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Using the Quick Style Gallery

A style is a saved set of formatting options. For example, you may have particular text that you
want to use for major headings, minor headings, and sub-headings. Microsoft Word allows you to
save this formatting and apply it over and over again, saving you time and ensuring that your
document remains consistent.

Applying a Style
To apply a style, simply select (highlight) the text that you want to change and left click the
appropriate style from the Quick Style gallery on the Home tab of the Ribbon.
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If you have used a style in multiple places and want to make a modification to all text of that type,
right-click the style in question and click “Select all x instances.”
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Now you can make formatting changes and they will be applied to all instances of that style. If you

don’t know which style you used, place your cursor inside the text and use the Select menu on the
Home ribbon to select all text with the same formatting.
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Changing a Text’s Style

If you later decide to change the style of the text, simply select it and choose another style from
the gallery.
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Removing a Style from Text

To remove formatting from text, select it and click the Clear Formatting icon on the Font chunk of
the Home ribbon, or use the Clear Formatting command in the Quick Style gallery.
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Changing Your Style Set
Microsoft Office Word 2010 offers 14 style sets, each with a font for
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Each style set also has different formatting for each built-in style. To change your style set, click
Change Styles on the Home ribbon, choose Style Set, and left click a style set. Note that as you

) = % 33 Find
AABBC! AaBDbC:|AaBbCcD | AaBhCcD 2 peplace
wag TEHARE
Heading 2 Heading 3 | Heading 4 | Headings | _ |Chanae
- - - = T |styles || kg Seledt -
Default iBlack and White A StyleSet o
Distinctive n Lolars g
nies of the ¢ .0 Eants ’
1e was stil Fancy = Faragraph Spacing
. Don Qu Formal Set as Default
mnce, whic IManuscript
). They hac Modern !
ds them s .
d f Mewsprint f
145 OT C |
yp Perspective
them the _
Simple
its on foot
. Thatch
quiring or
Tradlitional
scene of t
Ward 2003
Ward 2010

. " Beset to Quick Styles from Template
to him, "I

in seeing 1

these shei '
mouse over each set, you will see a preview applied to your document

Save as Quick Style Set...

. Also note that a document



can only have one style set applied to it at a time, although you can change the set whenever you
like.

Changing Your Colour Scheme

If you like the style that you're using, but you just want some new colours, choose the Colours
option on the Change Styles menu.
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Changing Your Font Scheme

As we mentioned earlier, you can also change your font scheme independently of the styles or the
colour schemes. To do this, choose Fonts from the Change Styles menu and click a font set from
the list. As with other style components, you will see a preview applied to your document as you
mouse over the options.
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Making Changes Permanent

If you’ve gone to the trouble of selecting a style set and modifying its colours and fonts so that it
suits you perfectly, you can make these settings the default so that they are used for all new
documents. To do this, click the Change Styles button and click Set as Default.

Change
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Fonts k

Setas Default

Be careful when using this command; there will be no prompt to confirm the action and although
you can return to the default settings at any time (Word 2010 style, Office colour scheme,
Cambria and Calibri fonts), there is no Reset button.



Doing More with Styles

Now that we’ve mastered the basics of styles, we’re going to take a look at some more advanced
tasks, including creating styles, using the Style Inspector, managing styles, and modifying the
Quick Style gallery.

Creating Styles from Existing Text
If you want to create your own style, the easiest way to do so is to select text that contains the

desired formatting. Then, click the arrow next to the Quick Style gallery and click Save Selection
as a New Quick Style.
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change the appearance, click Modify.) Once you click OK, the style will appear in the Quick Style
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Creating Styles Using the Task Pane
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You will then see a dialogue very similar to the Modify Style dialogue. Note that the settings here
will be based on the text around your current cursor position. Simply name your style, choose the

formatting that you want, and click OK to save it.
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Modifying the Quick Style Gallery

One of the great things about the Quick Style gallery is that it's easily customizable. To remove a
style from it, right-click the style and click “Remove From Quick Style Gallery.” (You can also
perform this command from the Styles pane.)
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Creating a Table of Contents

If you've never encountered a table of contents, it's a map to your document. It contains a list of
each page in your document and briefly describes what can be found on that page. It can be as
simple as a list of pages, or as complex as a list of chapters with sub-headings.

The ABCs of TOCs
Before we start talking about how to create a table of contents, we need to cover some basics.

First off, there are three parts to a TOC.

TRSErLICE O GLITTE. 2
E.ef# the Workshop..o, 2 ........................................................ 32
Preparalion. . 2

1 This is the list of headings in your document.

2 These characters are called tab leaders. They fill in the space between your headings and your page

numbers. You can choose different styles of tab leaders or none at all!

3 This is the list of page numbers.

You can hold the Ctrl key and click on any of the headings to go to that part of the document:

B ot T =

Before the WWork o, e sens e

Current Document
P8 Ctrl+ Click to follow fink oo

ﬁger‘@a .............................................................................
Session Ore: Introduction and Course Overview (8:30-9:30)

The text included in the headings is up to you, so you need to tell Word what you want to include.
(The easiest way to do so is to mark it as you write the document. You can mark text using either
outline levels or heading styles.)

There are some other things to remember about tables of contents in Word:

» You should never edit the table of contents itself (either text or formatting) unless you are
creating a manual table of contents. Once the table of contents is updated, those changes
will be overwritten.

= If you click in your table of contents, it will appear in a gray box. This is a visual aid to
separate it from the other text, and won’t be printed.
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Marking Text Using Heading Styles

Marking your text using different heading levels will help readers navigate through the table of
contents. To apply a heading style to text, simply select (highlight) the text and click a style from

the Quick Styles gallery on the Home tab of the Ribbon.
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Remember that the text you mark is what will be displayed in the Table of Contents, so it should

be concise yet clearly explain what section the reader will be taken to.

Inserting a Table of Contents Wl 0 - O R —.
Once your text is all marked and yOU’re ready to Hame Insert Fage Layout Referances Mailings
create the table of contents, click to place your B Add Text [y Insert Endnate ”l’ &
cursor at the location that you want the table to || == = OftpdateTable - Ag et Footnate - E.t G
appear. (This is usually at the beginning of the | lcontents~ Foatnote = Show Notes Citation ~ &
1 il K
document.) Then, click the References ribbon tab, | ™™™ 3
i |[ Automatic Table 1 n
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entries. Contents il
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The third way of creating a table is the Insert Table of Contents option at the bottom of the
menu. This will open the older-style Table of Contents dialogue, allowing you to customize a

dynamic table of contents.

Table of Contents Ej@
Prink Preyiew i'eh Preview
Heading L. 1| Heading 1 »
HEAHINZ 2o v, 3 Heading 2
Heading 3. e, 5 Heading 3
v Vv
Show page numbers Use hyperlinks instead of page numbers
Right: align page numbers
Tab leader: | ... “
General
Formats: From template b
Show levels: |3 :

’ Options, .. ] ’ Modify..

]

[ o

l’ Cancel ]

This dialogue allows you to customize every aspect of your table of contents. You can also click
the Options button to add and remove a heading level to a table of contents, or click the Modify
button to format each level. Note that all formatting for dynamic tables of contents should be done
here, as updating the table will remove any formatting that you apply in the document.

