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Introduction

Review essential aspects of Word: navigation, formatting, saving and inspecting documents.

1.0 Create documents

The process of learning how to use Microsoft Word starts with opening the application,
which was covered in the previous chapter, and then creating a new document. This section
covers the steps required to create a new document.

1.0.0 From templates

The most common way to start a new document is from a template. A template is a special
version of a Word document with specific settings, such as margins, spacing, etc. It can also
have text and graphics. For example, it might have a company name and logo for a letter
template. The main thing to know about a template is that when opened, via the New
command, a copy of the document is what is opened. This prevents the template from
getting altered unintentionally.

Create a new document from a template:

1. Open Word (covered in the previous chapter)

2. Select a template by:
a. Click a template shown across the top, Blank document is most common
b. Or, Click More Templates to see more purpose-specific options

3. Save the new document

a. Provide a file location and name

Document! - Word sie @ ® @ ¢ - O X

Good morning

~ New
A

Take a tour

& -

Blank document Single spaced (blank) Welcome to Word Blue grey resume Snapshot calendar Insert your first table of cont...

More templates —>
£ Search
Recent  Pinned Shared with Me
[ MName Date modified
978-1-63057-371-3_01.docx [
C:» Users » Dan Stine » Dropbox » Dan Files » Books » 00_New Books » 2019 Word Associate Certification Exam

Create new document from template
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1.0.1 From right-click in File Explorer
It is possible to create a new document outside of Word, within File Explorer. This method

uses the Blank document template.

Tip: An easy way to open Microsoft Windows File Explorer is by the following
keystrokes on the keyboard: Windows key + E (just press the two keys at the

same time).
Create a new document from right-clicking within File Explorer:

1. Within File Explorer, right-click in a blank area within a folder.
2. Click New in the menu.
3. Select Microsoft Word Document

a. Provide a file name

[ Mame Date modified Type Size
@ January 2021 Meeting Minutes.docx 1/9/2021 8:59 AM Microsoft Word D... D KB
View >
Sort by >
Group by >
Refresh

Customize this folder...

Paste
Paste shortcut
Undo Rename Ctrl+Z

22 Send with Transfer...

Backup to Dropbox...

Move to Dropbox

Give access to >

New > Folder
Properties #| Shortcut

@ Microsoft Access Database

@ Microsoft Word Document
Microsoft Access Database

@ Microsoft PowerPoint Presentation
B Adobe Photoshop Image.22

@ Microsoft Publisher Document

@ Rich Text Format

Text Document

@ Microsoft Excel Worksheet

Lt e i P NI e e N e it i)
Create new document from right-click in File Explorer
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File extensions:

When opening Word documents, looking at its files on your computer, or preparing to copy

them, it is helpful to know what the two main file extensions are.

e Word document
e Word template
e Legacy document

e Legacy template

filename.docx
filename.dotm
filename.doc (97 — 2003)
filename.dot (97 — 2003)

Note: By default, file extensions may not be showing within File Explorer. If desired, they

may be turned on within File Explorer via View (tab) = Options = Change folder and

search options = View (tab in dialog) = (uncheck) Hide extensions for known file types.

1.1 Navigate within documents

Knowing how to navigate within a document is important for efficiency and accuracy.

1.1.0 Open existing documents

Here are the steps to return to a previously created document.

Open an existing document:

Click Browse

N

Click Open

Start Word, and then click Open on the left panel

In the Open dialog, browse to your document location, and select it

Open
(0) Recent

pf)\ Shared with Me

Other locations
[ misec
D Addaplace

7 Browse 9

» ThisPC > Documents » Word documents

« v
New folder
A O Mame

[ALE February 2021 Meeting Minutes.d...

Organize

I This PC
¥ 3D Objects
B BIM360 Team
I Desktop
Decuments
& Downloads
D Music
[&=] Pictures
B Videos
& os()
= My Passport (D:)

My Passport (D:)
¥ Network

v o<

v O

1 January 2021 Meeting Minutes.docx  1/8/2021 &

Date modifi Type Size
1/9/2021 icrosoft Word D...
icrosoft Word D

2 Search Word decuments

E- O @

12KB
0KB

>

File name: | February 2021 Meeting Minutes.docx

Open a previously created document

] [AiWord Docume 5
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1.1.1 Search for text

Use the Find tool to search for text within the current document. The results, if any, are

highlighted within the document and appear in context within the Navigation pane as shown
in the image below. Clicking on one of the results listed will jump to that location.

®.9
Search for text using Find: '

5. Home = Find (or Cttl+F)

6. Enter text to search for, e.g. “career,” and press Enter

7. The results are highlighted in the document

AutoSave (@ off) (5] lﬁj

Introduction to Architecture.docx

Headings Pages Results

you will want to get in the game and make a career
out of building design and/or construction.

. Many have a formal education in their career — which
includes a bachelor's or a master's

of what some of the motivations are to have a career
in the building design industry. The

Vacation time: each person starting a new career at
irm will ive two vacatl

Search for text using Find

References

File Home Insert Design Layout
f'j X Georgia
B I U~ a
Paste [E
. 5 A~ £~ A~ ha~
Clipboard P} Font
Navigation M
career o
4 results

Mailings Review View Help
~12 ~ £ Find
- U
X 4 b Replace
e Rep Dictate
A b Select ~ ”
P} Editing Voice

E"'I"'l"'l"'l"'l'd

INTRODUCTION jus

Architecture: it's where we live, shop,
work and learn! This book is meant to
give you a basic understanding of
what it takes to get a building
designed and built. And who knows —
maybe you will want to get jm the
game and make a career of
building design and/or constru€tion.

To search for text based on case, whole word and more, use Advanced Search.

0.©
Search for text using Advanced Find: '

el o

Home = Find =2 Advanced Find...

Enter text to search for, e.g. INTRODUCTION

Check desired options, e.g. Match case

Click the Find Next button: each click advances to the next instance in the document

=T L
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Help

= = = 2 = 4

= = = = = &
Paragraph

?NTRODUCTION just the basic:

[P Styles

AaBbC AaBbCcl AaBbCcl
THeading4 TMNormal T MNo Spac..

