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The material contained in this set of tutorials is copyrighted and is not to be
distributed without the permission of the author. Users have permission to print for
personal use only. Contact the author at the email address provided below if you are
interested in distributing or using this material other than for personal use.

About the author...

Karyn Stille is an educator, software trainer, and Web site designer. In 1988, she
obtained her Bachelor of Science degree in Education from Iowa State University.
From there she headed south to Texas and taught in the public school system for
nine years. While in the public school system, she saw a real need to educate not
only children, but also adults on how to use the computer. Knowing the advantages
of using the computer to make her life and work more efficient, coupled with her
knowledge of computers, software and experience in education led her into corporate
software training.

For the next four years, Karyn taught hundreds of executives and employees how to
use Microsoft Office and other software products. Not only did she teach, but also
tried her hand at technical writing and documentation of software procedures for
clients. Eventually, she developed the desire to share her knowledge via the
Internet, which enabled her to reach thousands more than she could ever reach in
her current position.

Karyn took a contracting position and became a Guide with one of the largest
information-based Web sites on the Net. Her position allowed her to instruct and
advise thousands of people on business software via both the Web site and
newsletters. The praise she received from site visitors and newsletter subscribers
inspired her to write and publish this set of tutorials.

Today, Karyn is a stay-at-home mother of two young children and has migrated back
to her home in Iowa. Her desire to stay at home and raise her family has taken her
in yet another direction. Karyn still writes about software, but finds the creativity
involved in developing Web sites a nice refuge from a busy day.

From Karyn:

"I hope you find this set of tutorials helpful and that you acquire some new skills that
make your work more productive. I enjoy helping others, and welcome your
feedback and questions. Feel free to email me!”

Kawryw

kstille@esmartweb.com
http://tutorials.esmartweb.com
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Microsoft Word 2000 Creating Templates

Creating Templates

A template allows a user to save document formats and text in a manner that makes
it easy to use the document repeatedly without fear of the formats and text
changing. Simply put, templates provide consistency, especially when multiple users
need to use the same document format. When a document is based on a template,
changes made in the document are saved in the document file, but the template
remains in its original state to be used again.

Why not just keep changing the same document every time? Too often a user clicks
the Save button without remembering to save the document under a different
name. Once that happens, any of the original formats and text that may have been
changed for the current document are lost.

There are two ways to create a template in Word. You can create a template based
on one of the many templates already available in Word, or you can create your own
from scratch.

Using an Existing Template

There are many useful pre-designed templates already available in Word that can be
used to create a new template. Many additional templates can also be downloaded
free of charge from the Microsoft Website (http://www.microsoft.com).

To base your template on an existing template:

1. From the File menu, choose New.

General | Legal Pleadngs  Letters & Faxes | Mamas | other Documents | Publications | Reports | wieb Rages |

W) 2] @ uj =i
Frevisn
Contemporary Conbemporary  [AeEUMEE Elegart Letter -
Fa Lethar
N o8 2N ey = =
Enveligs Fae Weizard  Laftber Wizard  Maling Labsl AT
‘izard Wizard
Professional  Professional
Far Lstitar
Creabs MNew
" Dooursnt % Template
o | e |

2. Select a template from the various tabs in the New dialog box.
3. In the Create New field, select Template.
4. Choose OK.
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Microsoft Word 2000 Creating Templates

5. The new template opens. Make any necessary text and formatting changes
to the template in the same manner as you would make changes in a
document.

6. When you are finished making changes to suit your needs, from the File
menu, choose Save. You have opened a new template that awaits a name,
so there is no need to worry about overwriting the original template with your
new one by choosing File/Save or the Save button.

7. The Save dialog box opens to the Templates folder. By saving your
template in the Templates folder, you can easily create a document based
on your new template by finding it under the General tab in the File/New
dialog box.

8. Type a name for your template and choose Save.

ETTE Y HE
e R Jem @& O teck

|.l.:lmJ dot

Zave in the Templates
directary =0 that the new
template shows up under
the FilesHew/General tab.

Be sure to choose
Document Template
inthe Save as type
field.

File nianne:
Save &5 ype:

Ir"r.- Fa Coversheet. dot

Creating a Template from Scratch

Creating a template from scratch is easy! In a regular blank document, insert text
and apply formatting as you would any document. You may want to include blank
lines or spaces where information needs to be filled in. You can also use form fields,
which you may have noticed in some of the existing templates that are packaged
with Word. Here are some bare bones basics that can be used to create simple form
fields in your templates:

Using a text form field:

1. Right-click on any existing toolbar, and choose Forms from the toolbar
menu. The Forms toolbar is displayed as below. You can also choose to
display this toolbar by selecting Toolbars and Forms from the View menu.

ab| v |j|:|%/a
At

Sy

Insert text field button
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2. Place the insertion point at the location where you need to insert a field.
Choose the Text Form Field button from the Forms toolbar. A gray blank is
inserted in the document.