Updating a Table of Contents

Part of the joy of using Word’s tools to create your table of contents is that you can automatically
update it to reflect changes to your document. Let's say that you’ve made some changes to your
document, and you want the table of contents to reflect the page number changes. There are
three ways to update the table of contents. The first is to click the Update Table button on the top

of the table.
D2y~ ¥ Update Table.[\\g
II‘able of Contents
L TS e T e 2
Before the Workshop .. 2
g Calibri(Boc - 11 - AT AT Ay
. , . . 5B I =EW-A-EES
You can also right-click the table and click Update Field. i
He warkshon
ra g
e [ Paste
A third way is to click to place your cursor inside the table and press . ¥ UrdateField
the F9 ke n Edit Field...
y' a Toggle Field Codes
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With any of these actions, you may see this dialogue:
Update Table of Contents &lﬂ

Word is updating the table of contents, Select one of
the Fallowing options:

@ Update page numbers only

(71 Update entire table

To avoid missing any changes made to the document, choose the second option Update entire
table. Once you click OK the table will be updated.
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Creating References within a Document

Adding Footnotes and Endnotes to a Document

If you've ever written a paper or a thesis, you know that inserting footnotes’ and endnotes' is a key
part of that process. For the uninitiated, footnotes or endnotes can be used to tell the reader what
source you used for a particular fact or quote. They can also be used to add a comment or a more
detailed explanation that doesn’t quite fit in with the text. Rather than interrupt your document, a
number is placed to refer the reader to a note at the end of the page, section, or document.

To insert a footnote or an endnote, first click at the point where you want the number to appear. If
you want the note to appear at the bottom of the page, click Insert Footnote. If you want the note

to appear at the end of the document, click Insert Endnote. (Both commands can be found on the
References tab of the ribbon.)

@| = R | @ B ?_“ -;Jc-n Quixote Word 2007 Docum;nt Skills Sample - b
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, who write on the subject}, although from reasonable conjectur

= Quexana. This, however, is of but little importance to our tale;
- breadth from the truth in the telling ofid.
I=

Paragraph Two

The number will then be inserted and you will be taken to the location of the note so that you can
type in the information.
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_ 1t his surname was Quixada or Quesada {(for here there is some ditterence of opinion among the
P
o authors who write on the subject}, although from reasonable conjectures it seems plain that he was
R called Quexana. This, however, is of but little_importance to our tale; it will be enough not to stray a
P
a ]
s hair's breadth from the truth in the telling $fit'.
Ill=
- 1Example of a footnote
b
- Tuesday, 30 September 2008 Mike Swanson
-
b

! {sample Footnote}. Endnotes look the same but appear at the end of the document on the last page.
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Navigating and Editing Footnotes and Endnotes
You will find two other commands on the Footnotes chunk of the =layout Feferences

References ribbon. [y Insert Endnote

A§ Mext Footnote =
-t-:- EI Show Motes
Footnotes

The Next Footnote command will take you to the next footnote in the
document. (The arrow drops down into a menu that allows you to navigate
amongst footnotes or endnotes.) You can also click Show Notes to see the
footnote or endnote area of the document.

Hover mouse

If you want to see the text of a particular note, simply hover your mouse over it. here

Using Bookmarks

When you read a book, you often place notes to mark items you want to come back to, especially
if it's @ manual or educational text. Word has a similar feature, allowing you to bookmark places in
your document that you want to come back to later.

To insert a bookmark in your document, first click the spot where you want the bookmark to
appear. Then, click the Insert tab of the ribbon and click Bookmark.
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An olla of rather more beef than mutton, a salad on most nights, scraps on Saturdavs, lentils on

You will then be prompted to name the bookmark. (Note that bookmark names can’t have
numbers at the start, spaces or special characters; the Add button will be greyed out until you
have typed a valid name.) Once you’ve typed the name, click Add.

Bookmark El El

Bookmark name:
Questionl
3 To navigate to a bookmark, you can open
the Bookmark dialogue, select a bookmark,

8ol and click Go To.

You can also press Ctrl + G to open the Go
sort by (@ Name To dialogue. Here, you can select

) Location Bookmark from the “Go to what” menu, and
then choose your bookmark from the
Bookmark Name list. Once you’'ve entered

this text, click Go To.

[ Hidden bookmarks

2 {sample Footnote}. Endnotes look the same but appear at the end of the document on the last page.
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Using Cross-References

Cross-references help your reader navigate through the document by adding links, similar to the

links found in a table of contents. The reader can then hold the Ctrl key and click the reference to
go to that location.

To add a cross-reference, select the text that you want to contain the link. Then, click the Insert

ribbon and click Cross-Reference, or click the Cross-Reference command on the References
ribbon.
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; forty, a niece under twenty, and a lad for the field and market-place, who used to saddle the hack as
& well as handle the bill-hook. The age of this there'is some difference of there is some difference of
gentleman of ours was bordering on fifty; he was of a hardy habit, spare, gaunt-featured, a very
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With either command, you see the Cross-Reference dialogue. On the left hand side, you can
choose what type of object you are referring to. Then, you can choose the specific object from the
list. (Note that objects such as figures, tables, and equations must have a caption to be in the list.)

Cross-reference

Reference type: Insert reference bo:
EETT S v | [Eni coption v|

Insert as hyperlink

For which caption:

I Insert HS[ Cancel

Once you’re ready, click Insert to add the link. If you're done with the Cross-Reference box, click
Close to return to your document.
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Note that if you change the original reference (for example, the caption) you must update the
reference as well. Doing this is easy: just right-click the cross-reference and click Update Field to
update the reference as well:

WHAT [5 THE PROfESS2
Cambria(H -~ |11 -~ A" o7 Ay Fr——

B /=% A-#EEis-

- —

Your anger itself is a two-step process. [Pleasze see Figure '1 a

First there is the pain. It might be emotional, like afeeling @ Paste . Or it
might be phyrsical, like a headache or a pain in vour stomal 2 Update Field [% acan
of gasoline sitting there.

Edit Field...
Toggle Field Codes

A Font.
The second part of anger is the trigger, the match that sets _
=1 | Paragraph...

:= Eullets k

Pﬂiﬂ + T[‘igger Thﬂu;j: Mumbering b

FIGURE 4: THE ANGER PROCESS

17



Creating a Bibliography

A bibliography is a list of sources used in a document. This sounds easy; however, it can be a
complex process to list all your sources, make sure they are consistent, keep them organized,

keep them in line with a particular style, and keep them updated.

Inserting Citations

A citation places a brief explanation of the source text used in the document, with more
information contained in the bibliography. To add a citation, first click to place your cursor at the
location of the citation. Then, click the References ribbon and click Insert Citation.

3

Insert
Citation =

ﬁ Search Libraries...

ag Add Mew Source..,
% &dd Mew Placeholder,

If you want to enter all of the source information right now, click Add New Source. If you just want
to enter a placeholder and enter all of the information later, click Add New Placeholder. Let's take
a look at the dialogue that appears when you click Add New Source.

