CHAPTER 3: WORD PROCESSING

Introduction to Word processing
Sometimes abbreviated as WP, a word processor is a software program capable of creating,
storing, and printing typed documents.

Word processors can be used to create multiple types of files, including Text files (.txt), Rich
Text files (.rtf), HTML files (.htm & .html), and Word files (.doc & .docx). Some word processors
can also be used to create XML files (.xml).

Features of a word processor
Unlike a basic plaintext editor a word processor offers dozens of additional features that can give
your document or other text a more professional appearance. Below is a listing of some of the

most popular features of a word processor. Note: Some more advance text editors can perform
some of these functions.

o Text formatting - Changing the font, font size, font c%é:f), bold, italicizing, etc.

e Multimedia - Insert clip art, charts, images, pictu[e\sé and video into a document.

o Spelling and Grammar - Have the ability to look fm'spelling and grammar errorsin a
document. O

\Y;

e Adjust the layout - Capable of modifying’(f}'margins and layout of a document.

¢ Indentation and lists - Set and forma"tj\t?bs, bullet lists, and number lists.

e Insert tables - Add tables to a docux\ﬁemt.

¢ Header and footer - Being able’tda\djust and change text within the header and footer
of a document. {.1:}’« ’

¢ Thesaurus - Look up aIterngﬁl\?es to a word without leaving the program.

« Auto Correct - Automatically correct common errors (e.g. typing "teh" and having it
autocorrected to "the").

¢ Mailers and labels - Create mailers or print labels.

¢ Import data - Import and format data from CSV, database, or another source.

e Macros - Setup macros to perform common tasks.

Examples of word processor programs

Although Microsoft Word is the most popular word processor available, other options are
available. Below is a listing of different word processors in alphabetical order.

e Abiword

o Apple iWork - Pages

o Apple TextEdit - Apple macOS included Word processor
e Corel WordPerfect

e Google Docs (Online and Free)

e LibreOffice -> Writer (Free)

e Microsoft Office -> Microsoft Word
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e Microsoft Works (Discontinued)
e OpenOffice -> Writer (Free)
e Sun StarOffice (Discontinued)

Other examples and uses of a word processor

When it comes to computer programs, a word processor is one of the most used programs on a
computer because of its versatility in creating a document. Below are just a few other examples
of how you could use a word processor.

e Book - Write a book.

e Document - Any text document that requires formatting.

¢ Help documentation - Support documentation for a product or service.
e Journal - Keep a digital version of your daily, weekly, or monthly journal.
¢ Memo - Create a memo for employees.

e Report - A status report or book report.

Types of word processing applications

There are a number of different word processing applications. O eéf"\)the most widely used ones is
Word, which is part of Microsoft Office. Another widely used ore is WordPerfect by the Corel
Corporation. A third one is Writer, which is part of OpenOff.iciSby Apache. While the first two are
commercial software, OpenOffice is open source and ca\@ﬁ?downloaded and used free of charge.
Finally, there is Pages, which is part of iWork by Applé.)

m‘\»/
Features of Standard Word Procgs«s\‘élfs

Word processors that support only these #é'atures (and maybe a few others) are called text editors.
Most word processors, however, sgg{a‘()'rt additional features that enable you to manipulate and
format documents in more sophistjcéted ways. These more advanced word processors are
sometimes called full-featured word processors.Full-featured word processors usually support
the following features:

o File management : Many word processors contain file management capabilities that allow you to

create, delete, move, and search for files.

¢ Font specifications: Allows you to change fonts within a document. For example, you can specify
bold, italics, and underlining. Most word processors also let you change the font size and even the
typeface.

¢ Footnotes and cross-references: Automates the numbering and placement of footnotes and enables
you to easily cross-reference other sections of the document.

¢ Graphics graphics: Allows you to embed illustrations and graphs into a document. Some word
processors let you create the illustrations within the word processor; others let you insert an
illustration produced by a different program.

e Headers , footers, and page numbering:Allows you to specify customized headers and footers that

the word processor will put at the top and bottom of every page. The word processor automatically
keeps track of page numbers so that the correct number appears on each page.
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e Layout : Allows you to specify different margins within a single document and to specify various
methods for indenting paragraphs.
e Macros : A macro is a character or word that represents a series of keystrokes. The keystrokes can

represent text or commands. The ability to define macros allows you to save yourself a lot of time
by replacing common combinations of keystrokes.

e merges: Allows you to merge text from one file into another file. This is particularly useful for
generating many files that have the same format but different data. Generating mailing labels is the
classic example of using merges.

o spell checker: A utility that allows you to check the spelling of words. It will highlight any words that
it does not recognize.

¢ Tables of contents and indexes: Allows you to automatically create a table of contents and index
based on special codes that you insert in the document.

e Thesaurus: A built-in thesaurus that allows you to search for synonyms without leaving the word
processor.

e Windows: Allows you to edit two or more documents at the same time. Each document appearsin a
separate window. This is particularly valuable when working on ilarge project that consists of
several different files. \»\é‘)

o WYSIWYG (what you see is what you get): With WYSIWY&G;;;E} document appears on the display

screen exactly as it will look when printed. Cn*
o

Y,
Opening Microsoft Word 2007 in the pl;g@:}ical room

On Start button, choose all programs, find Mic[\qglbft office and click Ms office Word

2007 (from the list). A&
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The Ribbon
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The Ribbon is the panel above the document. It has seven tabs: Home, Insert, Page Layout,
References, Mailings, Review, and View. Each tab is divided into groups. The groups are
collections of features designed to perform functions. Commonly used features are displayed
on the Ribbon, to view additional features within each group, click on the arrow at the bottom
right of each group. A blue information box will pop up just below where you stop your pointer.

Home: Clipboard, Fonts, Paragraph, Styles, and Editing. Q

J
Insert: Pages, Tables, Illustrations, Links, Header & Footer T\&t and
Symbols Page Layout: Themes, Page Setup, Page Backgr&und Paragraph,

Arrange *'Z}
References: Table of Contents, Footnote, Cltatlgr\ié'&bllography, Captions, Index, and

Table of Authorities m(v,\

F 4

Mailings: Create, Start Mail Merge, Write @rfsert Fields, Preview Results,
Finish Review: Proofing, Comments, Traﬁ(‘ing, Changes, Compare, Protect

View: Document Views, Show/Hlde,\Zbom Window, Macros

N
To remove the toolbar, right click on the blue section beside the Ribbon. Choose
Minimize the Ribbon. To view again, do the same.

Quick Access Toolbar

The quick access toolbar is a customizable toolbar that contains commands that you may want
to use frequently. You can add items to it. Right click on any item in the Office Button or the
Ribbon and click on Add to Quick Access Toolbar and a shortcut will be added to the Quick
Access Toolbar.

Moving in the text

The Cursor
The cursor is the short verical flashing line on your screen.

[0 The cursor shows you where you will start typing in a Word document.
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When you are using the Tools in Microsoft Word your cursor will change to an arrow.
This is called a pointer.

Scrolling

N
N

Your scroll bar is at the right-hand side of your screen.
Click on the up/down arrow to go up/down the page.

Hold down the left mouse button to scroll up and down the screen more quickly.