3. Double-click on the gray blank to choose options for your text form field. Itis
helpful to insert default text in template form fields so the user of the
template knows what type of data to insert in the field. Note that the gray
areas do not show when printed, however, text entered into the gray areas
does. Take a look at the following simple example:

Dear [1msert first name hera],

It has copne to our atterdiom that your payment in the awoat of total ancod dua] whach
vas due on [payment due date] has not yet been received by cur office. Please remit the
total ameant due by [final paymert date] to avoid cancellatom of oy services. Ifwou
have alveady made this payment, please disregard this letter.

The default text, such as "[insert first name here]", was typed into the Text Form
Field Options dialog box as shown below.

Text Form Field Options [ 7] x|

Type: ogfn et e
|Fleg_lar ket j I[n:ert First narne hers] Carcel i

Wi length; Text Format: Add Help Text..,. i

[Lnliited =1 | =l
Fun macro on Figld settings

Entry; Bookmark:

l_ j I-Tcxt]

Exk: ™ Calouate on exit

[ 3 # Fill-in enabled

At a glance, anyone that is using the sample template above can see areas that need
to be filled in and also knows what to enter into each field.

4. Once the document is formatted to your liking, from the File menu, choose
Save.

5. Choose Document Template in the Save as type field. In Word 2000, you
are automatically directed to the Templates folder.

6. Type a name for your template and choose Save.

© Copyright 2000 19 Karyn Stille



Microsoft Word 2000

By saving in the Templates folder, your template appears under the

File/New/General tab, as below.

Henw

General | Legal Pleadings | Letters & Fases | Memas | Other Documents | Pubicatiors | Reports | web Pages |

Bk
[accransrl

B

Webh Page

E-trial
Maziags

= El =

Preseiew niok available.

Creating Templates

To create a document based on your template, simply be sure that Document is

selected in the Create New field.

© Copyright 2000
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Creating a Mail Merge

When sending out a specific letter to a group of people, it is sometimes easier to
create a mail merge that automatically places addresses, names, and personal
greetings in the letters, rather than having to manually address or retype names in
the body of the letter. Let's explore creating a mail merge from scratch.

Step 1: Creating a Main Document

1. To start a mail merge from scratch, click the New page button in the Standard
toolbar. The new blank page will be the main document (letter) with which the data
source will be merged. The data source contains the actual names, titles, addresses,
etc.

2. From the Tools menu, choose Mail Merge. The Mail Merge Helper appears as
shown below.

Use this chedkd st 1o setup @ mall merge. Begin by choosing the Creatn
Puitior.

2 hb«aumm
e

3 :ﬂwhdﬂawﬂl the clocument

3. In step 1, choose Create and select a document type. A message box appears
asking if you want to use the document in the active window or create a new one.
Choose Active Window.
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Step 2: Creating a Data Source

1. In the Mail Merge Helper dialog box, choose Get Data (step 2) and select
Create Data Source. The Create Data Source dialog box appears as in the figure
below.

Enter afield name and click
Add Fiald MNamwe to 2dd 2
field tothe List. Ficld namnes

& mail margs data sHace B comgosed of :
the header row. Each of the columns i the carmot cortain spaces.

Wi pronickess Commmoely i e st Bk, o Can add or
remove flakd namss o cusiom FRscer Tow.
Eleid naima: Fiald parmas in Besder row:
| FirstHame >
Fr | LazTiarns
TbTEk Mo
= Y
prrial ]
Bemova Fiakd Flama | Py |
Select aname fhoem the List H Tse the Flove buttons to{l,]_
and click Renwe Fiald change the order of the fields
MNamme to remove afield. in the list.

2. Add and remove field names from the Field names in header row list as
described above. When finished, choose OK.

3. Enter a filename for the data source in the save box that is displayed, and choose
OK.

4. When the message box appears, choose Edit Data Source to display the first
blank data form.

5. In the Data Form, as shown below, enter the records by typing information into
the fields. Use the Tab key to move between fields. Choose the Add New button
after completing a record to display a new blank record. When finished entering
records, choose OK.

Cetaforn . HH
Tiths; | i' ™
Frafiaina: | e Ve
Lasfiame: f
i e |
COfipEg P iong
o [
e | -

Bocord: W 4 |'- v w
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Step 3: Completing the Main Document

Completing the main document involves adding the necessary fields from your data
source and finishing the typing of your document. Entering standard text into this
document is accomplished by following the same methods used to enter text into any
other type of document. However, Word adds a special Mail Merge toolbar to the
top of the screen to allow you to insert the data source fields and complete the
merge.

Inserting Data Source Fields
1. Move the insertion point to the location for the first field.
2. Choose the Insert Merge Field button on the Mail Merge toolbar.