Create Source

Type of Source Eh:u:-l=:. Language
Bibliography Fields For APA
Author | [ Ede |
[] corporate authar | |
Title | |
‘fear | |
Gty | |
Publisher | |
[] show gl Bibliography Fields
Tag name
I 0]3 ] [ Cancel ]

Here, you can enter all of the information about the source that you are using. By default, the
Type of Source is selected as Book, but you can choose from a variety of sources, each with their

own set of fields.
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Create Source

Type of Source
Eibliography Fields for APA

Language | Defaul A
Book Section

Author | Journal Article ™ | [ Edit ]
Article in & Perindical

Zonference Proceedings

|
Title lReport v |
Year | |
city | |
Publisher | |
[] show all Eibliography Fields
Tag name
Placeholder1 [ OF. l [ Cancel l

Note that as you fill in fields, Word will give you help as to the type and format of information that
you should include.

Create Source

Type of Source |Book V| Language |Defaulk A

Eibliography Figlds For APA

Authar |Kouzes, James M, | [ Edit ]
[ Corporate Author |

Title |

Year

City

Publisher

[]show all Bibliography: Fields
Tag name IExampIe: Kramer, James D; Chen, Jackyl

ko [ oK l’ Cancel ]

Once you’re done entering information, click OK to complete the citation.

Create Source

Type of Source |Bonk vl Language |Default v

Bibliography Fields For AP&

Author |KouzesJ James M. | [ Edit ]
[] Corporate author |

Title |The Leadership Challenge

city |
Publisher

|
|
Year |1987 |
|
|

[ show all Bibliography Fields
Taq name Example; 2006

I K [\é’ Cancel ]

You will then see the citation in your text. It will be surrounded by a blue box, with an arrow that
you can click to see options for managing the citation and the source.
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Session Nine: Five Practices

Kouzes and Posnl
tren 27 Edit Citation
Th Edit Zource

Corwert citation to static text

,_:ﬂ Update Citations and Bibliography

You will also see the citation listed in the Insert Citation menu. If you need to insert this citation
again, you can do so simply by clicking its entry.

Kouzes, lames M.

The Leadership Challenge,
[1987)

Add Mew Source...
Add Mew Placeholder..,

BPE

Search Libraries..,

Managing Sources

To see all of the sources listed in your document, click Manage Sources on the References tab of
the ribbon.

FEeferences Mailings Review Vien
rt Encnaote = Cﬂ FManage Sources _
‘Footnote v —¥ [ Style: APA Sixtl
Insert
w Motes Citation = ﬂj Bibliography =
u Citations 2 Bibliasgraphy

You will then see this dialogue (pop up):

Source Managern ‘E|E|

Search: |

|Surt by Author w |

Sources available in:
Browse...
Master List Zurrent List
o nes 1,; The Leadership Challenge ( Copy - ¥ Senge
 Kouzes, James M.} The Leadership Challenge {1987)

Edit. .,

Mew. ..

¥ cited source

? placehalder source

Preview (APA):

Citation: (Kouzes, 1987)

i |

Bibliography Entry:
Kouzes, J. M. (1987). The Leadership Challenge.

Close
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This dialogue lets you view, edit, remove, preview, search, sort, and add sources. Note that both
cited sources and placeholder sources are listed. Also note the Browse button; this allows you to
open a master list of sources, which must be in XML format. (By default, Word saves all the
sources that you enter in a master list anyway, but you can create your own if you like.) Once
you’re done with the Source Manager, click Close to return to your document.

Choosing a Style

By default, Microsoft Office Word 2010 chooses the
APA style (American Psychological Association {similar to
Harvard Author Date style}) for your sources and
bibliography. To change this style, click the drop-down
arrow on the Style menu on the Reference ribbon
Then Left Click your chosen style.

This will update all sources already in the document to
match that style and make all future references in that
style. You can find other styles to add into Word on
the Internet.

Inserting a Bibliography

Mailings Review View

Insert
Citation = @ Biblio:
Citations & Biblis

Developer

ej IManage Sources 2] Insert T:

U Style: | APA Si]t'tllT|

APA Fifth Edition

APA Sikth Edition

Chicago Fifteenth Edition

GBTT14 2005

GO5T- Mame Sort

GOST- Title Sort

Harvarel — Anglia 2003

IEEE 2004 |
I3 &490 - First Element and Date
ISC a90 - Mumerical Reference

. FLA Seventh Edition

JUrs was bDrd FALA Sixth Eclition !

a great sporte f15m2 |

. Turabian Sixth Ecition
"II'F'FEI"&FH"D H'Fﬁuuuuuuu AT RN TNV ATl

3 14
doublet of fine
made a brave

inder twenty,
the bill-hook.

Once you have all your sources added, it's time to insert your bibliography. Typically, the
bibliography goes on the last page of the document. So, place your cursor wherever you want the
bibliography to go and click Bibliography on the References ribbon. Then, click the style of
bibliography that you want. You can also click the “Insert Bibliography” command to insert a

bibliography with no heading.
i d9®

> | Adld Text ~
2 Update Table

Insert Page Layout References Mailings

=

Insert

[y Insert Endnote

Ag Mext Footnote ~
Insert
Footnote EI Show Motes

Footnotes

Table of
| Contents -
|| Table of Contents

Citaticl Built-In

Inserta bibliograpl
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The bibliography will then appear in your document.

Bibliography

Boothman, Nicholas. How to Make People Like ¥ou. Random House Publishers, 2000,
Kouzes, James M. The Leadership Challenge. 1987.

Senge, Peter. The Fifth Discipline. Currency Publishers, 2006.

Updating a Bibliography
Like tables of contents, Microsoft Office Word 2007 can update your bibliography automatically.
This comes in handy if you've altered sources, removed citations, or changed the style. One way

to update the page is to click the bibliography and click Update Citations and Bibliography at
the top.

: J“:ij =i Update Citaticﬁ and Bibliography

Boothman, Nichrolq Update Citations and Bibliagraphy'.k ¢ You. Random House Publishers, 2000.
Kouzes, James M. The Leadership enge. 1987,

Senge, Peter. The Fifth Discipline. Currency Publishers, 2006.

Another way is to right-click on the bibliography and click Update Field. You can also use the F9
shortcut key.

© - | Updste Citations and Bibliography Times Mews = 12~ A" o7 fAy- f
i=

Bootlnn;n, Nicholas. How to Make People 1B ¢ =¥ -4 F
Eouzes, James M. The Leadership Cha]leng-* 1097
Senge, Peter. The Fifth Discipline. Currency

_ishers, 2000,

|2 Paste I
= update Field [%
Edit Field...

Toggle Field Codes

A Font.

ﬁ Paragraph...

= | Bullets 3
i= | Mumbering 3
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Creating Other Reference Pages

We've already learned how Microsoft Office Word 2007 can help you create and manage
bibliographies, footnotes, endnotes, and tables of contents. We'll look at a few more types of

reference pages, including indexes, tables of figures, and tables of authorities.

Marking Index Entries

An index is like a table of contents, only it's arranged a bit differently. Rather than listing pages in
sequential order, an index lists topics, words, or phrases and tells you where to find that topic.

