1.  Change the Normal Style M Nor Update Normal to Match Selection
Right-click the Normal style on the A Modify.. €——
Hom_e ribbon | Styles group | click Yoy Select All: (Mo Data)
Modify.
Rename...
Remuove from Style Gallery
Add Gallery to Quick Access Toolbar
Select the required font type, style and size. E.g. Courier New, 12 pt.
Change the paragraph alignment and line spacing as required. See diagram.
Modify Style ? X
Properties
Name: Mormal
Style type: Paragraph ~
Style based on: [no style) ~
Style for following paragraph: | T Mormal ~
Formatting
Change font Settlngs > | Times Mews Romanw |12 [«|| B T u Automatic -
—_— == == = = |12 12 £ 3=
Change alignment and line spacing
O ptl O nS . Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sampls Text Sample Text
Sample Text Sample Text Samaple Text Sample Text Sample Text Sample Text Sampla Taxt
Font: [Default) Times Mew Roman, English (United Kingdom), Left
Line spacing: single, Widow/Orphan control, Style: Show in the Styles gallery
[ Add to the Styles gallery
® Only in this document  (O) Mew documents based on this template
OR —fp Format ~ Cancel

NOTES TO THE LECTURERS

DEFAULT SETTINGS IN MS WORD

Before you start working in Word, consider
changing the following settings:

AaBbCcl| AaBbCcl AaBb(C AaBbCcl

Click Format to change the default Paragraph settings.




Change alignment to Left. Paragraph 7 X
Indents and Spacing  Line and Page Breaks
General
— Alignment: Mv
Outline level: | Body Text ~ Collapsed by default
Indentation
Change Spacing Before and After to 0 pt. and f_”;t E‘m s["'] v
. . . Right: om = none ~ -
Line Spacing to Single. v gt
Spacing
Befare: O pt - Line spacing: At
i After: opt = single ~ =
|:| Don't add space between paragraphs of the same style
Click OK to accept the changes. Preview
Decide whether you want to change the Normal
Style Only in this document OR to New
documents based on this template. Tabs... Set As Defauit Cancel
@ i0nly in this document! (7) Mew documents based on this template

Click OK to accept the changes.

Headers and footers will be displayed in the Normal Style font settings. It is good
practice to use the same font throughout a document, header and footer included.



Change the default font

Each new document that is opened
will use the default font settings as
specified by the user. The default
font applies to new documents that
are based on the active template,
usually Normal. Headers and
footers will NOT be displayed in
the default font if you use the
following method:

Click Home | Font group launcher
(small arrow) | change the settings as
required | click Set As Default | OK.
See diagram.

Font ? >

Font Advanced

Font: Font style: Size:
Courier New Regular 12
Corbel ~
Corbel Light Italic
Bold
Curlz MT Baold Italic
Dotum hd
Font color Underline style: Underline color:
Automatic ~ [none) ~ Automatic L
Effects
[ strikethrough ] shadow [ small caps
|:| Double strikethrough |:| Cutline |:| All caps
[ superseript [J Embaoss [J Hidden
|:| Subscript |:| Engrave
Preview

Courier New

This is a TrueType font. This font will be used on both printer and screen.

p Set As Default Text Effects...

Cancel

Switch off the automatic numbered and bulleted lists options

Click File | Options | Proofing | AutoCorrect Options | Switch
off the options Automatic Bulleted lists and Automatic

LutoCorrect Options...

numbered lists | click OK to accept changes. See diagrams.

AutoCorrect
AutoFormat
AutoCorrect

Replace as you type

Apply as you type
=P [ ] automatic bulleted lists
Border lines

[] Built-in Heading styles

Automatically as you type

Math AutoCorrect

“Straight quotes” with “smart guotes”
Fractions [1/2) with fraction character [2)
|:| *Bold* and _italic_ with real formatting
Internet and netwark paths with hyperlinks

—P [ putomatic numbered lists

Format beginning of list item like the one before it
Set left- and first-indent with tabs and backspaces
|:| Define styles based on your formatting

? X

Actions
AutoFormat As You Type

Crdinals [1st) with superseript
Hyphens (-} with dash [—)

Tables

Cancel




Customise the Quick Access Toolbar to suit your needs

Click File | Options | Quick Access Toolbar or click the toolbar arrow EI | More
Commands. Choose commands from: All Commands. Add the required commands,
e.g. Save As, Print Preview and Print, etc. and click OK. See diagram.

Word Options ? X

General

E-E Customize the Quick Access Toolbar.
Display

Choose commands from: G Customize Quick Access Toolbar (G
Procfi
feeting All Commands 7 | — For all documents (default) hd
Save
v -
Language (3 Rules = [ MewFile
: i Open
Ease of Access H save H Save
H Savea Copy -
Advanced ||=E Save All E," Save As
l> ) N Close File
Customize Ribbon g] Sa\.-elr;cl Close Resolution View , @ Print Preview and Print
-4 Save iew i
Quick Access Toolbar Save ac a Mew Style Set... @ Preview and Print | '
- Print
. Save as HTML...
Add-ins "] ick Print
F,::‘ Save As Other Format 3 t(; SUIIC n | N
Trust Center # Save As Other Formats e
ledo
(5 Red

k4

Save as Picture..,
[ Save Current Frame As... Add>> =
’!_'H Save Current Theme...

Save Mail Attachments

Save Selection as Page Number ...
Save Selection as Page Number ...
2l Save Selection to AutoText Gallery
Save Selection to Bibliography G...
Pu Save Selection to Cover Page Ga...

Eh Save Selection as Page Number ...
H
H

F}'-[ Save Selection to Equation Galle...

DH Save Selection to Footer Gallery...

Eh Save Selection to Header Gallery...

B e e,

[ Show Quick Access Toolbar below the
Ribbon Import/Export * |G

Cancel

-

Custoemizations: Reset ~

Change the default measuring units (Centimetres)
Click File | Options | Advanced | scroll down to the Display section and change the
measurement units to Centimeters | click OK. See diagram.

Show measurements in units of; Centimeters




GENERAL HINTS

Use your own initiative to change activities as you like to practice the skills needed to
be competent in an SO.
In MS Word, use the file Productivity to demonstrate the column function. Assist
students to divide the text into two columns. Insert a column break at the beginning
of Counter productivity.
MS Word, Activity 23: Ask students to print the ASCII codes, cut out and place it on
top of their screens to keep the codes within reach.
In PowerPoint, assist students to make a screen print of the animation effect. Let
students paste in MS Word, change the paper orientation to landscape and resize the
image of the screen print. Practice all the skills they already have.
In PowerPoint, show the students the built-in templates.
A list of template categories will appear as soon as you open the program. To search
for online templates and some beautiful examples, click the category of your choice.
See diagram.

Search for online templates and themes D

Suggested searches:  Presentations Education Themes Business Charts Diagrams

Infographics



