Exploring Microsoft
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‘ Objectives

Use a template

Create a template

Customize theme colors, fonts and effects
Produce a merge document

Select a main document

Select or create recipients for a data source
Sort records in a data source

Use Excel or Access for a data source



Document Templates

Templates are partially completed
documents containing preformatted text
and/or graphics



Why Use a Template

Pre-designed
elements

emplates are pre-designed
emplates may contain required information

‘emplates require the user to save the
document as a new file preserving the
original design and information for future use




The Normal Template

Defines the default look of a Word document
s used when a blank document is selected



Select a Template

New Dacument

bralabed fenzhales

Installed
templates

Example

Fanes

Template
p— S types
JE || cessoni o © v available at
Microsoft
Office Online

EXT

Click the Office Button and then click New

The New Document window displays
avalilable Templates



Templates at Microsoft Office Online

* Uneed States dchange) Mcroeft oo Hore

E% Office Online

Search for
more
templates
online

More templates are available at
www.office.microsoft.com



‘ Template Extensions

.dotx is the template extension

.dotm is the extension for templates
containing macros

.dot is the template extension for pre-2007
versions of Word



Using a Resume Template

Hd9-©

Home Insert Page Layout References
Garamond - | A AT
B 7 U ~abex, X Aa~||¥- A

Clipboard

Jane Q. Student

Mailings Review View

Table Tools

Design Layout

(8V)[ ] 28 Find ~

[Street Address], [City, ST ZIP Code]

[phone]

[e-mail]

EXECUTIVE CHEF

AaBbCcDc  AaBbCeDe AaBbCcl  AaBbCeDe a
2ac Replace
Emphasis THeadingl f Heading2 fTHeading3 - Change -
Styles~ || W Select~

Editing

Placeholders

Specializing in Italian, French and Continental Fine-Dining Cuisine

Dynamic, Results-Oxented, and Team-Spisited

Overview

Areas of Expertise

Professional

Experience

Running virus sca

Morze than fifteen

Exemplify leader:

ofachievement.

Consistently maintain 3%
Coho Vineyard & Winery (B
Fourth Coffee (Teansksi, So

catering expedence

nal cooking and kitchen management expedence.

, backed by z consistent, vesnfizble record

teaching in

)+ people)

Maximizing kitchen productivity and staff performance

Coho Vineyard & Winery, Bosron, MA,5*/5* 7 - Present?
GM / EXECUTIVE SOUS-CHEF

Executive Sou
Continental cu

Replace placeholders with appropriate text
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Creating a Template

\
\%

Create templates when a particular document
will be used frequently with minor
modifications

Example: Company letterhead with greeting,
body and salutation
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Save a File as a Template

Folder on
your hard
drive for your
templates

Choose Word
Template to
save file as a
template

Choose Word template in Save as type drop
down menu to save a file as a template
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ocument Themes

Table Tools
Pagelayout | References  Mailings  Review Design  Layout
rientation ~ |A) Watermark ~  Indent Spacing

2 || 4= Before: 0 pt

3 Line Numbers ~
hemes Margins ~ o
b Hyphenation ~ | |[(J]] Page Border.

- @] e olumns ~ 3 Bl =
e

| Builttn Page B und

Paragraph . Arrange
E

Office

e , Jane Q. Student

Technic Trek Urban Verve 9
Reset to Theme from MedianResume Template
More Themes on Microsoft Office Online...

[E) Browse for Themes...

54 Save Current Theme...

OBJECTIVES
[Ty

EDUCATION
[Type the school name]

e the completion date]
ofl  Wo

Themes improve a document’ s design by

quickly providing special effects for a stylish
and professional look



eme Colors g

-
Built-In
) S HCNEENEEE office on - N d Table Tools
EOOEE B Grayscale Mailings  Review  View  Design  Layout
Apex jatermark ~ | Indent Spacing ! 12 Align ~
Aspect Page Color~ || £E : 2 || 2= Before: 24 pt : 155}
Page Borders : : 5 |
enE e = || Pag round Paragraph & Arrange
Concourse
Equity
Choose a new fow |1
v

theme color e

HOENONEE Metro

scheme

Opulent

Jane Q. Student

866 Baldwin Ave., New Orleans, LA 70117
504) 555-5555
aneStudent@mycity.org

Oriel

Origin

1/ /- . ity.org
Paper ttp://JaneStudent. mycity.org

Solstice
Technic
Trek
Urban

DeSign one Of era.thW{vT‘l'?eme Colors...
your Own OBJECTIVES

[Type your objectives]

EDUCATION

[Type the completion date]

Page:1of1 | Words:65 | <

Theme colors represent the current text and
background, accent and hyperlink colors

