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Introduction

Welcome to Microsoft Word Il: Advanced Features and Functions. Building on the
foundations of Microsoft Word, this book is designed for users who are ready to dive deeper
into the program’s more advanced features, allowing you to enhance your documents with
sophisticated tools and techniques.

In this guide, we will explore powerful features such as tables, columns, and mail merge,
which can help you create professional, customized documents quickly and easily. We
begin with tables in Microsoft Word, where you’ll learn how to add, edit, and resize
columns and rows, as well as how to insert tables from an Excel spreadsheet. These
features will help you manage and present data in an organized, visually appealing manner.

We’ll also cover columns in Word, teaching you how to add or remove columns to suit
your document’s needs. For those creating more dynamic documents, we’ll guide you
through the mail merge process with step-by-step instructions on how to generate custom
labels and envelopes, including adding graphic borders to enhance your designs.

As you progress, you’ll learn how to use macros to automate repetitive tasks, speeding up
your workflow. You’ll discover how to enable the Developer Tab, record macros, and use
them effectively to streamline your document creation process. Additionally, we'll cover
advanced techniques for managing multiple windows, files, and directories, including
how to organize your files and create folders for better document management.

By the end of this book, you will be equipped with the skills to create professional and
efficient documents, streamline your workflow, and tackle more complex tasks in Microsoft
Word with ease. Whether you’re preparing business reports, mailings, or personal
documents, the tools and techniques covered in this book will ensure that your work
stands out.

Let’s begin our journey into the advanced features of Microsoft Word and unlock the full
potential of this powerful software!"

'The ideas for this introduction were arranged with the help of artificial intelligence.
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Microsoft Word I
Chapter One - Tables in Microsoft Word

Tables in Microsoft Word

Obijectives of Chapter One

e AddaTable

e |InsertaTable

e EditaTable

e Inserta Table from Excel

Add a Table

In this lesson, we will explore how to add and customize tables in Microsoft Word, a
fundamental skill for organizing and presenting information in a structured format. Tables
are essential tools for efficiently displaying data, making it easy to compare, analyze, and
visualize information. Whether you are creating a simple list or a more complex data set,
Word provides a variety of options to insert and format tables according to your needs. By
learning to add tables, you will be able to enhance your documents with clear, professional
layouts, and effectively manage content for both academic and professional purposes.

Let’s begin with the basic steps of inserting a table into your document:

1. lIdentify the location to add your table, and place your cursor in that area

2. Click on the Insert Tab on the Ribbon at the top of the window (Figure 1.1)

3. Clickon the Table icon (Figure 1.2)

4. Inthe window that pops up, choose the quantity of rows and columns needed
(Figure 1.3)

5. Thetable appears on your Word document with blank cells. Begin adding your
content. (Figure 1.4).
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Microsoft Word Il
Chapter One - Tables in Microsoft Word

Chapter 1 - Microsoft Word [l ver 1
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Figure1.1 The Insert Tab is on the Ribbon to the right of the Home tab.
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Figure 1.1 The Table tool is inside of the Tables group under the Insert Tab.
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Microsoft Word I
Chapter One - Tables in Microsoft Word
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Figure 1.2 The Insert Table option allows the user to select the desired number of rows and columns. Click or hover over
the white squares to add or remove rows and columns to your table.

-+

Figure 1.3 The table inserted into the Word document will look similar to the one that appears here. Content can then be
added into each cell.

Insert Table Dialog Box

Instead of using the mouse to select the number of rows and columns desired, users can
also use the “Insert Table...” dialog box.

1. Place your cursor where you want to add your table
2. Click on the Insert Tab on the Ribbon (Figure 1.1)
3. Click on “Table” inside the Table Group (Figure 1.2)
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Microsoft Word Il
Chapter One - Tables in Microsoft Word

4. Click on“Insert Table...” (Figure 1.5)

5. A pop-up window, called a dialog box, appears. Choose the settings for your table
(Figure 1.6)

6. The table appears on your Word document with blank cells. Begin adding your
content (Figure 1.7)
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Figure 1.4 The “Insert Table...” option is under “Table” within the Insert Tab.
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Chapter One - Tables in Microsoft Word

Insert Table T *

Table size

Mumber of columns: 5

P
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Mumber of rows:
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© Fixed column width:  Auto =
Autofit to contents

AutoFit to wingow

|__| Remember dimengions for new tables

oK Cancel

Figure 1.5 The pop up window contains the settings for the table, including table size (humber of columns and rows),
AutoFit behavior (fixed column width, AutoFit to contents, or Autofit to window), and the option to remember these
dimensions for new tables.

+

Figure 1. 6 The inserted table will look similar to the one that appears here. The user can add content to each box. This
table has five columns and two rows.

Edit a Table

Word creates tables based on settings defined by users. A user may want to resize, add, or

remove columns or rows after a table has been created.

Change the Size of a Column

1. Identify the column that you want to change.

2. Move your mouse to the top of the right or left line that defines that column.

3. The pointer will change form from an arrow to two vertical parallel lines with two
arrows that point in opposite directions.

4. With the pointerinits new form, click on the line and hold the left mouse button as
you move the mouse to resize the width of the column.

Change the Size of a Row

1. ldentify the row that you want to change.
2. Move your mouse to the line defining the top or bottom of the row.
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Microsoft Word Il
Chapter One - Tables in Microsoft Word

3. Wait for the pointer to change its form to two parallel lines and two arrows pointing

opposite directions.
4. With the pointerin its new form, left click and hold to drag the line to resize as

needed.

Add a Column
1. Identify the position where you want to add a column.
2. Move your mouse to the top of the table and hover over the column border to the left

of where you want to add your column.
3. The column border will turn blue and the image of a plus sign inside a circle will

appear at the top of the table.
4. Click onthe plus sign to add a column to the right.

Add a Row
1. Identify the position where you want to add a row.
2. Move your mouse to the left edge of the table and hover over the line below which

you want to add a row.
3. Therow border will turn blue and the image of a plus sign inside a circle will appear

to the left of the table.
4. Click on the plus sign to add a row below the current location.

Insert a Table from Excel Spreadsheet

Microsoft Word allows for the easy inclusion of many Microsoft Excel tools. You can create
areport in Microsoft Word that include tables, charts, formulas with the versatility of

Microsoft Excel.

Add a Table

1. Identify the place in your Word document that you would like to add a table and
place your cursor in that area.

Click on the Insert Tab on the Ribbon (Figure 1.1).

Click on the Table tool inside the Tables group (Figure 1.2).

