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introduction

This Visual QuickProject Guide offers a unique way to learn about new tech-
nologies. Instead of drowning you in theoretical possibilities and lengthy ex-
planations, this Visual QuickProject Guide uses big, color illustrations coupled
with clear, concise step-by-step instructions to show you how to complete a
few specific projects in a matter of hours.

Our projects in this book are to create Word documents that you can use

to simplify and improve your working life. Why go to a print shop to create
letterhead and business cards? Or a graphic designer to create flyers? Why
address envelopes by hand? If you have Microsoft Word, you can do it all
yourself and make it look great. After all, Word is more than just a glorified
typewriter. It has all the tools you need to create useful, professional-looking
documents that bring out the best of you and your business.

Word may be the most useful program you have in your computer. It em-
powers you to tap into your own creativity. In doing so, not only will you
save money, but you'll retain complete control over the documents you cre-
ate. For example, suppose you follow the instructions in Chapter 3 to create
a personal or business letterhead template. Three months later, the phone
company changes your area code. Or your ISP goes out of business and you
get a new e-mail address. Making changes to your letterhead template is as
simple as editing a Word file. There’s no need to pay a print shop to correct
and reprint hundreds of sheets of letterhead paper that you'll have to throw
away. And no need to compromise your professionalism by making hand-
written corrections to your letterhead while waiting for new letterhead to
arrive.

That's just one example of how using Word to create these documents can
help you. As you work through the projects in this book, you'll learn even
more.



what you'll create

Create a custom Import and resize an image
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how this book works

The title of each se
explains what is co
that page.

ction
vered on

you’ll do.

An introductory sentence or
paragraph summarizes what

Numbered steps —
explain actions
to perform in a
specific order.

Important terms, =
names of inter-
face elements,

and text you
should type
exactly as shown
appear in orange.

Captions explain —
what you're
seeing and why.
They also point

to relevant parts
of Word’s inter-
face.

align text

The letterhead text will look better if centered at the top of the page.

== |E} Drag the mouse
pointer over the letter-
head text to select it.

e
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Hl in windows, [D___ Formatting Palette You may
click the Cen- % Add Objects | have to
ter button on [ORTERRR | lick this
fr— o Formatting Name: Times New Roman ;‘ /triangle
toolbar.__ Size: 12 [¥) Color: A ~ to display
B 7 U § | A, Alignmellﬁt
_..or in Mac 0§, ABE ABS | mm - Zr;iizf]:cmg
click the Align 'b% ] :
Center button in "wAlignment and Spacing i
the Alignment and Horizontal: . =EEE
Spacing area of the |, e . :& i
: e Apaning! 1 Mlign Center
Formatting palette. e
Orientation: . _L:b s
Paragraph Spacing (pt)
Rafrwa N el Afrar- N -l
e Thee selected text is T T - —
centered between
the margins.
create a letterhead template 45




The extra bits section at the end of each chapter contains additional tips and
tricks that you might like to know—but that aren’t absolutely necessary.

prepare a document

— extra bits

prepare a document p. 4«

Print Layout View and Page
Layout View are the same. For
some reason, Microsoft gave
this view different names for
Windows and Mac OS.

You can create a letterhead in
any document view. Print Lay-
out View (Windows) or Page
Layout View (Mac OS) is best
when working with headers and
footers or positioning graphics.

set margins . 1122

If you're creating a template
for use with preprinted let-
terhead, measure the distance
from the top of the letterhead
paper to the bottom of any
text or graphics printed there.
Then add a tiny bit—perhaps
0.1 or 0.2 inches—and use that
as your top margin measure-
ment. If there’s printing on the
bottom of the page, measure
from the bottom of the paper
to the top of the text or graph-
ics there, add a tiny bit, and use
that as your bottom margin
measurement. This ensures
that any letter you write with
your letterhead template will
not overprint preprinted text or
graphics.

create a letterhead template

introduction

Ihe Guiiac by io AA i Fatne

tions is for spacing on bound
documents. Keep it set to 0 for
single-page documents like a
letterhead template.

» Clicking the Default button in
the Page Setup (Windows) or
Document (Mac OS) dialog,
enables you to establish the
current settings as the default
settings for all new blank docu-
ments.

enter letterhead text ;.4

« If Smart Tag underlines bother
you—they drive me nuts!—
point to the underlined text,
click on the Smart Tag menu
icon that appears, and choose
Remove this Smart Tag from
the menu.

i

s Pz "LEHE “-lfsnd.' -
Sl " Culizie

« What you include in your letter-
head is entirely up to you. | like
to include the same information
that can be found on my busi-
ness card.

51

The heading for
each group of
tips matches the
section title.

The page num-
ber next to the
heading makes
it easy to refer
back to the main
content.



the web site

Find this book’s companion Web site at:
http://www.langerbooks.com/wordquickproject/.

Content is up-
dated reqularly
with news, tips,
and more.

Read timely
articles about

getting the most
out of Word.

Download

sample files
used in the
book.

Access other
valuable online
resources.

xXiv

Word Visual QuickProject — =]

@ http:/ /www.langerbooks.com/wordquickproject/

Q@ E(Q- Google

... Intellicast

Apple Mac

Amazon eBay Yahoo! Newsv Maintenancev

Visual QuickProject

pan

=
Creating

WELCOME!

