Microsoft Word 2010 User’s Guide

Word 2010

User’s Manual

N

JL GESTIOM.. vour TRaminG soLUTION

©2011 JL Gestion SA  Avenue de I'indépendance Belge 58 — B 1081 Bruxelles
Tel : 02/412 04 10 Fax : 02/412 0419 — Gsm 0477/78 94 45 — selossej@jlgestion.be




Microsoft Word 2010 User’s Guide

Contents
VLT T4 23] o] o Yo Y o DTSR SRRRORRRRN 1
HOME IMIBNU & GIOUP ..eeiiiiiiiiieeee ettt e e ettt e e e e e sttt et et e e e s e aabbbeeeeee s s aanbeaaeeeessssnsssaaeeesesssannsnnes 2
Page Layout/Page SETUP/MAIEINS .....ccccueieecreeeiieecieeecteeeeteeeteeeeteeeeteeeetaeesabeeeesaeesbessaeeesnseesbesenareean 3
INSEIT IMBNUL..eiiiiiiiiiiiiiic e ettt e e s eba e e e s s et e e s sba e e e s saba e e e s snaaeessanes 4
INSEIT @ PAZE BrEak coocueeeiiiciiiee ettt et e e et e e e et e e e e et e e e e e abaeeeenbeeeeestaeeeanteeeeenrenas 4
TO Delete @ Page BreaK ..o ittt e e e e e e e e b e e e e e araeas 4
INSEIt @ SCrEENSNOL ...ttt ettt et e st e bt e st e e s bt e e sabeesbbeesnteesabeeenareens 4
Ta Ty = e B o ¢ =T=] W@ [T o] o= RSP 4
TaI =Y ul oY =d W o ToF Lo L= o TaTo I oo Lo | =TSP T 5
TO Change OF Edit @ HEAUEN ....cc.eeieeeceee ettt ettt et e et e e et e e e s e bte e e s eabteeeeentaeaeentaeaeeanes 5
Inserting the Filename and File Location on a Header/FOOter.........cceecueeeciieeceeeecieeeeee et 5
e Tl I N o T Ll 1Y, 1T o LU PP PPPPPPPPRPPPPRt 6
Setting up the Margins of @ dOCUMENT .......coiiiiiii i e e e sbae e e e eaees 6
Changing the Orientation of @ dOCUMENT..........iii ittt e et e e e e rae e e e eanes 6
Viewing Section Break on Status Bar ...ttt et e e e ra e e et e e e e eaaaeeeean 6
INSEITING SECLION BrEaKS. ... uviiiiiiiie ettt ettt e e et e e e e et te e e e ebte e e e ebteeeeebteeesesteeeeenssneeeasseeansnses 6
Using Different Header or Footer on a document after inserting a Section break ..........cccceeeennneen. 7
To Move to Previous or Next SeCtion Breaks.........cccoveiieeriirieiieeieerieseeee e 7
PAZE LAYOUL IMIENU ..cceiiiiiiiiiiiiiiiiiieieieieeeieeeeeeeeeteeeeeeeteteteteeeteteeeteeeeeteseteaeteteteseteseteaeaeseseaeeesseeesaeeeseeeseseaeenes 7
Apply @ Watermark t0 @ DOCUMENT .......ccccuiiiiieiiiececteee ettt e e e e et e e e e aae e e earaee e e asaeeesnanseeanan 7
Using a Pre-set or Custom Text Watermark ...t e e e e e e e e e e annnes 8
TO REMOVE @ WATOIMAIK ..ceeeieiiiiieiiee ettt ettt e s b e e s e e sbe e e smr e e sneeesanee s 8
References Menu Creating a Table of Contents on a Word Document .........ccoccvvveeeeiiieeieciieecccieeeeens 9
WOrKIiNg With Mail IMIEIZE ..cce ettt e e et e e e st e e e s tbae e e e nabeeeeeabeeeeenseeesennsenas 9
DAta SOUICE ...eiiiiiiiiiiiiii e 9
MAIN DOCUMENT ...ttt s e s st e e s e e s s e e s smr e e e s e smne e e s e mreeesenrenes 10
FINQI DOCUMENT ...ttt et sttt e st e s bt e e s b e e e b e e e smeeesabeeesabeesaneesneeesareeenees 10
StEPS t0 Create @ Mail IMIEIEE ....uuiiie ettt e e e e e et e e e e e e e s abere e e e e e e eesnnstaeeeeaaeeaas 10
Step by Step Mail Merge WiIzard .........coocueie ittt e e st e e e sra e e e sntae e e enaaaeaeas 11

©2011 JL Gestion SA  Avenue de I'indépendance Belge 58 — B 1081 Bruxelles
Tel : 02/412 04 10 Fax : 02/412 0419 — Gsm 0477/78 94 45 — selossej@jlgestion.be




Microsoft Word 2010 User’s Guide

Final document (Merged dOCUMENT).......ccccuiiii ittt e et e e e re e e e e ra e e e e areeas 13
To Modify @ Mail Merge dOCUMENT .......ceiii it e e e e e e e rr e e e e e e e e anrraaeeeeeeeeaas 14
To Edit Data Source of @ Merge DOCUMENT .......c.uviiiiiiiie ettt eee e e e ebee e e e era e e e e araeas 15
REVIEW IMIENU ettt a e s s b e s s a e e ssb s e e e sanaeee e 15
Check spelling 0f @ DOCUMENT. .....ccccuiiiieciiee ettt ere e e et e e e et a e e e e rabaeeeenaraeeesnsaeeesnnnseeenas 15
Checking the Statistic 0f @ DOCUMENT .......viiiiiiiie e s saae e e 16
Inserting @ New Comment 0N @ dOCUMENT....c.iiiiiiiiiiiiie et sree e e rbee e e areeas 16
To hide or diSplay COMMENES ....cuiiiii e e e e sbee e s s sbee e s e sabee e e ssabeeeeenaseeas 16
Navigate between comments and delete COMMENTS......ccccuveiiiiiii e 16
Changing Track Changes OPLiONS .......eiiieiiiie et et e e et e e e e a e e e s eatae e e eneaaeeeas 17
Y olol=T o] Ao Y gl V=T {<Tot dl @1 o F= oY d YRR 17
COMPATE DOCUMEBNTS ..o e e e e e e e e e e e e e e e e e e e e e s e e e e e e e e e eeesesasassssassassassasasannennns 18
Compare doCUMENT RESUIL ......viiiiiciiie ettt et e e et e e e s r e e e e nnta e e e sntreeesaneneaeeas 19
VIBW IMIEBNU ..ttt sttt e s e e s et e e s eb et e e s sba e e e s sbeeeessbaeeessaneneessanes 20
Using the Draft View to delete Page Break or Section Break .........ccccccuveeveieeecciiee e, 20
Viewing/Zoom to Multiple pages of @ dOCUMENT .........cccuiiiiiiieiiecee ettt et 21
VIieWing MUILIPIE DOCUMENTS......uuiiiiiiieeiitee ettt e e e e e e e e e s aaee e s sabee e e ssbaeesssbeeeesnseeessnnsenns 22
View Multiple Section/Pages of ONe dOCUMENT........c.ecviiiiieiieeiieceecee ettt eebe e 23
View two documents Side by Side and using Synchronous Scrolling ........ccccceeeieieviiiereccciee e, 24
To Switch between several windows 0n @ dOCUMENT .......coiuiiiiiiiiiniineeeeeeee e 24
BTV FoY X< 1V, =Y o T SRR 25
2CTolo T 4o I AN 1V - o] { o RO PO TP PUR PP 25
o [ TN G A o= Y, = Tl o TSP 27

©2011 JL Gestion SA  Avenue de I'indépendance Belge 58 — B 1081 Bruxelles
Tel : 02/412 04 10 Fax : 02/412 0419 — Gsm 0477/78 94 45 — selossej@jlgestion.be




Microsoft Word 2010 User’s Guide

Menu/Ribbon

Home

Insert Page Layout References Mailings Review View Developer Add-Ins PDF [~} e
- A AT - | 5 4 (34 Find -
Combria (Headi - 13 - A” A7 Aav | B 201 9 nambcede Assbeene AaBbC: | AaBbce | aasber AAB A Repisce
&
Paste . . L. A o Eo ~ Change
e I U -abe x, X A - TNormal  TMNoSpaci.. Headingl | Heading2 | Heading3 Title <] Shange | 1 cetect -
Clipboard % Font ® Paragraph a Styles 5| Editing

ﬁHome Insert Page Layout References Mailings Review View Developer Add-Ins PDF & e

EEEECEEY P ENE A g T O

—— [5) Date & Time
Cover Blank  Page Table Picure Clip Shapes SmartArt Chart Streenshot | Hyperlink Bookmark Cross-reference | Header Footer Page Tet  Quick Wordar Drop Equation Symbal
Page~ Page | Break - At~ - - ~  MNumber~| Box- Pas~ -  Cap~ '8Object~ - -
Pages Tables llustrations Links Header & Footer Text Symbols

Page Layout

ﬁHume Insert Page Layout References Mailings Review View Developer Add-Ins PDF (2] e

I colors - E! @ IE EI W= Breaks * D Indent Spacing E] = I}L[‘k |2 align -
£ Line Numbers ~ [

] .