Using the Keyboard in MS Word

0

(0 O O O B 0 O O

N Y I O A O

Selecting text

[]

N N O B O B O

The arrow keys on your keyboard move your cursor around.

To make a letter a capital letter:

Hold down the Shift and the letter key at the same time.

For the signs on your keyboard:

Hold down the Shift and the number key at the same time.

The Shift keys are on both sides of the keyboard.

The Space bar makes spaces between words whem{;&rﬂng Tap the bar one time to
make a space. .

Use the Enter key to move your cursor to flnlsh tﬁé I|ne and make a new one.

The Backspace key deletes everything to th&'l‘gff of the cursor.

The Delete key will erase everything to th€¥ight of the cursor.

To make the cursor go to the end of t”:[b\hne press End.

To make the cursor go to the start ot\af line press Home.

To make the cursor go to one pa& up/down press Page Up/Page Down.

To make the cursor go to the tef)/end of the document press Ctrl+Home/Ctrl+End.
N

M
8

Put the cursor at the beginning or end of the words you want to select.

Put your finger on the left mouse button.
Hold down the left mouse button.

Move the mouse across the words.

Lift up your finger.

The word will be highlighted in blue. When this is done, you can move words or
change the size, the colour, and the style of the words on the computer.

Alternatives

To select a word, double click within the word.
To select a paragraph, triple-click within the paragraph.
To select the entire document: Home/Editing/Select/Select All or press Ctrl+A

To Deselect

Click your mouse on any WHITE part of the page to deselect.
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Basic actions with documents

Create a New Document

There are several ways to create new documents, open existing documents, and save
documents in Word:

Microsoft Office Button / New / Blank document

Opening an Existing Document
Microsoft Office Button -> Open -> Choose from the list

Saving a Document

Microsoft Office Button/ Save or Save as
or
Press Ctrl+S on the keyboard,
or
Click the File icon on the Quick Access Toolbar

Working on Multiple Documents

Several documents can be opened. All open documents WLUBQ listed in the View Tab of the
Ribbon when you click on Switch Windows. The current ®6ument has a checkmark beside
the file name. Select another open document to viewds *

2

Document Views , O

[0 Print Layout: This is a view of the docuﬁn&nt as it would appear when printed. It
includes all tables, text, graphics, and\ ges

] Full Screen Reading: This is a fl&l view length view of a document. Good for
viewing two pages at a time. N\

[J Web Layout: This is a view c‘)f«f‘he document as it would appear in a web browser.

] Outline: This is an outline form of the document in the form of bullets.

[J Draft: This view does not display pictures or layouts, just text.

[0 To view a document in different forms, click the document views shortcuts at the
bottom of the screen or:

] Click the View Tab on the Ribbon

[J Click on the appropriate document view.

Close a Document
Microsoft Office Button / Close
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Editing document
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Editing

Inserting Additional Text: <
e Type Text: Put your cursor where you want to ad&@e text and begin typing

e Copy and Paste Text: Highlight the text you wish to copy and right click and
click Copy (or Ctrl+C), put your cursor re you want the text in the
document and right click and click Past%@CtrHV)

e Cut and Paste Text: Highlight the tg@gu wish to cut and right click and click Cut

(or Ctrl+X) , put your cursor whq@you want the text in the document and right
click and click Paste (or Ctrl+V)s ¢

e Drag Text: Highlight the t& you wish to move, click on it and drag it to the place where
you want the text in the document.

You can also use the Clipboard group on the Ribbon (Home tag).

Search and Replace Text

To find a particular word or phrase in a document:
e Editing / Find

To find and replace a word or phrase in the document:

e Editing / Replace
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Undo Changes
Click the Undo Button on the Quick Access Toolbar.

Home
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Font, Paragraph, Styles

Formatting text

On the Home Tab of the Ribbon, there are several areas co@lling the style of the document:
Font, Paragraph, and Styles. A style is a format enhancing¢teol that includes font typefaces, font
size, effects (bold, italics, underline, etc.), colors and more.

<&
Font and size {\6\
£ C

Page Layout An View  Design  Layout 0@ -

Sk Cu = | N P [ R A Find -
-] 4 Ca e B B S kS R e o T Wwﬁ AaBbCcl AaBbCcD AaBbeeDd Aasbeend Assbeedat A B - 6\ N %
1

Paste Ll “E= -~ B st ¥ oS Headingl  Heding2  Hedingd | Headingd  HeadingS Tk Change
B i Pt - -2 a pacing  Hesding eading eading eading eading e - | NS
B Cambria (Headings) & S
Cligboard 5 g - ] Styles 2 tin
. Calibri (Body) = peepesesymeeveversermee
All Fonts.
| B Agency FB Megielen] bet() R -

— | Home | ‘insest

 Avial jelent betd =
I Arial Black Megjelend beti

B Anal Narrow Megjelend beld

# Arial Rounded MT Bold

i Arial Unicode MS  Megjelend betii

' Baskerville Old Face ld size

't Bavhaus 935 Megjelenlbet! .1 nume and choose a font and size.

T Bell MT MegjelenO betO

f Berlin Sans FBMegjelen(] bet] )W THE NEW FONT WILL LOOK BY HIGHLIGHTING THE TEXT,

"t Berlin Sans FB Demi THE NEW FONT TYPEFACE.
“r Bernard MT Condensed

B Bl fatifer STC Togjakll 541

Change Font Typeface and Size

Click the arrow next to the font name and choose a font and size.

You can preview how the new font will look by highlighting the text, and hovering over the
new font
typeface.
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Font Styles and Effects

Font styles are predefined formatting options that are
used to emphasize text: Bold, Italic, and Underline.

[1 Select the text and click the Font Styles on
the Font Group of the Ribbon, or

4
o Selectthetextan¢uy copy
o Selectthe textand .

[] Select the text and right click to display the f
tools

Change the spacing between characters

Selecting Expanded or Condensed alters the spacing between all selected letters by the
same amount. Kerning alters the spacing between particular pairs of letters.

Expand or condense the space evenly between all the selected characters

[J Select the text that you want to change. 2
[0 On the Home tab, click the Font Dialog Box Launch\e\r“ and then click the Character

Spacing tab. (’}’/
0 In the Spacing box, click Expanded or Condep§eﬁ and then specify how much space you
want in the By box. 6\,
7
Ky
&
Ol
Change Text Color \gﬁ“
[1 Select the text and click t@e CoIors button e
ont Styles a| Theme Colors
included on the Font Group of the Ribbon, or N EEEEE
Font styles are ons that ¢
. . . . used to em| Id, Italic,
[1 Highlight the text and right click and Undorie” o.I““““
choose the colors tool. . e e
inclu(f..,,.Mc,emo,S_. HEN -the‘R.ibt;c
[1 Select the color by clicking the down M . m:;:g;mmmwmodismay
next to the font color button.
Highlight Text
TimesNewfoman— ~[12 - LA 15 = [ RN cambccoe | assbceode | AaBbCel 4
[] Select the text Sl s v.oAlEE il o

[0 Click the Highlight Button on the -
Font Group of the Ribbon, or ighlight Tex s s EHA. » e

Gi the Font Grouy g - e |

xt and right click and select the hi!

i change the color of the highlightpr click or [Nl BN Il < nigt

button. "

o Select the text
. Cl| k the Highli

[1 Select the text and right click and
select the highlight tool

[1 To change the color of the
click on down arrow next to the highlight button.

nnnnnn
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Copy Formatting
If you have already formatted text the way you want it and would like another portion of the
document to have the same formatting, you can copy the formatting. To copy the formatting,
do the following:

[] Select the text with the formatting you want to copy.