Click on Excel Spreadsheet (Figure 1.8).
The Excel table appears in your Word document with blank cells. This is where you

would add your information (Figure 1.9)

a bk wn
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Microsoft Word I
Chapter One - Tables in Microsoft Word

6. Note that when the Excel table is active, the Excel Ribbon is shown instead of the
Word Ribbon.

7. Figure 1.10 shows a table created using the Excel spreadsheet tool. Notice that
some cells have been formatted with a black border but that other, blank, cells are
also visible. The size of the Excel window can be adjusted to your own preference.
By default, Excel cell borders don’t print.

8. Figure 1.11 shows a chart generated from the information in the Figure 1.10 table.
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e

@ Insert Table...
E:._lf Draw Table

ﬁ Excel Spreadsheet

R Quick Tables 3

Figure 1.7 The Insert Table menu includes “Excel Spreadsheet” as an option.
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Microsoft Word Il
Chapter One - Tables in Microsoft Word

< > Sheetl  Sheet2 = 4 @ < CEEE—— (3

Figure 1.8 A blank Excel spreadsheet inserted into a Word document. When the window is active, it shows Excel columns,
rows, and sheets.

Dress

Szes Quantity
xS 15
S 20
M 30
L 7
Total 72

Figure 1.9 Table created using an Excel Spreadsheet.
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Microsoft Word I
Chapter One - Tables in Microsoft Word

Dress Sizes

Figure 1.10 Chart created using an Excel spreadsheet based on the data in the table in Figure 1.10. The Insert tab on the
Excel Ribbon includes chart options.
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Microsoft Word Il
Chapter Two — Columns in Microsoft Word

Columns in Microsoft Word

Objectives of Chapter Two

e AddaColumn
e Remove a Column

Add a Column

In this chapter we are going to talk about columns in Microsoft Word. Columns can help
chunk information. Usually you will input text first and then create the columns. In this
example we are going to create three columns.

Type the information, separating each paragraph by hitting the Enter key at the end
of each. In this exaple, we have three paragraphs.

Select all the text to be converted to columns.

On the Layout tab on the Ribbon, select the Columns tool in the Page Setup
group. Click the down arrow to expand the menu and select “Three” under number
of columns (Figure 2.1).

4. Ifyou are using columns to chunk information, the paragraphs should be similar
lengths to create similar columns.

W N 2

Developed by Alicia Cota, reviewed by Andres Martinez, and produced with the assistance of the California
Community Colleges and Imperial Valley College

&

Page|16

WE ARE IVC!



Microsoft Word I
Chapter One - Tables in Microsoft Word
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Figure 2.1. Select “Three” on the Columns pull-down menu to create three columns.

Below is an example using the description of the course typed out into three separate
paragraphs to demonstrate step six:

Direct practice with Microsoft Word. Word is a processing software using a windows
environment. The course is a continuation of CIS 120, Microsoft Word, and will
focus on editing and formatting features including multiple windows and
documents, managing files, tables, columns, merge, labels, sort, and graphics. (C-
ID: BSOT 121 X) (CSU)

Direct practice with Microsoft Word. Word is a processing software using a windows
environment. The course is a continuation of CIS 120, Microsoft Word, and will
focus on editing and formatting features including multiple windows and
documents, managing files, tables, columns, merge, labels, sort, and graphics. (C-
ID: BSOT 121 X) (CSU)

Firsthand practice with Microsoft Word. Word is a processing software using a
windows environment. The course is a continuation of CIS 120, Microsoft Word, and
will focus on editing and formatting features including multiple windows and
documents, managing files, tables, columns, merge, labels, sort, and graphics. (C-
ID: BSOT 121 X) (CSU)
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Microsoft Word Il

Chapter Two — Columns in Microsoft Word

Below is an example of how the columns look after following steps three and four:

Firsthand practice with
Microsoft Word. Word is
a processing software
using a windows
environment. The course
is a continuation of CIS
120, Microsoft Word, and
will focus on editing and
formatting features
including multiple
windows and
documents, managing
files, tables, columns,
merge, labels, sort, and
graphics. (C-1D: BSOT
121 X) (CSU)

Remove Columns

Firsthand practice with
Microsoft Word. Word is
a processing software
using a windows
environment. The course
is a continuation of CIS
120, Microsoft Word, and
will focus on editing and
formatting features
including multiple
windows and
documents, managing
files, tables, columns,
merge, labels, sort, and
graphics. (C-1D: BSOT
121 X) (CSU)

Firsthand practice with
Microsoft Word. Word is
a processing software
using a windows
environment. The course
is a continuation of CIS
120, Microsoft Word, and
will focus on editing and
formatting features
including multiple
windows and
documents, managing
files, tables, columns,
merge, labels, sort, and
graphics. (C-1D: BSOT
121 X) (CSU)

Distributing information in your document is vital. Setting up columns to chunk information

can be tricky, and at times you may need to remove and/or adjust the number of columns.

To reduce the number of columns, follow these steps:

1. Selectthe three columns.
2. Onthe Layout tab on the Ribbon, select the Columns tool in the Page Setup group.
Click the down arrow to expand the menu and select “Two” under number of

columns (Figure 2.2).

3. By default, Word makes the columns equal length. In our example, the first half of
the second paragraph is in the first column, while the second half of the second

paragraphisinthe second column.
4. Toremove the columns, select the text and follow the instructions in step 2,
4. selecting “One” instead of “Two” (Figure 2.3).
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Microsoft Word I
Chapter Two — Columns in Microsoft Word
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Figure 2.1 Select “Two” on the Columns pull-down menu to create two columns. .
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Microsoft Word Il
Chapter Two — Columns in Microsoft Word
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Figure 2. 2 Select “One” on the Columns pull-down menu to return to a single column.

Below is an example of how the columns look after following step two.

Firsthand practice with Microsoft Word. documents, managing files, tables,
Word is a processing software using a columns, merge, labels, sort, and
windows environment. The course is a graphics. (C-ID: BSOT 121 X) (CSU)

continuation of CIS 120, Microsoft Word,

) N ) Firsthand practice with Microsoft Word.
and will focus on editing and formatting

] ] ) ) Word is a processing software using a
features including multiple windows and

documents, managing files, tables,
columns, merge, labels, sort, and
graphics. (C-ID: BSOT 121 X) (CSU)

windows environment. The course is a
continuation of CIS 120, Microsoft Word,
and will focus on editing and formatting
features including multiple windows and

Firsthand practice with Microsoft Word. documents, managing files, tables,
Word is a processing software using a columns, merge, labels, sort, and
windows environment. The course is a graphics. (C-ID: BSOT 121 X) (CSU)

continuation of CIS 120, Microsoft Word,
and will focus on editing and formatting
features including multiple windows and
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Microsoft Word I
Chapter Three — Merge in Microsoft Word

Merge in Microsoft Word

Obijectives for Chapter Three

e Use the Mail Merge Wizard
a. Create a letter
b. Generate a list of contacts
c. Work with merge wizard

Step by step mail merge wizard

Time is the most precious resource, and understanding how to use mergers is a great
timesaver. Mail Merge allows you to quickly customize letters, emails, etc. By following five
simple steps you can make your work look professional with less time and effort (Figure
3.1).