Dan Stine DS
1% Share 2 Comments
S Find  ~ l.:J
£ Find
£ Advanced Find... o
I — GoTo.. ice ~

1 . . . 4

Architecture: it’s

work and learn! T ruswnat

give you a basi

what it takes

designed and buil
. maybe you will
game and mak
building design a

]

|£ Or — perhaps th
from this text will

successful busine

W

sure that the de

Find and Replace

Find Replace

Options:

? x
GoTo LE
INTRODUCTION e o
Search Down, Match Case
C1
.

/
t

<< Less

| Reading Highlignt~ | | Findin> | | Find Next

Cancel

Search Options

Search; m

E Match case e
[ Find whole words only

[] Use wildcards

[ sounds like (English)
|:| Find all word forms [English)

Find

| Format = | | Special = | |No Formatting|

|:| Match prefix
[ mateh suffix

|:| Ignore punctuation characters

|:| Ignore white-space characters

new office complex is meeting your
L‘—‘prw ~ e e

Search for text using Advanced Find
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1.1.2 Link to locations within documents

Use the link tools to create a bookmark and cross-reference within documents.

Q.9
Insert a bookmark: L

Select text or click a location
Insert 2 Bookmark
Enter a name; spaces are not allowed

Click Add

1.
2.
3.
4.

cture.docx - Saved to this PC p Search

Eview View Help

ol Chart lﬁ)\ Bt Get Addins W [:1@ @ Link  ~ ﬂv_j

@i Screenshot ~ Wikipedia Online D Bookmark Comment
Add from r,:] Vid
iles My Add-i > idea
A= Eah e [9] Cross-reference
Content Add-ins Media Links Comments
Ellllld I R SRR SRR R (SRR S-SR BRI -
| which can withstand hurricanes,
o Historical Implications Bookmark arly

EBookmark name:

The built environment has, and Historical_Implications| e
continue to have, a profound imj

on mankind. It has changed how
live our lives, how we do our jobs

Sort by: (@) Name
(O Location

|:| Hidden bookmarks

Intro to Civil Engineering & Architectu

Add a bookmark

.9
Insert a Cross-Reference: '

1. Click a location
2. Insert = Cross-Reference
3. Select
a. Reference type: bookmark, table, et.
b. Caption: captions must already exist in document
4. Click Insert
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Use Ctrl+Click to jump to referenced data. Right-click link and Update Field if caption

changes.
Insert Design Layout References Mailings Review View Help
—T @ Link ~ + Header ~
l__'q B Get Add-ins W & Lyj B
Add from S Wikipedia E];clline D Bookmark Comment @ Footer ~
iles My Add-i - ideo
Files = Z e |_—E| Cross-reference @ Page Mumber ~
Content Add-ins Media Links Comments Header & Footer
§|1|2|d | TR SRR ST SRR BT -S|
hour d then get paid 1.5 X hour | coe reference 2 %
afte Table 2 - Staff Salary

Reference type: Insert reference to:
. A * | |Entire caption ~
In addition to direct monetary|™* (P
N . Insert as hyperlink Include above/below
compensation, they also get vacation ,

. . . N Separate numbers with l:l
time, sick leave, holidays off, medical For which caption:
coverage, dental coverage, year-end |[mpie 1. st Details
bonus, 401(k) retirement plan and | [EREEESEIET
profit sharing. These benefits vary by
employee based on position, seniority
and performance — the following is a
brief description of each:

¢ Vacation time: each person
starting a new career at the
firm will receive two weeks

.

lnsert Il Cancel
AJ'J.ll_I.lJr TICIIOTOCCT Lu&lubbla

Add a cross-reference

Insert Hyperlink to a ‘ Insert Hyperlink ? %
Place in This Document " _ _ _ _
) . Link to: Text to display: |Architecture | ScreenTip...
It is also possible to use a &
. . r:] Select a place in this document:
hyperlink to link to another Exsting il | [~ Top of the Document
. . . ar 2 dge .
location within the same e - Headings
- ) wrchitecture_Chverview:
Place in This o ; ;
Document | | - Civil_Engineering
1. Select text
2. Right-click
. Create New
3. Select Link... Document
4. Click Place in This o
Document E-mail
. Address
5. Select an option: ok | | Cancel

Headings or Bookmarks

Link within document



Microsoft Word Introduction and Certification Study Guide | 33

1.1.3 Move to specific locations and objects in documents
Review the steps used to quickly jump to another location within the current document.

.0
Use Go To: ‘

1. Home => Find (drop-down) = Go To... (or Cttl+G)
2. In the Find and Replace dialog:
a. Reference type: bookmark, table, etc.

b. Reference name: reference must already exist in document

3. Click Go To
Dan Stine DS
1= Share I3 Comments
bl = ll
AaBbC AaBbCd AaBbC AzBbcc AADB o =
Eind
THeading4 T Mormal TMNoSpac.. Headingl Title tate
. }:‘ Advanced Find... 1
Ia Styles Ia —2 GoTo.. ice
| T T T ST S S SR S S-S S SR SRR SRR - B R S b
Find and Replace e 7 x
Find Replace GoTo
Go to what: Enter bookmark name:
Page | |Architecture_Overview w
t E_ectlon Architecture_Overview
me K Civil_Engineering_COverview,
Anlel L] Firm_Introduction
Comment
take Footnate e Project_Introduction
. Staff_Introduction
Previous

Jump to a bookmark location nsing Go T'o
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1.1.4 Show and hide formatting symbols and hidden text
Show paragraph marks and other hidden formatting symbols, which help with page layout.

.9
Use Show Hide ;|4

1. Home 2> [ (or Ctrl+*) to toggle on
2. Repeat step #1 to toggle off

I The keyboard shortcut is actually Ctrl + Shift + *

111
€<
-

111
€<
il
<

[l

[l

-

Paragraph ra

1— —

- a— w *
o

111
L1
oo
I
1"

-

2 5
&~

Paragraph ra

1
11
(il
Il
.

111

w

INTRODUCTION just]

Architecture: it’s where we live, shop,
work and learn! This book is meant to
give you a basic understanding of
what it takes to get a building
designed and built. And who knows —
maybe you will want to get in the
game and make a career out of
building design and/or construction.

Or — perhaps the knowledge gained
from this text will help you, as a future
successful businessperson, to make
sure that the design team for your
new office complex is meeting your
needs and expectations.