[] Copy the format of the text selected by clicking the Format Painter button on the
Clipboard Group of the Home Tab

(] Apply the copied format by selecting the text and clicking on it.

é‘a n
Clear Formatting 3bCcDdE AaBlf A’% m;ﬁ:m
[ Select the text you wish to clear the formatting.  =™"%° ™ = S L seea-
1 Click the Styles dialogue box on the Styles Group — ‘ i
on the Home Tab. EEEN 1]
A e’ ‘Clears formamng and styles from e\ected text
[J Click Clear All. \%‘ - b
Default Paragraph Font a all
‘:"S‘} Mo Spacing o T
Vo X 4
\\
~O
Make a Hyperlink m(:}\
[] Select the text you wish to by a P{Lﬁ\&'ﬁnk
[0 Click the Insert tab. AL
A\
'] Click on Hyperlink and OK. \w\:‘

‘Qx
Insert current Date and Time
(] Click the Insert tab.
[l Click on Date & Time.
[0 Select the appropriate language and format.

Page Layout

os) |d 9 -0 - Cocumentl - Microsoft Word

Home | Imst  Peg Lo Fefeaes  Maiings  Revi

Calibn Body) IO % T R | (Y
%

TNormel | TNoSpacing Headngl  Heading2 Title Subtite  SublleEmp..  Emphasic Sl

Ciosoare ~ Font K Faragraph f- Styles

Paragraph
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Formatting Paragraphs

Formatting paragraphs allows you to change the look of the overall document. You can access

many of the tools of paragraph formatting by clicking the Page Layout Tab of the Ribbon or the
Paragraph Group on the Home Tab of the Ribbon.

Change Paragraph Alignment
[1 Click the Home Tab

. . [f=iri A= v i || €= 5= || A
[1 Choose the appropriate button for alignment on |:= 7 3= =7 | E E 2 ” T
the Paragraph Group. — e -
BT E S [ |
o Align Left: the text is aligned with your left V=]l e
margin O/ Paragraph 7
o Center: The text is centered within y

margins
o Align Right: Aligns text with the right margin
o Justify: Aligns text to both the left and right margins.

Indent Paragraphs R

G

Indenting paragraphs allows you set text within a paragraph atg\tili}fferent margins. There are several
options for indenting: @)
S0°
First Line: Controls the left boundary for the fi dine of a paragraph
Hanging: Controls the left boundary of evef((\me in a paragraph except the first one

Left: Controls the left boundary for ev/er\i‘ i xe in a paragraph
Right: Controls the right boundary ﬂg}every line in a paragraph

.
AN
LN
N
\"3‘

o)
To indent paragraphs, you can do thécfollowing:

[ o B |

| =SS =T e ‘:.‘E §§§21|| | |
[1 Click the Indent buttons to control the indent.

B e | | Sl it
[1 Click the Indent button repeated times t ‘ [¥= T[22 - e
increase the size of the indent.
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([ 24]1 91 ]| aspbceode  assbceode  AaBbCcl AaBbCCD  AaBbCeE

[1 Click the dIaIOg box of the Paragraph GrOUp == [[4=~||&n~ & || TNomal  TNoSpacing Headingl  Heading2  Heading?
(1 Click the Indents and Spacing Ta% 21X
1 Select your indents iy:::andiuacinu | Line and page Bresks |
L e ]
Alignment also can be changed within this Tab: /’""m" =
Indentation —
Left: ez e Special: By:
Change Spacing Between Paragraphs and 0 | T | T
Clickthe dialog box of the Para 1™ wirror inderis
L|nes Zlick the Indents and Spacing 1 s
select your indents pgefmge: oot = Line spacing: at:
After: [topt = [Mutiple = s
[V Don't add space between paragraphs of the same style
[1 Select the paragraph or paragraphs you -
wish to change.
[J  On the Home Tab, Click the Paragraph
Dlalog Box Tabs... Defaut... | ok | Cancel
[1 Click the Indents and Spacing Tab
[J Inthe Spacing section, adjust your spacing
[l accordingly e
Add Borders and Shadlng PR "ﬁ;r’l &l AaBOCcDIE | AaEbC:CdE AaBbCcl AaRhCeD AalbCcDe AaBbCcDd
-= = S| -0 || tMomal | TNoSpacing  Headngt  Heacing? | Headirg3  Headingd

g *
B &‘g}%‘:: E»a'dersandshadlng i E E llﬂ
ialog Box aers | page soder | zvadng |
" Clickthe Jfdents and  Toms' Sl e
I <\ Inthe Zpacing secsior ‘_hu-= Elﬂ Sl
ang entire pages.l Q)(:} i E—
: | —
./\\ forders and Shading l[—l;]j "
[1 Select the area of text where yo \&l'ant B | o =
b d h d ® e B = [— i
oraer or shading. ,\\‘\‘ . Select the area of tex! ﬁ_, - | § R
1 Click the Borders Button op, the o e :
GrOUp on the Home Tab  Choose he appropria LLEE:
’_‘ Horizontal 2. .. W “anzel

Choose the Border and Shading
[1 Choose the appropriate options

[82.AT.TAVIANNAra. \/AIANANT.Tha. =z

WFormat Horizontal Line: 2] x

Drawing horzontal line

1 width
[l Putyour cursor where you want to add the horizontal line. )| Do EED I
' Height
[ Click the Borders Button on the Paragraph Group on the Home cw‘:"t e
Tab _r Use solid color (no shade) lﬁ
[1 Choose the Horizontal line il
1 Click on the line - - .
. . . . Bl Left Center Right
[J Choose the appropriate options in the pop up window. —— N
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Styles

The use of Styles in Word will allow you to quickly format a
document with a consistent and professional look. Styles can
be saved for use in many documents.

Apply Styles
There are many styles that are already in Word ready f .
to use. To view the available styles click the Styl T
on the Styles Group in the Home Tab. To a ':::::
Title
Select the text e et

Click the Styles Dialog Box, or St
menu
3. Click the Style you choose

A

Change

AaBbCcDd.  AaBbCcDdE Aa
He=aghhg4 Heading 5 Tik

R Find -

L1 Replace
lg Select =
Editing

v X

Clear All
Defat
heecing

Emphasiz
Intense Emphasis
Strong

Quote

Intense Quate
Subtle Reference

| »

= =5

s ERepee RERRERIR

[

New Style . ] Shiw Prasizw
|| Disable Linked Styles
[%] [%] Optirs, .
Creating New Styles (}Q .

(] Click the Styles Dialog Box I ¢
[J Click the New Style Button
[0 Complete the New Style dialog box.

At the bottom of that dialog box, you can c se to add this to the Quick Style List or to

make it available only in this document\&g\
New Quick Style “235"

[0 Insert your cursor anywh@ae\m the text formatted as the chosen style
[J Click the Styles dialog box
[J Click on New style and click on Add to Quick Style list and OK.