This is really useful for long documents, and it saves readers time (and patience).

First, select the text that you want to use in the index. Then, open the Mark Entry dialogue box.
The short way to get to this box is to select existing text and press Alt+Shift+X. The other way is
to click the References ribbon and click Mark Entry on the Index chunk.

You will then see the Mark Index Entry dialogue.

The first section in this box is called Index. It lets
you set entries and subentries for each topic. For
example, in a recipe book’s index you might see
an entry for Chocolate, and then sub-entries for
Chocolate Cake, Chocolate Chip Cookies, and
Chocolate Pudding.

Under Options, you can choose what will be listed
as the reference for this index entry. You can
choose a cross-reference (for example, the
reference may say “See Chocolate” for Baked
Chocolate Pie), the current page, a page range, or
a bookmark.

Then, under Page Number Format, you can
choose to make your page numbers bold, italic, or
bold italics.
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Hame Insert Page Layout References Mailings Review View Develaper Community Clips
? =p Al Text ~ Uy Insert Endnote IManage Sources i Insert Table of Figures ] Insert Index o a2 lr
E [ Insert Endno Wj ) Manage Sour ﬂ =] Insert Table of Figur ﬂ# =] InsertIn _“_'é'ﬂ’ Bl
: =¥ Update Table Ag Mext Faotnote = — I Style: APA Sixtl ~
Table of Insert Insert . Insert ~ Ivark Idarl
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Mark Index Entry

Inde:x

Main enkry: |D|:-n Ciuixote

Subentry: |

Options

) Cross-reference: |S:‘:‘

@ Current page
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Bookmark:

Page nurmber Format

[ old
[ 1ralic
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[ Mark.

| | markal || cancel |

=

Once your options are set, click the Mark button to mark the text as an index entry. (You can also
click the Mark All button to mark all instances of this text in the document as an index entry.) The
dialogue box will stay open so you can select other index entries and click back into the box to
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repeat the entire process. Also note that once you click Mark, the Cancel button will change to a
Close button.

Once you’re done marking all your index entries, click Close. You may notice that your document
looks a bit different.

Shared-Visionq[

1

Leaderscannotcommand-commitment;-they-can-onlyinspiredt.-Leadershipis-a-dialogus,-nota-

monologue. v

1

developing-a-shared-picture-ofthe-futurewewanttocreate-and-the-principlesand-practicesbywhich:

wehopetogetthere.-Unfortunatehytoomanypeoplestllbelievethat“vision” i stheleader's-job.-
Shared-meaning-is-a-<collective-sensa-cfwhatisimportantandwhy. - There-arefive-steps-tothe-process
amd-each-stage-adds-to-your-ability-to-create-the-next-stage.h]

All this gibberish just means paragraph marking has been turned on; you can see that our Index
entries are marked with XE and curly brackets. To hide paragraph markings, just click the
paragraph icon ('“) on the Home ribbon. (When paragraph markings are hidden, your indexed
text will look just like any other text.)

Creating and Updating an Index

Once your text is marked, it's time to insert the index. First, make sure that paragraph markings
are hidden. (Remember that you can do this from the Home ribbon.) Then, click so your cursor is
flashing at the point that you want the index to appear. Then, click the References ribbon and click
Insert Index.
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together with the death of that Chrysostom to whose burial they were
going. Inshort, he repeated all that Pedro had related to Don Quixote.
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Here, you can control every aspect of your index’s appearance.

-
sy bbbt R, -
-
i | Table of Contents | Table of Figures | Table of Authorities |
Prink Prewiew
Aristotle, 2 ~  Type @ Inderted () Rupdin
Columns: |2 $
Asteroid belt. See Jupiter Language: | English (LK) |z|
Atmosphere
Earth S
[ Right align page numbers
Tableader: |
Farmats: From template IZ|
[
Mark Entry... ] [AgtoMark... ] [ Modify. .. ]

ll [ ox ][ cane ]IJ

In the main dialogue, you have options to right align the page numbers, choose a tab leader (if
you have chosen a right alignment), choose a format, and pick how many columns you want.
There are also commands to open the Mark Index Entry dialogue, AutoMark entries via a master
list, and modify the index’s format. Once your options are set, click OK to create the index.

Groan Zone, 2 Sharedwvision, 1
Shared meaning, 1 Sustainable Agreements, 2

If you decide to change the format, simply select the current index and re-open the Index
dialogue.

If you add or remove index entries, simply right-click the index and click Update Field, or use the
F9 shortcut. You can also use the Update Index command on the References ribbon.

Susta -
=3l

2, Paste

2 Update Field

Edit Field... %

Toggle Field Codes

Creating and Updating a Table of Figures

A table of figures lists all of the graphics, equations, and tables in a document. For a figure to be
recognized, however, it must have a caption.
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To add a caption to a figure, equation, or table, first select the item. Then, click the Insert Caption
button on the References ribbon.
@H H L R ] @w-'_ﬂon Quimt-evwml}?mlment SkiIIsSa—nwl-:a-rMic-l:s-oﬂWold__—v Picture Tools R E‘.

uH-:ume Insert Page Layout References Mailings Review View Develaoper Community Clips Farmat
S Acld Tt ~ ABl [ Insert Endnote &) Manage Sources [z Insert Table of Figures 9 2] Insert Index iﬂ_ -]
- o == 4 =
2 update Table AS Mext Foatnote = v [@ Style: APA Sixtl ~ — |2 Update Table =¥ Update Index =
Table of Insert Insert - Insert i Idark Mark
Contents = Faotnote .E-I Show Mates Citation = ﬁj Bibliography = Caption [ Cross-reference Entry Citation
Table of Cantents Footnotes (] Citations & Bibliography Captions Index Table of Autharities
lz‘ll-|-R-|-1-|-2-|-3-|-4-|-5-|-5-|-?-|-8-|-§__-___|-10-|-11-|-12-|-13-|-14-|-15-|- LI v
=, = ; ; ; ; ; ; ; : ; ; ; ;

Next, fill out the dialogue. The most important part is to make sure the correct type is selected in

the Label menu and that your caption is typed into the Caption text box. Once you're ready, click
OK.

Caption

Zaption:

Table 1:ILEAI] Analysisl |

Cpkions

Above selected item

Posikion:

[ ] Exclude label From caption

AutoZaption. .. I (] 4 [}\%[ Zancel ]

Once all figures have captions, you can insert the table of figures. Simply click Insert Table of
Figures on the References ribbon.