3. Select the appropriate field name from the list, as shown in the figure below.

sk Marge Figld = | Insert Word Field - W5 | W4 1 bW B
[ e , L
Fratama

JoaTike
Company
Agddnaes]
Mg
City
Srate wTder sFrsiames sLasiNames
Paslaiiade -5:;:!:2;;'-.

Caunry whidressFe

HameFhane sCityn, aStates _sPasta Codes
WarkPhirs

4. Continue typing the document, inserting fields where necessary. Be sure to
include spaces and other punctuation in appropriate places along with the field
names. For example, you will want to place a comma and a space after the City
field in an address.

Septembar 24, 185

Note: You can change the font used for a field name just like you can change the
font for any text in the document. To do this, select the field name and change the
font and its attributes with either the formatting toolbar or the Format/Font dialog
box.
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Step 4: Merging Data with the Main Document

Once the document is finished, you are ready to merge the data source with the
document. The fields will be replaced with the data from your data source. You can
either merge directly to the printer or merge to a file to print later. You can also
preview your documents. This will allow you to make any necessary adjustments
before actually printing or saving.

Be sure that the main document is displayed. The Mail Merge toolbar displays on
the screen whenever a main document is open.

Choose the View Merged Data button to preview the resulting documents on the
screen.

Choose the Merge to Printer button to send the resulting documents directly to the
printer.

Choose the Merge to New Document button to display the resulting documents in
a single file for saving.

LA E
HELC
Viewing

iy
mmmmmm Printing

2

-
wwwwwww Saving a5 a File

Alternative Data Sources

Word also allows you to use other data sources that have been created in other
applications. For example, you may have an Excel spreadsheet that already lists all
of your employees and their addresses, or you may want to use the Contact list from
Outlook.

To do this, in step 2 of the Mail Merge Helper dialog box, as shown below, choose
Get Data.

2 [@Dabasume

Lreate Data Source...
Open Data Source. .
3 % Use Address Book

Haader Opfians. ..
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Select Open Data Source to use a file from another program such as Excel.
Select Use Address Book to use other sources such as your Outlook Contact List.

Once you have chosen the data source, Word creates the appropriate field names
that can be inserted into the main document with the Mail Merge toolbar.

In the following example, we have chosen Use Address Book to use our Contact list
from Outlook. The steps are displayed in the following figures.

LUze Address Book

Choose address book:

Parsoral addrass Book
Schadulet Contacts

Select thus
option to use

the Cathak

OF | Comtact List.

Profle Hame: __:| Flarg |

¥
Use the M5 Exchange Help | Options » |
settmzs. Do not create

a new profik.

Word creates the field
First_Mama Names USINE 21
Last_Mamg underscore for 2y spaces.
Generation ALL field names fiomthe
Title cortact list are mehided.
Compary
Deparrment
Postal Address
Office_Location
Etreel_Address
s

Note: When a data source from another application is used (like Excel), the data
source is linked to that application. In other words, when information is updated in
that application, the data source is updated as well.
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Word Shortcuts

Most of the keyboard shortcuts listed here are quick shortcuts Microsoft has assigned
to common tasks. More keyboard shortcuts for menu items can be performed using
the [AIt] key. Simply press and hold [Alt], press the underlined letter of the menu
you wish to access, then press the underlined letter(s) corresponding to the menu
task you wish to complete. For example, the keyboard shortcut for viewing a
document in Normal view would be, [AlIt] + [V] + [N]:

Yiews Insert Formakb Tools

The first table is an extensive list of menu, keyboard, and toolbar shortcuts. The
second table is a list of additional actions and keyboard shortcuts that I've found
very useful over time.

Table 1: Menu, Keyboard, Toolbar

Menu Keyboard Toolbar
File, New [Ctrl] + [N] (]
File, Open [CtrI] + [O] L
File, Close [CtrI] + [W]

or

[Ctrl] + [F4]

File, Save [CtrI] + [S] |
File, Print [Ctrl] + [P] Eh
File, Exit [Alt] + [F4]
File, Send To, | [Alt] + [F] + [D] + =l
Mail Recipient [M]
Edit, Undo [Ctrl] + [Z] !
Edit, Redo [Ctrl] + [Y] Cu
Edit, Cut [Ctrl] + [X] 4
Edit, Copy [Ctrl] + [C]
or

[CtrI] + [Insert]
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© Copyright 2000