Style Inspector

To determine the style of a particular section of a document:
[0 Insert cursor anywhere in the text that you want to explain the style
(] Click the Styles Drop Down Menu
71 Put the arrow on the bordered style. The formatting options will appear in a text box.
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Adding Tables

Insert

Create a Table:

[J Place the cursor on the page where you want the new _{
table o

Click the Insert Tab of the Ribbon

Click the Tables Button on the Tables Group. You
can create a table one of four ways:

o Highlight the number of row and columns

o Click Insert Table and enter the number of
rows and columns

o Click the Draw Table, create your table by
clicking and entering the rows and columns

o Click Quick Tables and choose a table

.E Excel Spreadsheet
Enter Data in a Table: /\\f\“ E  Quick Tables »
. . “\o/ -
[0 Place the cursor in the cell where you wish t&éﬁter
the information. Begin typing. \'Q)J
Modify the Table Structure and Format a Tabl,e’/\\
0 Click the table and notice that you\@éve two new tabs on the Ribbon: Design and
Layout. These pertain to the tabledesign and layout.
l/:‘-:\ H9-0 )5 ’ Table Tools Document?2 - Microsoft Word
= Home  Insert  Pagelayout  References  Mailings § View Design | Laydut
: N e ]
| HeaderRow ¥ First Column = N —— —8 — — 2 Shading ~ v| m— =
R it || iaaien | s | s | e ) O e [ apt —— j e
¥| Banded Rows [] Banded Columns |[L5=——— | =———— ————— —=———— — = aZ, Pen Color ~ E;Zf; e
Table Style Options Table Styles Draw Borders
E l‘2<l-1-lﬁ§'1‘lloﬁ2‘l3ﬂ‘4‘\‘5ﬂl'5'\‘ﬁ\‘ # IETEE PTREEE'E EBOOEEr: Ul
On the Design Tab, you can choose:
[l Table Style Options
[0 Choose Table Styles
1 Shading and Borders
T Pagelayout  References  Mailings  Review  View Design | Layout
hEEA B BEEEE 2 =5 H Qw2 gmwew. 222 45 [ 4] = 5
Select  View Properties | Delete | Insert Inset Insert Inset || Merge Split  Split || Autofit | = \yigen: [193cm = || B Distribute Columns _]mzl Tet  Cell Sort Repeat  Convert Formula
v Gridlines - Above Below Left  Right s Cells Table i i 2 =l = = Direction Margins Header Rows to Text
Table Rows & Columns El Merge Cell Size = Alignir Data

To format a table, click the table and then click the Layout Tab on the Ribbon.

allows you to:

Page 40 of 212

Page Layout References Mailings
FA| bal T5 =
Table Picture Clip Shapes SmartArt (
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‘ = Insert Table...

_’,j Draw Table
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View Gridlines and Properties (from the Table Group)

Insert Rows and Columns (from the Rows & Columns Group)

Delete the Table, Rows and/or Columns (from the Rows & Columns Group)
Merge or Split Cells (from the Merge Group)

Increase and Decrease cell Height and Width size (Cell Size Group)

Align text within the cells and change text directions (Alignment Group)

O 0O 0o o o d

Graphics
You can insert special characters, symbols, pictures, illustrations, and watermarks.

= Home | Inset | Pagelayout  References  Mailings  Review  View

5 =l HE )y @ =} = A 1{& (& Signature Line ~
cax a 1 4 = B # =
1 ge =| ﬁﬂ o5} =] = 53 Date & Time
Cover Blank Page | Table | Picture Clip Shapes SmartArt Chart | Hyperlink Bookmark Cross-reference | Header Footer Page Tet  Quick WordAt Dro Equation Symbol

Page~ Page Break Art ~  Number~ | Box~ Partsv - ap - "4 Object -

Ilustrations Links Header & Footer Text Symbols

Pages Tables

= =

Y
Picture Syrﬁ@s and special characters

'\ *

D4

Symbols and Special Characters: punctuation, spacing, ortypographical
F oY
[1 Place your cursor in the document where y@)leant the symbol
Click the Insert Tab on the Ribbon O

[
1 Click the Symbol button on the Symkgg{fs,\xG’roup
U

Choose the appropriate symbol.\&“{\)

R\ &
R\

Illustrations, Pictures, and SmartA&t"
To insert illustrations: )

" Place your cursor in the document where you want the illustration/picture

[0 Click the Insert Tab on the Ribbon

1 Click the Clip Art/ Picture /Smart Art Button

1 The dialog box will open on the screen and you can search for clip art / picture / smart

art.

[1 Choose the illustration you wish to include

To insert a picture:

Place your cursor in the document where you want the illustration/picture
Click the Insert Tab on the Ribbon

Click the Picture Button

Browse to the picture you wish to include

Click the Picture

Click Insert

OO oOood
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Resize Graphics

All graphics can be resized by clicking the image and clicking one corner of the image and
dragging the cursor to the size you want the picture.

Page Formatting

a3
J Home Insert Page Layout References Mailings Review View

] B colors - | | l & "= Breaks - j j :l Indent Spacing d ] I = . L -
- ) \a B
Fonts Line Numbers ~ 25 Leftt 127 cm = Before: 0 pt
J J 5= | = i - ]
Pasition B Text Group Rotate

Themes Magns Orentaton Size  Columns Watermark Page Page
.EffE ts - - " Hyphenation Color ~ Borders

.
-

Right 0cm 2 || XZ Aften Opt

Themes Normal E] Page Background Paragraph & Arrange

&l ! e

Narrow
Top:  12Tem  Bottom: 127cm
Lef:  12fem  Rightt 127cm

Moderate
Top:  254cm  Bottom: 254cm
Lef  19lcm  Right 13lcm

Wide
Top:  254cm  Bottom: 254cm
Lefi  S08cm  Right  508cm

Mirrored s e
Top:  254cm  Bottom: 254cm [ OT mattingf
Inside:  318cm  Outside: 254cm

=

Custom Margins... . L c 4 Q}
sPaca:Marsine-and-Nriantatinne T Y““

.

QQ
Modify Page Margins: &y
[0 Click the Page Layout Tab on the Ribbon \,Q)
] On the Page Setup Group, Click Margu@’\\
] Click a Default Margin, or <
[

. . O
Click Custom Margins and complete

gg}.

the dialog box.

Orientation, Size of the Page, or@blumns
[1 Click the Page Layout Tab on the Ribbon

[0 On the Page Setup Group, Click the Orientation, Size, or Columns drop down menus

[1 Click the appropriate choice

Page Border and Color
[0 Click the Page Layout Tab on the Ribbon
[1 On the Page Background Group, click the Page Colors or Page Borders drop down menus

Insert Common Header and Footer Information

To insert Header and Footer information such as page numbers, date, or title, first, decide if
you want the information in the header (at the top of the page) or in the Footer (at the
bottom of the page), then:
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[1 Click the Insert Tab on the Ribbon
[J Click Header or Footer
[0 Choose a style

Footnotes

Footnotes are sometimes necessary for providing additional information in your document.
They normally use a superscript number as a marker, making it easy for the reader to simply
look down from the text to the notes at the bottom to gather further information. Word
automatically keeps track of the numbering and placement of the footnotes for you, making
this a painless task to perform when writing that thesis, book, or scientific paper. To insert
footnotes into your Word document, do the following...

[J Click the place in your document that you wish to place the insertion point for the
reference mark to the footnote.