F ——— ——
@ e - @m-'-[;on Quixote Waord 2007 Document Skills Sample - Microsoft Ward “-

Hame Insert Page Layout Feferences Failings Review View Develaper Cammunity Clips Farmat

|l (S Acled Text ~ ABl .__[;'] Insert Endnote Q ﬁ Manage Saurces =] Insert Table of Figures . =] Insert Index

._:f]? Upclate Table ﬁﬁ Fext Faotnote = [I% Styler APA Sixtl = —~ = Update Table = Update Incdex
Tahle of Insert Insert - Insert I Ilark
Contents - Footnote ﬁ Show Notes Citation = ﬁj Bibliagraphy - Caption L[] Cross-reference Entry

Table of Contents Faotnotes Pl Citations & Bibliography Captions Inelex

— Y 7

I I T i B 1 15

é S . - - - - - ! Table bf Figuies Diatod =

Insert a Table of Figures inta the
CHAPTER V | dacument ‘

A Table of Figures inclucles a list of
all of the figures, tables, or

IN WHICH THE NARRATIVE OF OUR KNIGH TS MISHAT 1S'CONTINUED
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You will then see this dialogue:

~
Table of Figures - @Iéj

| Index |Table of Contents

able of Authorities |

Prink Prewview Wweb Preview
- Figure 1: Text o
Figure 2: Text
Figure 3: Text

Figure 1: Text
Figure 2: Text
Figure 3: Text

Figure 4 Text oviieiiiennnnns 7 Figured: Text

Figure 5: Text vviieiieinienenns 10 FigureS: Text

Show page numbers Use byperlinks instead of page numbers
Right align page numbers

Tableader: |....... IZ|

General

Formnats: From template -

€ Caption label: | Figure - >

[¥] tnclude label and oumber

[ Options. .. ] [ Modify. .. ]

[ K ][ Cancel ]

| J

Like the Index and Table of Contents dialogues, here you can customize how your table of figures
will look. The most important part is to choose which type of figure you want to list (the menu is
circled in the image above). Once you're ready, click OK to insert the table.

Figure 1: The process of Shared visiom. oo e e e e e e e e e e e e een 1
Figure 2: The Process 1o SUstainable Agreamients. e e e e e e e e e e 3
Figure 2: The Factors for SUstaingbl e A eaman TS . et e e e e e e e e e e ees 4

Like indexes and tables of contents, if figures change, you can right-click the table and click
Update Field or use the Update Table command on the References ribbon.

Creating and Updating a Table of Authorities

Typically, you will only find a table of authorities in legal documents. It lists the cases, statutes,
and other authorities used in the document. First, you must mark the various citations in the
document. To do this, select the long citation in the document. Then, click the Mark Citation
command on the Table of Authorities chunk on the References ribbon.

— f‘g Insert Table of Authorities
IAarl
Citation
Table of Authorities
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You will then see the Mark Citation dialogue. Make the necessary changes to the Selected Text
and Short Citation box, and make sure that you have the proper category selected. Then, click
Mark and click Close.

tation L2 o
Mark Citation
Selected kext:

companion - Mext Citation

:
Categary: |Cases
| IZ| Mark. all I

-

| Short cibation: i
.
|| companion |
-
| |
| - |
f| Long citation: i

Zancel

E

Once you have marked all citations, click to place your cursor at the location that you want the
table of authorities to appear. Then, click the Insert Table of Authorities command on the
References ribbon.

324}’ Eo Insert Table of Autharities
2 Updlate Table
Farl
Citation
Table of Authorities

Like other types of tables, if you add or modify citations, you can use the Update Table command
on the References ribbon or right-click the table and click Update Table.

Calibri (Bot ~ 11« AS 47 191' \)‘

Casesq) B I=%-

Cyerson-v.-Government-of-United-Sta
Myersv.-Acme-Foods,-16-Ad].-6d026-(
1 @ Paste
4t Update Fiel

gmmemmk

Togale Field Codes
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Inserting a Section Break

If you often create long, complicated documents, you'll probably find that section breaks will come
in handy. Section breaks let you divide your document into sections, allowing you to apply
different headers and footers, different page numbers, page orientation and formatting per
section.

To insert a section break, click to place your cursor where you want the break to appear. Then,
click the Page Layout ribbon, click the Breaks menu, and choose what kind of section break you
want to create. (Note that each command has a description of what it will do.)

W9 & W Don Quite Word 2007 Document Skills Sample - Micrasoft Ward - e
m Hame Insert Page Layaut References Mailings Review View Develaper Community Clips
Hj n Calars « J By 13 J V=) Breaks + ﬁ &;ﬁ T Indent Spading ~ F[I% = anign -
— Faonts = = Page Breaks et 0cm 2 3 Before apt z = | _| | L8] croup
Themes IMargins Orientation  Size  Calumns | o= = | Position Wrap  Bring send  Selection
- Effects = - - - - Bage . tight: 0 cm - | 4= After  0pt - Text~ Forward = Backward Pane h Rotate
T . » Mark the paint at which ane page ends Em i p—
== S ﬁ aned the next page begins. e - b 1
m + 7 1B 19 S10 0 1 11 112 c13 1 14 1 o35 ¢ | - A R IR I |
To] 1 Column ' ' ' ! ' ' '
- = Inclicate that the text following the column
- == break will begin in the next column,
o on| companion said to him, "lItseems to me, Senor Vivaldo
Wrappi ] . . . i
: tha Lext Wrapping . 1y we shall incur in seeing this remarkable funeral, for
- 1=, Separate text around objects on web
- ren pages, such as caption text from body text. » strange things these shepherds have told us, of both the
-_ de Section Breaks 2
r'v HMext Page
- Ll S Insert a section break and start the new H
- S I\ section an the nert page. wlld delay not to say a day, but four, for the sake of seeing
. 1
pu Continuous
- E Insert a section break and start the new
B D ==| section onthe same page. ad heard of Marcela and Chrysostom. The traveller
x . L
. an . Even Page 1fnet these shepherds, and seeing them dressed in this
- m Insert a section breal and startthenew 2 freason of their appearing in such a guise; which one
o '=l=ﬁ section an the next even-numbered page,
= of ] — iour and beauty of a shepherdess called Marcela, and the
= loy I 0Odd Page Ath the death of that Chrysostom to whose burial they
- Insert a section break and start the new .
£ we ':ﬁ section on the ned add-numbered page.  Pdro had related to Don Quixote.

In this example a NEXT PAGE section break divides the document into three sections,
Section one has a footer with the text label Page two, Section One and a page number formatted
to Arabic numerals at the bottom of the page.

Footer -Section 1-

Page-Two,-Section-Onef|

1

Header -Section 2-

! f:e::.--* rea

Section two has a Header with the text label Page One, Section two and a page number
formatted to Alphabet characters at the top of the page, with the Show Hide on you can see the
section break on page A labelled with a double dotted line.

Note: As long as link to previous is deactivated we can have different options in each section of
a document.
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Creating Basic Headers and Footers

Headers and footers are groups of information set apart from the body of your document. Headers
are located at the top of a page while footers are set at the bottom of a page. Headers and footers
can make your document more user-friendly, and make it look polished and professional. They
can also save you a lot of time, as you can make one header or footer look exactly how you want
and then those changes will be applied to headers and footers throughout the whole document.
For example, the title of a book appearing at the top of every page would probably be set as a
header.

Using a Preset Header or Footer
To start, click the Insert ribbon. Then, click the Header or Footer button. Next, click the type of

header or footer that you want to add.