Alonso Fuentes
Skyworks

2345 Ross aw.
ElCentro, CA 92243
us

Dear Alonso Fuentes,

I'm writing to resign from my position as customer service representative, effective
September 17, 2025.

I've recently decided to go back to school, and my program starts in late September. I'm
resigning now so that | can be as helpful as possible to you during the transition.

I've truly enjoyed my time working with you and everyone else on our team at LMK. It's rare
to find a customer service role that offers as much opportunity to grow and learn, and
perhaps rarer to find such a positive, inspiring team of people to grow and learn with.

I'm particularly grateful for your guidance while | was considering furthering my education.
Your support has meant so much to me.

Please let me know if there’s anything | can do to help you find and train my replacement.

Thanks, and best wishes,

Figure 3.1 Aformal letter with the recipient’s address at the top and a greeting line before the body of the message. Mail
Merge allows these fields to be automatically populated from an existing database.
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Microsoft Word Il
Chapter Three -Merge Microsoft Word

To customize your own document:

1.

el

No oo o

10.
10.
11.

12.

13.

14.

15.

16.
17.

Open or create the document that you want to customize. It should contain the
body text of the letter you wish to send.

From the Mailings Tab on the Ribbon, click on Start Mail Merge (Figure 3.2).

From drop-down menu, click on Step-by-Step Mail Merge Wizard (Figure 3.3).

The Mail Merge Wizard will open in a pane on the right side of the screen. Begin by
selecting the document type. In this example it is a letter (Figure.3.4).

Click “next” at the bottom of the window.

Choose a type of document. For this example, we are going to select “Use the
current document” (Figure 3.5). Other options include starting from a template or
using a preexisting document. Click “next” at the bottom of the window.

Select the recipients for your letter. You can use an existing list, but for this example,
we will choose “Type a New List” (Figure 3.6). Click “Create” to generate the file.

In the New Address List pop-up window, enter the recipient information. Complete
each of the columns, with one recipient per row (Figure 3.7). Click “New Entry” to
add each new recipient. Click the “OK” button to save the list of clients in the
desired location (Figure 3.8).

In the Mail Merge Recipients pop-up window, put a check box beside each desired
recipient (Figure 3.9), then click the “OK” button.

The Wizard pane on the right will now show the name of the address file (Figure
3.10). Click “next” at the bottom of the pane.

In your document, click where you wish to insert the address information. In the
Wizard pane, Click “Address Block” to open the pop up window (Figure 3.11).

In the Insert Address Block pop-up window that opens, select your preferred
format (Figure 3.12) and click the “OK” button. In your document, “«<AddressBlock»”
will appear as a placeholder.

Position your cursor in the desired location on your document and repeat the steps
to add a greeting line, electronic postage, or more (Figure 3.11)

Click “next” at the bottom of the window to preview the letter.

Your document will now show the placeholder fields replaced by real information,
beginning with the first recipient from your list. In the pane, you can use the left and
right arrow buttons to scroll through all recipients.

Click on the next at the bottom of the pane to complete the merge.

In the last step you can print or edit each of the merged letters (Figure 3.13).
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Chapter Three — Merge in Microsoft Word
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It's a great way to keep frack of where you are ar quickly

Figure 3. 2 The “Start Mail Merge” tool is on the Mailings Tab of the Ribbon.
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Figure 3. 3 From the pull-down menu, select "Step-by-Step Mail Merge Wizard.”
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Chapter Three -Merge Microsoft Word

- o x
|.|"_'| Comments | |f Editing ~|

Mail Merge A X

Select document type

What type of document
re you working on?

Letters

E-mail messages
Envelopes
Labels

® Directory

Letters

Figure 3. 4 Select “Letters” for the Mail Merge document type.
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Microsoft Word I
Chapter Three — Merge in Microsoft Word

O >

|_$‘ Comments | |f Editing ~|

» Mail Merge oo X

Select starting
document

How do you want to set
up your letters?

®) Use the current docume
Start from a template

Start from existing docu

Use the current
document

Figure 3.5 Select “Use the current document.”
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|.|,,—_| Comments | |/ Editing ~|

Mail Merge e x

Select recipients
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Select from Outlook con
®) Type a new list

Type a new list

Type the names and
addresses of recipients.

Figure 3.6 Select recipients list. In this example we will use “Type a new list.”
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Chapter Three -Merge Microsoft Word

Mew Address List O

Type recipient information in the table. To add more entries, click Mew Entry.

fitle « |FirstName « | Last Name vICompany... vlﬁddrsss Li.. w | Address Li_ « | City vi State -
Alonso Fuentes Skyworks 2345 Ross av. El Centro CA

B cd

Mew Entry Eind...

Delete Entry Customige Columns... OK Cancel

Figure 3. 7 Fillin each column (Title, First Name, Last Name, etc.), with one recipient per row.

Il Save Address List x
& > v » Alicia - Imperial Valley College » CI5121 » Chapter5 v (&) Search Chapter 5 2

Organize = New folder

]
e

il Desktop » Name Status Date modified Type Size
& Documents # Address = 3/2/2025 4:33 PM File folder
P Pictures » = Pictures o 3/2/2025 731 PM File folder
@ Music »
@ videos *
Book
Chapter 4

~ Chapter 5

Pictures

~ [ This PC
> & Local Disk (C)
> 9@ Network

> [ Microsoft Word
File pame: ~

Save as type: Microsoft Office Address Lists w

 Hide Folders Tools - Saw Cancel

Figure 3.8 Identify the desired location for your address list and click “Save.”
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Mail Merge Recipients O *

This is the list of recipients that will 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 list is
ready, click OK.

Data Source | [ |LastName « | First Name - | Title

« | Company Name  «

Address 2mdb |7 Fuentes |Alnnso
Address 2mdb [¥  Gonzalez Pedro

Clover

Data Source Refine recipient hist

Address 2.mdb ;l Sort.,
Y_' Filter.
[F Find duplicates

0yl Find recipient..

v Validate addresses..

' oK

Figure 3.9 In the Mail Merge Recipients window, place a check mark beside desired recipients (or check the box in the
header row to select all).

8 - o x
|.I;| Comments | |/ Editing v.|

Currently, your recip e selected from:

[Office Address List] in "Address 2.mdkb"

Select a different list...
@ Edit recipient list...

Figure 3.10 In the Wizard pane, the name of the address file to be merged is shown in quotation marks.

Developed by Alicia Cota, reviewed by Andres Martinez, and produced with the assistance of the California
Community Colleges and Imperial Valley College
Page |27

WE ARE IVC!