Fonts = Left 0cm : = I8 Group
Themes Margins Orientation Size Columns ~__ X Watermark Page Page | __ - - Vrap  Bring 5 Selection *,
- [O]frects - S s ~ b¥ Hyphenation ~ = Color~ Borders | EZRight: 0em 3 H Text~ Forward - Backward -  Fane -k R<
Themes Page Setup F] Page Background Paragraph [ Arrange

References
“Hume Insert Page Layout References Mailings Review View Developer Add-Ins PDF [~ e

é |2 Add Text - A.Bl 1y Insert Endnote Q ) Manage Sources £ Insert Table of Figures 5] Insert Index & Insert Table of Authorities
I+
2 Update Table AB Next Footnate ~ ([ style: APAFirtt - B update Table Bf update In ! Update Table
Table of nse Tnsert ) Insert Mark Mark
Contents = Footnote = Show ! Citation - @ Bibliography Caption ] Cross-reference Entry Citation
Table of Contents Footnotes Fl Citations & Bibliography Captions Index Table of Authorities

“Hume Insert Page Layout References Mailings Review View Developer Add-Ins PDF o @
= (&
Envelopes Labels = Start Mail Select Hi

Edit
Merge - Recipients - Recipient List | M Field 2 v d
Create Start Mail Merge Write & Insert Fields Preview Results Finish

= 5 2 Rules &3 W 4 P M

B3 ot
& Match Fie

ﬁHnme Insert Page Layout References Mailings Review View Developer Add-Ins PDF @ e

% @ |_|.J ﬁ ﬂ%) \j u VJ_J u Final: Show Markup - @ @3::0“ j ‘ EE

= Show Markup ~
Next Track

spelling & Research Thesaurus Word | Translate Language | New Aceept Reject Compare Restrict
Grammar Count - - Comment Changes ~ [B] Reviewing Pane - - - - Editing
Proofing Language Comments Tracking Changes Compare Protect

ﬁHnme Insert  Pagelayout  References  Mailings  Review | View | Developer  AddIns  PDF >
@ MEE I Qe & O o e

[ Gridiines =00 [ Two Pages EHET
Print |Full Screen Web  Outline Draft R Zoom  100% X New Armange Split » - Switch | Macros
Layout| Reading Layout [T navigation Pane [=] Page Width | window  All n Windows = -
Document Views Show Zoom Window Macros

Developer
ﬁHnme Insert Page Layout References Mailings Review View Developer Add-Ins PDF & o

B Record Macro I %,Q Aa Aa I B2 Design Mode @ 25 5thema ‘ |:E @ @é}

- e Pa HEER | &Fe s (3 Transformation
Visual Macros AddIns COM = e Structure ,, B Restrict | Document Document
Basic 1 Macro Security Add-Ins ﬁ 4 - & 4e Expansion Packs | pithors - Editing | Template  Panel
Code AddIns Controls XML Protect Templates

ﬁHnme Insert  Pagelayout  Refersnces  Mailings Review  View  Developer  AddIns | PDF a @

Save

as PDF
Create PDF Document

©2011 JL Gestion SA  Avenue de I'indépendance Belge 58 — B 1081 Bruxelles
Tel : 02/412 04 10 Fax : 02/412 0419 — Gsm 0477/78 94 45 — selossej@jlgestion.be




Microsoft Word 2010 User’s Guide

Home Menu & Group

Clipboard

‘*5 £ Cut
- 53 Copy
Paste
- \;Format Fainter

Clipboard =

Font

Calibri Body) ~ 11 ~ A A7 | Aav 2
2 b
B 7 U ~abe %X, X A

Font Fl

Font/Font

Font/Font/Advanced

Font |2 ]
Font Adyanced

Font: Font style:
Regular

Font [E===))

Font

Character Spacing
Sgale: | 100% [=]

Spacng: | Normal |z| By: %
Position: | Normal E| By: =
[ kerning for fonts: % Points and above

OpenType Features
Ligatures: Mone

Number spacing: | Default

Font color: Underline style: Underline calor:
Automatic |z| (none) |Z| Automatic
Effects
[ strikethrough [ small caps
[ Double strikethrough [ All caps
[ superscript [ Hidden
[ subscript
Preview
+Body

This is the body theme font. The current document theme defines which font will be used.

Set As Default Text Effects...

Number forms: | Default

I

Stylistic sets: Default
[] Use Contextual Alternates

Preview

+Body

This is the body theme font. The current document theme defines which font will be used.

Set AsDefault | | TextEffects...

Paragraph

= a— s = =
r— T i— T a—v | €= =
= = i == =F

Paragraph

Paragraph/Indents and Spacing

Paragraph/Line and Page Breaks

Paragraph 2 f] Paragraph e
| Line and page Bresks |

General General
Migrment: | Left [ Algrment:  |Left [
Qutinelevel: [BodyText [ =] Qutinelevel: [sodyText  [+]

Indentation Indentation
Left: Dem [ Spedial: By: Left: 0 Special: By:
Right: oam % {none) [ z Right: o |2 (none) [=] =
[ Mirrer indents [ Mirror indents

Spacing Spacing
Before: opt z Line spacing: At Before: 0pt $ Line spacing: At
After: 1opt [+ Multiple E| 115 |4 After: wpt e Multiple E| 115 &

Preview

[] Don't add space between paragraphs of the same style

Tabs... ] [Semst_:arault] [ oK

] [ cancel

[] Don't add space between paragraphs of the same style

Preview

Tabs... ] [SatAs Default ] [ 0K ] [ Cancel ]

©2011 JL Gestion SA

Avenue de I'indépendance Belge 58 — B 1081 Bruxelles

Tel : 02/412 04 10 Fax : 02/412 0419 — Gsm 0477/78 94 45 — selossej@jlgestion.be




Microsoft Word 2010 User’s Guide

Styles

Styles v X
AaBbCcDe | paBbCeDe AaBbCi AaBbCce Aa]j dAaBbCc. | _ %

Clear all =
i i i i i Change
T Mormal TMo 5paci... Headingl Heading 2 Title Subtitle - Stylesg' I Mormal 1T|
Styles ] Mo Spacing T

Page Layout/Page Setup/Margins

Page Layout/Page Setup/Margins Page Layout/Page Setup/Paper Page Layout/Page Setup/Layout

Page Setup s B aan [ER= Page Setup 2 [otm] Page Setup E=X=)

Margins | Paper | Layout Margins | Paper | Layout Margins | Paper | Layout
Margins Paper size: section
= = Section start:
Top: 2.54am S Bottom: 2.54am : A4 El
= Suppress encnotes
Left: 2.54cm = Right: 2.54m = Width: |21am —
veight: [29.7 = Headers and footers
. = . ieight: 7 cm b
Gutter: oem = Gutter position: Left [=] ] Different odd and even
Orientation Paper source [ Different first page
First page: Other pages: Header: [L1.25am |5
Default tray (Automatically Select) JPSIMIDefault tray (Automatically Select) I8 From edge: -
Automatically Select Automatically Select Eooter: |L25amn |5
Upper Tray Upper Tray
Page
Portrait  Landscape
Pages Vertical dlignment; | Top [
Multiple pages: Normal [-]
Preview
Preview
Preview
Apply to: | Whole document [+
Apply to: | Whole document [ = ] Frint Options...