INTRODUCTION-just

s s 22CH0N Break (Continuous).....
Archltecture ‘it’'s-where-we- 11ve shop,:
work-and-learn!-This-book-is-meantto-
give: you- a- basic- understanding- of
what- it- takes- to- get- a- building-
designed-and-built.-And-who-knows-—
maybe- you- will- want- to- get- in- the:
game: and- make- a- career- out- of:
building-design-and/or-construction.-y
1

Or- — perhaps- the- knowledge- gained-
fromthistext-will‘helpyou,asafuture:
successful- businessperson,- to- make-
sure- that: the- design- team- for- your-
new- office- complex: is- meeting: your-
needs-and-expectations.

Toggle paragraph and hidden formatting symibols on and off

In the context of Word, and the certification exam, each “paragraph symbol” defines
a paragraph. For example, the exam may provide instruction on inserting something
in the last paragraph. The last paragraph may not have any text associated with it, so

be sure to toggle on the “paragraph symbol” visibility to make it easy to follow the
instructions.
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1.2 Format documents

Controlling formatting of a document is an important aspect of using Microsoft Word.

1.2.0 Moving the cursor around within document
In addition to moving to specific locations within a specific document, covered in the

previous section, there are several efficient techniques to position the cursor within your

immediate context. The current cursor location is where text is added then typing on the

keyboard, as well as where symbols and graphics are inserted.

There are several ways to reposition the cursor from its current position:

Action

Cursor Result

Click mouse button
Left Arrow

Right Arrow

Up Arrow

Down Arrow

Ctrl + Left Arow
Ctrl + Right Arrow
Ctrl + Up Arrow
Ctrl + Down Arrow
Home

End

Ctrl + Home

Ctrl + End

Page up

Page Down

Ctrl + Page Down
Ctrl + Page Down

Moved to that location

Move one-character left

Move one-character right

Move one line Up

Move one row down

Move one word left

Move one word right

Move one paragraph up

Move on paragraph down

Move to beginning of line

Move to end of line

Move to beginning of document

Move to end of document

Scroll up equal to height of visible page
Scroll down equal to height of visible page
Move to beginning of previous page

Move to beginning of next page
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1.2.1 Set up document pages

To define how a page looks, adjust the Margins, Orientation and Size. The Page Setup dialog

has an array of options used to control how a page appears and prints to PDF or hardcopy.

e.9
Margins ]

Most printers cannot print to the edge of the page. Thus, margins are used to define the
non-printable area at the perimeter of the page. To set margins: simply select from the
predefined list on the Layout tab or click Custom Margins... to access the Page Setup

dialog.
Au save (@ o) [T Document? - Word
Home Insert Design Layout References Mailings Review View Help
@ [é IE 'l,E." Breaks « Indent Spacing
1= - o= " - *= -
ol Margins Orientation  Size  Columns  2- Line Numbers~ 2= Left 0 .| i=Before Opt v Position
be Hyphenation ~ =& Right: (0" $=After |8pt
— Last Custom Setting F} Paragraph [
L 7 Top: 1" Bottom: 1" 1.......5.......1..
- Left: 15" Right: 1.5"
1 Page Setup 7 x
Normal
Top: 1" Bottom: 1" Margins  Paper  Layout
Left: 1" Right: 1" . Margins
Top: 1" = Bottom: 1" =
— MNarrow .. -op lEI Sottom lZI
1 Top: 0.5" Bottom: 0.3" Left: 1 lﬁl Right: 1 lﬁl
] | | Left: 03 Right: 0.3 . Gutter: o lﬁl Gutter position: Left
1 Moderate ' Orientation
] Top: 1" Bottom: 1" '
) —_— S pgen
e] lef 075  Right 075" [} D [J
Wide ' Portrait Landscape
] Top: 1" Bottom: 1" ' Pages
| Left: 2" Right: 2"
1 Mirrored '
| Top: 1" Bottom: 1" ' Preview
] Insider  1.25" Outside: 1" .
1 Office 2003 Default .
1 Top: 1" Bottom: 1" .
Left:  1.25" Right: 1.25" . -
Custom Margins... . ' ' ‘
- LT TR Al Whole document
Set As Default ok || cancel

Setting margins for a page
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0.9
Orientation L

The orientation of a page can either be Portrait (vertical) or Landscape (horizontal) as
shown below. Deciding which to use can be a personal preference, company standard or
required based on the information (text and graphics) to be presented.

1. Layout = Orientation = Portrait or Landscape

Document? - Word

AutoSave (

References

Design Layout Mailings Review View Help

@ ITE IE = Breaks v Indent Spacing
1- - == " - +* =
Margins Orientation  Size Columns  2- Line Numbers~ 2= Llefe 0 .| i=Before Opt
bT Hyphenation ~ =« Right: |0" : Y= After |8 pt

tup [ Paragraph
N Dpor‘crmt 1,5
-
D Landscape

PR T e e BT -,

Setting orientation for a page

Changing the orientation of a non-empty page may require some reformatting. In the
example below, notice the image captions have moved and one page has more white space.

Tl
INTRODUCTION just the basics He

Architecture: it's where we live, shop,
work and learn! This book is méant to

a
igned and built. And who knows —
vou will want to get in the
e and make a career out of
building design and/or construction.

s the knowledge gained
il et et
sueecessful businessperson, to make
sure that the design team for your
new ofﬁee complex is maenng your
needs anc

dow in Stone Wall

Building have the potential to last many
years and protect its occupants.

One of the methods used in this bool
to help you learn about civil
engineering and architecture, is to

ni:“ into the designer’s \mrld via
conversations

mdmdua]sdnsmlnng whatdle]r m]e

is in the design/eonstruetion p

— you will find these thronghmlt the

book.

i
Timber Framed
May types of materials ave used, which
affect its aesthefic, longevity and safety

Additionally, this book will
ehrondogiely trough a Ectmous

m beginning to
wrmeh will help the reader put what
they are learning at
into comtext and
memorable. The project
described more later.

Sl
INTRODUCTION just the basics Hr

Architecture: it's where we live, shop, work and learn! This
book is meant to give you a basic understanding of what it
takes to get a building designed and built. And who knows

wasit to get in the game and make 2

Qe of the methods used in this book, to help you learn

ut civil engineering and architecture, is to take you into
the_designer’s world via simulated conyersations and
individuals describing what their role i in the

career out of building d and/or

Or - perhaps the knowledgegained from thistest il elp
you, as a fature successful businessperson, to make sure
thaf the design team for your new office complex is
meeting your meeds and expectations.