Microsoft Word Il
Chapter Three -Merge Microsoft Word

Mail Merge o X

Write your letter

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

To add recipient information to yo
click a location in the documen
one of the items below.

Address block..
Greeting line...

@32 Electronic postage...

E«E Maore items...

When you have finished writing your letter,
click Next. Then you can preview and
personalize each recipient's letter.

Figure 3.11 “Address block,” “Greeting line,” and more are placeholders that can be added to the document. Click on each
to open a pop-up window to make customizations.

Insert Address Block ? bt
Specify address elements Preview
- Insert recipient's name in this format: Here is a pleview from your re:ip'mnt list:
Joshua 1 B M
Jashua Randall Jr,
Joshua Q. Randall Jr. I Alonso Fuentes
Mr. Josh Randall Jr. Skyworks
Mr. Josh Q. Randall Jr. 2345 Ross av.
Mr. Joshua Randall Jr | El Centro, CA 52243

B insert company name Ls

B insert postal address:

) Mever include the country/region in the address

© [always include the country/region in the address.

e e S e o = ek PR e
} Qnly mclude the country/region if different than:

If items in your address block are missing or out of order, use Match Fields to

identify the correct address elements from your mailing list.

United States

' Format address according to the destination country/region Match Fields...

oK Cancel

Figure 3.12 The “Insert Address Block” window allows the user to format recipients’ names and how addresses appear.
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» Mail Merge . ¢

Complete the merge

Mail Merge is ready to
produce your letters.

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

Merge

@ Print...

I} Edit individual lette

Stepbof6
€— Previous: Preview your

v

play Settings [, Focus B - i T 100%

Figure 3.13 In the last step of Mail Merge, the user can either print the letters or edit individual ones.
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Merge Labels Wizard

Objectives for Chapter Four

o Use the Mail Merge Wizard for labels
a. Create a letter
b. Generate a list of contacts
c. Work with Merge Wizard

Step by Step Mail Merge Wizard for Labels

Creating labels one by one and figuring out how to print them correctly can be difficult and
time-consuming. Microsoft Word’s Mail Merge Label Wizard can help accomplish the
label setup in less than five minutes. The best part is that Wizard provides seamless setup
for multiple commercial label options (Figure 4.1).

Sandra Coleman Johanna Perez

1478 Ross Ave 1899 Claudio St

El Centro, CA 92243 El Centro, CA 92217
Alonso Fuentes Pedro Gonzalez
Skyworks 1539 Aten Road
2345 Ross Ave Imperial, CA 92243

El Centro, CA 92243

Figure 4.1 Example of addresses set up for printing on a particular brand of address labels that include 10 labels per
sheet. You can customize your setup depending on the type of label you have and your needs.
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Open a blank document.

Click on Start Mail Merge from the Mailings Tab on the Ribbon (Figure 4.2).

Click on Step-by-Step Mail Merge Wizard on the pull-down menu (Figure 4.3).

The Wizard pane will open on the right side of the screen. This time, instead of
Letters, select Labels (Figure.4.4). Click “next” at the bottom of the window.
Choose a starting document. Under the Change Document Layout header, click on
the “Label options” link (Figure 4.5). This will open a pop-up window that allows you

abr bbb

to select the label product you’ll be printing on. Select the vendor first, then the
product number or size (Figure 4.6). Choose a product and click the “OK” button to
close the window.

6. Your document will update with the dimensions of the labels you’ve selected. Click
“next” at the bottom of the Wizard pane.

7. Next, select a recipients list. In this example, we are going to use the option “Use an
Existing List” (Figure 4.7) and then click “Browse” (Figure 4.8).

8. Inthe pop-up window, select your recipient address file (Figure 4.9) and click
“Open.”

9. Ifyour address file is an Excel spreadsheet, a “Select Table” window will pop up
(Figure 4.10). Once you click “OK,” a “Mail Merge Recipients” pop-up will open. As
described in the last chapter and shown in Figure 3.9, select your recipients and
select “OK.”

10. Your document will now show the placeholder text “«Next Record»” in each label
space after the first space, where your cursor is now located (Figure 4.11).

11. Click “Next” at the bottom of the Wizard pane to arrange your labels.

12. As we did in the last chapter, click on Address Block (Figure 4.12) to open the
Address Block window, which contains a preview of how the information will
appear (Figure 4.13). Depending on the structure of your address file, you may need
to click the “Match Fields” button and use the dropdown menus to import the
information correctly. Click the “OK” button to save your changes and close the
window.

13. The first label now shows the placeholder text “«AddressBlock», while the rest still

13. say «Next Record»” (Figure 4.14). To update the remaining fields, click on the

13. “Update all labels” button (Figure 4.15). Now the rest of the labels also read «Next
Record»«AddressBlock». Click Next at the bottom of the pane.
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14. Your document will now show a preview of your populated labels (Figure 4.1). In the
14. Wizard pane, click Next to complete the merge and edit individual labels or print

14.them.

Gl Autosave '(. Off:' -7y = Document] - Word

File Home Insert Draw  Design ut  References  Mailing
= B [E :
Eg & =
Envelopes Labels | |Start Mail Addres:
Merge ~ | Reci Block

Create B Letters
MNavigation = E-mail Messages
B Envelopes...
Search document
E%I Labels...

Headings  Pages Directory

@ MNormal Word Document

Create an interactive oy

Step-by-Step Mail Merge Wizard...

It's a great way to keep frack of where you are ar quickly

Figure 4.2 From the Start Mail Merge Group on the Mailings Tab of the Ribbon, click “Start Mail Merge.”
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“ AutaSave ':. Off::' z/‘; - O ~ Document! - Word

File Home Insert Draw Design Layout References  Mailing

B REE B E

Envelopes Labels | |Start Mail Select Edi Address
Merge ~ | Recipients ~ Recipien Block

Create @ Letters
Mavigation £ E-mail Messages
& Envelopes...

Search document
E% Labels...

Headings Pages Directory

@ Mormal Word Document

Step-by-Step Mail Merge Wizard...

It's a great way to keep frack of Where you are or quickly

Create an interactive oy

Figure 4.3 In the pull-down menu, select Step-By-Step Mail Merge Wizard.

Mail Merge o X

Select document type

What type of document
are you working on?

Letters
E-mail messages
Envelopes

®) Labels

Directory

Labels

Print address labels for
a group mailing.

Click Mext to continue,

Figure 4.4 Choose “Labels” to format printing to a particular commercial label.
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Mail Merge o X

Select starting document
How do you want to set up your mailing labels?

®) Use the current document
Change document layout

Start from existing document

Change document layout

Click Label options to choose a label size.

D Label options...

Figure 4.5 Click “Label Options” to open a pop-up window that allows you to select a specific commercial label.

