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Figure 1- Shelley Fishel
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1 FIRST THINGS FIRST

This book is about Word 2016 as used on a Desktop or Laptop computer. It will reference
the use of Word Online and Word 2016 on other devices, however we will not go into

detail about other platforms and devices.

The version of Word that I am using to write this book is Word 2016 on a Windows 10
platform. I use this on my Desktop — a Lenovo 23" and on my Surface Pro 3. As such all
the screenshots in this book will reflect my set up. Your set up may be a little different so

you may see slightly different configurations.

1.1 WORD 2016 - PART OF OFFICE 365

Word 2016 is normally installed as part of the Office 365 package. Office 365 is a subscription
based way of getting all the latest Microsoft Office software. Organisations can subscribe
by paying for each user. This keep costs in check because they only pay for the number of

users in their organisation and can upscale when that number changes.

There is also a version of Office 365 for home users based on a subscription service. Microsoft

Package offerings are updated from time to time, so I will not detail them all here.

When you subscribe to Office 365 you will receive the latest updates to the software.
Microsoft now updates the Office software at the end of each month. This means that
features that you find in this book are based on what is available at the time of writing.

Other features may be introduced at a later stage.

1.2 THE CONTENT OF THIS BOOK

I intend to show you how to use Word 2016 in business and have made these assumptions:

* most people know about basic formatting and I will not go into detail about things
like Bold Italic and Underline
* most people will have an internet connection and will be able to connect to either

OneDrive Personal or OneDrive for Business

The book has both a Table of Contents and an Index which you can use to find the features

that you need to work on.
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2 THE WORD 2016 INTERFACE
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Figure 2 — The Word 2016 Interface

1. The Quick Access Toolbar

2. The File Menu — leading to the Backstage View

3. The Ribbon — focussed here on the Home Ribbon, there are other ribbons available
depending on which file menu option you have selected

4. The Zoom Slider — use this to zoom in and out of the document (this does not
affect printing, only the size you see on the screen)

5. View Icons — use these icons to change the view of the document

6. The Status Bar — see how many words, pages and language used here

2.1 THE HOME RIBBON
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Figure 3 - The Home Ribbon

Here you will find the formatting tools that you use regularly.
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2.2 THE INSERT RIBBON
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Figure 4 — The Insert Ribbon

Add tables, pictures, SmartArt, hyperlinks, comments, headers and footers, and text boxes here.

2.3 THE DRAW RIBBON

B ]

Figure 5 — The Draw Ribbon

The Draw Ribbon will appear if you are using a touch screen device. In documents created
in older versions of Word, with Compatibility Mode in the title bar, this ribbon may be
disabled. As these tools did not exist in the older versions of Word, the functionality is

disabled. If you convert the document to the latest format they will then appear.

2.4 THE DESIGN RIBBON
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Figure 6 — The Design Ribbon

Use the Design Ribbon to change the whole look and feel of your document. You can
change the theme, the colours, and the fonts. You can also add a watermark and format

the background from here.

2.5 THE LAYOUT RIBBON
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Figure 7 — The Layout Ribbon

Change the margins, orientation and paper size here plus settings for indents and spacing.



WORD 2016 THE WORD 2016 INTERFACE

2.6 THE REFERENCES RIBBON
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Figure 8 — The References Ribbon

Here you can add a table of contents, insert footnotes and endnotes, lookup references,

insert citations and captions along with create an index.

2.7 THE MAILINGS RIBBON

Figure 9 — The Mailings Ribbon

Use this Ribbon when you need to perform a mail merge

2.8 THE REVIEW RIBBON
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Figure 10 — The Review Ribbon

Use this Ribbon to check spelling and grammar, add comments and track changes.

2.9 THE VIEW RIBBON

I. 5| J o mime Mee u‘L A - e et [ |
Tl B e — = m gy, S = — s =
i e LL Mg g ) ;
el | Fint | eh ; Foorn T R meys TR T e
KWzdn Ligml areii hraaio Bar e B Eriza M L Wincowr -
L ) arsa FHER ] Wresa Tl -

Figure 11 — The View Ribbon

Change how you view your document on screen here. Zoom in and out and select how

many pages to view at once.
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2.10 THE DEVELOPER RIBBON

Figure 12 — The Developer Ribbon

The Developer Ribbon does not show by default you will need to switch it on if you need

it. This Ribbon is mainly used for recording macros and creating online forms.