Click Create New Theme Colors to design
your own color palate
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‘ Customizing Theme Colors

- ¥

In the Create New Theme Colors dialog box,
choose the new theme colors
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Theme Fonts

Custom font
group

Built-in font
groups

Create New
Theme Fonts

Theme fonts consist of heading

fonts

Custom 1

Franklin Gothic M...
Franklin Gothic Demi

Office

Cambria
Calibri

Office 2

Calibri

Carabria

Office Classic
Arial

Tiraes New Roran
Office Classic 2
Arial

Arial

Apex

Lucida Sans
Book Antiqua

Aspect

[CTEATEWEw nemE Fonts... I

Table Tools
View Design  Layout
termark ~  Indent 9
e Color ~ ;0 fore: 24 pt

e Bordet

nd a g Arrange

win Ave., New Orleans, LA 70117
3-5555
ent@mycity.org

neStudent.mycity.org

OBJECTIVES
[Type your objectives]

EDUCATION

[Type the completion date]

and body text



Theme Effects

Theme Effects include lines and fill effects,

such as shadowing, glows and borders
Effects apply to objects

Theme Effects are built in and cannot be
created
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Saving Themes

Table Tools

Insert | Pagelayout | References  Mailings  Review  View  Design  Layout

[ Orientation ~ »= Brea |A) Watermark ~ | Indent Spacing

13 Size Line Numbers ~
Margins

Columns > b& Hyphenation ~ || |J] Page Borders

|| Page Background Arrange

Office

Metro Module  Opulent
Origin Solstice

Technic Trek Urban Verve 'S
Reset to Theme from MedianResume Template
More Themes on Microsoft Office Online...
Browse for Themes...

Save Current Thege..

OBJECTIVES
[Type your obj

EDUCATION
[Type the school r

Save Current e
Theme

Save custom themes as Office Theme
* thmx) in the Document Themes folder
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‘Themes and Compatibility Mode

N

N

—_|

If the Theme group is grayed out and
unavailable, the current document is probably

open in Compatibility Mode
Document must be saved in Word 2007
format (.docx)
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Mail Merge

Mail Merge combines content from a Word
document and information from a data source
resulting in personalized documents for
multiple recipients
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‘Mailings Rib

Home Insert PaQe Layout References Mailings Rev

==k e
Envelopes Labels Start Mail

JJ Match Fields
s Edit

Merge ~ ecipient List

Add reeting Insert Merg
ock Field ~
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Mail Merge: The Main Document

Fields will be
replaced by
information in
records

JANE Q. STUDENT
866 Baldwin Ave., New Orleans, LA 7017 | (504)

May 21, 2008

«First_Name» «Last_Name»
«Address_Line_1
«City» «State» «ZIP_Code»

Dear «Title» «Last_Name»:

Iwouldlike to express my interest in working for your Restaurant, «Compan
Executive Chef.] have been trained at the finest institution in Europe and have several years of
experiencein which I molded that trainingintoan art.

Asyou view my resume please pay special attention to thefollowing:

Thave maintaineda 57/5* and Michelin 2* restaurant rating.

Thave experience and knowledge from theinternational positionsIheld. I enjoy injecting
those cultural experiences into my culinary projects.

Thave managerial and training experience that enable: iate more closelyand ina
more supportive role with my coworkers.

Thope you will review my resume closely and then feel free to contact me with any questionsyou
might have.1 wonldbe honoredto speak with you persomallyabout thisposition and how can
best serve in the capacity of Executive Che phone number is (504) 555-5555. I look forward to
hearing from you soon.

Sincerely,

JANE Q. STUDENT

The main document (source
contains Fields where record information is

linked and ultimately integrated

Afield in the
body of the
document

The same
content for each
document

document

The body of the document is written here
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Mail Merge: Data Source

N\ H 9~ 0 )7 of ddress_List.rtf [Compatibility Mode] - Mi
; Home Insert Page Layout References Mailings Review View

}a Find ~

2ac Replace

= Calibri (Body) |l -|[AS A=) (2497 |

AaBbCcDc | AaBbccDe AaBb( AaBbCi A
Pste 4 [B 1 U -abe x. X' Aa-| ¥~ A~

TNormal |7 NoSpaci.. Headingl Heading2 - Change
Styles~ || W3 Select~

Editing

Clipboard ™ Font Paragraph

 [itle | FirstName | iasthame | CompanyName | Addresstned | Ciy | Stte | ZipCode |
|
_
|

A Record consists of related fields grouped
by rows

A Field Name is the column heading

A Field is a single piece of data from a record
to be used in a source document
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Mail Merge: Link a Data Source