Label Options ? *
Printer information
Continuous-feed printers
o Page printers Tray: Default tray
Label information
Label vendors:  Microsoft
. | Microsoft
rII"_I UupGate on L EMl gostrtg As'a pailflc
Product number: 3IM / Post-it® EU Label information
179 3IM / Post-it® North America
1/2 Letier Atw Label l Type: 1/2 Letter Postcard
Height: 5.5°
1/4 Letter Adetec I 3
1/4 Letter A-ONE Width: 8.5*
30 Per Page AP Mk Page size: 85" = 11°
30 Per Page APLI-AGIPA
APLI-DECADRY
Details.. Mew Label... OK Cancel

Figure 4.6 In the Label Options pop-up window, select the vendor/brand and then the product number for the labels you
have. Confirm that the dimensions of the label match your physical labels.
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Mail Merge ~

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.
Browse...

Figure 4.7 The “use existing list” option allows users to populate the address information from an existing database or
spreadsheet. Users can also opt to type a new list instead.

Mail Merge e

Select recipients

®) Use an existing list
Select from Qutlook contacts
Type a new list

Use an existing list

Use names and addresses f] a file or a database.

Browse...

Figure 4.8 Under the “Use an existing list,” header, click “Browse” to locate the desired address file.
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u Select Data Scurce

&« > v 4 > Alicia - Imperial Valley College > CIS121 » Chapter 3 » Address v c Search Address

Organize * New folder

Accessibility Name ’ Status Date modified Type Size

> Apps @ Address 2 = 3/2/2025 7:32 PM Microsoft Access ... 188 KB
> Attachments |¢ﬂ Address = 3/2/2025 433 PM Microsoft Excel W.. 9 KB
> ccc
> CIs115
> CIs120
~ csi21

> Chapter 1

» T Chapter 2

> Chapter 3

» T Chapter 4

» Spring 2025

» T Syllabus
L as124
o1 05125
CIs130
New Source...
File name: | Address ~| Al Data Sources v

Tools ~ [ Open Cancel

Figure 4.9 In the “Select Data Source” pop-up window, search for or navigate to the address file.

Select Table O *

Mame Description  Modified Created Type
3/2/2025 4:33112 PM 3/2/2025 433112 PM TABLE

@ First row of data contains column headers OK Cancel

Figure 4.10 If the chosen address file is a spreadsheet, the “Select Table Tool” pops up. Uncheck the option “First row of
data contains column headers” if this is not the case for your particular file. Click OK to continue.
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«Next Record»

«Next Record» «Next Record»

«Next Record» «Next Record»

Figure 4.11 Preview of the label layout, with the first one blank and the following ones showing the placeholder «Next
Record».
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Mail Merge

Arrange your labels

If you have not already done so, lay out your label
using the first label on the sheet.

To add recipient information to your label, click a
location in the first label, and then click one of the

items below.

Address block...
Greeting line...

@3 Electronic postage...
E«E More items...

When you have finished arranging your label, click
Mext. Then you can preview each recipient's label and

make any individual changes.

Replicate labels

You can copy the layout of the first label to the other
labels on the page by clicking the button below.

Update all labels

Figure 4.12 Click on “Address block” to add this field to your labels and customize its appearance.

Insert Address Block ? *
Specify address elements Preview
ﬂ Insert recipient's name in this format: Here is a FlTE'.'iG'w from your re:ipiem list:
Josh 1 B M
Josh Randall Jr. I
Josh Q. Randall Jr. sandra Colman
Joshua 1478 Ross Av
Joshua Randall Jr. El Contro, CA 92243
|Joshua Q. Randall Jr.
Insert company name
B insert postal address:
Never include the country/region in the a
Abhways include the
Correct Problems
Only include t n if different than
if items in your address block are missing or out of order, use Match Fields to
United States b identify the correct address elements from your mailing list.
8 rormat address according to the destination country/region Match Fields..
oK Cancel

Figure 4.13 The “Insert Address Block” pop-up window gives options for formatting recipient names and addresses. If the
information in the preview box on the right is incomplete, click “Match Fields” to make sure the address block is pulling in
the correct address elements from your file.
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«AddressBlock» «Next Record»

«Next Record» «Next Record»

Figure 4.14 The first label now shows «Address Block» and the subsequent labels just show the placeholder text «Next
Record». Click “Update all labels” to fill them all with the placeholder text <Address Block»«Next Record».

Mail Merge o X

Arrange your labels

If you have not already done so, lay out your label
using the first label on the sheet.

To add recipient information to your label, click a
location in the first label, and then click one of the
items below.

Address block...
Greeting line...

@32 Electronic postage...
E«E Maore items...

When you have finished arranging your label, click
MNext. Then you can preview each recipient's label and
make any individual changes.

Replicate labels

You can copy the layout of the first label to the other
labels on the page by clicking the button below.

Update all labels

Figure 4.15 Update All Labels button is a funtion that copies all previous information from the first label to the rest of the
labels
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Envelope Setup, Graphic Border

Obijectives for Chapter Five

e Setup anenvelope step by step
e Add a graphic border to a page

Step-by-Step Envelope Setup

Microsoft Word has tools to design effective and attractive envelopes. This chapter will
help you develop the skills to create and print them as smoothly and quickly as possible.
(Figure 5.1).

Estefania Sandoval
1535 Eight St

El Centro, CA
92243

Lorenzo Gutierrez
1534 Aten Rd
Imperial, CA
92243

Figure 5.14 An example of a print-ready envelope with recipient and return addresses.

1. Open ablank document.

2. Inthe Mailings Tab on the Ribbon, click Envelopes in the Create group (Figure 5.2).

3. An “Envelopes and Labels” pop-up window will appear (Figure 5.3). Enter the
delivery address and return address in their respective boxes.

4. Click the “Options” button to open a pop-up window that allows you to specify the
envelope dimensions and other printing options (Figure 5.4).

5. Select “Print” to send the final product to the printer (Figure 5.5).
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o, O ~ Documentl - Word

Insert  Draw Design Layout  References

Ve
me Mailings Review View Help  Acrobat

5a

(]

2R B 2| B BR B

M B R B B :

Envelopes Labels  Start Mail Select =
Merge ~ Recipients ~

[Z
Create

Start Mail Merge Write & Insert Fields

Figure 5. 15 The Envelope Tool is located inside of the Create Group on the Mailing Tab.
Envelopes and Labels [4 *

Envelopes Labels

Delivery address:

HE R
(] Add elegtronic postage
Return address: 2~ O omi
Preview Feed
Verify that an envelope is loaded before printing.
Print Add to Document Qptions... E-postage Properties...

Cancel

Figure 5.2 The “Envelope and Labels” pop-up window includes areas to enter the delivery and return addresses.
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Envelopes and Labels

Envelopes Labels
Delvery address: Ed -
Add electronic postage
Return address: EE - Omit
Preview Feed
Verify that an envelope is loaded bef
Qptions... E-posiage Properties...