[0 In the Ribbon, click the References tab.
] In the Footnotes section, click Insert Footnote. Word wjll insert the reference mark at
the point you selected and then take you to the bott?xm of the page.
J Type your footnote. (/\f
] When you are done, right-click the footnote@nd select Go to Footnote to take you
back to the insertion point in the main bsdy so you can continue working on your
document. C
oM
Y
Bulleted and Numbered Lists \i~\

Xs’ ¢
Lists allow you to format and orgamze e 'text with numbers, bullets, or in an outline. Bulleted lists
have bullet points, numbered lISts have numbers, and outline lists combine numbers and
letters depending on the organization of the list.

Increase ident

Decrease ident

) d2-0 ) Microsoft Word

)
—” | Home | Inset  Pagelayout References  Mailings
Calibri (Body) 1 IS : 50w [ ] A g ‘%ﬁ o

Y. Sl e =l =2V 9| | aaebcende | AaBbcepdE AaBbCel AaBbCcD 'JBI, AaBbCcD: AaBbCcDGE AaBbCCDAE — e

B I U -abe x, X Aa~|¥ - TNormal | TNoSpacing  Headingl Heading 2 Title Subtitle  SubtleEmp..  Emphasis  _ Chan nge

© Format Painter Styles

Clipboard g Font

Bulleted list Numbered list

To create a list from an existing text:
[1 Select the text you wish to make a list
[0 From the Paragraph Group on the Home Tab, Click the Bulleted or Numbered Lists
button
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New list
[ Place your cursor where you want the list in the document
71 Click the Bulleted or Numbered Lists button
[0 Begin typing

Nested Lists
A nested list is list with several levels of indented text. To create a nested list:

[l Create your list following the directions above
[l Click the Increase or Decrease Indent button

Formatting Lists
The bullet image and numbering format can be changed by using the Bullets or Numbering
dialog box.

[ Select the entire list to change all the bullets © « - - woue " = A—————
or numbers, or e, a|E 1 R
Place the cursor on one line within the list s N
to change a single bullet \/@
[ Right click KN : e
[l Click the arrow next to the buIIetedm‘EQY TesmeRsl B e 5
ie-bullet-image-and- numbering- format-d
numbered list and choose a buII{t\&' or s . .
numbering style. ,m e > || v
\} o+ Right-click§ Calibri (Body + 11 A A A 7 DocumentBul dlets
4 - Clickthe-arow-nexttothebulleti s + = » - A - i oei=
N q
A\ y
&N
LS
N

Proofing a Whole Word 2007 Document

When finalizing your Word 2007 document, proof it to catch text or formatting errors. Word
offers a numbers of proofing tools, including a spelling and grammar check, viewing styles, and
using Print Preview.

Check spelling and grammar

1. Click the Spelling & Grammar button (Review tab).
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o)\l 90 )+ Wedding Contract [Compatibility
tca) -
Home Insert Page Layout References Mailings ‘

g & Research [~ L] ;_j' i;'

'S Thesaurus
},Spelling 8:l @

New Track  Balloons
AEC
Grammar 4% Translate 25 || Comment =d | Changes~ -~ Bl
% Proofing . Comments | T
Spelling & Grammar (F7) |'1"""'2"""'3

Check the spelling and grammar of
text in the document.

Thank you for choosing our company. to |
photographs are copyrighted images and

the expressed written permission of the p

The Spelling and Grammar dialog box opens and takeS@u to what Word 2007 sees as
misspelled or a grammar error.

Oo
Using the buttons of the Spelling and Gramma{;.g%]og box, review each suggestion.

10t be held responsible for such errors,. A tm@e charge of 1.5% per monthv
»e added to any unpaid balance after 30 days

S : .
iridgl The photographer will n
‘responsible for such,

Accept or deny each suggested correction.
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Review Word document styles

Starting at the document’s beginning, page/scroll down and review document styles, such as
headings and bullets. With the style area pane enabled, view style names in Draft or Outline
view.

1. Click the Office button, click the Word Options button, and click the Advanced button
(Word Options).

Word Options

!

Popular

Display

Proofing Editing options

Save Typing replaces selected text

: When selecting, automatical lect entire word
VAdvanced -l u hzg =

Allow text to be dragged a opped

Customize k Use CTRL = Click to fol@?perlink

[:I Automatically creatggr ing canvas when inserti

Add-Ins
Use smart parag@h selection
Trust Center Use smart (ﬁgmg
Resources [[] usethe key to control overtype mode
| Vertype mode

O *‘bt to update style
se Normal style for bulleted or numbered lists

QD

Open the style area pane.

2. Scroll to the Display section. Then set
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Display

Show this number of Recent Documents: :17 [i% ,

Show measurements in units of: ' Inches IE]

Style area pane width in Draft and Outline views: |57

[[] iShow pixels for HTML features:

Show all windows in the Taskbar

Show shortcut keys in ScreenTips

Show horizontal scroll bar

Show vertical scroll bar

Show vertical ruler in Print Layout view

[:] Optimize character positioning for layout rather than readability

Print

mm ..

<

o Show Measurements in Units Of: Choos(ef}@measurement standard here, such as

picas or inches.

o Style Area Pane Width in Draft w’tline Views: Enter a number relative to

the measurement unit. For exampl

inch.
Exit Word Options.

SRS LSS AL LLLLES™ B VL VI VY ';&*

.

Paragraph “ | AaBbCc] AaBbCcI AaBb( AaB

v
"

---------------- L A@&d AaBbCc AaBb(

Emphasis T Headingl 1 Heading2 | T Normal

Strong Subtitle Title 1 No Spaci...

AdaBbCcl AaBbCeci AaBbCcl AaBbCc

Subtle Em... IntenseE... Quote Intense Q...

AABBCC AABBCC AABBCC AaBbCcl

ng ourggmmph Subtle Ref... IntenseR.. BookTitle T List Para...

yrighted images and ¢
| permission of the phot

Save Selection as a New Quick Style...

to $5,000.00. All origing ) Clear Formatting

iotographer unless purc 4
2 balance of your weddi

Apply Styles...

R

q 1 Normal}

v

at wedding past the package amountis due on or before

1e non-refundable deposit

is applied toward vour order

In Outline or Draft view, the style area pane appears on the left.
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Using Print Preview in Word 2007

Even if you don’t print your document, use Print Preview to see how your document looks from
a bird’s-eye view.

1. Click the Office button, hover your mouse over Print (don’t click), and click Print

Preview.
j R Preview and print the document
(A, Print AaBbCcl AaBbCc AaB.
~ M Select a printer, number of copies, and " "
_/ Open " other printing options before printing. Emphasis teading L gl Heach
= (2 Quick Print y Styles
l)f_g Conyert o Send the document directly to the default TR TR
printer without making changes. . . . .
( Print Preview
H Save _ Preview and make changes to pages before
printing.
k-:d‘ Save As *
10tograph your wedding. All
4 .
gjﬁ Print » annot be copied in any form exc
- ytographeg Copying is illegal an
-3 1al dig otographic files rerr
/| Prepare » ‘chased, A $250 deposit is due
d@ckage plus any payment
B send @ <“a kage amount is due on or bef
@ #sit is applied toward your orde:
\?} dy approximately 2-4 weeks aft
../ Publish » 0 >mployees are practiced photog
. {\ 2 are some errors that can occu
- 2 include film, processing and
__| Close X intor iliness. The photographer

- N “inance charge of 1.5% per mon
|8 wm%@s || X Exitword |1ys

®

Open Print Preview. @«§‘

2. Inthe Print Preview window that opens, review the formatting. Press the Page Up and
Page Down keys navigate the document.

