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Professional Skills for IT Professionals
Getting the most out of your word processor

In IT you have to be able to use a word processor well.  Not only will you use it to create your own documents, but you may also need to train end-users in the tasks required to produce good word-processed documentation.

A document that has been word-processed correctly will take less time to create and modify than one that has been badly put together.   Let the word processor do the work by making use of the functionality provided.

Assess your skills in MS Word by doing the exercises below.  Where you do not have the skill, use the on-line help, Google or books to find out how to carry out the task.

Working with Styles
A style defines the attributes of the text that you use in your document including: font face, size and colour etc.  All the text in your document will have an associated style. If you use styles correctly, when you can change one of the attributes of a style and all the text associated with that style should change to match the new appearance.

Using Styles
a. Open a blank document.
b. Copy and paste in the following text:

	
Profitability Report
Entire Firm
Individual Departments
Bankruptcy Corporate
Health Care
Immigration
Trust and Estate
Franchised Departments




c. Using the styles, apply the following styles to the text as shown below

	Profitability Report
	Heading 1

	Entire Firm
	Heading 2

	Individual Departments
	Heading 2

	Bankruptcy Corporate
	Heading 3

	Health Care
	Heading 3

	Immigration
	Heading 3

	Trust and Estate
	Heading 3

	Franchised Departments
	Heading 2




d. Change the Heading 2 style to:	
· Font:  Algerian
· Line Spacing:  Double
· Box around the heading

If you have done this correctly, the text that has Heading 2 style (ie “Entire Firm” and Individual Departments” and “Franchised Departments”) will have changed automatically to reflect the new style.

e. Save the document, keep open for the next exercise

Overriding styles
However if you override a style for some text by manually changing one of its attributes (e.g. font size ) then Word will maintain that change if you change its style.  
a. In the table below we have created a new style called ‘TaskSheetStyle’ but overridden this in every line by changing either the font, font size or another of its attributes so every line looks different but is still attached to a same style.

	
Profitability Report <base style>
Entire Firm <Change font to add Bold>
Individual Departments <Change font face>
Bankruptcy Corporate <change face and size>
Health Care <Change to add italic>
Immigration <change to add cross through>
Trust and Estate <change font face>
Franchised Departments <change font size>




b. Now change the TaskSheetStyle font face to “Verdana’ size to 11 and you will find that the base style will change unless you forced a change, so if you added bold then Word will show your text as Verdana Bold similarly with the font size, if you changed it to a different size then that new size will be maintained whatever the size of the style. If you changed the font face then Word will not change your text to Verdana but keep the formatting that you manually applied. So Word will maintain the attribute that you manually applied, this means that you can no longer simply change the style and have all the text in the document adopt the new style.  You should avoid overriding styles, it is better to let the style drive the appearance of the text and if you want a different appearance then change the style, not the text.

Table of Contents
The other reason it’s beneficial to use styles is because Word will select the items to include in your Table of Contents based on its style.  
a. Change the Table of Contents properties so that :
· Only headings 1 and 2 will shown
· Heading 1 is shown in Arial Black font
b. Insert page breaks so that the headings are on separate pages
c. Insert a table of contents for the document created in the previous exercise
d. Insert a title page.
e. Insert another heading on the third page and update the TOC.
f. Save and close the document.
Page numbers
You should always add page numbers if your document is more than a couple of pages.  This can be very simple using the insert page number function.  This will place a page number in the footer or header in the same position for all pages however if your document is printed double sided then it is normal to show your pages numbers on the outside of the page which means you will need to change the position for odd and even pages.  It is also helpful to supress the page number on the title page.

a. Set up pages numbers as follows:
· Page numbers appear on the left side on even pages and on the right on odd pages
· Make sure the number of pages appears.
b. There is no page number on the title page.

Create two news-paper style columns
a. Download word_text_columns.doc from Moodle
b. Change the layout so that it appears in two new-paper style columns.  
Note that the second column starts with “At the same time…” and that the columns are the same width. [image: ]
c. Save and close the document.
Creating a table
a. Using MS Word, create the Table shown below and enter the data in this table.  Note that the first row is light grey.