Page Layout/Paragraph/Indents and
Spacing

L]
Paragraph [ ] Paragraph ==
Indents and Spacing | | Line and Page Breaks | Indents and Spacing | Line and Page Bresks

General Pagination
Alignment: | Left [=] (1 Siidow Srpian control:
Outline level: | Body Text [] Elkeep vt nexs
Qutiine level: |Body Tex [C] Keep lines together
[C] Page break before
Indentation Formatting exceptions
Left: oem £ Spedial: By: [] Suppress ine numbers
Right: Ocm = {none) =] = [T pon't hyphenate

Textbox options
Mirror indents P

Tight wrap:
Spadng None
EBefore: 0pt B Line spading: At
After: opt | = Single =] =
[ Don't add space between paragraphs of the same style
Preview
Preview
Tebs.. | [SetdsDefauk | [ ok | [ Caneel
[ Tabs... ] [sa As Default ] [ oK ] [ Cancel

©2011 JL Gestion SA  Avenue de I'indépendance Belge 58 — B 1081 Bruxelles
Tel : 02/412 04 10 Fax : 02/412 0419 — Gsm 0477/78 94 45 — selossej@jlgestion.be




Microsoft Word 2010 User’s Guide

Insert Menu

Insert a Page Break

e Position cursor where to insert a Page Break. =
e Click on Insert Menu and Select Page Break or Press Ctrl Enter. ;age'
Break
To Delete a Page Break J
e Select the View Menu. T
e Under the Document Views group, click on Draft tool.
e Click on the Show/Hide button if Page Break is not visible. —_—
e Click the Page Break to remove, press Delete to cancel the Page Break. J
e Click the View menu and select Print Layout to returnthe  q.t0.be-hypothyroid,-which-affects-2-fffple3-
Print Layout. men.§
e C(Click on the Show Hide tool again to hide non printing Page Break 1
characters. = SymptomsT

In-hyperthyroidism,-symptoms-may-include: 9

Insert a Screenshot
You may wish to insert a Screen Shot or part of a Window on a Word Document for a report or
creating User Guides.

e Open the Window/Program for which you wish to use Screenshot or Scﬂiot
Clipping. [reataic windoms
e Activate the Window to use. I B
e Click on the Insert Menu and Select Screenshot. (
e From the Available Windows, Click on the Window to Insert. : |
| &+ Screen Clipping

Insert a Screen Clipping
Screen Clipping is mainly used to capture part of an Active Window

e Open the Window/Program for which you wish to use

Screenshot or Clipping. s | Home | Send/Receive  Folder  View D
e Activate the Window to use. jj ‘ﬁ ﬁ_;CIean N N
e C(Click on the Insert Menu, Select Screenshot and click on plew | New | @ sunk -
Screen Clipping. New B reopons
e Highlight the area of the window to use as Clipping. ‘ Fi’j’::w ¢
e Change the wrapping layout of the graphic if required. [ Sent Items 10 (5|9 From
4
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Inserting a Header and Footer EERE 345 gﬁmm
i = = — 1 Date & Tim:

[ ] C||Ck on Insert Menu, Hea‘der Fuu'ter Nupr:§:r' ;:Xn' %#:E W’or‘dArt gar:p' +gg Ot - <
e Click on Header or Footer. == H

Blank

Header

e Choose the required format.

Mypetes]

e Highlight “Type Text” (content).
e Type in the content of your header Blank (Three Columns) ManagementTraining

e.g. Management Training. e e

Header

Note: You can also double click on the Header section

. EL L L A = A= [&signature Lin
to insert a Header. = é Q é ‘ﬂ == [} Date & Time
Header| Footer  Page Text  Quick Wordart Drop . .
- *  Number~ | Box+ Parts~ - cap~ '8d Object -
Annual
To Change or Edit a Header [type thedocument it | e
e Click on Insert Menu. -
° Select Edit Header option_ Enable Content Updates from Office.com...

S| Edit Header

Inserting the Filename and File Location on a Header/Footer
e Edit the Header or Footer. r

I ey ¢

e C(Click on the Quick Parts drop down list.

e Select Field.

e Click on the Categories drop down list, select Document
Information.

Parts -

53 AutoText
(1 Document Property
=1 Field...

£ Building Blocks Organizer..

e Click on Filename.

e Toinclude the Path, click the Add — =
path to filename checkbox under the | sese e s s Fetopetis
Field Options. Decsment nformeton[] )

Field names:
Author

Comments
DocProperf

FileSize

Footer

C:\Users\Desktop\European Commission DG Training\pageandsectionbreak.docx
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Page Layout Menu Page Layout

Margins

Setting up the Margins of a document

e Select the Page Layout menu. E Lstcustomsetting = en
e Click on the Margins tool button. b st Rgng 25t
e Select a Pre-set Margin or click on Custom Margin to use E Top: 254 cm  Bottom: 256 cm
A Left: 254 cm Right 254cm
your own settings.

Changing the Orientation of a document m
e Select the Page Layout menu. rientation
e Click on the Orientation tool button. ()] porre |
e Select Portrait or Landscape. (=) ndscope

Viewing Section Break on Status Bar

Section:1 Page:1of3 | Words: 29 | f Customize Status Bar
Formatted Page Mumber 2
e Right click the Status bar. v | section 1
e On the Customise Status bar menu, click on the v | Page Humber 2of3

Section option.

Inserting Section Breaks
You may apply section break where you wish to use different headers and footers or use different

margins settings on a document.

Section Breaks

oy e . . . Next P,
e Position cursor where you wish to insert the section break. L= incerta section bresk and statthie new
,:ﬂ section on the next page,
e Select the Page Layout menu. Continuous
e Click on Breaks drop down arrow. | =] sectiononthesamepage
e Choose the relevant Section Breaks option. [ |=5=| Evenpage 7
Insert a section break and start the new
. . . [E= section on the next even-numbered page.
e You can select the view menu and Click on Draft tool button to view | ==l S
. . . 0Odd Page
the Section Breaks or verify the section break on the status bar. [ == Inserta section break and start the new
| 'i;j section on the next odd-numbered page.

Section Break (ContinUous)

I —

=
4[]
Section: 2 Page: 2 of 3 |
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Using Different Header or Footer on a document after inserting a Section

break
e Edit the Header and Footer

e Click into the Header and Footer ; 5, Previous
e Remove the link between the Header and Footer by Tp Mext
L. . . Goto Goto e
clicking on the Link to Previous tool from the Header Fﬂzt:r [@3 Link to Previous

Navigation Group.

Mavigation

e Type in the Header or Footer required.

| Header -Section 2-

Management of Resources

| Header -Section 2- [

To Move to Previous or Next Section Breaks
Under the Navigation group, click on Previous tool to move to
Previous Section Break, click on Next tool to move to Next H

Section Break.

Page Layout Menu

| Same as Previous

longer displayed.

Notice that the “Same as Previous” is no

d

Goto
Footer

Mavigation

5, Next

_'?_ﬂ Previous

l?-@ Link to Previous

Apply a Watermark to a Document

Using Picture Watermark using a Washout option

e C(Click on Page Layout menu.

e Under the Page Background group, cli

Watermark drop down arrow.
e Select Picture Watermark.
e Click the Select Picture tool button.

Printed Watermark

() Mo watermark

e Choose the Location and double
click the Picture to use.

e C(Click the Washout option to have
picture as Washout (transparent)
or Normal background.

ck on ' | @ Picture watermark
Select Picture. ..
Scale: buto E Washout
(W] Insert Picture . [
( ; U ‘ |, « European Commission DG Training v I 5 | 1 Search pel |
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Normal Watermark Washout Watermark

setting Europe-wide standards and taking Europe-wide action to enforce them. Doing There is no such thing as zero risk. but the EU does its utmost, through a
sois a priority for the European Union. hin; - 2

comprehensive food safety strategy, to keep risks to a minimum with the help of
modem food and hygiene standards drawn up to reflect the most advanced scientific
knowledge Food safety starts on the farm The rules apply from farm to fork, whether
our food is produced in the EU or is imported from elsewhere in the world_

There are four important elements to the EU’s food safety strategy:

* rules on the safety of food and animal feed:
* independent and publicly available scientific advice;
* action to enforce the rules and control the processes:

» recognition of the consumer’s right to make choices based on complete
information about where food has come from and what it contains.