Community Clips

Home Insert Page Layout References Mailings Review View Developer
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Pages Tables Illustrations Links Built-In - Symbols
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w header.

o Using a Preset Header or Footer Annual

— Tn =tart rlick the Insert rbhnn Then click the -

(Note the scroll bars on the side of the list; there are over 20 pre-set designs to choose from)

Once you click an option, the header will be inserted and replicated to every page. All you need to
do is add text where indicated; your changes will be replicated as well. Note that you can format
header and footer text just like you would any other.

il (508 B % - Documentl - Microsaft Wol _
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Editing a Header or a Footer
In the example above, we created a simple header. (Note how after the Header and Footer view
is closed, the header appears in lighter text.)

To edit the header or footer, simply double-click any part of the text (even a blank area). This will
re-open the Header and Footer Tools Design ribbon and place your cursor at the beginning of the
header or footer.

WE_ Header & Footer Tools | L= )
Hame Insert Page Layout References Mailings Review View Develaper Community Clips Design &5 e
= = El= ._:|T4 Previous D Different First Page ﬁa Header from Top: 125em 5 E
= = ;
= ) =) Mext D Different O & Even Pages i;_ii' Footer fram Bottom: 1.25em o
Header Footer  Page Date  Quick Picture  Clip Goto Goto =) Close Header
- +  Mumber~ | &Time Parts~ Art Header Footer & Linkto Previous Show Document Text lj Insert Alignment Tab and Footer
Heacler & Footer Insert Mavigation Options Pasition Close I
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=
Mike Swanson some document title here 2013 1118
| Header |
o

When you’re finished editing; click the Close button on the Design ribbon.

Adding a Header or Footer to the Gallery
If you like, you can add your header or footer to the selection gallery. This way, it will be available
for future documents.

First, double-click the header or footer that you want to add. Then, select all the parts that you
want for future documents. Next, click the Header or Footer button (depending on what you want
the selection to be saved as). Now, click Save Selection to Gallery.

Don Quixote Ward 200 ocument Skills Sample COMPLETED [Compatibility Mode] Microsoft .. eader & Footer Too E=Rac
Home Insert Page Layout References Mailings Review Wiew Developer Community Clips Desian
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Don Quixote Text Sample
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You will then be prompted to confirm the header or footer information, just click OK to this

dialogue.

Create New Building Block
Mame: |Essential Cormrnunicakion |
Gallery: |Fu:u:uter5 w |
Category: |General w |
Descripkion:
Save in: |Eiui|u:|in|;| Blocks, dakx w |
Optians: |Insert conkent only w |

(4 l [ Cancel ]

Once you click OK, you should see your header or footer in the appropriate menu.

Removing a Header or a Footer
To remove a header or a footer, you can do one of two things. If it’s just text, you can delete it. If
there are more elements, it's easiest to use the Header or the Footer menu.

First, double-click the header or footer that you want to remove to place your cursor there. Then,
click the Insert ribbon and click the Header menu or the Footer menu (depending on what you
want to delete) and click Remove Header or Remove Footer.

[Type the document tithe] | [Year]

Edit Header

E
EY

+  Bemowe Header |E
— Remowe Header
Leicieiieieswicic icieisicicnics]
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Inserting Page Numbers

Before we get started, let's go over a few basic points. First, page numbers are treated as
headers and footers, as they typically go at the top or bottom of the page. Second, you can format
page numbers as you would other text. Third, you should always use Word’s automatic page
numbering feature rather than trying to number the pages yourself by typing them. Last, expect
problems, page numbering is tricky (particularly with sections) and can cause some hair tearing,
save a copy of your document BEFORE creating page numbers in case things do not go as
planned.

Inserting Page Numbers
You can add page numbers from the Insert ribbon or the Header and Footer Tools Design ribbon.
On either ribbon, when you click the Page Numbers command, you will see this menu:

Murmber =

[#]  Top of Page 3

|E]  Bottom of Page *

,ﬂ Page Margins [ 3

#] | Current Position »
: Eormat Page Mumbers,.,

1:.\ Bemowe Page Mumbers

When you choose where you want your page number to go (top or bottom of page, or in the
margin), you will see another menu:

Simple

rs
Plain Mumber 1 |%|
1

Plain Mumber 2

Top of Page
Eottom of Page

Page Margins

* v v

Lurrent Position

Format Page Mumbers..,

Py E D DD

Remowe Page Mumbers

Plain Mumber 3

Page X
Accent Bar 1

11

Just like pre-designed headers or footers, simply click the style that you want to apply.
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Formatting Page Numbers

You can format page numbers as you would any other text. Simply select it and format it.

Header & Footer To... IE Ehl

|
Hame Insert Page Layout References Mailings Review View Developer Community Clips Dresian
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=l ¥ R L. As v . @ % 44 Find ~
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Paste - 2 >822, A Jar T diner 1 [—| Change
' f B I U abe X, X - Mhormal  THo Spaci..  Headingl  _ St_\rlesL' s select
Clipboard 12 Font [F} r Styles [F] Ecliting
[] [ 2 0 1o 0 e -0 0 -2 1 3 1 41 -5 1 B+l -7 1§ 181 A0 0 10 1 12- 0 13- 1 14 1 15 1 b 471 18+ |
— =
- Foaoter |
a
Page: 1 of 1 | Wards: 1 | a] | = | |Iﬁ|§ z = 100% (-———

And, if you create a selection that you would like to use later, you can save the selected page
number to the gallery, using either the Top of Page or the Bottom of Page menu.

Page X

Accent Bar 1

-

f:h Sawve Selection as Page Mumber [Baottam) [%

If you want to change the style of numbers, open the Page Number menu. Here, you will see a
command to format page numbers.

Top of Page 3
Bottor of Page L4
Page Margins bk
Current Position 4

Format Page Mumbers...

PR EDD D

Remove Page Mumbers

34



When you click this command, you will see this dialogue:

Page Humber Format

Mumnber Format: |M vl

[]1nclude chapter number

Page numbering

G} ontinue from previous section

() Start ak: |:|

[ K l’ Cancel ]

Here, you can choose a number format, choose how to number the pages, and choose to include
a chapter number. (These settings can be modified at any time.)

Removing Page Numbers

To remove your page numbers, click to place your cursor in the set of page numbers that you
want to remove. (Remember, different sections can have different page numbers. If you don’t
have different sections, then it doesn’'t matter where your cursor is.) Then, click the Page Number

command on either the Insert ribbon or the Header and Footer Tools Design ribbon and click
Remove Page Numbers.

Format Page Mumbers...

@ Top of Page 3
[Z] Bottom of Page »
ke Page Margins »
fl Zurrent Pasition 3
3

Bemove Page Mumbers %
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Doing More with Headers and Footers

Aligning Text

The best way to align text in a header or footer is to use the Insert Alignment Tab command on
the Header and Footer Tools Design ribbon. First, click to place your cursor in front of the text that
you want to align. Then, click Insert Alignment Tab.