‘Window in Stone Wall
wilding have the
potential to last many
vears and protest is
osoupants

process — you will find these

thronghmlt the Ixm'k.

Timber Framed

which affect its
assthetic, longevity
and safety

37

Comparing portrait (lef?)

and landscape (right) page layouts
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0.9
Size '

The size of the page (aka paper) is set on the Layout tab.

1. Layout = Size (drop-down list)
2. Select an option:

a. Pick from predefined list of page sizes, or

b. Select More Paper Sizes... to open Page Setup dialog

3. Enter custom page size (optional)

a. Allowable range is 0.1 — 22, thus, 227 x 227 is the largest page possible

AutoSave (@

File Home | Design Layout References

Margins Drieh

Document2 - Word

Mailings Review View

"I,E:' Breaks ~ Indent Spacing

Help

F}
L

Pasition

T

- |:| Executive
. e 7.25" % 10.5"
- D A3
. 11.69" x 16.54" o ’
: &

—

= Ad
|:| 8.27" x 11.69" .
L
Mx17
Ji5 B4 '
10.12" x 14.33" . =
ot
More Paper Sizes....

Paper source

First page:

Columns  2- Line Numbers ~ 3= Left |0 _ | l=Before: 0pt
B Hyphenation ~ = Right: [0" : Y= After |8pt
Letter z Paragraph
T D 55" 11" e
'?' |:| Tabloid Page Setup
. w17
) Margins  Paper Layout
] Ledger 2 Y
17 % 11" Paper size:
e EE— |
55"y 14" Width: |85 =)
Height: |11° )

Dther pages:

Default tray (Automatically Select)

Automatically Select
OnlyOne

Default tray (Automatically Select)

Automatically Select

OnlyOne

Preview

Apply to: | Whole document
Set As Default

Print Options...

ok || cancel |

Setting paper size
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.9
Columns ]

Define the number of columns from the Layout tab.

1. Layout = Columns (drop-down list)
2. Select an option:
a. Pick from predefined list, or

b. Select More Columns... to open Columns dialog
3. Specify Column options (optional)

AutoSave ) \ v - Introduction to Architecture.docx
File Home Insert Design Layout References Mailings Review View Help
0 & gl == [u=

Je Celumns ? X
Margins Orientation lumns  2- L'”ENUmbEFS‘

- M o i | Presets
bE Hyphenatm. =
Page 5 ! I
EI One

r

One Two Three Leaft Right

MNumber of columns: Line between

Width and spacing Preview

=] Two
LCol# Width: Spacing:

"
»
L
o S
Three o lII |2?5 IZ” |0.5 IZ"
o
-
o
.

[z ]frs =] S
Left

- —

Start new column

Equal column width
== More Columns... . ‘ | oK | | Cancel

WMM__»___.__-——‘-'J

Setting number of colunmns

INTRODUCTION just the basics HHE INTRODUCTION just the basics HHE
rchiteeture: it where we live shop, work and Jeamm! This book shop, | sakey Architeeture: s
vwalmmﬂmhzdngdnanxmmlnm.mdmdmgmmmnw wur}.uld.lmm mabwkumm alrmﬂibd conversations ] where we live, shop,
who knovws — maybe you wall want t get in the game. £ive you a basis of i work and leamt This
building design and/ or construction. what it takes to get a un‘\a.ng sin lh;dmylfmn.ﬂmmwm ‘book is meant 1o give
. And who = you il find. these throughout the o @ basic
or - mmm@mmm.smwmmymsam maybe you vill went to get in the | Book. un ing of what
suscessful ur e office o and make a earcer out of it takes lo got a
complax is mesting your needs and expectations. Bl ing desgn and o consiruction. and
buil, And who knews
— maybo you il want

Qe ofthe il el i i b b 0 - peras the koovlndgn gained oy
help vou s.{_, kb ol 10 gefin the game and
i Ia\u o mlﬂ [

iu-:lul Insipssgorsan 1o malke

designer’s  world the design team for vour

camversatons and indiidials .u.mw o o complex is mesting your andjor construetion.
< L E noeds and exportati

i cons ou
ok e eeghoot o b
Adiopaly, s book vl pogrms
chronelogieally lhrough a icttious project
— from to end - thm help J
14 e et 5 ot they are o Jaming &t S
contaxt and male it

time
mmw.fmmg e project il be A
described more later.

Civil Enginwering - Overview
D buildir Civil
1 bulding prfecs, il ngieers sk

e o e o on B e oot
about 5 s ccipants,

i gnning 10 end -
ey hvongh s B vkt i elp ke

Syt he el g i3 mesponable or e st of th o el

ppt 5 fom b o wad mader ot what ey
z - what Tearuing = any
““‘ e aler pipes — plus, "'q*‘““* 20 poesr Bucs when, they ste W Stame Wal M are lmmlllg at any given time ghentime i contens
burie i "y Buiding e sha poseraial a st mary | it 1;':‘1! it_more aad make it more
pols. et eolct o s m-.-m:" n‘: peoject will be meporbie e
cfbod more later. moject vl

Seetbod o .
; vil vil Engineering.
o hel loam_about civ Givil Engi -

eoginseting and. echiecto, i 1o Overview

Comparing page layout for one, two and three colunns

39
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Q.9
1.2.2 Apply style sets 1

Applying a style set can quickly change the look of the entire document.

A. Design = Document Formatting gallery (click down-arrow to see full list)

Introduction to Architecture.docx

File Home Insert Design Layout References Mailings Review View Help

Title TmE e Tiie Tl Title TITLE e Titie Title TITLE e THe

Apply a style set

Three different style set examples are shown below, applied to the same document. Notice
the heading, captions and even the main body text style and formatting change.

1
INTRODUCTION jos e s EHE

Architecture: it’s where we live, shop,

mrkandlea?vmé’?gokxmeanm One of hemethods used i tis ook

ive you a basic unde of to earn  about civ
%:aty?tmkesmgetabuﬂin P A e -
red and built. And who knows —

you will want to get in the

game and make a career out of

‘building design and/or construction.

Or - s the knowledge gained

e ety o o e
sllemsslu] businessperson, to make
sure that the design team for your
new office complex is meeting your
needs and expectations.

Ghil
INTRODUCTION just the basics Em

Architecture: it's where we live, shop,
work and learn! This book is meant to
give you a basic understanding of what it
takes to get a building designed and built.
And who knows — maybe you will want to
get in the game and make a career ont of
building design and/or construction.