[image: ]

b. Save and close the document
Modifying tables
a. Download word_text_table.doc from Moodle
b. Fix the formatting to make it look like the table below and correct the spelling mistakes
Note:  The text line above the table; the removal of a blank row (2nd row); the alignment of text within each cell; the aligning of columns.

[image: ]

c. Save and close the document
Including a spreadsheet in a Word document
The table below can be created using the functions of Word however Word is very limited in terms of the calculations that is has available.  A better solution therefore is to inserted a spreadsheet into the document, just by double clicking the sheet will open Excel and enable you to edit the contents of the table.




To insert a spreadsheet use insert\object\MS Excel worksheet.
Using custom bullets or numbering
It’s often useful to have bulleted text that use your own words for the bullets.  For example, the text below uses the word ‘Step’ before each of the automatically generated number.
Step 1. Open the CRM system
Step 2. Select the search function to fine the customer of interest
Step 3. Enter the customer details
Step 4. Look-up the customer’s contact details

a. Click the button beside the numbering option and define a new numbering format
b. Choose your number format and type your personalised text before or after the number to have it appear on every line.
SmartArt, screenshots and screen clips
These two features are very useful for documentation.  SmartArt (see example below) helps you draw charts and different kinds of diagrams it’s also available in Powerpoint.  The Screenshot option (see below) let you capture images from the screen, either the entire screen (screenshot) or part of the screen (screen clip).  These are great for writing documentation and both are available on the Insert ribbon.

Example of a SmartArt object


A screen clip taken from Access

[image: ]

Styles


Never over ride a style


Bullets


Never type in bulleted values


TOC


Never type in a Table of Contents


Always use automatic TOC


Always use the styles


Always set a custom bullet 


Select the correct heading level for the TOC
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Sales comparision

North South East West Total

Q1 12334 3453 353453 3454 372694

Q2 2344 7689 355678 453124 818835

Q3 55456 7689 6789 1345345 1415279

Q4 46456 7689 6789 34534 95468

Total 116590 26520 722709 1836457 2702276


Microsoft_Excel_Worksheet1.xlsx
Sheet1

				Sales comparision

				North		South		East		West		Total

		Q1		12334		3453		353453		3454		372694

		Q2		2344		7689		355678		453124		818835

		Q3		55456		7689		6789		1345345		1415279

		Q4		46456		7689		6789		34534		95468

		Total		116590		26520		722709		1836457		2702276
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he New New Thing

by Mohammad Ubaydi

When I was a wee A-Level student, I read
two powerful books. One was Chaos, by James
Gleik, and the other was Complexity, by Roger
Lewin These two discussed new ways of looking
at the world There was one particular study,
measuring the heart beats of two patients — one
who had a myocardial infarction 13 hours later,
and one who had a normal heart. Suprisingly, to
me at least, the normal heart had irregular beats —
not clinically irregular of course, but in
milliseconds, the beats were irregular. The doomed
heart, on the other hand, was spot-on regular. Now
this is hardly a double-blind randomised controlled
trial, but it got me thinking about using these
young sciences, Chaos and Complexity, in
medicine. I decided three things — firstly, that this
is the future of medical research; secondly, that the
place to be for this was the Santa Fe Institute, in
New Mexico, thirdly, and most importantly, that a
solid knowledge of mathematics and computers
was necessary to advance these sciences

At the same time that I see this promise, I see
dangers. One of my heroes is Jim Clark, a Silicon
Valley billionaire-type. He'd founded Silicon
Graphics computer. company, then Netscape

software  company, becoming increasingly
successful. But as I picked up his biography, I was

surprised to discover that he'd also founded
Heltheon, a (very) large medical software

company in the USA. They set up hospitals and GP

surgeries with complete IT infrastructure. They
make their money every time you use their system
— every investigation, referral, or prescription you
use, nets them between 5 and 35 cents. So far I'd
withheld moral judgement on the story. Then I
found out how the software had been designed

One hundred software programmers, who
previously worked on obscure graphics and
networking technologies, were left in a warehouse
for six months. That's it. Not a single visit to a
hospital, no conversation with healthcare workers
(customers?) or patients. Just_100 men with 100
computers. It worries me that hospital staff are
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