Header & Footer Tools —Elélg]

Home Insert Fage Layout References IMailings Review View Develaper Community Clips Desian A 2 )
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Header Footer  Page Date  Quide Picture  Clip Got Gota Close Header
= +  Mumber~ | & Time Patts~ At | Header Footer == Linkto Frevious Show Document Text =] msert Alignment Tab e
Heacler & Footer Insert Mavigation Options Pasition Close
E ||-2-|-1-\-E-|-1-\-2‘|-3-|-4-|-5-|-s-|-?-|-3_-|-q-|‘1n-|-11-|‘12-|-1-___.____a-_‘ Erit T I @I
| Insertatab stop to help alian L é
Mike Swanson some document title here 2013 1118
-
Header a
1
(=]
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Pageilof 1 | wardsio | 5 | & | BT ) (+) |

In the dialogue that opens, you can choose an alignment and a leader (characters that will fill the
space between the margin and the text).

Alignment Tab |E| [Z|
Alignment
Oleft  @igenter: O Right
align relative to;
Leader
®1inore O2..... T
Q4___ Ogoee
[ 04 ] [ Cancel ]

Once you click OK, your header will be aligned.

................................................................................................................................................................... Lz2s112006

First Page Header -Section 1-

Adding Graphics

Tg adq a graphlc., first click where you want to place the image. Then, E j =0

click either the Picture or the ClipArt button on the Insert chunk of the =D = |l=== HE

Header and Footer Tools Design ribbon. (You can also use the B?Ta_te PQL:;Ek Picture Cﬂl:g
1me ars ™

commands on the Insert ribbon.) I
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If you choose the Picture command, a dialogue will open so that you can browse to and choose
your picture.

Insert Picture

Laok in: |E| Section 3 v| @-3 XoiE-
@ Farnily
Deskbop
Iy Metwork

Places

My Recent
Documents
D File narne: | v |

Files of type: |AII Pictures {*.emf;*.wmf;*.jpa;* jpeg; ® Jfif* jpe;*. pna; *. bmp; * . dib; * rle;* bmz; * gif *.0f a; % .emz » |

[ Insert ,\ﬁ[ Cancel ]
L

If you choose the ClipArt command, you will see a task pane so that you can search for a suitable
photo. When you find a good picture, simply click it to insert it.

Tools -

Clip Art
Search Far:

|meeting | [ et} l
Search in:

|.ﬁ.|| collections W |
Results should be:

|Selected media file bypes W |

"

business meetings, businesses..,

262 [wi] x 244 (] pixels, 28 KB, WhiF
[ =l

Note that you can resize photos simply by dragging the edges. Despite what you may see, the
header or footer will adjust to accommodate the new size.
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Fitst Page Header -

You can also use the Alignment Tab commands to align your photo.

Inserting the Date and Time

You can also add the current date and time to your header or footer with the Header and Footer
Tools Design ribbon.

—| ||/_~ﬂ| |:||:|
Date § Quick Picture  Clip
S Tirmefl Parts ~ At

Insert

%!_}I

When you click this command, you will see this dialogue:

Date and Time

Available Formats: Language:

English (1J.5.3 " |

Monday, December 11, 2006
December 11, 2006
12/11/06

2006-12-11

11-Dec-06

12.11.2006

Dec. 11, 06

11 December 2006
December 06

Dec-06

12/11/2006 1:02 PM
121172006 1:02:24 PM
1:02 PM

1:02:24 PM

1302

13:02:24

[T update automaticalky

o) (e

Simply choose a format from the list on the left. You can also check “Update automatically” so that
the current date and time is always displayed. Then, click OK. Note that you can align the date
and time using the Insert Alignment Tab command, and you can format it using regular text tools.

MONDAY, DECEMBER II. 2006}

First Page Header -Section 1-
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Linking and Unlinking Headers and Footers

By default, a change made in one header or footer applies to all headers or footers, so you must
manually un-link the headers or footers to reverse that change. (Headers and footers are linked
and un-linked separately.) Note that you must have a section break at the point that you want the
headers and/or footers to change.

To break the link between headers, place your cursor in the first page of the header you want to
unlink and click the Link to Previous button. (Note that the name of this button does not change
whether you are linking or unlinking headers and footers; it will, however, appear toggled if linking
is on.)

Let’s take a look at an example.

Here is page 2 of our document. Notice how there is a section break at the end of the page.

I!uclmers-vﬁ TER-X: The Diference o)

| Header -Section 1-
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wyith-no-one - home -after schoal, - the- kids - bega n-to-5 pe nd- mome-and- mome- time-alone - plugeed - imo- MTWor
the computer,- lacking,-pEying-games, orsurfing-the-net. q)

1
Thethird: influznce: was,and 5.4

Thatthe threat-of elobal- warquickly -began-to-meeds. and - just-abowt- came - to-a n-2 nd - with- the toE |-
collb pse -of -Communis m- in-Easte m-Eunope - in-1991.- 1)

1

Fespect-for,-and- dentification: with,-Bee-imstitutions - began-to-quic kly-diminsh,- blind- pathots m- was-no-
lomeerawirtue, -8 nd-with- this, - res pect- for- authorty -and - tadition- dropped - off-as-well. -1

1

The dEillsionment. with-imstitutions - was<ompounded- by the fact-that- mamy of the Gen-gers- sawtheir
parent(s] - put-out-of work-durine - the - e-engineerng- and-rieht-seine - fads-that-prod ueced - the - massive-and-
ill-pE nned- Byoffs of the. past-decade.-

1

canyou-see-how- unde standine- these - influences- Ave-such-a-major impact- on-des Bnimg - your 'Gerks’
hiring, -one mation, - me moring, - coaching, -and - etention- actiities -1

L Section Break (Mexk Page)

Now, look at page 3. (illustrated on next page)
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Boony ersvs. GendsThe-Differences |

| Header -Section 2- | Boomerst Eerso 7 Same as Previous |

Work-hard-out-ofasense-ofloyalty. & Waorkhard-ifthereis -abalanceallowed between- (&
work-and-offthe-jobelife.

Expectatioms forlongterm-employment.-q] Espectationforbeinefired-orlaid offatleast-once. - &
M [Theys aw-it-happentotheirparents. s
Feliance-ontheomrganiation. ® Feliance-ons elf. i

Everyonestars-atthe-bottom-andpays theirduss d Everybodyis placed wherethey-aremost-needed.- |
Dues-aren't-relevant.

Holdthe lomewiew, theirnumberonebenefitis-a- | Holdtheshortiew; theirnumberonebenefitis-  |d

eood-pension-plan.# eoodworking-conditions. #

IdentifywiththeNFL.-Anonymous-contrbution Identify-withtheNEA. W hileteamwork:is- i

with-everyoneknowinetheirpart. The team-is- es5 ential itbasicallysupponts-individual talent-and-

everything. & effort.H

Beliewe-inwaitimgones tum. & BEeliewe-ins eging-eadh-and-every-op portunityas-it- [#
aris es.H

Salfsacrificeis-awvirtue Selfsacrificeds s omethingthat-might-oc@sionally: (&
hawveto-be-endured.®

High-community-orientation.-Belongtoeroups, Low-community-orientation. Friends-madeonthe- [#

which-provide-mmst-ofthes ocialinteraction. job.Workteams-provide theirneed for
community.#

Evperience-'burnout'.® Esperience-underutilzation. Theirneed s tobe.  [#

appreciated.