Using a Pre-set or Custom Text Watermark
e C(Click the Page Layout menu. Printed Watermark 2

Confidential _

() Mo watermark.

o Select a Pre-set Watermark e.g. ©) Picture watermark
Confidential 1.

Text watermark!

e Toinsert a Custom text, click

‘Language: ‘Enghsh U.K) |E|
Custom Watermark. | Text: |European Commission [=]
. Font: ‘T\mes Mew Roman |E|
e Select Text Watermark option. |
. Coor: | N~ [ senivarsparn
e Type in the Text to be used for the CONFIDENTIAL 1 (o ceor SN -| Cserivasporent
| Layout: @) Diagonal (©) Horizontal
Watermark on the Text Row, e.g. European l ox Cancel
Commission. i

e Format the Watermark using the Font, Size or Colour.
e Select Layout e.g. Diagonal or Horizontal and click on Apply.

To Remove a Watermark
e Click on the Page Layout menu. e

e Under the Page Background group, click on Watermark tool A Custom Watermark...
button. A%  Remove Watermark
e Select Remove Watermark to cancel the Watermark. A Save Selection to Watermark Ga
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References Menu

Creating a Table of Contents on a Word The strategy- from farm to fork

Document o _
o . . Food safetyis vitally important. People in Europe wantt
* Highlight the text you wish to use as Heading on wherever they buy it, their food is safe and wholesome.

your table of content.
e C(Click on the Home menu.
e Unser the Styles group, click on Heading 1, Heading 2 or any
other heading style based on the level on the Table of Contents. AaBbCi | AaBbCc
e Repeat the previous step for all the headings on your document. Heading1 | Heading 2

e Position cursor on the page to insert the Table of Contents. .
yles

e Select the References Menu.
e C(Click on the Table of Contents drop down list and select the format to use.

Table of
Contents =

| Built-In
Automatic Table 1

Conlents
Heading 1

Heading 2

Heading 3 ......

Working with Mail Merge

The main elements of a Mail Merge Document

Data Source
The Data Source consists mainly of field names (column name) and information you wish to repeat
on your documents to use as Mail Merge.

A B £ D E F G

Title First Name Last Name Job Description Site Manager Date

Miss Susan Williams Harware Installation DGEMER Max Anderson 12/11/2011
Mrs Tom Alderson Change of PC DGMOVE Will Saunders 14/11/2011
Mrs Frank Williams Install Windows 7 RTD Jennifer King 18/11/2011
Miss John Parker Metwork Connection DGIT Susan Martins 19/11/2011
Mrs Ken Wilson Replacement of Laptop  JUST Kelly williams 12/11/2011

1
2
3
4
5
6
7] 1
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Main Document

The main document includes all the fields from the Data Source and the content of the final
document.

«Title» «First Name» «Last Name»
Site: «Siten
cc: «Manager»

12/11/2010

Dear «First_MName»,

Re: Support for «Site» Site

This is to inform you we have arranged for a member of our helpdesk for an on-site support on
«Daten for the job reference: «lob_Description».

Final Document

This is the final result of your mail merge. The content of the Data Source is merged with the main
document producing individual letter for each record on the Data Source.

Miss Susan Williams
Site: DGENER
cc: Max Anderson

12/11/2010

Dear Susan,

Re: Support for DGENER Site

This is to inform you we have arranged for a member of our helpdesk for an on-site support on
11/12/2011 for the job reference: Harware Installation.

Kindly contact us to confirm your availability on 032 32 12 12.
Thanking you.

Regards,

Steps to Create a Mail Merge

e Open a New blank document.

e Select Mailings Menu. —;J
e C(Click the Start Mail Merge drop down arrow. — st
. . Mailings L B
o Select Step by Step Mail Merge Wizard. 2 tetters
. . . [~ E-mail Messages
e Follow the six steps below to continue your mail =1 Envelopes..
merge il Llabels.
g . ; Directory
@ Mormal Word Document
N Step by Step Mail Merge Wizard...

10
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Step by Step Mail

Merge Wizard

e Step 1 of 6: Select the type of document to create e.g. Letters and Click on Next: Starting

document.

e Step 2 of 6: Choose which document to use for your mail merge. In this scenario, we will

select Use the

Current document.

e Click on Next: Select Recipients to move to step 3:

Mail Merge -

Select document type

What type of document are you
working on?

@) Letters

() E-mail messages

() Envelopes

() Labels

() Directory
Letters

Send letters to a group of people.
‘You can personalize the letter
that each person receives,

Click Next to continue,

Step 1 of 6
# Mext: Starting document

x Mail Merge - X

Select starting document

How do you want to set up your
letters?

(@ Use the current document
() Start from a template
() Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add recipient
information.

Step 2o0f 6

& Next: Select recipients

@ Previous: Select document type

—

Mail Merge v X
Select recipients

@ Use an existing list

() Select from Outlook contacts

) Type a new list
Use an existing list

Use names and addresses from a
file or a database.

@y Browse...
@ Editredpient list...
Step 3 of 6

& Next: Write your letter

4 Previous: Starting document

e Step 3 of 6: Click on Browse, choose the location and data source to use as your recipient

list.

e Choose the table to use from the Excel Data Source.

— -
|wi] Select Data Source

Select Table

Favorite Links
[E| Documents
(% Recently Changed
5] Recent Places
B Desktop
% Computer
B Pictures
B Music
B searches

y Public

Folders -~

New Source...

File name:  Job Listing xdsx

+ [ 42| [ searen 2|

MName

Name Date modified »

F | Sheet 1!
B Contact List.xls E $
] Food Safety European Commiission.doc Sheet2s
) Heading Style.docx Sheet3s

] helpdeskrequestmemo12112011.docx
%] helpdeskrequestmemo1211201 1final.do...
& Job Listingdsk

) Outlock 2010 Support Material.docx

] Outlook 2010 User's Guide.docx

4] pageandsectionbreak.docx

I

Description  Modified
12:00:00 AM
12:00:00 AM
12:00:00 AM

Created

12:00:00 AM
12:00:00 AM
12:00:00 AM

Type

TABLE
TABELE
TABLE

&) 5econd Contact Listxls < |

I

@] Selecting delegates.docx
ElJtest.CSV B First row of data contains column headers [ Ok ] [ Cancel ]
[ Training.TXT A
E]word 2010 Course Outline.xisx i

+  [A1Data Sources (“ode:*mdt ~
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Click on OK on the Mail Merge Recipients dialog box. You may also filter the data source to

select either fields with specific criteria or all records.

Mail Merge Recipients

R ==

This s the list of recpients that wil be used in your merge. Use the options below to add to or change your list. Use the

checkboxes to add or remove recipients from the merge. When your lst is ready, dick OK.

Data Source [v [Last Name ~ | First Name ~|Ttle & Job Descrption | 5te
Job Listing.xlsx Williams. | Harware Installation
Job Listingdsx [¥  Alderson Tom Mrs Change of PC DGMQ
Job Listingadsx ¥ Willizms Frank Mrs Install Windows 7 RTD
Job Listingds [V Parker John Miss MNetwork Connection  DGIT
Job Listingadsx ¥ Wilson Ken WMrs Replacement of Laptop  JUST
] I | (]
Data Source Refine recipient list
Job Listing xdsx ~| 4] sort.
Vi Fiter...
%53 Find duplicates...
.| &3 Fndredpient..
) Validate addresses...

Step 3 of 6: Compose your letter by inserting the content of your letter along with fields

from the data source.
o Toinsert a Field, click on Insert Merge Field tool drop down arrow and click on the
field to insert.

Mail Merge hd

Write your letter

If you have not already done so,
write your letter now.

To add redpient information to
your letter, dick a location in the
document, and then didk one of
the items below.

2 Address block. ..
2 Greeting line...
j Electronic postage. ..
‘}E More items. ..
When you have finished writing
your letter, dick Next. Then you

can preview and personalize each
redipient's letter,

Step4of 6
% Mext: Preview your letters

4 Previous: Select redpients

Type the content of your letter

«Title» «First Name» «Last Name»

Site: «Siten
cc: «Manager»

12/11/2010

Dear «First_Name®,

x

=P Rules -

. Match Fiele

= |
10
[ =] =]

|Insert Merge
Field =

Title

First_Mame
Last_Mame
Job_Description
Site

Manager

Date

Re: Support for «Site» Site

This is to inform you we have arranged for 2 member of our helpdesk for an on-site support on

«Daten for the job reference: «Job_Description».