Exit Print Preview (click the Close Print Preview button, upper right).
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Print Leave

the Print
document Preview
= [
o 3 J‘ ) " %
e et g
l @ ;
Pagelef]l  WomsiR D ’ I {\ R el l':.
»\J I—I—J
. O ,
Document preview m{;,‘ o Zoom in/out
A
Mail merge {&}
¢

Mail merge is used to create multiple docu@éﬁts at once. These documents have identical layout,
formatting, text, and graphics. Only spe\cﬁﬁ‘ic sections of each document vary and are
. AR . . .
personalized. The documents Word can create with mail merge include bulk labels, letters,
envelopes, and emails. There are three documents involved in the mail merge process:
~N

e Your main document (common document to be merged)
e Your data source (list of merge addressing)
e Your merged document (the final merge document)

Introduction
Mail Merge + » Mail Merge is a useful tool that will allow you to easily
produce multiple letters, labels, envelopes, and more using
Select document type information stored in a list, database, or spreadsheet. In this
What type of documenk are you lesson, you will learn how to use the Mail Merge Wizard to
working on? create a data source and a form letter, and explore other
® Letters wizard features. Additionally, you will learn how to use the
) E-mail messages Ribbon commands to access Mail Merge tools outside of the
O Envelopes wizard.
() Labels
(O Directory
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To use Mail Merge:

e Select the Mailings on the Ribbon.
e Select the Start Mail Merge command.

0n) A )+ Document3 - Microsoft Word
-
Home Insert Page Layout References Mailings Review View Add-Ins
. 1 3 [ ::ﬁ
C ot
] J _—7—"' wm
Envelopes Labels Start Mail Select

MHQIER Recipients -

Create Start Mail Merge Write & Insert Fields

e Select Step by Step Mail Merge Wizard.

The Mail Merge task pane appears and will guide you through the six main steps to complete a
merge. You will have several decisions to make during the process. The following is an example

of how to create a form letter and merge the letter with a data list.
@
Steps 1-3 O
V

e Choose the type of document you want to creat{* F(thls example, select Letters.

e Click Next:Starting document to move to Steg:

e Select Use the current document.

e Click Next:Select recipients to move to Qt

e Select the Type a new list button. \\

e Click Create to create a data sourge.. he New Address List dialog box appears.

o Click Customize in the d{‘}og box. The Customize Address List dialog box appears.

Select any field youdb not need, and click Delete.
Click Yes to conflrm that you want to delete the field.
Continue to delete any unnecessary fields.
Click Add. The Add Field dialog box appears.
Enter the new field name.
Click OK.
Continue to add any fields necessary.
Click OK to close the Customize Address List dialog box.

0O O O 0O 0 O O O
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To customize the new address list:

Customize Address List

Field Mames

Title
First Marme
Last Mame

Address Line 1
Address Line 2
ity

Skate

ZIP Code

Caountry or Regian
Home Phone
Wark Phone

E-rnail Address
| Mave Down

Cancel

,_.
S

ok |

G

Enter the necessary data in the New Address{@c’]ialog box.
Click New Entry to enter another record. &'
Click Close when you have entered all @ur data records.
Enter the file name you want to sav, the data list as.
Choose the location where you w@ to save the file.
Click Save. The Mail Merge Re,e@énts dialog box appears and displays all of the data
records in the list. \&}
Confirm that the dataﬁl&({@éorrect, and click OK.
o Click Next:Write yourléetter to move to Step 4.
B

O O O O O O

Steps 4-6
o  Write a letter in the current Word document, or use an open existing document.
To insert recipient data from the list:

=  Place the insertion point in the document where you want the information to
appear.

= Select Address block, Greeting line, or Electronic postage from the task pane. A
dialog box with options will appear based on your selection.
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Mail Merge *

Write your letter

If wou have not already done so,
iwrite wour letber now,

To add recipient information to
wour letter, click a location in the
document, and then click one of
the items below,

= Address black...

= fareeting line. ..

_f| Electronic postage. .
fcij Moare items. ..

hen wou have finished writing
wour letter, dlick Mext. Then you
can preview and personalize each
recipient's letker,

OR .
O
Select More Items. The Insert Merge Field dialég)box will appear.
Select the field you want to insert in the document.
Click Insert. Notice that a placeholder aRP;é'“a’rs where information from the data record
will eventually appear. . ®
o Repeat these steps each time you 'r\{eed to enter information from your data record.
e Click Next: Preview your letters in thq pane once you have completed your letter.
e Preview the letters to make sure thg&ﬁ}}brmation from the data record appears correctly in the
letter. ) ‘:’:.* .
e Click Next: Complete the me\r;g@.‘“
* Click Print to print the letterss '
e Click All.
e Click OK in the Merge to Printer dialog box.
e Click OK to send the letters to the printer.

The Mail Merge Wizard allows you to complete the merge process in a variety of ways. The best
way to learn how to use the different functions in Mail Merge is to try to develop several of the
different documents—Ietters, labels, and envelopes—using the different types of data sources.

Challenge!

Use the report or any Word document you choose to complete this challenge.
e Open a new blank Word document.
e Open the Mail Merge task pane.

e Create a data list, and practice adding and removing fields.
e Explore the different Mail Merge features until you are familiar with them.
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Show or hide comments or tracked changes

To prevent you from inadvertently distributing documents that contain tracked changes and
comments, Word displays tracked changes and comments by default. Final Showing Markup is
the default option in the Display for Review box.

You can display all changes in a document in different ways. For example, you can set Microsoft
Office Word to display tracked changes by type of edit — such as insertions and deletions or
formatting changes. You can also display only the comments. You can turn off balloons for
comments and tracked changes to display all comments and changes inline. You can even
display only the changes made by the author or by a specific reviewer.

To quickly display tracked changes and comments, click Show Markup in the Tracking group
on the Review tab.

Note: Clicking Show Markup displays or hides all of the markup for selected reviewers in the
document. When you display all markup, all types of markup are selected on the Show Markup
menu. e

O
Display all changes inline \,\} )

ne
The default in Word is to display deletions and cory fients in balloons in the margins of the
document. However, you can change the displa@o)s ow comments inline and all deletions with

strikethroughs instead of inside balloons.

\Y;
S
1. On the Review tab, in the Traclg"rbégroup, click Show Markup.
\\ N
N
N
Review Wiew \‘g\\

=t 3'1.‘, -'_] Final: Show Markup v

= 2 Show Markup ~
Track R
Changes ~ E] Reviewing Pane v

Tracking

2. Point to Balloons, and then click Show All Revisions Inline to show deletions with
strikethroughs and comments inline.
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Display comments in ScreenTips instead of balloons

The default in Word is to display deletions and comments in balloons in the margins of the
document. However, you can change the display to show comments inline. Inline comments can
be viewed when you rest your pointer on the comment indicator.