Home Insert Page Layout References Mailings Review View

== 2B @ 2 = SR
=1 & < Match Fields ¥
Envelopes Labels Start Mail Select Edit Address Greeting Insert Merge . _ Finish &
Merge ~ Recipients ¥ Recipient List Block Line Field ~ < Auto Check for Errors Merge ~

Start MRil M e Write & Insert Fields Preview Results Finish

Select Recipients to link the data source to
the main document

23



Mail Merge: Excel as Data Source

Home Insert

=BG

Envelopes Labels Start Mail
Merge v Recipients ¥ Recipient List
Start NJail Merge

Create

Choose Select
Recipients then
choose Use
Existing. Then
browse to the
Excel Workbook

Mailings Review View

-j j j =P Rules ~ H 4|1
2} Match Fields
Address Greeting Insert Merge A, a Finish &
Block  Line Field ~ v Auto Check for Errors || perge ~
Write & Insert Fields Finish

ap5
Insert C 25 Jata Rewview
M5 Sans Sent

B I U_#7 <[ - iE . . o *8 02 Condit

Formattin

I | Title
m F

istName LastName Company Name Address Line 1 Addrass Line 2

Mr Michae SoTogy harlamain' ‘ay
Mr. Edward Mathaws Casper's H ead e r rOW
Mr. Harry Shea Harbor Hous

New Orleans LA

7028
21

70119

If the Worksheet has a header row, it may be
used as a data source
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Mail Merge: Access as Data Source

ome Insert Page Layout

—

n \ e 2 Rules -
=1 = = (g8 g4 e

2% Match Fields

Envelopes Labels Start Mail Select =
Merge ~ Recipients ~ Re|([a o
Create 7

Fiter

Oftice 5 List 2 M. Michael

Choose Select _ =]

Recipients then 2 g S | o
choose Use Existing
List. Then browse to

the Access database Choose the table or ( [ J [ oo |
query to be used

When using an Access Database choose the
correct table or query to be used
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Mail Merge: Match Fields

Home Insert Page Layout References Mailings Review View Match Fields

. 2 S = =1 - P In ordér to use special Features, Mal Merge neads to hnow
= - J = . j J j winich Fields iIn your reciplent kst match to the required fisdds
@ / iel{ Use the drop-down kst to seleck the appropriste racpient st
Envelopes Labels Start Mail Select Edit Address Greeting Insert Merge fiedd For each address Fiekd component

Merge v Recipients ¥ Recipient List Block Line Field » Unigqus Identifier 7 )

Create Start Mail Merge Write & Insert Fielgé - =)
. Middhs Nars hed)
Match Fields command

MNckname
Job Ttk

AN SN T T T T T T T

Word fields

4

Foreign fields

If your external data source (Excel or Access
contains field names different from Word, use
the Match Fields command to create links
SCIWVEERUERIES
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Mail Merge: Add New Records

Home  Inset  Pagelayout  References M Review  View

j j 2 Rules ~ K 4|1

2% Match Fields
Envelopes Labels | StartMail  Select d Greeting Insert Merge

Merge ~ Recipients - Line Field ~
Start Mail Me

& your changes in the table below, Column heading
hich they have been matched (in parenth

b
e~ ConporyName ~ [Addese et~ ]
Ch. 1151 South Can,
969 Fugate Roar
Harbor House: 10 Front Street

New Entry

O Cancel

O

Add more records to the data source

Add new record under the final record
on the table

The blue arrow shows the active record
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Mail Merge: Edit Records

Home  Inset  Pagelayout  References M Review  View

j j j 2 Rules ~
2% Match Fields
Envelopes Labels | Start Mail  Select Address Greeting Insert Merge

Edit
Merge ~ Recipients - Recipient List Block L Field ~
Start Mail Merge W rt Fie

Edit Data Source

& your changes in the table below, Column heading
hich they have been matched (in paren

Addes o1 ]
Ch. 1151 South Can,

Harbor House 10 Front Street

O Cancel

O

Edit records by making changes to the active
record

Be sure spelling and capitalization are correct
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Mail Merge: Selecting Recipients

Insert Page Layout References Mailings Review View

= _j j \ -? Rules ~ E N :
j 4 Match Fields o
Envelopes Labels Start Mail Select Edit Address Greetina Insert Merae Finish &

Merge v Recipients v Recipient List | [T TFTIPrgtenenn ﬂﬁ] ito Check for Errors || Merge ~
Create Start Mail Merge Finish

T o s bt o coagnians b call b omic 11 v e g
chazdones 1o aod of ranze 1 s 200s Fooen the roer

Click Edit
Recipient
List

IXTXII3I33

Use the checkboxes
to add or remove
recipients from the
merge

Choose only the recipients who should
receive the merged document
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Mail Merge: Sort Records

Home  Insert Pagelayout  References Mailings Review  View

Filter and Sort

j j j - s Filter Records | Sor

Envelopes Labels | Start Mail Select Edit Address Greeting Insert Merge
Merge ~ Recipients ~ Recipient List Block  Line Field
Start Mail M Write & Insert Fields
City

Last Name
w ko add to or change your
When your list is ready, click OK.