INTRODUCTION JuUST THE BASICS

Or - perhaps the knowledge gained from
this text will help you, as a future
successful businessperson, to make sure

that the design team for your new office Architecture: it’s where we live, shop, work One of the methods used in ﬂusbovkmhelp

complex is meeting your needs and and learn! This book is meant to give you a you learn about civil

expectations. basic nnderstanding of what it takes to get a architecture, lsinmhjmmlnﬂmdmgml’x
building designed and built. And who knows world via simulated conversations and
— maybe youwill want to get in indivi i ir role s
‘make a career out of building design and/or design /construction process — you will find
constraction. these throughout the book.

O — perhaps the knowledge gained from this
test wall help you, as a future successful
‘businessperson, to make sure that the design
‘team for your new office complex is meeting
your needs and expectations.

Window in Stone Wall

Building have the
potential fo last many
vears and protect ifs N
occupants. hond

Window in Stone Wail

Buiiding have the
potential te fast many
years and protect its
occupants.

Timber Framed.

Many types of materials are used, which affect its
aestheric, longevity and scfecy

Window i Stone Wall chronclogically through a fictitious project —
from beginning to end - which will help the

Building have the potential to fast many years readerputwhatﬂm:,arela!mngatanygven

and protect its occuponts. time into context and make
‘memorable. The project will be doccd
‘morelater.

Compare three different style sets
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1.2.3 Insert and modify headers and footers L

Use headers and footers to display information to be repeated on each page, such as page
number, chapter title and more. The related tools are found on the Insert tab.

AutoSave (@ off)

File Home Insert Design Lay

% Cover Page ~ @ P Picty
D Blank Page Table k& On @ Footer ~

= Page Break '-_(:‘) Shal @ Page Number ~

Pages Tables 3 Header & Footer

Header and Footing tools on Insert tab

[+]

A) Insert Header 0 Built-in

Blank

1. Insert = Header (list)
2. Select option: Type el

e Built-in option, or

e (Custom via Edit Header Blank (Three Columns)
[Type here] My here] yge: here]
B) Modify Header |
Austin
1. Insert = Header (list)
2. Edit Header ‘ e
Banded

C) Delete Header

L socomanno
1. Insert 2 Header (list)

2. Remove Header
Facet (Even Page)

The previews, for the built-in options '

shown to the right, are how they will

Facet (Odd Page)

appear when applied to your
document. Often, it is more efficient ‘
to select a built-in option and then edit

it, rather than starting a new one from

@ More Headers from Office.com

s

scratch. .
B Edit Header

E} Remove Header

|:‘=B Save Selection to Header Galler

Header tools
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A) Insert Footer

1. Insert = Footer (list)
2. Select option:

e Built-in option, or

e (Custom via Edit Footer

B) Modify Footer

1. Insert = Footer (list)
2. Edit Footer

C) Delete Footer

1. Insert = Footer (list)
2. Remove Footer

Ribbon Options
While in ‘edit mode’ for a
header/footer, the Ribbon has some

related options as shown below. These

tools are also found in Page Setup.

e Different odd and even:

For example, chapter title on one

page and the book title on the next.

e Different first page:

Unigue first page, which could mean no header/ footer at beginning of chapter.

e From Edge:

A

©

Built-in
Blank

[Typs: bews]

Blank (Three Columns)

[Type heee] [Mype here]

Ty herc]

Austin

Banded

Facet (Even Page)

Facet (Odd Page)

@ More Footers from Office.com

@ Edit Footer

[r_%} Remove Footer

Eh Save Selection to FoDter Galle

Moves header/ footer relative to edge of page but does not affect the margins.

Layout Header & Footer

Different First Page

A Ry

Different Odd & Even Pages

Show Document Text

Options

L

I 04

1, Footer from Bottom: |0.3"

Header from Top: |0.3"

ﬂ Insert Alignment Tab

Position Close

Close Header
and Footer

Ribbon tools while in header/ footer edit mode

Footer tools
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1.2.4 Configure page background elements
Review how to control the background color, text and page borders from the Design tab.

AutoSave (® off)

Dan Stine DS

File Home Insert Design Layout Refg

TITLE Title: Title
Masding 1 i L
Themes =2 ST mmmmeon [ Watermark  Page Page
v : S E—— v Color~  Borders

Page Background

Page background tools on the design tab

—
Watermark TN o Confidential =
A watermark is text or an image that is transparent
and is positioned behind the content in your
document.

A) Insert Watermark
CONFIDENTIAL 1 CONFIDENTIAL 2
1. Design > Watermark (list)
2. Select option:
e Built-in option, or
e Custom via Custom Watermark
DO NOT COPY 1 DO NOT COPY 2
B) Custom Watermark Disclai
isclaimers
1. Design = Watermark (list)
2. Custom Watermark...
3. Printer watermark dialog (see next page) | |
e DPicture watermark: browse for image
o Text watermark: enter custom text
DRAFT 1 DRAFT 2
C) Delete Watermark
1. Design = Watermark (list)
2. Remove Watermark
SAMPLE 1 SAMPLE 2
(-]
@ Muore Watermarks from Office.com >

B Custom Watermark...

E‘} Remove Watermark
Watermark tools
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Printed Watermark ? e
O Picture watermark
Select Picture...
Secale: Auto w Washout
O Text watermark
Language: |English (United States) v
Text: ASAP L
Font: Times Mew Roman R
Size: Auto R
Color: Automatic w Semitransparent
Layout: Diagonal Horizontal
Apply Ok Cancel

Custom watermark settings

Page Color . '

Selecting a page color fills the entire

Dan Stine OS [xal

page background with that color.

1% Share 7 Comments

§' Paragraph Spacing ~ @

Fonts |§| Effects ~ Watermark | Page e

- - Color~ Borders
@ Set as Default

Set Page Color

1. Design = Page Color (list)

2. Select option: Pa0  Theme Colors

e Select a color, or

e More Colots

Remove Background Color = also do many things Standard Colors
lated. They design city EE EEE
bridges, tunnels
1. Design = Page Color (list ; e -
g g (list) to name a few. |:| No Color .

«ll not be covered in
2. No Color he emphasis of this More Colors...

ritecture.
Fill Effects...