1. On the Review tab, in the Tracking group, click Show Markup.

Review View

_'_ﬁ.‘, “’_, Final: Show Markup v

= 2] Show Markup ~
Track R
Changes E Reviewing Pane v
Tracking

2. Point to Balloons, and then click Show All Revisions Inline to show deletions with
strikethroughs and comments inline.
3. Rest the pointer on a comment in the document. The comment appears in a ScreenTip.
N

5 /\ ¢

Lorem ipsum dolor sit

sameer a. tejani 11,/30,/2006 2:07:080RM
commented: v
volutpat. suscipit lobo| This is another comment, A(}}\'

nonummy nibh ewism

vel nisiJsat1] feugiat [aliquipe](sat2). (:;\\
~O

\
Display changes by type of edit or by reviewer
NS

N
1. On the Review tab, in thQ‘& racking group, click Show Markup.

Review View

“J_, Final: Show Markup S

8 2] Show Markup ~
Track o
Changes ~ E Reviewing Pane v
Tracking

2. Do one of the following:
o Click to select the type of change that you want to display.

For example, click Comments or Insertions and Deletions. The check mark next
to the item indicates that the item is selected.
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Final: Show Markup

Important: Even if you hide a type of markup by clearing it on the Show
Markup menu, the markup automatically appears each time the document is
opened by you or a reviewer.

o Point to Reviewers, and then click to clear all check boxes except the ones next to
the names of the reviewers whose changes and:@@mments you want to show.
Note: To select or clear all check boxes f%‘aﬂ reviewers in the list, click All
Reviewers.

@’

Display changes and comments for specific re\qe\n;ers

An editor or reviewer usually wants to \a document as it will appear after their changes are
incorporated. This procedure gives an gd itor or reviewer the opportunity to see how the
document will look with the changeg.;

sr‘«

e On the Review tab, in the Tracklng group, click the arrow in the Display for Review
box, and then choose the option that you want.

Review Wiew
_“:\v’. "_l Final: Show Markup f~ |
=8 2] | Final: Show Markup
Track
y Final
Changes ~ U Ifd_
Original: Show Markup
Original

o Final Showing Markup This view displays the final document with all tracked
changes and comments showing. This is the default view for all documents
opened in Word.

o Final This view displays the document with all changes incorporated into the
text and without tracked changes showing. However, any tracked changes or
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comments that have not been accepted, rejected, or deleted remain in the
document.

o Original Showing Markup This view displays the original text with tracked
changes and comments.

o Original This view displays the original document without tracked changes and
comments showing. However, any tracked changes or comments in the document
that have not been accepted, rejected, or deleted remain in the document.

Note: If you want to see comments and tracked changes in balloons, you must be in Print Layout
view or Web Layout view.

Hide tracked changes and comments when printing

Hiding changes does not remove changes from the document. You must use the Accept and
Reject commands in the Changes group to remove markup from your document.

Click the File tab.

Click Print. o
Under Settings, click the arrow next to Print All Page\é’
Click Print Markup to clear the check mark. \/\”} ’

N =

Automating Common Word Tasks

Repeatedly entering the same information in document after document, over and over...there has
to be a quicker way, right? Word macros can save you time (and potentially, some sanity)
by automating repetitive tasks.

Let’s say you’re a real estate agent. Every time you sell a house you have to add a client’s name

and address to multiple documents. Creating a macro automates adding all of a client’s contact
information wherever you need to.
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Setting up the macro

Creating a macro is straightforward and doesn’t require any coding knowledge. You simply tell
Word when to start and stop recording a series of steps; for example, from when you start typing
a client’s name to when you finish. Then Word will perform all of those steps automatically
when you click a button or enter a keyboard shortcut that you assigned to that macro.

Here’s a step-by-step:

1. Go to the View tab, click the Macros dropdown and select Record Macro.

Window

REVIEW VIEW
D’j E [ View Side by Side DE D
= Synchronous Scrolling = L
Mew Arrange Split - Switch Macros
Window Al Reset Window Position | Windows ~ -

|_-|'_-|l Wiew Macros

Eéecnrd Macro...
N~
O

In the Record Macro dialog box, you’re going to to namé and describe your macro, and then
choose whether you want to run it via a button org@oard shortcut.

2. In the Macro name field dialog box, give&ﬁr\Macro a name that has no spaces in it,
e.g.,AdamSmith instead of Adam Smith. '

N

Macro name:
Adam5mith

Assign macro to

pa

Store macro in:

Button

@ Keyboard

All Documents (Mormal.dotm)

Description:

Caontact information for Adam 5mith|

3. The Description field is for you. Over time you might create dozens of macros and might
have trouble remembering which is which. Enter a description that will help you out.
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4. In Store macro in field, define whether the macro will run in your current document or in all
documents. Choose the option—All Documents—to run it in all documents.

5. Decide whether you’ll use a shortcut or button to run the macro by clicking the Button or
Keyboard icons. For this exercise, click Button.

Adding the macro button to the Quick Access Toolbar

After you click Button, Word lets you add your button to a place where you can easily find it—
the Quick Access Toolbar.

1. In the Word Options/Quick Access Toolbar box, click the name of your macro, and then
click Add to include it on the list of other commands on the Quick Access Toolbar.

General

y E-E Customize the Quick Access Toolbar.
Display

) Choose commands from: (@ @JstomizeQuickAccessTooIban.’i)
| Proofing |Macr05 | i |Fora|l documents (default)
*
Save (}Q
Language Separatar - % M B save
639_. Mormal.MewMacros.AdamSmith © Undo | 4
Advanced 0@\“0 Redo
Custamize Ribbon Q ,53,5 MNormal.NewMacros. AdamSmith
Quick Access Toolbar eg)
N
Add-Ins \ [\
Trust Center & °

N\

@ =
<< Remove

To make sure you can identify the button on the toolbar, you need to choose a type of button.

2. Click Modify, and then choose a button from the dozens available.
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«Separators H save
,53.5 Mormal MewMacros.AdamSmith

ormal.MewMacros.AdamSmith
Symbol:

=QOOA !
OF El‘l!l'
a v —){(-:*

YEEkam & 'fx
®@HE '\.@@ $

l )Eb*ﬂb @
|h5&1
II..(:-(’I‘

ED ...... EDEE
.AXVV Hn& -

i

Display name: MNormal MewMacros.AdamSmith

W

A

Modiﬁ,'{;} ¢
Show Quick Access Toolbar below the Cust (5 ations: Reset ~
Ribbon {?}\' Import/Export ¥ | ()
o
Recording your macro <
Q?

As soon as you choose your button \gc&\hen click OK, the macro starts running, recording your
keyboard strokes until you stop t ording. For example, I chose the button of a guy wearing a
tie, clicked OK, and the macro started recording the address I typed of a fictitious client named
Adam Smith who lived in Lincoln, Nebraska. When | finished typing, | clicked Stop Recording
in the Macro dropdown.

Here’s how you can do that yourself:

1. In the Modify Button dialog box, choose a button and then click OK .

2. Click OK again in the Word Options box , and the macro starts running.

3. Perform the actions you want to include in your macro.

4. Once you’ve completed the actions, go to the View tab, select the Macro tab and click Stop
Recording.
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Macros

E'_'r Yiew Macros
B Stop Recording

l® Pause Recording

5. You’ll now see that a button for your macro now appears on the Quick Access Toolbar. Just
click it, and the same actions that you recorded will happen again wherever you put your cursor
in a document. You’ll see this button on the Quick Access Toolbar in all of your Word
documents—unless you chose that it only appear in your current one.