Notice how the header for page 3 is the same, even though it is a new section. We need to click
Link to Previous to un-link the two sections.

j 5T, Previous Section

5, Mext Section
Goto Goto
Header Footer k
[ Mavigation ]

Now we can edit the header on the third page without affecting the second page. Note that there
is also no longer a tag that says, “Same as Previous.”

Boomers-vs.-Gea-XrA-Chart)]

| Header -SEction_Z_-_I _________ ]?_-u_u;n_e;'s_n ___________ [ _______________ _n ____________
sl Fers
Positioning Headers and Footers =3+ Header fram Top: | 0.5"

The last set of commands that we will look at is the Position
chunk on the Header and Footer Tools Design ribbon.

4 F 4 ¥

QT Footer from Bottom: |0.5"

|ﬁ Insert Alignment Tab

Here, you can type in dimensions to set how far the header or Fasition

the footer will appear from the top of the page.
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Inserting Quick Parts
On the Insert ribbon, you will find a command called Quick Parts.

icrosoft V Header & Footer Tools _l-:-ﬂ-
Hame Insert Page Layout References IMailings Review View Develaper Community Clips Design &
|£] Caver Page - lj _ Elgl er ﬁi i _""i 2, Hyperlin 5] Header - 2| Quick Parts =| 2 signature line =TT Equation -
o hdl gt (¥ 2 i+ . ot
] Blank Page A& Boakmarl |5 Footer ~ B8 AutoTedt » fbal -
= Table | Picture  Clip  Shapes Smarthrt Chart Screenshot ) Text -
h—= Page Breal - Art - - [ Cross-reference | [#] PageMumber v poy - [H1 Document Fraperty .
Pages Tables Tllustrations Linlks Header & Footer = Field.. thals
NS Y S R TS R T - O A T IS U KANIES SIS RIS &
E I ! ! é ! . ‘ . . . LrEnd ! ! ! ! Q Building Blacks Oraganizer...
Ly
[l | =a

Adding Quick Parts
You can add your own Quick Parts to the list. Simply select the text or logo that you want to add,
click the Quick Parts button on the Insert ribbon, and click Save Selection to Quick Part Gallery.

IEi-:l Diocument Property L4
[=1 | Field...

@ Building Blocks Qrganizet...

Cia

G2y Gethore on Office Online..,
,_;k Sawe Selection to Quick Part Galleny.. %_

You will then be prompted to name the Quick Part.

Create Mew Building Block

Marne: |Checked by |

Gallery: |Quick Parts b |

Caktegory: | General A |

Descripkion:

Save in; |Building Blocks, dotx L |

Opkions: |Insert conkent only W |
I Ok I l Cancel ]

Once you click OK, you will see it appear in the Quick Parts list.

General
Checked by
[hecked by

.H'] Document Property 3
=1 Eield..

Whenever you want to use this text or logo in your document simply select Insert, Quick Parts and
then left click on the item from the list, it will be inserted into your text.
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Getting Help in Word

By now, you’ll have noticed that there are an awful lot of things that you can do with Microsoft
Office Word 2007. No matter how many books you read or how many courses you take, it's
virtually impossible to memorize everything. Luckily, Word comes with help files so that you can

find quick, accurate answers to your questions.

Opening Help
To open Help, click the question mark in the top right hand corner of the Word screen or use the
F1 shortcut.
| Signature Line ~ J'c Q
,E, Date & Time
rop Equation Symbal
p- "gd Ohject ~ s ;
wt Symhbals I
Ry e Microsoft Word Help (F1)
Get help using Microsoft Office,
Using the Help Screen @ viord Help - = X
When you open Help, here is what you will see: CRONC RO R A A .
- B search -
B

In the top right hand corner, you have minimize,
maximize, and close buttons, just like you do in the
main Word screen.

At the top of the window, you have a title bar,
toolbar, and search box.

In the main part of the window, you have a list of
help topics and a scroll bar. You can click on any
of these topics to view that help information.

At the bottom of the window, you have a status bar
showing where Help is searching.

Browse Word Help
What's new

Getting help

Caonverting documents
Margins and page setup

Page numbers

\Writing

Tracking changes and
COMmMErts

Tables
Tables of contents and other
references

Saving and printing

Activating Word

Creating specific docurments
Yiewing and navigating
Headers and footers

Page breaks and section =
breaks

Formatting

Lists

Wiorking with graphics and
charts

Mail merge

Collaboration

Al Ward

|ﬂ Connected to Office Online _
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The Help Toolbar

There is a toolbar at the top of the help screen. Let’s take a look at the commands.

Back

Forward

Stop
Refresh
Home
Print

Increase/Decrease Font
Size

Table of Contents
Pin on Top

Not on Top

Add/Remove Buttons

Searching for Help

&) Go back through the visited help pages.

2 If you went back too far, click forward to advance through your history.

%)  Will stop loading a particular help topic.

% Will reload the current help topic from Office Online.

fat  Will return to the Help welcome page.

=4  Prints the help topic you are currently viewing.

AL Makes the font larger or smaller.

@y Lists all the different help files into categorized sections.

&  The help file is contained in its own separate window. If this icon is set
to be pinned on top ( ¥ ), then any time the Word window becomes

& active the help file will always be ‘pinned’ on top. If the Help file is set

to not on top, it will only be on top if you specifically click the Help
file’s button on the Windows taskbar.

Finally, clicking the small pull-down arrow in the right-hand side of the
window will let you add or remove icons to the navigation bar. Click
the pull-down arrow, point to Add or Remove Buttons, point to
Standard, and then click an option to check or uncheck it.

To search for help, simply type what you're looking for into the search box and click Search.

€ Word Help - = X
x) () fat | i M @ @ =

quick access toolbar] - 0 Searct%v
e

You will then see a list of links. Find the link you’re searching for and click it to display it.
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© Word Help

- B X

© =0 @& 6% & M@ @ 5
quick access toolbar ~ B Search -

ﬁ.

Results 1-25 of top 100

&2 Up to speed with the 2007 Office system
Training

&2 Up to speed with Word 2007
Training

@ Move the Quick Access Toolhar
Help = Customizing

@ what happened to the Web toolbar?
Help = Getting help = Using Microsoft Office

The result will then appear for you to read. Remember, you can use the back, forward, and home
buttons on the help toolbar to help you navigate.

' Word Help - B X
LM BNEQ B
quick access toolbar + B Search -
iard Hore = Customizing ~
Move the Quick Access
Toolbar
The Quick Access Toolbar is a customizable toolbar
containing a set of commands that are independent of the
tab that is currently displayed.
The Quick Access Toolbar can be located in one of two
places:
= Upper-left corner next to the Microsoft Office
@
Butten '\ (default location)
|_-/'=-!§ J IR =| ]
Haome Insert Page Layout?
= Below the Ribbon
N
- | @ Connectad 2 Office Oniine_;;

Some of the help topics will be video presentations and some of them may not be from Microsoft.
If you cannot find what you wanted through Help, you could try searching the topic on the internet.

There are many forums available online where solutions are discussed to most problems
encountered with Word.

i Sample of an endnote, these appear n the last page of a document by default.
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