Note: By default, background . L
i ) ] iick overview of what a
colors/images do not print. This does. You will learn

‘ut these things later in

may be changed here: Options =
Display = Printing options: Toggl, Set Page Color
Print background colors and images.
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Page Borders . '

Add a border to frame a page. The border is added within the margins, so they print.

Define a Page Border

1.
2. Select option:

Design = Page Borders

e Sclect a Setting, e.g. None, Box, Shadow, 3-D
e DPick a line Style, Color, Width and/or Art option.
e DPreview area: pick one or more edges to toggle the border on/off

Remove Page Border

1. Design = Page Border
2. Click None (setting) and then OK

Intro to Civil Engineering & Architecture

On building projeets, Civil engineers
are responsible for the entire site —
from the property lines up to an

1mamnam: lina ahoot =7 asrase frama tha

Civil Engineers also do many things
non-building related. They design city

roads and freeways, bridges, tunnels
and aimort a few.

E PN T

Eorders

Setting:

]| | [ | | (| A |

Borders and Shading

Page Border  Shading

Preview

Mone

Shadow

Custom

Apply to:

? lered in

of this

X

fwhat a
Il learn
later in

Click on diagram below or
use buttons to apply borders

lad on a
¥ posse
at help
ing and

so the
nd on-

It |Who|e document

‘ [none)

e client
bf what
b. Then,

quick
lg their

|| Cancel |

| ok

Define a page border

ideas. They are required to have a
general understanding of the
structural, mechanical, electrical &
civil engineering because their

£ Wb DT10ON
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1.3 Save and share documents

Word documents may be shared directly, by saving to an alternative format and/or printing.

This section will cover these options.

1.3.0 Save and close documents
It is important to save document edits before closing it, to ensure work is not lost. Word will

prompt to save if a document with unsaved changes is being closed.
Documents may be saved manually or in real-time via AutoSave.
AutoSave document

1. On the application titlebar, toggle AutoSace on

Tip: Use caution when opening a document with the intention of making a copy.

Use Save-As right away to avoid editing the original document.
Save document
2. On the application titlebar, click the Save icon to commit changes to storage.

Tip: Use Ctrl + S as another efficient way to save the current document.

January 2021 Meeting Minutes.docx -

File Home Insert Draw Design Layout References Mailings

[] A Calibri (Body) ~/11 ~ A" A" Aav B | i=E~vi= v 5=+ =5 2]
B
pmed BIU-abx ¥ A2 A | BE===|=- &5

- = 2

Clipboard = Font ] Paragraph

A e

AutoSave and Save

Note: Documents opened from one of Microsoft’s cloud-storage locations, such as
OneDrive or SharePoint, will default to AutoSave mode.
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Close document
Since each Word document is contained in a separate session of the application, simply click
the X in the upper right to close the current document and the application.

Dan Stine

1% Share 12 Commeg

cct AQB asebeer asbecn - ) < &, B_m L_D:J é’

~| | % Replace . — :
g2 Title Subtitle  Subtle Em... |= Create and Share Request Dictate | Sensitivity Editor

b Select ~ Adobe PDF  Signatures @ =

] Editing Adobe Acrobat Voice Sensitivity Editor
. 1 . . . [ . . . . . . 7

Close the document and application
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1.3.1 Save documents in alternative file formats

A Word document may be saved in several alternative formats, from legacy version of Word,
for backwards compatibility, or a new Word template file for new documents (with or
without macros enabled) to PDF and web page (html) formats to share with others who
might not have word. Also, a PDF file preserves formatting and prevents editing.

®.®
Save document in alternate file format '

Click the File tab on the Ribbon

Select Save As:

Select a file type from the drop-down list
Click the Save button

e

© Save As

|_|-|_| Home

@ 7 " ’]\ = D: > Word Associate Certification Exam > Required Documents
ecen

E Mew
| Introduction to Architecture

= Open LHB, Inc Word Document (*.docx) 3 -

'Word Document (*.docx)
‘ OneDrive ‘Waord Macro-Enabled Document [*.docm)
‘Word 97-2003 Document (*.doc)
‘Word Temnplate (*.dotx)
Q Sites ‘Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)
PDF (*.pdf)
Other locations %P5 Document (*xps)
= ) Single File Web Page (".mht, *.mhtml)
EI;I This PC Web Page (~htm, *htmi)
Share Weh Page, Filtered (*.htm, *.htrml)
-@ Add a Place Rich Text Format (*.tf)
Plain Text (*.bet)
Word XML Document (*.xml)
B Browse ‘Word 2003 XML Document (*xml)
Strict Open XML Document (*.docx)

Export

Transform

OpenDocument Text (*.odt)

Close

Save As options

The result of Save As is a new file, saved adjacent to the original file. To save to a different
location, click the Browse button for step #3 and then specify a location, file type in the
Save As dialog that opens.
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1.3.2 Modify basic document properties
Each Word document has a place to enter unique properties used to track and identify it.
These properties are also referred to as metadata and may be viewed without opening the

file.
]|

Modify document properties

Click the File tab on the Ribbon
Select Info
Select the Properties drop-down list and click Advanced Properties

b

Modify the document properties in the open dialog

When finished, to save the changes and return to the document, click the OK button and
then the left-pointing arrow (in a circle) in the upper left

Introduction to Architecture bt Dan Stine @ o ® ? - O

Info

|_|-|_| Home

_ Introduction to Architecture
D [tz D: » Word Associate Certification Exam = Required Documents

= Open | &5 Upload | | |2 Share | |(_(J_'> Copy path | |E? Open file location

Info Introduction to Architecture.tet Properties ? X

< General Summary Statistics Contents Custom >

Save Properties ~

. Title: | General Overview g

Save As E Advanced Properties
Subject: | See more document

. roperties
Print Author:  [Dan Stine | Fep
Total Editing Time 2 Minutes

o Manager: | | )

Share : Title General Overview 4
Company: |The 5Stine House | T Addat 1

ags ata

Export J i
Category: | | Comments Add comments 3

Transform Keywords: | | Related Dates
Comments: -

e Last Modified Today, 3:19 PM ii
Hyperlink |
base:

Document Template:  MNormal.dotm
pl"Opé’ﬁZ.&f [ save Thumbnails for All Weord Documents

I OK || Cancel |

This information can be made visible via Window’s file explorer as shown here for
“Authors”.

n

Mame Date modified Type Size Authors
@ Introduction to Architecture.docx 9/23/2019 11:04 AM  Microsoft Word Document 1,654 KB Dan Stine
Introduction to Architecture.bxt 10/27/2019 319 PM Text Document 18 KB

Column added to windows explorer to show author info from files listed
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1.3.3 Modify print settings

Before sending a document to the printer, there are several settings which can be modified
to change the layout and look of the printed page or PDF file.