©2011 JL Gestion SA  Avenue de I'indépendance Belge 58 — B 1081 Bruxelles
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Step 4 of 6: Click on Next Preview your letter.

Mail Merge hd

‘Write your letter

If you have not already done so,
write your letter now.

To add recipient information to
your letter, dick a location in the
document, and then dick one of
the items below.

2 Address block...
|2 Greetingline...
J Electronic postage. ..
A More items...
When you have finished writing
your letter, dick Next. Then you

can preview and personalize each
redpient’s letter.

Step 4 of 6
B Mext: Preview your letters

@ Previous: Select redpients

Mail Merge hd

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, dick one of the
following:

Recipient: 1

Find a recipient...

Make changes

You can also change your
redpient list:

g Edit redpient ist...

Exdlude this recpient

When you have finished
previewing your letters, dick
Mext. Then you can print the
merged letters or edit individual
letters to add personal comments.

Step 50f 6
& Next: Complete the merge

4 Previous: Write your letter

Redpient: 1

Final document (Merged document)

Miss Susan Williams

Site: DGENER

cc: Max Anderson

12/11/2010

Dear Susan,

Mail Merge v X

Complete the merge
Mail Merge is ready to produce
your letters,

To personalize your letters, dick
"Edit Individual Letters. ™ This wil
open a new document with your
merged letters. To make changes
to all the letters, switch back to
the original document.

Merge
2 print...

79 Edit individual letters...

Step 6 of 6

4 Previous: Preview your letters

To view Next or Previous letter, click the Previous or Next record icon.

Step 5 of 6: Click on Next: Complete the merge to merge all letters.
Click the Edit Individual Letters link on Step 6 of 6.
Select All to view all the merged letters.

Re: Support for DGENER Site

This is to inform you we have arranged for a member of our helpdesk for an on-sit

11/12/2011 for the job reference: Harware Installation.

Kindly contact us to confirm your availability on 032 32 12 12.

.

Merge to New Document

(0 [

Merge records

() Current record

() From: To:

Cancel

13
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To Modify a Mail merge document
We can either add to or modify the content of an original mail merge document and data source to

produce a new Mail Merge Document.

Example to add the additional phone number 032 64 64 64 to helpdeskrequestmemo12112011.doc.

W = o~ = helpdeskrequestmemol2112011.decx - Microsoft Word
Home Insert Page Layout References Mailings Review View Developer Add-Ins PDF
ibri - - AS AT - | B, =L i= LU=, | EESE | A
Calibri Body) /11~ A" A" | Aa | % = =-S5 [T | aappeen| aaBbcede AaBbCi
m—
Pajte ¥ B 7 U~ ae x, X° WA EEE=EE=E| E= : T MNormal | T Mo Spaci.. Heading 1
Clipboard Font ] Paragraph ] Styles

«Titlen «First_Name» «Last_ Name»
Site: «Siten
cc: «Manager®»

12/11/2010
| Dear «First_Name»,

Re: Support for «Site» Site

This is to inform you we have arranged for a member of our helpdesk for an on-site support on

[ «Daten for the job reference: «Job_Description».

Kindly contact us to confirm your availability on 032 32 12 12.

e Open the document to modify i.e. helpdeskrequestmemo12112011.doc.

Microsoft Word @

Opening this document will run the following SQL command:

l i, SELECT *FROM “Sheet1s”

Data from your database will be placed in the document. Do you want to continue?

Show Help ==

[ fes l [ No l [ Help ]

e Select Yes to confirm use of existing data source.
e Add the additional phone number e.g. 032 64 64 64.

Kindly contact us to confirm your availability on 032 32 12 12 or 032 6¢

Thanking you. m
)
4]

e Select the Mailings Menu. i{‘:irsghﬁ
e Click on Finish & Merge tool button and click on Edit Individual - u_1 Edit Individual Documents...

. . Print Documents...
letters to view the final merge document. g

2y Send E-mail Messages...

14
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To Edit Data Source of a Merge Document

You may edit a data source to include or delete the content of the Data Source.
E.g. To add a two additional rows and a Department column on the Job Listing.xIsx data source.

e Open the Job Listing.xIsx table.

A B ia D E F G H

1 |Title First Name Last Mame Job Description Site Manager Date

2 Miss Susan Williams Harware Installation DGEMNER Max Anderson 12/11/2011
3 |Mrs Tom Alderson Change of PC DGMOVE Will Saunders 14/11/2011
4 Mrs Frank Williams Install Windows 7 RTD Jennifer King 18/11/2011
5 Miss John Parker Network Connection DGIT Susan Martins 19/11/2011
6 |Mrs Ken Wilson Replacement of Laptop ~ JUST Kelly williams 12/11/2011
7

2

Tal 1

e Add the data for the additional row and the new column Department with its content.

A B C D E F G H
1 Title First Name Last Name Job Description Site Manager Date Department
2 Miss Susan Williams Harware Installation DGEMER Max Anderson 12/11/2011 Finance
3 Mrs Tom Alderson Change of PC DGMOVE will Saunders 14/11/2011 Sales
4 Mrs Frank williams Install Windows 7 RTD Jennifer King 18/11/2011 Administration
5 Miss John Parker Network Connection DGIT Susan Martins 19/11/2011 Management
6 Mrs Ken Wilson Replacement of Laptop  JUST Kelly Williams 12/11/2011 Logistic
7 Mr Tom Parker Network Installation DGIT Kenny Parker 13/11/2011 Logistic
2 Miss Kelly Smith Change of PC DGMave Will Saunders 12/11/2011 Sales

e Save and close the Data Source.

By

e Open the original merge document i.e. =
Finish &
helpdeskrequestmemo12112011.doc. Merge «
e Select yes to continue using the same data source when prompted. - ; Edtindmidual Documents.- g
i Print Documents..,
e C(Click on Finish & Merge tool button, select Edit Individual letters By Send E-mail Messages.

and click on OK to merge the document with the data source again.
e Save the final version of the document again.

Review Menu

Spelling and Grammar: French (Belgium) @I&J
ChECk Spelling Of a DOCllment. Mot in Dictionary:
S | h R . M — Page Layouﬂ/l’age Setup/Papert & Ignore Once
o elect the Review Menu. [
e C(Click on Spelling & Grammar tool i
button Spelling & LI
. layout M
. Grammar —
e Follow the Spelling and Grammar
dialog box to continue the review of -
the document Dictionary language: | French (Belgium)
. Check grammar
|
15
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Checking the Statistic of a Document

ABC Woaord Count Iiléj
123
e Select the Review menu. Word Statistics:
. Count Pages 18
e Click on the Word Count Tool Wards 1,479
button. w Characters {no spaces) 7,275
ord Count Characters (with spaces) 8,699
e C(Click on Close to close the Word e e T Paragraphs 187
H characters, paragraphs, and lines Lines 377
Count Dialog box. in the docament.
Include textboxes, footnotes and endnotes
You can also find the word count
in the status bar at the bottom of
the window, I

Inserting a New Comment on a document

e Click where to insert the comment. ]
e Select the Review menu.
. Mew
e Click on New Comment tool button. Comment
e Type in the comment you wish to insert on your document.
The [EU]is also taking a broader view of what food safety is. Rather than concentrating ___.-{ Comment [D1]: EuropeanUnion ]
just on contamination, the EU authorities are now extending the scope of their checks
to look more systematically at whether products comply with consumer information
requirements and with the rules on what foodstuffs may and may not contain.
To hide or display comments | Final: Show Markup -]
o Click the Review menu. Final: Show Markup
e Under the Tracking group, click on Final Show Markup. | | Final
e Select Final to hide the Comments or Final Show Markup Original: Show Markup

) r Sriginal |
to display the comments. E

Navigate between comments and delete comments
e C(Click the Review menu. i Review View Developer

e Under the Comments group, click on Next or \_] E ] q;\_] Lip‘j

Previous to view navigate to comments.
. MNew |Delete |F'revicuus Mext
e To delete a comment, click on the Delete drop down  comment| -
arrow on the delete button. A3 Delete
e Click on Delete to delete selected comments or
Delete All comments in Document to remove all Delete All Comments in Document

comments from the document.
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Changing Track Changes options