Company MName by
Addr ine 1

: . Sort and Filter
e it links

<] Find recipient...
&)

Use the Filter and Sort dialog box to sort
records into desirable orders before merging
to save time later



Mail Merge: Using a Filter

Filter tab
[ Filter and Sort @@

Specify criteria to choose only certain types
of records for a merge
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Merge Fields

- Addresstiner | Gty | state | i Code

[ Tite |, FirstName | _tasthome _
7 [eaward Jusfthews  [cospers | [eoe9 rugaterond

JANE Q. STUDENZ
866 Baldwin Ave /A

«First_Name» «Last_Name

«Address_Line_1»
«City» «State» «ZIP_Code»

Dear «Title» «Last_Names:

Iwouldlike to express my interest in working for your Restaurant, «Company_Name», as an
Executive Chef. have been trained at the finest institution in Europe and have several years of

Fields placed in the main document are
replaced with corresponding data from the

data source when merged




Mail Merge: Inserting Merge Fields

Otleans, LA

-

& 10 expeess my Linerest i we
Chef. 1 have bees sraine fineet inesen
o an art

-
matieoal posdtions 1 held. 1 enjoy inject

socciate rmore cdeocly and in &

1 hope vou will resiew my resime chossly and then feel free o ot me with ary qeestizns you mighs
0
Mgl o)

ith the main document open add fields from
the data source using the Insert Merge Fields
utton

vailable fields are shown



Merging a Main Document and a
Data Source

elect by ] Finish &
—— T A K -

Create Start Mail o e S - .... s e e e an

Select Finish &
Merge to complete
the merge

Once the main document and the data
source are merged, a separate document for
each record is produced
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all Merge to E-mall

Home Insert Page Layout References Mailings

. - g

= s g \
Envelopes Labels Start Mail Select T ——————————————————————————————— e ) N _ Finish &
Merge v Recipients ~ » Auto Check for Errors Merge ~

Create Start Mail Me re ts Fihish

Emals Address
SUEECE hne:
Maid format:

Attachment
Plain text

Send recogg4

Oo”.
Current record

) From:

Mail merges are used to send personalized
e-mail
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Printing Malling Labels or Envelopes

FER)

Insert

ft Wo... Table Tools

Home References Review View Design Layout

=R . SR E =]

Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge

Page Layout Mailings

K 4|1 bW
vj Find Recipient

%P Rules ~

Preview |
Block  Line Field~ (2] Update Labels || Results | < Auto Check for Errors

Merge v Recipients ¥ Recipient List

Merge Fields

Create

Choose
Envelopes
or Labels

AddressBlock»

Next
ecord»«AddressBlo
ko»

Next

‘ecord»«AddressBIo

Follow the
Wizard

This is step
4 Of 6 e»cord»«AddressBIo

Next
ecord»«AddressBlo
Ll

Page:1 of1 | Words: 129

Produce envelopes and labels using Mail

Merge

Start Mail Merge

«Next
Record»«AddressBlo
ck»

«Next
Record»«AddressBlo
ck»

«Next

«Next
Record»«AddressBlo
ck»

«Next
Record»«AddressBlo
ck»

Record»«AddressBlo
ck»

«Next
Record»«AddressBlo

4

«Next
Record»«AddressBlo
ck»

«Next
Record»«AddressBlo
ck»

«Nex
Record»«AddressBlo
ck»

«Next
Record»«AddressBlo
ck»

«Next
Record»«AddressBlo

Record»<AGUTE
ck»

«Next
Record»«AddressBlo

Write & Insert Fields

«Next
Record»«AddressBlo
ck»

«Next
Record»«AddressBlo
ck»

«Next
Record»«AddressBlo
ck»

«Next
Record»«AddressBlo
ck»

«Next
Record»«AddressBlo
ck»

«Next

«Next
Record»«AddressBlo

«Next
Record»«AddressBlo
ck»

«Next
Record»«AddressBlo
ck»

«Next
Record»«AddressBlo
ck»

«Next
Record»«AddressBlo
ck»

«Next
Record»«AddressBlo
ck»

«Next
Record»«AddressBlo

«Next
Record»«AddressBlo

Q_j Mail Merge

Arrange your labels

5] Address black...
2 Greetingline...
_“l Electronic postage. ..

2 More items...




Questions?
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