Print Add to Docu

Cancel

Figure 5.3 The “options” button opens another pop-up to specify envelope dimensions, fonts, and printing options
Envelopes and Labels ? X
Envelopes Labek

Delvery address

Add elegtronic postage
Eeturn address: R Omit
Préwvkw Feed

welope i3 loaded before printing.

Brint #dd to Dotument Dptigny E-postage Properhes.

Cancel

Figure 5.4 Clicking the “print” button will send the envelope to the specified or default printer.
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Add Graphic Borders to a Page

Borders in Microsoft Word can enhance the visual appeal of your documents, giving them
a polished and professional look. Whether you are working on a report, letter, or invitation,
adding a border can help to frame your content or highlight important sections. Microsoft
Word provides options for creating borders, ranging from simple page borders to more
customized designs for specific paragraphs or sections. In this guide, we will walk through
the simple steps to add a border to your document and tailoring your borders to suit your
needs. (Figure 5.6).

@) (©)

e e

Figure 5.6 This decorative border, created in Word, features multiple parallel lines and nested circles at the corners.

Open a blank document.

Go to the Design Tab on the Ribbon.

In the Page Background Group, click the Page Borders tool (Figure 5.7).

Under “Setting,” choose one of the border options (None, Box, Shadow, 3-D, and
Custom) (Figure 5.8)

PoOobd=
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5. Select a style for your border (Figure 5.9), which may include solid, dotted, dashed,
and/or multiple lines.

6. Customize your border using the Color and Width options

7. For animage border, like the one shown in Figure 5.6, use the Art pull-down menu.

8. Inthe “Apply to” pull-down menu, specify where to apply the border: “Whole
document,” “This section,” “This section - First page only” and “This section — All
except first page” (Figure 5.10). Click “OK” to apply the selected border.

n A = Paragraph Spacing ~ D @

Colors  Fonts @Eﬂ“ects* Watermark Page  Page
M " @ Set as Default - Color~ Borders

Fage Background

Figure 5.7 The Page Borders is located at the far right end of the Design Tab on the Ribbon.

Borders and Shading ? x

Borders Page Border Shading

Setting: Style: Preview

e - | Click on diagram below or use buttons
baone I to apply borders
BRG] s D
Shadow e —

Color:
3D

Automatic

width: B H

Custom apt ———— .
(T LT Apply to:
Art: This section - all except first page

(none) ¥
Optians...
QK Cancel

Figure 5.8 The “Borders and Shading” pop-up window includes options for border type, style, color, width, and art. A
Preview box on the right previews the chosen options.
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Borders and Shading

Borders Page Border

Setting: Style: Preview
= Click on diagram below or use buttons
baone to apply borders
BOXERI] s E]
Shadow | | oo E]
Color g
3D
Automatic b
Width: | |
Custom % pt s
smmm Apply to:
Art: This section - All except first page hd

oK Cancel

Figure 5.9 The “Style” menu includes solid, dotted, dashed, and compound line options.
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Borders and Shading ? *

Borders Page Border Shading

Setting: Style: Preview
— | Click on diagram below or use buttons
bone I to apply borders
Box | | e D
Shadow e —
Color
3-D
Automatic
Width:
g
¢ Custom v pt
EEEE ll;:lpl‘,' to:
Art: This section - All except first page

QOptions...

QK Cancel

Figure 5.10 The “Apply to” drop-down menu allows the user to select the region for the border.
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Macros

Objectives for Chapter Six

e Understand whata macro is
e Enable the Developer Tab

e Record amacro

e Useamacro

What is a Macro?

Macros in Microsoft Word are powerful tools that allow you to automate repetitive tasks by
recording a sequence of actions that can be played back later. They’re especially useful for
tasks that you perform often, such as formatting documents, inserting standard text, or
applying a specific layout.

For example, think of a user who includes a full signature, complete with contact
information, at the end of every letter she writes. Let’s say that this person types her
signature information manually. It would be amazing if she could type just two or three keys
and have all the information automatically appear! This is where macros come into play.
Macros record a sequential set of actions and assign this sequence to a specific keyboard
command or button.

Let’s walk through the process of creating a macro using the example of automatically
inserting that signature information. We’ll use the information below:

Alicia Paola Cota

Imperial Valley College

Computer Information System Instructor
alicia.cota@imperial.edu

(555) 555-5555
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Enable the Developer Tab

The user can always record a Macro from the View tab on the Ribbon. However, the
Developer tab offers more options and possibilities, so we’ll start by enabling it. It requires
a few steps to uncover:

1. Inthe gray toolbar at the top of the window, just to the left of the name of the file you
have open, is a down arrow with a line above it (Figure 6.1). Click that arrow to open
the Customize Quick Access Toolbar drop-down menu.

2. From this menu, click on More Commands (Figure 6.2).

3. AWord Options pop-up window will appear. From the options on the left side, click
on Customize Ribbon (Figure 6.3).

4. From the “Customize the Ribbon” options on the right side, under the Main Tabs
menu, click the checkbox beside Developer to activate it, then click the “OK”
button to save your changes (Figure 6.4).

ﬂ AutoSave 'C. Offj' Z) v O

Chapter 6 - Macros Ver 2.1 v

2

Filer Home Insert Draw ayout References Mailings Re

T
D |Aptos (Body)

k4
A
4
=
£
() 77
i
il
Il

w

Paste B I U ~ as
c,éf 154

21
-
o
=
w
2l

Clipboard N

Figure 6.1 The Quick Access Toolbar drop-down menu is located in the gray toolbar at the top of the window, between the
“Repeat Typing” curved arrow and the name of the current file, and is marked by a down arrow with a straight line over it.
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-

ﬂ AutoSave '( Of‘fj' z) > _.

Chapter 6 - Macros Ver 2.1 v

. Customize Quick Access Toolbar
File Home Insert Draw De

~  Automatically Save

e D ——
B |Aptos (Body) v[12
|- - ——— New
Paste o
SR B I U b X, Open
Clipboard & Fol ./ Save
L [ B
< Email
Quick Print

Print Preview and Print
Editor (F7)

Read Aloud

Z ~ Undo

~ Redo

Draw Table
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

Hide Quick Access Toolbar

Figure 6.2 In the expanded menu, “More Commands” is the third option from the bottom.
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Word Options ? X
G 1 . .
enera E:"b'@ Customize the Ribbon and keyboard shortcuts.
Display
Choose commands from:® Customize the Rigbon:®
Proofing . - .
| Popular Commands v | Main Tabs ~
Copilot
Save DAccept Revision - > Editing a
Language @Ad_d fable 4 > Adobe Acrobat
Align Left S it
Accessibility > > Sensitivity
Advanced 5 > Edltor
> Add-ins
Customize Ribbon > [ Insert
i > @ Draw
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Figure 6.3 The Customize Ribbon option is under Word Options on the left side of the window, between the options
Advanced and Quick Access Toolbar.
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Figure 6.4 To activate the Developer tab on the ribbon, click the checkbox beside “Developer” on the list under Customize
the Ribbon on the right side of the window. Note that you may need to scroll down in the list to find it.