= Track Changes Cptions
e Select the Review Menu. ‘:}j’ varlap
. — Insertions: Strikethrough |Z| Color:
L]
Click on Track Changes | Track | Deletions: Bold [=] color: —
d ro p d own o ptiO n. Ch an g 25~ Changed lines: Cutside border |Z| Color: . :;;2
. Blue
e Select Change Tracking |12 Track Changes E|:| Ep——
. ) ) e Bright Green
Options. Change Tracking Options... comments; W eyeutrer ]
Moves
e Choose or change the Change User Name... Track moves
. Moved from: Double strikethrough Color: | e
Settl ngs as pe r you r Moved to: Double underline Color: . Green
req u | rement. Table cell highlighting
Inserted cells:  |[[] Light Blue |Z| Merged cells: |[] Light Yellow E |
Deleted cells: I:l Pink |Z| Split cells: I:l Light Crange E
Formatting
Track formatting
Formatting: {none) |z| Color: . By author E
Balloons
Use Balloons (Print and Web Layout): Always E
Preferred width: (6.5 cm 2 Measurein: Centimeters E
Margin: Right |Z| |
[ sShow lines connecting to text |
Paper orientation in printing: Preserve [=]
Accept or Reject Changes ‘ _ &) Previous
e Click the Review menu. _"l??r ﬁlj 93 Next

e Click on the drop down tool next to Accept or Reject tool. A“f”” Reject
e Select the relevant option to be used. E.g. Accept and b Accept and Move to Next
Move to Next, Accept Change, Accept All Changes Shown _
or Accept All Changes in Document. .
e To Reject changes, click on Reject, Move to Next, Reject
Change, Reject All Changes shown or Reject All Changes in

Document.

Accept All Changes in Document

e C(Click on Previous or Next tool to navigate between comments.
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Compare Documents
The compare document option maybe used to compare the content of
two different documents.

o Select the Review menu.
e C(Click the Compare tool button.
o Select Compare from the list of options.

El

Compare
-

Compare...

Compare two versions of a
document (legal blackline].

Combine...

Combine revisions from multiple
authors into a single document.

information.docx - Microsoft Word

wilkd 2 - 0% |- S

Home Insert Page Layout References Mailings Review | View | Developer Add-Ins PDF & e Home

=

Insert Page Layout

safety.docx - Microsoft Word

References Mailings Review '

Double-click to hide white space|

Keeping consumers informed: labelling for safety

People want. and have a right. to know what they are eating. Food labelling rules re|
that right. The fundamental principle of EU European Union food labelling rule
consumers should be given all essential information on the composition of the prod
manufacturer, methods of storage and preparation. Producers and manufacturers are
provide additional information if they wish. but this must be accurate. not mis]
consumer and not claim that any foodstuff can prevent, treat or cure illness.

The labelling requirements are regularlv updated to reflect advances in science and cl
consumer expectations. Recent changesreflect public concern over, for example, BS]
cow” disease): consumers want the fullest possible information about the beef they bt
labels now have to show where the animal was bom. reared. fattened. slaughtered :

Consumers also want to know whether a food contains a geneticallv modified produc
see from the label whether a food ingredient might trigger an allergy — other reas
recent changes. If a food contains a GM product, or if a product derived from GM 1
was involved in producing it. then the label must say so.

Special rules apply to certain foodstuffs. For example. the presence of quinine and ca
food must be clearly indicated.

The challenge in designing modem food labelling rules is to strike a balance between
romsnmers as much infarmation asnassible and not averlnading the 1ahel with inform

5] "J 5 web Layout | © j G = newwindow |13 == Times New Roman - 16
S =
[E outline n ) 00 GF | F arrange Al = =22 Ca B f U -oabe x, x° | &)
Print |Full Screen ow | Zoom 100% Switch Macras Paste
= b -
Layout| Reading =] Draft - =l | B split B8 windows - | - - T W A A | A A
Document Views Zoom Window Macros Clipboard Font Paragraph
i)

Keeping consumers informed: label

People want. and have a right. to know what they:
that right. The fundamental principle of EU Euw
consumers should be given all essential informatic
manufacturer, methods of storage and preparation.
provide additional information if they wish. b1
consumer and not claim that any foodstuff can

Consumers also want to know whether a food con
see from the label whether a food ingredient mig
recent changes.If a food contains a GM product. ¢
was involved in producing it. then the label mu

Special rules apply to certain foodstuffs. For exam
food must be clearly indicated.

The challenge in designing modem food labelling
consumers as much information as possible and n¢
thatmakesit difficult to read and understand.

e From the Compare Documents window, click under

Compare Documents

B e |

Original Document and select the first document to
include e.g. Introduction.

e Click under Revised document and select the second
document to include e.g. Safety.

e C(Click on >>More tool to have more options.

e You can either select Show changes in Original
document, Revised document or New document.

Original document
information.docx

Label changes with

Comparison settings

Comments

Formatting

Case changes
White space

Show changes
Show changes at:
() Character level
@) Word level

Revised document

-] =

—
-

Tables

Headers and footers
ootnotes and endnotes
Textboxes

Fields.

Show changes in:
(™ Original document
() Revised document

(@) Mew document

Eafeivdoo Rl

Label changes with | sunny Navnit
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18

— B 1081 Bruxelles

Tel : 02/412 04 10 Fax : 02/412 0419 — Gsm 0477/78 94 45 — selossej@jlgestion.be




Microsoft Word 2010 User’s Guide

Compare document Result
Depending on the order you select document, the final result will differ.

Example 1: Information document was selected first (as original document) and Safety document
was the second document selected as (Revised document)

The computer will compare the revised document with the original and will point out that the
paragraph “The Labelling...” was deleted from the Safety document along with the location where it
was deleted. The text exists in Information but not on the Safety document.

Compare Result 5 - Microsoft Word

References Mailings Review View Developer Add-Ins FDF

. ﬁd \_; 3 3 Ta _:_2), 2% Final Show Markup - @ i/? ¥ Previous =j _I

2 Show Markup ~ P Next
ite Language Mew Track : o Accept Reject Compare Rest
- Comment Changes ~ E Reviewing Pane ~ - - v Edit
inguage Comments Tracking Changes Compare Protect

Keeping consumers informed: labelling for safety

People want, and have a right, to know what they are eating. Food labelling rules recognise
that right. The fundamental principle of EU European Union food labelling rules is that
consumers should be given all essential information on the composition of the product, the
manufacturer, methods of storage and preparation. Producers and manufacturers are free to
provide additional information if they wish, but this must be accurate, not mislead the
consumer and not claim that any foodstuff can prevent, treat or cure illness.

| Consumers also want to know whether a food contains a genetically modified product and to _ . - { Deleted: Tre1sbelling raquiraments 2=
see from the label whether a ft?od ingredient mighF trigger an allergy — other reasons for i;ﬁ;“f;;;ﬁ;‘:ﬁ =
recent changes. If a food contains a GM product, or if a product derived from GM material expaciations. Racaut changes reflect public
was involved in producing it, then the label must say so. concem over, for example, B3E ('mad cow?

dizeass); consumar: want the fullast
poszible information shoirt the basfthey
. . . Lo : . buy. Beaflshals now have to show whers
Special rules apply to certain foodstuffs. For example, the presence of quinine and caffeine n tha mimal e bom, seerad, fartenad,

food must be clearly indicated. slamghterad amd oot
b

The challenge in designing modem food labelling rules is to strike a balance between giving
consumers as much information as possible and not overloading the label with information
that makesit difficult to read and understand.

Example 2: Safety document was selected first (as original document) and Information document
was the second document selected as (Revised document)

The computer will compare the revised document (Information) with the original (Safety) and will
point out that the paragraph “The Labelling...” was inserted along with the location where it was
inserted into the Information Document. (Revised).
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Keeping consumers informed: labelling for safety

People want, and have a right, to know what they are eating. Food labelling rules recognise
that right. The fundamental principle of EU European Union food labelling rules is that
consumers should be given all essential information on the composition of the product, the
manufacturer, methods of storage and preparation. Producers and manufacturers are free to
provide additional information if they wish, but this must be accurate, not mislead the
consumer and not claim that any foodstuff can prevent, treat or cure illness.