Menu Keyboard Toolbar
Edit, Paste [CtrI] + [V]
or
[Shift] + [Insert]
Edit, Select All [Ctrl] + [A]
Edit, Find [Ctrl] + [F]
Edit, Replace [CtrI] + [H]
Format, Borders | [Alt] + [O] + [B] ]
and Shading
(borders)
Format, Font [Alt] + [O] + [F] + | Times Mew Roman -
[F]
Format, Font [Alt] + [O] + [F] + 12 =
(size) [S]
Format, Font [CtrI] + [B] B
(bold) (toggles on and
off)
Format, Font [CtrI] + [U] u
(underline) (toggles on and
off)
Format, Font [CtrI] + [I] I
(italics) (toggles on and
off)
Format, Font | [Alt] + [O] + [F] + A
(color) [C]
Format, [CtrI] + [L] =
Paragraph
(left align)
Format, [CtrI] + [E] =
Paragraph
(center align)
Format, [CtrI] + [R] =
Paragraph
(right align)
Format, [CtrI] + []] =
Paragraph
(justify)
65
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Menu Keyboard Toolbar
Format, [CtrI] + [M] i=
Paragraph
(increase left
indent)
Format, [CtrI] + [Shift] + i=
Paragraph [M]
(decrease left
indent)
Format, [CtrI] + [1]
Paragraph
(single line
spacing)
Format, [CtrI] + [2]
Paragraph
(double line
spacing)
Format, [CtrI] + [5]
Paragraph
(1.5 line
spacing)
Format, [Alt] + [O] + [C] E=
Columns
Insert, [Alt] + [F3]
AutoText, New
Insert, Hyperlink [Ctrl] + [K] "
Help, Microsoft [F1] (2]
Word Help
Help, What's [Shift] + [F1] 2
this? (in corner of
dialog boxes)
Table, Insert [AIE] + [I] + [T] s
Table
Table, Insert [Alt] + [A] + [I] +
Rows (above [A]
selected row)
Tools, Spelling [F7] g

and Grammar

Tools,
Language,
Thesaurus

[Shift] + [F7]

© Copyright 2000
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Menu Keyboard Toolbar
Tools, Macro, [Alt] + [F8]
Macros
Tools, Track [CtrI] + [Shift] +
Changes [E]
View, Document | [Alt] + [V] + [D] &
Map
View, Toolbars, [Alt] + [V] + [T]
Tables and
Borders
View, Toolbars, [Alt] + [V] + [T] 45
Drawing
View, Zoom [Alt] + V + [Z] 85% -

View, Normal

[Alt] + [V] + [N]

on horizontal

scrollbar
View, Print [Alt] + [V] + [P] £ on horizontal
Layout scrollbar
View, Web [AlE] + [V] + [W] 4 on horizontal
Layout scrollbar

View, Outline

[Alt] + [V] + [O]

= on horizontal
scrollbar

© Copyright 2000
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Table 2: Action, Keyboard

© Copyright 2000

Action Keyboard

Select the document. Then [Ctrl] + [Shift] + [>]
use this shortcut to

increase the font size of all

fonts.

Select the document. Then [Ctrl] + [Shift] + [<]
use this shortcut to
decrease the font size of all

fonts.
File, Save as [F12]
File, Save [Shift] + [F12]
Insert page break [CtrI] + [Enter]
Increase font by 1 [CtrI] + ]
Decrease font by 1 [CtrI] + [
Jump to extreme lower [Ctrl] + [End]
right of document
Jump to extreme upper left [CtrI] + [Home]
of document
Show/Hide non-printing [CtrI] + [Shift] + [8] OR
characters on Standard toolbar
Superscript [CtrI] + [Shift] + [=]
Subscript [CtrI] + [=]
Undo formatting [CtrI] + [Q]
Reset font size to default [CtrI] + [Shift] + [P]
Reset to default font face [CtrI] + [Shift] + [F]
En dash [CtrI] and [-]
(on numeric keypad)
Em dash [Alt] + [Ctrl] + [-]
(on numeric keypad)
Minimize all applications to [Windows] + [M]
taskbar
Open Windows Explorer to [Windows] + [E]
find files
Non-breaking hyphen [Ctri] + [ _ 1]
Non-breaking space [CtrI] + [Shift] + [Space]
68
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Action

Keyboard

Copyright symbol

[Alt] + [Ctrl] + [C]

Trademark symbol

[Alt] + [Ctrl] + [T]

Print dialog box

[Ctrl] + [Shift] + [F12]

Double underline

[Ctrl] + [Shift] + [D]

Delete a whole word at a
time

[Ctrl] + [Backspace]

Move to previous page

[Ctrl] + [Page Up] OR
on vertical scrollbar

Move to next page

[Ctrl + [Page Down] OR
on vertical scrollbar

Select Browse Object -
browse document by
tables, graphics, etc.

on vertical scrollbar

Increase hanging indent [CtrI] + [T]
Decrease hanging indent [CtrI] + [Shift] + [T]
Selects entire table [Alt] + [5]

(on numeric keypad
w/Num Lock off)

Remove all formatting

[Ctrl] + [Shift] + [Z]
(resets to defaults)

Close all open files

Press and hold [Shift]
From the File menu,
choose Close All
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