®.9
Modify print settings '

1. Click the File tab on the Ribbon
2. Select Print
3. Modify the print settings as desired

When finished, either click Print to send the document to the selected printer or click the

left-pointing arrow, in the upper left, to return to the document.

Print
o, | o=

Print

Printer
Adobe PDF

‘% Ready "

Printer Properties

B  Settings
Print Print All Pages

Share

Pages: |

Print One Sided
Only print on one side of th...

Export

Collated
1,23 1,23 123 !

Transform

Close
Partrait Orientation -

Letter i
8.5"x 11"

Office 2003 Default Margins E
v
Left 1.23" Right 1.25"

m &= O | H | m

1 Page Per Sheet -

Page Setup

Modify print settings for current document
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1.3.4 Share documents electronically
Files can be shared electronically via OneDrive (cloud storage) or as an email attachment.

.0
Share document electronically L

1. Click the File tab on the Ribbon
2. Select Share
3. Select an option:

a. OneDrive (cloud storage)
b. Email: Word Document
c. Email: PDF

Share

You can share from Dropbox by using the
Dropbox app or site. To share from Office,
please upload a copy of your document to
OneDrive.

Info

OneDrive
Sign in

Save

Save As

Print Attach a copy instead

Share @J [ﬂJ—m
| io PDF
' [—
Export Word ® PDF
Document :

Transform

Clos = Introduction to Architecture.docx - Message (HTML)

File Message Insert Options Format Text Review Help Acrobat
- < | B I UZ2Z-A-

Subject Intreduction to Architecture.doox

™ Introduction to Architecture.docx
% w
2MB

Sharing a document electronically
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1.4 Inspect documents for issues

Before publishing a document, check to see what personal information it might contain, if it
may be difficult for a person with a disability to read, or if it contains any features not

supported by older versions of Word.

1.4.0 Spelling and grammar corrections
It is important that final documents are free of spelling and grammar errors to avoid
confusing the reader. By default, these mistakes are highlighted automatically. They may be

corrected as you go, or revisited all at once, later.

Correct spelling errors
Spelling errors are identified by a red wavy underline below the misspelt word.

1. Right-click on the misspelt word
2. Hover over Spelling, in the menu
3. Select the correct spelling for the word in question

Tip: Synonyms are listed below each suggested word.

INTRODUCTION just the bas

Architecture: it’s where ve, shop, take you int
work and lea his boook is meant imulated
to give you  Speing > book ividuals
what it takeS™1 & S n the de
designed and buil ¢ ,_. ... anore you will 1
maybe you will © g p g st ook.

game and make o saawcac T out of
building design ay & e truction.

@ Link >

T New Comment

Or — perhaps the lvi\uuwu::uge gained
f ist ill hel

Correct spelling error

When technical, or industry specific, words (e.g. Autodesk, or DropBox) are used, they will
be marked as misspelled. Use Add to Dictionary, shown above, to avoid this distraction

while editing.
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Correct grammar suggestions
Grammar issues are identified by a dashed purple line below the mispelt word. Keep in mind
that all grammar suggestions are not necessarily errors, or wrong.

1. Right-click on the grammar suggestion
2. Hover over Formality, in the menu; word changes depending on type of issue

3. Select an option if desired; this will change the text under consideration

take you int

gbe Formality > In formal writing, try spelling out the wor Simulated
e e s e individuals

[@ Copy lgnore Once . .
th f’l:‘l Paste Options: Don't check for this issue 4 ls ln the -de
deS [_‘.‘3. % @ % ﬂ Options for "Fermality" [ - you W]ll ‘
ma} /G) Search "it's" | CF seeMore - ] b00k.
gary 5 mee e a career out of
bui] © ™ "ind/or construction.

tj Mew Comment

Or — perhaps the knowledge gained

Consider grammar suggestion

1% Share 2 Comments

. 3 C =
Editor panel B | & [a|&| & B8
. . Compare Block Rs.tn(t Hide Rs.ume Linked
The Editor panel is a way to look at all the | 0| futen Bitg | ik | | Nt
Comp. Protect Ink Resume OneNott
spelling and grammar suggestions (see T o - %
. . . . )
image to right). This panel is accessed ——
from the Editor command on the
Review tab.
Corrections
Notice, the total number of suggestions Spelling v
listed at the top. In this example, there are Grammar :
no spelling errors: green checkmark. Refinements
However, there are eight grammar issues } Clarity v
to COl’lSidCt. r Conciseness 2
7 Formality 5
Cllelﬂg on the Word Spelhng or 4 Punctuation Conventions 5
. Vocabul v
Grammar begins to step through the B
& setings

document to review each issue.

e DD
Editor panel — spelling and grammar
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1.4.1 Locate and remove hidden properties and personal information
Check the document for hidden properties or personal information, with an option to

‘Remove’ for each section reported.
.9
Check for hidden or personal information 1

Select the File tab on the Ribbon
Click Info on the left

Expand the Check for Issues list
Select Inspect Document

NS

Info

{n Home
Introduction to Architecture
ﬁ New D: » Word Associate Certification Exam » Required Documents

= Open ‘ 75 Upload |~ Share ‘ @y Copy path = Open file location
Info
Save E Protect Document
e\ﬁ Control what types of changes people can make to this document.

Save As Protect
Dlocument ~

Print

Share Inspect Document

Before publishing this file, be aware that it contains:
Export 0

Document properties, authar's name and related dates

®  Headers and footers

Transfarm

Inspect Document

Check the document for hidden properties
or persenal information.

to read

Clase

Check Accessibility
-+ Check the document for content that people
with disabilities might find difficult to read.

Check Compatibility
Check for features not supported by earlier
versions of Word,

[ Manage Document

Check_for bidden properties or personal information
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After clicking Inspect Document, the following dialog is presented. Check the categories to
inspect and then click the Inspect button.