Consumers also want to know whether a food contains a genetically modified product and to . - { Inserted: Ths labaling squirements =2
K : : : : . 1 sagularly wpdatad to seflact advances in

see from the label whether a fgod ingredient m1ghtl trigger an a.llerg} — other reasons f:or Sehems mms chemeing consimes

recent changes. If a food contains a GM product, orif a product derived from GM material axpactations. Racent changas reflact public

was inveolved in producing it, then the label must say so. comoen ove, for example, BSE {"mad cow’

dizeasa); consemens want tha fillest
pozzible information sbout the beaf they
. . . O . . buy. Basflahals now have to show whars
Special rules apply to certain foodstuffs. For example, the presence of quinine and caffeine m the smime] e bom, fearad, Smemed

food must be clearly indicated. slaughtersd and cut

The challenge in designing modem food labelling rules is to strike a balance between giving
consumers as much information as possible and not overloading the label with information
that makes it difficult to read and understand.

View Menu

View the final result after Header and Footer was inserted

e Select the View Menu.

Print
e Click on Print Layout tool button. Layout
Food Labelling Rules
Keeping consumers informed: labelling for safety
People want, and have a right, to know what they are eating. Food labelling rules recognise
that right. The fundamental principle of EU European Union food labelling rules is that
consumers should be given all essential information on the composition of the product, the
Using the Draft View to delete Page Break or Section Break _—
ra
e Select the View menu.
e Click on Draft tool button.
o Select the Home menu and Click on the Show Hide tool button if required. q
e C(Click on the Page Break or Section Break and press delete to delete the Break if
required.
20

©2011 JL Gestion SA  Avenue de I'indépendance Belge 58 — B 1081 Bruxelles
Tel : 02/412 04 10 Fax : 02/412 0419 — Gsm 0477/78 94 45 — selossej@jlgestion.be




Microsoft Word 2010 User’s Guide

Keeping -consumers-informed:-labelling -for-safetyq]

Al

People-want.-and have-a right, to know-what they-are-eating. Food labelling tules recognise that-
right.- The-fundamental -principle-of -EU-European-Union-food-labelling -rules-is-that-consumers-
should-be-given-all -essential-information-on-the-composition-of -the-product, -the-manufacturer, -
methods-of storage-and preparation. Producers-and ‘manufacturers-are-free-to-provide-ad ditional -
information -if thev-wish, ‘but this must-be-accurate, not ‘mislead the-consumer-and not -claim that-
any foodstuff-can prevent, treat-or-cureillness.

T

Page Break 1

Section Break (Continuous)

Consumers-also- want -to-know-whether-a-food-contains-a-genetically-modified -product -and-to-
see-from-the-label -whether-a-food ingredient might trigger-an-allergy—-other reasons for recent-
changes.-If-a- food- contains- a- GM- product, - or-if- a- product-derived- from- GIM-material -was-
involved in producing it, then thelabel must-say-so ¥

LIl

Page Break.

Viewing/Zoom to Multiple pages of a document

Select the View menu.
Under the Zoom group tab, select the relevant option e.g.
Zoom — Used to view the window using your own view settings.
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1Y% ™
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.
= =
\

|
IE] i E 100% (=) [] (¥)

One Page — Will zoom in the document to display one page at a time.
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e Two Pages — Displays two pages one on the left and one on the right.

Twcu Pages

Keeping consumers informed: labelling for safety Coarumars 3izs waat 32 hnew whethas 3 food sommainr 3 prmetisaly modified produntasdn
1y see from the label whether 3 food ingrediem mizht srigger an allergy — other reasoms for
S o - _ . - 12 food comains 3 GAL pesdecs or i 2 pendunt dered o G0 msesial
Prcgle was, 20d have 3 sight, %o keow what ey are easing. Food fbelling rales racogeiss recent chasges I a food © produc, ¢ f
fan sigin. The fasdamesal grisciple of IU Encopean Usion food iabeling rules is fan was imived in producing . then the Iuhel mom cuysa.

commmemers dhould br grven 30 suessial fcemation o % composiion of e prodect, e
masfactrer, methods of worags 2nd preparatin Prodotens 12d mmssfactoers an ezt
provide addiioma] mformavion  Gey wih bm G Zmm be accurse, oot miskad fhe
Commmmer asd mot claim a1 2oy foodsmf cam prevess, woat or cace dnes

e Page Width — Will increase the zoom% of the document to display the document in a larger
view.

Food Labelling Rules

Keeping consumers informed: labelling for safety

People want, and have a right, to know what they are eating. Food labelling rules recognise

that right. The fundamental principle of EU European Union food labelling rules is that El @ E

consumers should be given all essential information on the composition of the product, the
manufacturer, methods of storage and preparation. Producers and manufacturers are free to
provide additional information if they wish, but this must be accurate, not mislead the
consumer and not claim that any foodstuff can prevent, treat or cure illness.

Viewing Multiple Documents
E.g. To view the Information document along with the Safety document.

e Open the Information and Safety Documents.
e Click on View Menu.

Arrange
e Under the Window Group tab, click on Arrange All button. All
| = ety. icr
Home  Insert  Page Layout References Mailings ~ Review | View | Developer  AddIns  PDF

Jj _H IE l:l 1 Ruter © W% [El one Page | E [0 view Side by Side % —
J I:‘ Gridlines 1“ Two Pages _E‘ [2; Synchronous Scrolling ==
Print |Full Screen Web Outline Draft Zoom 100% Hew Arrange  Split Switch | Macros

Layout | Reading Layout [0 navigation Pane =] Page Width | window Al ndow Position Windows * -
Document Views Show Zoom Macros

Keeping consumers informed: labelling for safety

People want, and have a right, to know what they are eating. Food labelling rules recognise
that right. The fundamental principle of EU European Union food labelling rules is that
consumers should be given all essential information on the composition of the product, the
manufacturer, methods of storage and preparation. Producers and manufacturers are free to

Section:1 Pageilof2 | Wordsi203 | <&  English (UK} | Track Changes: Off | 3 | |@Eﬁ B == 9% ()
= — —— —

@‘ oo~ =g ’ I " information.docx - Microsoft Word
Home Insert Page Layout References Mailings Review View Developer Add-Ins PDF

= % cut - oas T - | A -

E Times NewRom = 116~ A" A" | Aa~ | 201 T | AaBbCAl| 4aBbCeI AzBBCT AaBbC Aapbea AAD A

Paste i S = o ERO i i i Change

s jFurmat Painter B I U abe X, X <) e Heading 1 Heading 2 T Normal T Mo Spadi... Heading3 Title = Stylesg'

Clipboard rl Font £l Paragraph Fl Styles

consumer and not claim that any foodstuff can prevent, treat or cure illness.

The labelling requirements are regulady updated to reflect advances in science and changing
consumer expectations. Recent changesreflect public concem over, for example, BSE (‘mad
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View Multiple Section/Pages of One document
E.g. To view Page one and Page 4 of the Information Document.

="

e Open the Information Document. L
Mew

e Select the View menu and click on New Window tool button. Window

information.docx - Microsoft Word

e The New Window created will include number 1 and number 2 next to the filename as
below:

Information.docl and Information.doc2 (Both window only showing one document, any
amendment made will be reflected on both sides).

information.doocl - Microsoft Word

information.dooc? - Microsoft Word

e C(Click on view menu and select Arrange All to view both windows.
e Use the scroll bar and click on the pages you wish to view e.g. Page four of the second
window. (information.docx2)

Wilkd 7 - 0% |= informtion.docx2 - Microsoft Word (elE] = J
Home  Insert  Page Layout References Mailings Review View Developer  Add-Ins PDF > @
= = }l [E2 1 [ Ruler © ¥ () one Page 1 ) View Side by Side &= =) =
E] @ «&E=FE" N ek = = = BB =
[ Gridlines [33 Two Pages — S 0 = =z
Print |Full Screen Web  Outline Draft Zoom 100% __ New Arrange Split ) Switch | Macros
Layout | Reading Layout [[] Navigation Pane =) Page Width | window  All A4 R Posit Windows ¥ v
Document Views Show Zoom Window Macros
| -
Page 1 of 4
Keeping consumers informed: labelling for safety
|
People want, and have a right, to know what they are eating. Food labelling rules recognise v
that right. The fundamental principle of EU European Union food labelling rules is that ¥
consumers should be given all essential information on the composition of the product, the o
manufacturer, methods of storage and preparation. Producers and manufacturers are free to 3
Section:1 Page:1of4 | 1 Q| \‘,/a English (U.K) | Track Changes: Off ‘ | |
» - . — -—— T _— = 4 —— ~—
(W] = OV = information.docx1 - Microsoft Word
Home Insert Page Layout References Mailings Review View Developer Add-Ins PDF
| } = (== | [0 Ruter © (L) one Page 1 (Y View Side by Side [ )
=l @ = = (= RLA= o = 2 m
[0 Gridiines [@3 wo Pages [ 3 = =2
Print |Full Screen Web Outline Draft Zoom 100% __ New Arrange Split - Switch Macros
Layout| Reading Layout [[] Navigation Pane =) Page Width | window Al 24 Rese Windows ~ -
Document Views Show Zoom Window Macros
100% (x|
Zoom the document to 100% of the 5
normal size Page 4 of4
Special Rulesl

Special rules apply to certain foodstuffs. For example, the presence of quinine and caffeinen
food must be clearly indicated.

