to be stored. Choose

one image (or more). (NOTE: If you are at your computer you will have to know
which folder(s) contain images, and navigate there.)

4. Double click the photo’s file name (or thumbnail image) to place the image
in the document.

WY Insert Picture
« > v 1+ (R This PC > Data (D)) > Temp-Photos > Winokur

Organize ~ New folder

B For Sale Name

JAB-A3
u B 2016-04-29-HSW in Patagonia,jpg AR

B MDB-NixFrame B 2020-06-07-5D4_5826,jpg 6/7/2020 4:56 PM

B RaK B 2020-08-12-5D4_6449,jpg 8/12/2020 12:58 AM
Select a file to preview.

B SmugMug <] 2020-08-17-5D4_6613.jpg 8/17/2020 10:08 PM
B SSFS B 2020-08-17-5D4_6615-19_Pano-2.jpg 8/17/2020 10:18 PM

|
B Winokur

5. See page 9 for the handles discussion. Place the cursor in the circle
handle in the lower-right corner of the picture and ensure it turns into a
diagonal two-headed arrow cursor.

6. If the image is small (less than ¥ page) and you want to enlarge it, keeping
the proportions, position the cursor on one of the corner handles and
holding the left mouse button down, move the mouse diagonally down-and-
to-the-right. Stop when the picture is big enough. For this exercise, you
want it to fit nicely within the page and surrounding text. The exact size is
up to you.

Exercise: Adding a Frame to an Image

Adding a frame to your digital image is optional, but it can add some “pizzazz” or
a more professional look to your document. Live Preview makes it easy to try

various frame styles contained in the Pictures Style Ribbon before you commit.
You should frame your image before positioning it in a final location on the page.

1. Ensure the picture is selected (if not, click inside it)
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A little bit of Microsoft Windows & a little bit of Microsoft Word
Lesson 5—Do More with Word

2. You should see the Tab to the right of the [JI3Mg Tab. It's
options are displayed on the Ribbon. If you don’t see the
tab, double-click the picture to display the Tab contents.

3. Move to the Picture Styles gallery on the Ribbon and move the mouse
across the frame styles in the row that’s shown, but do not click. Note how
your interim selection is immediately displayed on the image by Live
Preview. If you cannot see a frame-type, use the bottom arrow on the right
side of the Picture Styles menu to bring up the entire group:

References Mailings Review View

e |y |FY=) | |F¥~

Picture Styles

4. If your Ribbon isn’t wide enough you might not be able to see the picture
styles “framing” options at all. You may just see this: o =g in which
case simply click the down arrow next to the word et Styles”,
and you'll get a window full, like this: ] e

C ~ < P(:nsiticmV |\ . “re ’ .
Q«ka MEREWS Since the styles are “live” all you have to do is place your

B | w W mouse pointer over the particular “treatment” and you'll see
=R—N_W_W_1 5 sample of what it would look like.

I=E-—__K 2 Exercise: Position your image

Picture Styles

Now that you have your image inserted, sized, and framed, you want to find the
best location for it in relation to the surrounding text. You can control how text
flows around your image. You see various types of text flow in magazines. You
can achieve some interesting flow effects by choosing how Word handles the
text using this tool, which is found to the top right of the selected image:
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A little bit of Microsoft Windows & a little bit of Microsoft Word
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e Explore the positioning tools Word offers.

See how the text will flow around the image by
clicking on the Layout Options control (circled in
red to the left) or right clicking in the image and
selecting wrap text from the menu. Ensure your
image is selected and the Picture Format
contextual Tab is visible:

Help  Picture Format

BT v N Position ¥
: — ~- Wrap Text v

Alt
Text !j Bring Forward ~

N Accessibility

Picture Format . .
E— Locate and click the Position

drop down to display the

position selection gallery. This

option sets the general location

of your image within the page.

The image can then be moved

2. Click the first option in second row of later to “fine tune” its location.
the With text wrapping section (its
screen tip says “Position in middle left...,”) to set the relative position of the
image in the center of the page, with the image on the left side and the text

to the right.

3. Adjust the position of the picture in relation to the text and margin by
selecting the image and then dragging it with the mouse only when you see
the four-headed arrow #* cursor.

Position > !l-j Scna Dacwaid - £

- Wrap Text E'ﬁ Selection Pane A~

-jBring Forward ~ |D='Alignv

Arrange
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. Use Live Preview to select a frame from the Picture Styles menu with the
Wrap Text menu selections to cause the text to wrap (around) the picture
in different ways.

. Select one of the available options.

. Place a second image of your choice from the Online Pictures button
(type clip art in the box that appears) in a new place within the same
document.

That’s all for today folks!
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