FILE HOME INSERT ) C)
| al |:| ] [=] Outline Q\’(
& [=] Draft , g-}
Read Print  Web PR
Mode Layout Layout C§>}
Views P
¢ &

E (j iy S o .

il

\\%
Q)

‘:\\
Table of content, Figures aﬁa tables
Create a table of contents

To create a table of contents that’s easy to keep up-to-date, apply heading styles to the text you
want to include in the table of contents. After that, Word will build it automatically, from those
headings.

Apply heading styles

Select the text you want to include in the table of contents, and then on the Home tab, click a
heading style, such as Heading 1.
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Do this for all of the text you want to show up in the table of contents. For example: If you are
writing a book with chapters you could apply the Heading 1 style to each of your chapter titles.
You might apply the Heading 2 style to each of your sections within those chapters.

Add the table of contents

Word uses the headings in your document to build an automatic table of contents that can be
updated when you change the heading text, sequence, or level.

1. Click where you want to insert the table of contents — usually near the beginning of a

document. K74,
2. Click References > Table of Contents, and then ch\dé“e an Automatic Table of
Contents style from the list. ¢
6'/} ¢

Note: If you use a Manual Table of Cont style, Word won't use your headings to
create a table of contents and won't be able*to update it automatically. Instead, Word will
use placeholder text to create a dumr@ﬁa le of contents, and you'll need to manually
type each entry into it. O

&\&

3\
Q&

B
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If you want to format or customize a table of contents, you can. For example, you can change the
font, the number of heading levels, and whether to show dotted lines between entries and page
numbers.

CREATING A LIST OF FIGURES AND/OR A LIST OF TABLES

A List of Figures and/or a List of Tables will show all of the graphics, equations, and tables in a
document. However, for an element to be recognized, it must have a caption.

(NOTE: any diagram, drawing, graph, chart, map, photograph or other type of illustration in a
thesis or dissertation is presented as a “figure.”)
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How do | create a list of figures and a list of tables?

We’re going to take a few basic steps here. They boil down to:
« Mark all your figures as Figures and all your tables as Tables
o Create a Table of Figures (References - Insert Table of Figures)
o Create a Table of Tables (References - Insert Caption)

Once you’ve done that, you’ll end up with something like this:

Table of Contents

Chapter heading.......cevmimmermssmnrmessnsmnsrnssean P o vea s R 2
N
ol

Table of Figures &

FIBLIFE 1 ooiiiiimiiie o csrmmsmns nssnssses s smssmsmnss ?\'Q) .............................................................. 2
Figure 2 second FIBUre .....cc..veereermmsrcssmsremsens ,\Q ................................................................... 3
Figure 3 Third figure.......oooevieei e .('}\ ........................................................................ 3

\é\@

Table of Tables \Q}

Table 1 paragraph pamgmﬂl‘iﬁ‘\} ................................................................................................ 2
Table 2 more sTUff .., e e cvreieaiea 3
Table 3 Some table thifEs. .. s e s s s s s s e v e e eapes s ns s nns vessnas o
Table 4 MIOre tABIES ..ot et et ee et s nms nn p e e man pme s e st pemsnan 4

How to apply captions to tables and figures

I know what you’ve done ... you’ve inserted your figure or table then typed its caption
underneath, haven’t you? Like everyone else in the world. But let’s make life easier for you.

It doesn’t matter if you’ve already typed in all the caption names just as straight text — let’s
do this the proper way and we can move those typed captions into the correct place as we

go!
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Chapter heading

Data data data paragraph paragraph paragraph sentence sentence sentence word word word, Data
data data paragraph paragraph paragraph sentence sentence sentence word word word. Data data
data paragraph paragraph paragraph sentence sentence sentence word word word. Data data data
paragraph paragraph paragraph sentence sentence sentence word word. Data data data paragraph

Table Heading
Data Data

Click on the References tab. Find the Captions section. Put your cursor where you want the
caption to go (arrow), Click on the Insert Caption button.

Let’s start off with a table caption. Remember, we want to mark?a difference between tables and
figures so that Word can create automatic lists. o

Don’t worry if you’ve already got caption text in thereZat'the moment: do this on a new line. We
can tidy things up afterwards. You might want to 8@ your caption text so it’s available to

paste.
S

aph paragraph sentence sentence ser(&(:e word word"
raragraph sentence sentence sent&g\gwnrd word. Data
‘.

rCa pticn @‘ M

Caption:

|Figure 1 |

Ciptions

3ph P48 Label: |F'H;|ure
aragr Position:

Below selected

d ph A Exdude label from caption
| Mewtabel.. | | Delet=label | | Numbering... |

(atin] [0 ] ot ]
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You can see a drop down list which says Figure at the moment. But we want to differentiate
between figures and tables, so click on the arrow on the right to drop down the list.

—

raragraph sentence sentence sentence word word. Data

-
Capticn @lﬂ

Caption:
| Figure 1 |

Options
iph PY| Label:
iragr

aph g

Figure

Position;

ol
... and choose Table. Once you’ve clicked, the C@ﬂon section above it will also change to read
Table 1. o(\

Now you can type the caption text straigﬁ‘into this box.

ragraph sentence sentence 5?&":3 word word. Dz

—
Capticn @lﬂ

Caption:
|Tab|e 1 paragraph paragraph| ¢:|
Options

h pi Label: Table IEI nce

agr Position: |Above selected item on

ph F [] Exdude label from caption

Mew Label. .. Delete Labe!

AutoCaption... | oo H Cancel ]
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If you’ve copied the caption text you had previously entered, you can use Control-V to paste it
into this box. Note: right-click and paste won’t work here, but Control-V will work.

If you haven’t copied the caption text, and you haven’t typed it in the box, don’t worry, as you
will have another opportunity to insert it in a moment. Press the OK button and Table 1 and any
text you’ve entered will appear below your table.

Udld Paragidpn ParagidpPn pardgrapn senwent
paragraph paragraph paragraph sentence ser
&

Table

Lid Ld
Table 1 paragraph paragraph

Now we’re going to add a figure caption.

Put your cursor below the figure and click on the same Insert %ption button. This time, choose

Figure rather than Table: N
Qo
aph paragraph paragraph sentence sentence sengs ew
: . d
aragr, e 5 ordh

-aph g
Caption:

|Ta|:u|e 2 W\

Dptions “W
Label: \&é

Mew Labe

[ AutoCaption... ]

This time, just leave the Caption box blank apart from the words Figure 1.
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Then they forced me to make these
weird contents pages — help me!

Figure 1 @

Now you can type the caption text in here, or even paste it in — just make sure it goes blue like
the words Figure 1 (we can change that later) to ensure it’s all included as part of the caption.

Now you can go through and mark all of your figure and table captions using this method.
Print an MS Word document

To print a worksheet in MS Word document, execute the following steps.
&
1. On the File tab (Office button), click Print. P
<
2. To preview the other pages that will be printed, click?Next Page' or 'Previous Page' at the

bottom of the window. N
/\&’:3\'

o
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