Document Inspector ? *
To check the document for the selected content, click Inspect.
: e e -
i{Comments, Revisions, and Versions:
Inspects the document for comments, versions, and revision marks.
Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.
Task Pane Add-ins
Inspects for Task Pane add-ins saved in the document.
Embedded Documents
Inspects for embedded documents, which may include information that's not visible in
the file.
Macros, Forms, and ActiveX Contrals
Inspects for macros, forms, and ActiveX controls.
7 ik
Inspects the document for Ink.
Collapsed Headings
Inspects the document for text that has been collapsed under a heading. o
I Inspect | | Llose

Document categories to be inspected

A Remove All button appears in each category in which information exists. Click the

Remove All button to delete the unwanted data from the document.

Document Inspector 7 *
Review the inspection results.
© Comments, Revisions, and Versi “
Mo items were found.
! Document Properties and Personal Information Remove All
The following document information was found:
* Document properties
* Author
* Related dates
() Task Pane Add-ins
‘We did not find any Task Pane add-ins.
| Embedded Documents
Embedded documents, which may include information that's not visible
in the file, were found, We can't remove these for you, After you remove
them, inspect the file again.
() Macros, Forms, and ActiveX Controls
Mo macras, forms, or ActiveX controls were found.
() Collapsed Headings
Mo collapsed headings were found. v
A Mote: Some changes cannot be undone.
Reinspect | E LClose i

Results of inspecting a document’s properties
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1.4.2 Locate and correct accessibility issues
Check the document for content that people with disabilities might find difficult to read.

0.0
Check for accessibility issues '

Select the File tab on the Ribbon
Click Info on the left

Expand the Check for Issues list
Select Check Accessibility

ik b=

Review issues listed in the Accessibility Checker panel

Accessibility Ch... ~ %
I nfo Inspection Results

Errors

c c > Missi i
Introduction to Architecture Missing alternative text (4)
> Image or object not infine (4)

|_|-|_| Home

ENEW

D: » Word Associate Certification Exam » Required Documents

Warnings

= Open | 5 Upload | | |5 Share | |C(~b Copy path | |E5' Open file location

»  Hard-to-read text contrast (3}

Tips
Infa
> No headings in document (1)

Save

IEL Protect Document
&,

Control what types of changes people can make to this document.

Save As Protect
Document ~
Print
Share Inspect Document
Before publishing this file, be aware that it contains
Bxport ®  Document properties, author's name and related dates
= Headers and footers
Transfarm
Inspect Document o : Keep accessibility checker running
Check the document for hidden properties SRR while | work

Close or personal infermation, Additional Informati
Check Accessibility

Check the document for content that people
with disahbilities might find difficult to read.

Read more about making documents
accessible

Check Compatibility
Check for features not supported by earlier
versions of Word.

Manage Document

Check_for accessibility issues
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1.4.3 Locate and correct compatibility issues
Check for features not supported by eatlier versions of Word.

®.9
Check for compatibility issues '

Select the File tab on the Ribbon
Click Info on the left

Expand the Check for Issues list
Select Check Compatibility
Review results

AN

Microsoft Word Compatibility Checker 7 X

| nfO The following features in this document are not supported by earlier
@ versions of Word. These features may be lost or degraded when
opening this document in an earlier version of Word or if you save

|ﬂ’[r0duc’['|0ﬂ to Arciﬂ this document in an earlier file format.
[: = Word Associate Certification B | Select versions to show =

Summary Occurrences

= Open | 7y Upload ‘ |7 Share ‘

Smartart graphics will be converted into a single object that 1
can't be edited in previous versions of Word, Hel

A chart in this document may contain data in cells outside of 1
the row and column limit of the selected file format. Data
beyond 256 (IV]) columns by 65,536 rows will not be saved,

Info

= : . ;
Save Protect [ Shapes and textboxes will be converted to effects available in 2

I-E-. this format.
eﬁ Control what

= As This document contains Scalable Vector Graphics [SViGs) that 1
v Protect will be displayed as Portable Network Graphics [PNGs) in
Document ~ previous versions of Word.

Print

Check compatibility when saving documents

e Inspect ; ;
O] -

Before publig
Export Check for n

Document prop

= Headers and footers

Inspect Document
=) =5 are unable to read

Check the document for hidden properties
or personal information,

Transform

Clase

Check Accessibility
{f_l;,* Check the document for content that people
with disabilities might find difficult to read,

@ Check Compatibility
.~ Check for features not supported by earlier
versions of Word.

hanage Document

Check_for compatibility issues
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1.5 Practice tasks

Try the topics covered in this chapter to make sure you understand the concepts. These
tasks are sequential and should be completed in the same Word document unless noted
otherwise. Saving the results is optional, unless assigned by an instructor.

First Step:

v" Open provided document Introduction to Architecture.docx

Task 1.1:
v' Search for the word “dental” to quickly locate all three instances of the word.
Task 1.2

v On page 8, in the list of benefits, add an internal reference from the item “Dental
Coverage” to the related description on the next page.

Task 1.3

v" Change the page orientation to Landscape in Page Setup. The first page will not
change.

Task 1.4:
v" Change the document margins to the predefined Narrow option.
Task 1.5:

v Save document in an alternate file format; save it as a PDF.
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1.6 Self-exam & review questions

Self-Exam:
The following questions can be used to check your knowledge of this chapter. The answers
can be found at the bottom of the next page.

Word documents are commonly started from templates. (T/F)
The file extension for a Word document is .docx. (T/F)

The keyboard shortcut to search is Cttl + S. (T/F)

Where is the Go To command found?

Three columns are the maximum allowed. (T/F)

ANl

Review Questions:
The following questions may be assigned by your instructor to assess your knowledge of this
chapter. Your instructor has the answers to the review questions.

The command to insert a Bookmark is on the ribbon’s View tab. (T/F)

Margins can be customized. (T/F)

Changing the orientation of a page may require some reformatting of content. (T/F)
The largest page possible is 36” x 36”. (T/F)

The Remove Footer command can be accessed from the Insert tab. (T/F)

Word can start a new email with the current document attached. (T/F)

Where are the document properties found?

AN A i e

Inspect Document helps make the document easier to read for people with
disabilities. (T/F)

9. Background colors will always print by default. (T/F)

10. Page Border lines are positioned outside of the matgins. (T/F)

SELF-EXAM ANSWERS:
1-T,2-T,3-F, 4—-Home\Find\Go To, 5 - F
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Notes:
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