Record a Macro

Now that we’ve enabled the Developer tab, we can get into the magic of macros!
Recording a macro requires identifying when it begins, where it ends, and what it should do
in-between. This section will describe the start, processing, and ending steps.

1. Click on the Developer tab now visible in the Ribbon (Figure 6.5).
2. Inthe Code group, click on Record Macro (Figure 6.6).
3. ARecord Macro pop-up window will appear (Figure 6.7). Type the name of the

macro in the Macro name space. Then choose how the macro will activate by
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selecting one of the options (Button or Keyboard) under Assign Macro To. Our

recommendation is to select Keyboard.

4. Clicking "Keyboard" will open a new pop-up window called Customize Keyboard.
Click in the area under “Press New Shortcut Key” and press the keys that will
activate your macro (Figure 6.8). In this example, we have held down the Alt key
while hitting the s key. Click on the “Assign” button (Figure 6.9) and then the “Close”
button to save the macro. This is the last step of activating the macro.

5. Once you close the window, you will see that the pointer image now includes a
cassette tape, indicating that the macro is recording your actions (Figure 6.10). At
this point, begin typing or performing the action you want the macro to reproduce by
itself, such as typing the signature information shown previously.

6. When you have completed the desired action for the macro to reproduce, click Stop
Recording (Figure 6.10). You can also pause recording at any time by clicking Pause
Recording (Figure 6.11) and then Resume Recorder when you’re ready to continue.

7. To manage your macros, click on the Macros tool in the Code Group on the
Developer tab on the Ribbon.

File Home Insert Draw Design Layout References Mailings Review View Developer

E_EE %Qﬁ [F& Record Macro @ {C:)} E__{)}

Help

=

a Aa 5| NDesign Mode

Visual Macros Add- Word COM
Basic A\ Macro Security ins  Add-ins Add-ins | E3 £@ ~ Al
Code Add-ins Controls
L [ B SN R - I B
Figure 6.5 The Developer tab was previously hidden, but once activated, it is visible between the View and Help tabs.
File Home Insert Draw Desi out References Mailings Review View Developer Help
Eﬂffj_ —1 [@ Record Macro Aa Aa 8 [N Design Mode @
Visual Macros ord COM XML Mapping
Basic /\ Macro Security i dd-ins Add-ins E‘ﬁ E$ ~ Pane Al
Code Add-ins Controls Mapping
L | -l-j-/'\---1---|---2---|---3---|---4---|---

Figure 6.6 The Record Macro tool is under the Code group on the Developer tab.
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Record Macro ? X
Macro name:

Macrol

Assign macro to

é ~ Button @ Keyboard
m

Store macro in;
All Documents (Mormal.dotm) 4

Description:

Figure 6.7 The Record Macro window allows you to assign a macro name and identify how you want to activate the macro.

Customize Keyboard ? X

Specify a command

Categories: Commands:

Macros Normal.NewMacros.Signature

w

pecify keyboard sequence

Current keys: Press new shortcut key:

Alt+5)

Currently assigned to:  [unassign

Save changes in: | Mormal

Description

Remave Reset All.. Close

Figure 6. 8 In the Customize Keyboard window, establish the shortcut key that activates the macro.
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Customize Keyboard ? X

Specify a command

Categories: Commands:

Macros MNormal.NewMacros.Signature

Specify keyboard sequence

Current keys: Press new shortcut key:
Alt+5)

Currently assigned to:  [unassigned]

Narmal ~

Figure 6.9 The “Assign” button is at the bottom left of the Customize Keyboard window and the “Close” button is at the
bottom right of the same window.

Remaove Reset All... Close

Figure 6.10 The pointer includes the image of a cassette tape to indicate that a macro is being recorded.
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ﬂ AutaSave m ['[‘_g" “ O ~ Chapter 6 - Macros Ver 2.1 = Saving... ~

File Home Insert Draw  Desi Layout

References  Mailings  Review View  Developer

f[j:ﬂ_il F'EI’ [] stop Recarding g%}} Aa Aa B B | [ Design Mode E
Visual Macros © | PauseRecording 83 word  com E XML Ma
Basic A\ Macro Security ins  Add-ins Add-ins B2 E§ ~ i= Pane

Code Add-ins Controls fMapp

Figure 6.11 The Stop Recording tool is in the Code group on the Developer tab and stops recording of the macro.

Gl Autosave @ B 9-0 = Chapter 6 - Macros Ver 2.1 = Saving... »

File Home Insert Draw Design Layout References Mailings  Review View  Developer

f[j:ﬂ_il F'EI’ [] stop Recarding g%}} Aa Aa B B | [ Design Mode @
Visual Macros © ! Pause Recording CoMm B XML Ma
Basic A\ Macro Security i Add-ins Add-ins B2 E§ ~ i= Pant

Code Add-ins Controls fMapp

Figure 6.12 The Pause Recording tool is in the Code group on the Developer tab and pauses recording of the macro .

Use a Macro

Once you’ve created a macro, the only action required for the software to activate the
macro is to click the key command assigned to the macro. In this example we just
described, the keystrokes alt + s pastes in the full signature information shown earlier.
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Multiple Windows, Manage Files and Directories

Objectives for Chapter Seven

e Manipulate Multiple Windows in a Screen
e Manage Files and Directories

How to Manipulate Multiple Windows in a Screen

Being able to manipulate multiple windows is beneficial when working on a laptop or
smaller screens. Displaying two windows in a single screen is as easy as holding down the
Windows key on the keyboard while clicking the right or left arrow. This action allows you
to divide the screen into two and move your current window to the right or left. Figure 7.1
shows my screen with only one window displayed. Figure 7.2 shows two Windows
displayed in a single screen after clicking the Windows key and right arrow.

@ Auosave (@ of) Y« T) v  ChapterT-Microsoft Word Il Ver 1 v £ Search A - o x
File Home Insert Draw Design Layout References Mailings Review View Developer Help Acrobat |2 Comments | | ¢ Editing v\

o —— —— o — = = .