Welcome to the
LR s e companian Web

et el | site for Creating

QuickProject Guide. Here's where
you'll find supporting information
far the bosk, induding
downloadable sample files, links,
corrections, clarifications, and
articles about topics included in
the book.

TOPICS
—

Book Info
Clarifications & Corrections
Tips & Tricks
Web Site Info

Word Infa
b

SAMPLE FILES FROM THE

BOOK
“Thapter 3
Letterhaad.dot
flyingrn. b
Chapter 4
Emith-102104, dec
chapter 5

Resume doc
Resume-Long.doc
Resume-Shorkdoc
Chapter 6
BusinessCards. dac
flyingrn. tif

Chapter 7

Flyer.doc
AnotherFlyer doc
flyingrn. tif

Chapter 8
Envelope. doc
Chapter 9
ReturnfddressLabels. doc
| _FeachlamLabzls.dac

MICROSOFT LINKS

waord for Windows 2003
s Word for Macintosh 2004

v
Letters, Business Cards,

al QuickProject Guide,

ria Langer

Wed - August 18, 2004 |

OFFice 2004 For Mac TesT Drive
Microsoft offers a demo version of Microsoft Office for Mac 0S X users.

If you're still sitting on the fence as to whether you should upgrade to Microsoft
Office 2004 (or Word 2004, for that matter), you can try out Office 2004 for free
before making a decision. Visit http://www.microsoft.com/mac/default.aspx?
pid=office2004td to learn more about the test drive software and download it.

Is 200 MB a bit too much for your computer to download at one sitting? Don't think
you're out of luck. Visit https://order.microsoft.upgrade.com/office mactd to order
a free Office 2004 Test Drive CD. You'll have to pay for shipping and handling, but

at least you won't tie up that Internet connection for hours with a big, fat download.

Posted at 12:37 PM  All Entries for Word Info Comment (0)

Tue - August 17, 2004

Corpanion WEes S1TE Now ONLINE

Companion Web site for Creating Resumes, Letters, Business Cards, and
Flyers in Word: Visual QuickProject Guide goes online.

Welcome to the Companion Web site for Creating Resumes, Letters, Business Cards,
and Flyers in Word: Visual QuickProject Guide.

This Web site, which is part of the new LangerBooks.com Web site, provides
additional information for book readers. On these pages, you'll find:

= Tips and tricks for topics covered in the book.

= Downloadable sample files created for the book.

= Links with additional information about topics covered in the book, as well as
Microsoft Word in general.

=+ Corrections and clarifications for book content.

= Access to a Freguently Asked Questions database, where you can read questions
and answers and post your own questions about topics covered in the book.

This site will be updated regularly to provide new content. Please visit it often to
keep up-to-date and learn more about using Word.

Posted at 02:38 PM  All Entries for Web Site Info Comment (0) v

Share your com-
ments and tips
with other site
visitors.
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the next step

While this Visual QuickProject
Guide will walk you through

all of the steps required to cre-
ate letterhead, letters, business
cards, résumés, flyers, enve-
lopes, and labels, there’s more
to learn about Word. After you
complete your documents, con-
sider picking up one of my books
about Word—Microsoft Office
Word 2003 for Windows: Visual
QuickStart Guide or Microsoft
Word 2004 for Macintosh:
Visual QuickStart Guide—as a
handy, in-depth reference.

Chapter 15

H Figure 1
The Mail Merge Task Pane e o JE02
Word's Mail Merge task pane (Figure 1) leads
you, step-by-step, through the process of
performing a mail merge. Each step offers
aptions based on selections you made in
previous steps. At any point in the process,
you can go back and change options.
To use the Mail Merge task pane:
an overview

1. Open the Mail Merge task pane (Figure 1).

2. Select the type of document you want to
create.

L

Open or create a main document. P

.

Open or create a data source document
and select the records to include in the
merge.

w

If necessary, edit the main document to

= 3 igure

include static text and merge fields. kg

| from the Letters and
Mailings submenu

under the Tools menu.

».

Preview the merge documents.
7. Perform the merge.
This chapter provides detals for all of these

Mail Merge task pane.

THE MAIL MERGE TASK PANE

steps.

To open the Mail Merge task

pane

Choose Tools > Letters and Mailings > Mail

Merge (Figure 2).

v Tips

B You cannot open the Mail Merge task
pane unless a document window s open.

B The Mail Merge task pane, which was
referred to as the Mail Merge Wizard in
Word 2002, s a reworked version of the
Mail Merge Helper from previous ver-
sions of Word.

290

VISUAL
QUICKSTART

MARIA LANGER CRIBE
MICROSOFT OFFICE

WORD

FOR WINDOWS

Teach yourself Word the

quick and easy way! This

Visual QuickStart Guide uses
ures rather than lengthy
lanations. You'll be up

L running in no time!

Both books include more advanced
information about using Word to
create documents. They tell you
about all the options you see in
Word dialogs, explain how to cus-
tomize Word so it works the way
you need it to, and provide detailed,
step-by-step instructions for using
basic, intermediate, and advanced
Word features.
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