The challenge in designing modem food labelling rules is to strike a balance between giving

. consumers as much infommation as possible and not overloading the label with information
Section: 2 Page:4 of 4 | Words: 262 | <6  English (UK) | Track Changes: Off | P |

aE RDT Login.txt - Not... B4 Microsoft Excel - Bo... | [0 information.doocl ... | [ nformation.docc? ...

“« 0 »d
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View two documents Side by Side and using Synchronous Scrolling
This option is mainly used where you wish to compare two documents and scroll onto both
documents viewing the same section on both windows.

E.g. To view the Information and Safety document at the same time Side by Side.

e Open the Information document.
e QOpen the Safety document.
e Select the View menu and click on View Side by Side.
[ 13 View Side by Side |
e Click the Synchronous Scrolling option to scroll on both windows at the same time.
. .
3] synchronous Scrolling
e Use the scroll bar to scroll within the two windows.
@hd 5 - 6% = " safety.docx - Microsoft Word === T e A information.doc - Microsoft Word [SI=[=]
Hume Insert Pagelayout References Mailings Review | View | Developer Adddns PDF o (@) Home | Insert Pagelayout References Mailings Review View Developer Addns PDF o (@)
| R weblayout | e (5] W E R NewWindow |13 = <] Y Times New Roman ~16 - =iz ip- EE & s
A i % = v
;I M (= outline . A @3 = amengean [t = = Gy [Blr U -oae x, % = % e
ow % itin,
e o | ™ ™ g e e e W g A WA ac Beme el S G
Document Views Zoom Window Macros Clipboard = Font Paragraph Styles
& &
PJ%
Keeping consumers informed: labelling for safety Keeping consumers informed: labelling for safety
|
People want, and have a right, to know what they are eating. Food labelling rules re| People want, and have a right, to know what they are eating. Food labelling rules re
that right. The fundamental principle of EU European Unien foed labelling rule that right. The fundamental principle of EU European Union food labelling rule
consumers should be given all essential information on the composition of the prod consumers should be given all essential informaticn on the composition of the prod
manufacturer, methods of storage and preparation. Producers and manufacturers are manufacturer. methods of storage and preparation. Producers and manufacturers are
provide additional information if they wish, but this must be accurate, not mis| provide additional information if they wish, but this must be accurate, not mis|
consumer and not claim that any foodstuff can prevent, treat or cure illness. consumer and not claim that any foodstuff can prevent, treat or cure illness.
Consumers also want to know whether a food contains a genetically modified produc
see from the label whether a food ingredient might trigger an allergy — other reas
recent changes. If a food contains a GM product, orif a product derived from GM1
was involved in producing it, then the label must say so.
Special rules apply to certain foodstuffs. For example, the presence of quinine and ca
food must be clearly indicated.
The challenge in designing modem food labelling rules is to strike a balance between
consumers as much information as possible and not overloading the label with inforn
that makesit difficult to read and understand.
+ +
o o
¥ ¥
Ll [T ] 3 4 [T ] 3
Section: 1 Page:1of 2 | Words: 203 | <& | IEEEEEEE " (+) Section: 1 Page:1ofd | Words: 262 | <% | [ElBRE=s 9% [ (+)
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To Switch between several windows on a document

e Open all the documents.

e Select the View Menu.

e  Click on Switch Windows drop down arrow.

e Select window you wish to switch to. | nfommation dock

2 safety.dooxx
3 Word 2010 Support Material.doot
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Developer Menu
Mainly used to Record Macros, Forms and other advanced functions of Word.

Record A Macro
E.g To Record a Macro to setup a document.

For this task, we will setup the document in Landscape, centre on vertically and Insert a Footer with

the Page Numbering on the right.

e C(Click on Developer Menu.
e Click the Record Macro tool button.

ﬂ Record Macro

e Type in the name of the new Macro e.g.

I Record Macro @I&J

- — macropagesetup.

Macro name:
macropagesetup

Assign macro to

suten o
_g;?

Store macro in:
All Documents (Mormal. dotm IZ|

Description:

OK ] [ Cancel

e C(Click on OK to confirm.
e Click on Page Layout menu.

J— .

Page Setup P e Click on Page Setup context tool.

| P: Seti . .
= St e Select the Margins tab and click on Landscape.
Margins
Top: 1.25¢cm - Botte
Left: 2.54m o Right
Gutter: Oem - Gutte
Orientation Page Setup
Portrait Landscape Fage

Vertical alignment: | Top

Preview

e Select Layout tab and change the Vertical alignment to Center.
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Click on OK to confirm.

Select the Insert Menu, Under the Header & Footer tab group, click on Page Number drop
down arrow.

Select Bottom of Page or position required.

Select the format to use e.g. Plain Number 3.

ﬁ

Page
Mumber =

1B Top of Page 3
&l EBottom of Page 3

Plain Number 3

Select the View menu and Select Print Layout to stop editing the Header/Footer.
To stop recording the Macro, click the Developer menu and select Stop Recording.

@ Stop Recording

Save the Document.

Open a New document or existing document, click the Macro tool, select the Macro to run
e.g. MacroPagesetup and click on Run.

You can Print Preview the document to view the end result.

Macros ?

Macro name:

macropagesetup

=

Macros

Step Into
Edit
Create

Delete

TERRE

Qrganizer...

Macros in: | All active templates and documents IZ|

Description:

Close
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Edit an Existing Macro
e Select the Developer menu.
e Click on Macros button.
e Select the macro to Edit and click on Edit button.

E Edit View Insert Format Debug Run Tools Add-Ins Window Help
[ Seve Normal Ctrl+5 B & EY & @ Ln2Cll

B

Import File... Ctrl+M
Export File... Ctrl+E
-[ Remove NewMacros...

& Print.. Ctrl+P
Close and Return to Microsoft Word  Alt+Q

I{General} j Imacmpage:elup

Sub macropagesetup() =
r I
' macropagesetup Macro
'

- &% TemplateProject (Buildi
[ &% TemplateProject (Built-1
- & TemplateProject (Temp!

With ActiwveDocument.Styles (wdStyleNormal) .Font
If .NameFarEast = .NameRscii Then
.Namehszecii = "
End If
.NameFarEastc = ""
End With
With ActiwveDocument.PageSetup
.LineNumbering.Active = False
.Crientation = wdOrientLandscape
.TopMargin = CentimetersToPoints(2.54)
.BottomMargin = CentimetersToPoints (2.54)
.LeftMargin = CentimetersToPoints (2.54)
.RightMargin = CentimetersToPoints(2.54)
.Gutter = CentimetersToPoints(0)
.HeaderDistance = CentimetersToPoints(1.25)
.FooterDistance = CentimetersToPoints(1.25)
.PageWidth = CentimetersToPoints(25.7)
.PageHeight = CentimetersToPoints (21)
.FirastPageTray = wdPrinterDefaultBin
.OtherPagesTray = wdPrinterDefaultBin

e |

NewMacros Module hd
Alphabetic | categorized |

MNewMacros

G RealPlay R Microso... |41 Uns ; EN Py e WG
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