[ E Aptos Display (Head v[[12 v| A° A" Aav A =V iSviEe EE A0 R rind @» @J @ 55

. . . e

Paste B I U-®x X A 2+A- [F " Normal Nospacing - Heading G Replace Create  Dictate Editor | Add-ins

- g = 2 - & el I} Select aPDF v

Clipboard s Font [ [ Styles. [ Editing Adobe Acrobat  Voice Sensitiity ~ Editor | Add-ins v

2 ' 3 4 . s | 5 Py

Multiple Windows, Manage Files and Directories
Objectives for Chapter Seven

+  How to Manipulate Multiple Windows in a Screen
*  How to Manage Files and Directories

How to Manipulate Multiple Windows in a Screen

Itis possible that the user needs to have more than one window to do the work needed. In this
situation it would be beneficial to You Sir have more than one screen. The reality is that
sometimes we do not have access to more than one screen. Here is where it is important to have
good manipulation of multiple windows. Even when the user is working on a laptop, the screen as
they need to work with. The action to divide a window in two is as easy as clicking press the
windows key in the keyboard, hold it and press the arrow right for example. This action allows you
to divide the screen into two and move your current window to the right. Figure 7.1 shows my
screen with only one window display. Moreover, Figure 7.2 shows two Windows displayed in a
single screen after using the windows key and right arrow)

Figure 7.1 The typical view of a window displayed across the entire screen.

Developed by Alicia Cota, reviewed by Andres Martinez, and produced with the assistance of the California
Community Colleges and Imperial Valley College

Page|58

WE ARE IVC!



Microsoft Word I
Chapter Seven — Multiple Windows, Manage Files and Directories

x o+ -8 Xla A8

“ T G @ OneDive > = CIS121 > Chapter5 > Search Chapter 5 file Home Insert Draw Design Layout Referen Mailing: Review View Develop Help Acrobat | © |2~

- A — ) = O
@ New 2% @ [} = o] T sert = View (1 Details L [y (- & )’/ e &
Paste. Font Paragraph Styles Editing Create Dictate
PR S ~ - v a PDF &
[ Name 5
Clipboard T Styles B ‘Adobe Acrobat  Voice Sensitivity Editor Add-ins il
cIs1s Picuures L b4 5
astao 55 Chapter 5 - Microsoft Word Il Envelopes & Graphic Border Ver3 3/14/2025 154 PM
v masi &) Chapter 5 - Microsaft Werd Nl Envelopes Ver 1 = 3/5£2025 542 PM
Chapter 1 @) Chapter 5 - Microsoft Word Il Envelopes Ver 2 2 10/2025 4:11 AM
Chapter2
Chapter 3
Chapterd

~ Chapter 5
Pictures
Figure 7. 1 The typical view of a windew in a screen is one window displayed in the whole screen
v Chapter 6
Picture
Chapter 7 7~
@ fs:)
Spring 2025 s
Sylabus
as124
€1s125
C1s130
513

15806

4items  1item selected 126 M8 Sync pending =|0 | Page2of2 227words [5  English (United States Difes B B B -—F——+ 0%

Figure 7. 2 A screen showing two windows side by side, the result of pressing Windows key + right arrow.

Manage Files and Directories

The ability to organize files inside folders can save a significant amount of time for users
trying to find where their files are saved. For example, imagine a room full of clothes and
shoes scattered all around. It will be increasingly difficult for an individual to find a specific
item of clothing (Photo 7.1).

> 4%

Photo 7.1 A messy room, like the one shown, is a hard place to find a particular piece of clothing. Photo by Onur
Bahcivancilar on Unsplash
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The same can occur when a person is trying to find a file in a folder that does not have any
organization. This can be exhausting and result in not being able to locate the correct file.
To avoid these types of issues, we recommended creating one folder per topic. For
example, in my File Explorer | have one folder per class (Figure 7.3), as you can see in the
left pane. Within the folder “CIS121,” | have subfolders for each of the chapters of the book
that | am writing. This organization helps me find the chapter that | need from a specific
class, avoiding mixing the chapters between the different books.

Directories are arrangements of different electronic addresses where a user can find a file.
In the example below, the directory is OneDrive, then in a folder named Alicia. Inside of that
folder is a subfolder with the name CIS121. That subfolder contains more subfolders with
the name of each chapter. That is how | organize files, but every user has their own style.

Chapter 7 X +

& e @] ¢ OneDrive > Alicia - Imperial Valley College > CIS121 > Chapter7 >
® New ~ T sort ~ = View ~
> ccC Name - Status Date modified Type Size
> CIS115 Pictures = 3/14/2025 2:34 PM File folder
> Cls120 @ Chapter 7 - Microsoft Word Il Ver 1 = 3/14/2025 2:39 PM Microsoft Word D... 1,371KB
v CIs121

> Chapter 1

> Chapter 2

> Chapter 3

> Chapter 4

v Chapter 5

Pictures
v Chapter &
Picture
Pictures
> Spring 2025
> Syllabus
> Cls124
> CIs125
> CIS130

> CIs131

ricons

Figure 7.3 This image from File Explorer shows folders and subfolders on the left. In the left pane, the open folder is
highlighted blue. That folder’s information is displayed in the right pane. The complete address of a folder or file is shown
at the top of the window next to the arrows. Here, itis OneDrive > Alicia — Imperial Valley College > CIS 121 > Chapter 7.
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How to create a folder

Before you create a folder, identify where you want to store your work. We recommend
saving in Documents, OneDrive, or Desktop. Each of these directories saves the folderin
a distinct location. For example, Documents and Desktop are locations on your own
computer’s hard drive. This location is not a sharing location, and only you have access to
the file in the computer where the file was saved. Finally, OneDrive is an online location
and can be accessed from any computer with proper credentials to login. Each of these
directories can be found in the left pane of File Explorer. Once you are inside of the
directory, follow these steps to create a folder:

1. Select your directory. In this example, we are using OneDrive (Figure 7.4)

2. Create afolder by clicking on “+ New” button in the toolbar at the top of the window
(Figure 7.5).

3. From the pull-down menu that appears, click on Folder (Figure 7.6).

4. Name the folder (Figure 7.7).

5. To create a subfolder inside of the current folder, go back to step 2 and follow the
instructions again.

Once you have created a folder, you can move files and other folders into it. Simply click on
the desired file or folder and drag it into the chosen folder. Alternatively, right click on the
file and choose “cut,” then right click on the desired folder and select “paste.”
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@ New - P4 @D & W N Sort ~ = View e (13 Details
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Figure 7.4 The OneDrive directory is located in the pane at the left of the File Explore window.
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E Gallery Accessibility 8/23/2024 216 PM File folder
@ Apps 8/23/2024 2:16 PM File folder
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1 item selected E [}

Figure 7.5 The “New” button is at the left of the toolbar at the top of the File Explorer window.
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Figure 7.6 From the “New” button pull-down menu, click on Folder to create a new folder.
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Figure 7. 7 To name a newly-created folder, simply begin typing. To rename a folder, click once on the folder to highlight it,
and then click a second time. The title is now highlighted in blue and can be edited.
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