Thank you!

By reading this eBook you are making education
affordable for millions of students in South Africa.

- Jenny Crwys Williams
Ambassador for Bookboon+ Network

bookboon+network
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3 BACKSTAGE VIEW

The backstage view is accessed via the File Menu and this is where you can save and share
& y
your document. You can also access Word Options, your Microsoft Account and connected

accounts from here.

3.1 THE INFO TAB
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Figure 13 — The Info Tab on the Backstage View
On the Info tab you will see:

Protect Document — use this to control what kind of changes others can make to
your document.
Check for Issues — check if personal information is stored, access Accessibility options.

Manage Document — recover previous versions that have not been saved today.
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3.2 THE NEW TAB

BACKSTAGE VIEW
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Figure 14 - The New Tab
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Here you can create a new blank document or choose from a selection of templates, your

own or from Microsoft.

3.3 THE OPEN TAB
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Figure 15 — The Open Tab
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Access recently opened documents here and navigate to other locations to find your stored

documents.
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3.4 THE SAVE AND SAVE AS TAB

Save As
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Figure 16 — The Save As tab

Use Save as to choose where to save your document and to enter a name for it.

If you have already saved your document, then when you click on Save in the File Menu,

your changes are saved to the document. It may appear that nothing is happening, but
Word is saving the latest version of your document.

3.5 THE PRINT TAB
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Figure 17 — The Print Tab
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BACKSTAGE VIEW

Here you can set several print options before printing your document. You can:

* Change the Printer

* Decide what parts of the document to print

* Print one sided or double sided if your printer supports it, and choose to collate

or not

* Change the orientation, the paper size, or the margins

* Control how many pages per sheet of paper

Word will show you a preview of how the printed document will look depending on the

print options you have chosen.

3.6 THE SHARE TAB
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Figure 18 — The Share Tab

Here you can decide how to share your document with others.
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3.7 THE EXPORT TAB

BACKSTAGE VIEW
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Figure 19 - The Export Tab

Use this tab to export your document to other formats or to

a document.

3.8 THE PUBLISH TAB
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Figure 20 - The Publish Tab

This is a brand new feature which means that you can now publish your document to

an online repository allowing others to find your work. Publish to Docs.com and set

visibility options.
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3.9 THE CLOSE OPTION

This will close the current document which is handy when you have just one document

open which you wish to close, and you want to keep Microsoft Word open.

3.10 THE ACCOUNT TAB
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Figure 21 — The Account Tab
Here you can add a service such as OneDrive for Business or SharePoint or even your
OneDirive Personal account. This is how you can get Microsoft Word to show the OneDrive

for Business Folder save locations.

You can also find information about your subscription here and if there are any updates

ready to install. Check for updates here too and see what is new.

If you subscribe to Office 365 then you will see new version numbers here each month as

Microsoft releases up dates.
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3.11 THE FEEDBACK TAB
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Figure 22 — The Feedback Tab

Give Microsoft feedback about the product and make suggestions for something you would

like to see.

3.12 THE OPTIONS TAB

E:o‘ General options for working with Word.

Display
Proofing User Interface options
Save | Show Mini Toolbar on selection (&
Language | Enable Live Preview

¥ / D
Advanced Update document content while dragging

ScreenTip style: | Show feature descriptions in ScreenTips b
Customize Ribbon = = - |

Quick Access Toolbar Personalize your copy of Microsoft Office

Add-ins User name: éhéllay Fishel
Trust Center Initials: SF |
[] Always use these values regardless of sign in to Office.

Office Background: | No Background v

Office Theme: Colorful -
Start up options
Choose the extensions you want Word to open by default: Default Programs...

[¥] Tell me if Microsoft Word isn't the default program for viewing and editing documents,
Open e-mail attachments and other uneditable files in reading view &

| Show the Start screen when this application starts
Real-time collaboration options

‘When working with others, | want to automatically share my changes: | Always ~|

Show names on presence flags

[ Cancel

Figure 23 - Word Options

This is where you will go to change the way Microsoft Word works.

21
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4 SETTING UP THE DOCUMENT

4.1 MARGINS AND PAPER SIZE

Documents are usually written to be printed on paper. Depending on where you are in the
world, there will be a norm for the margins and paper size. In the UK we use A4 as the
standard paper size and so the margins will reflect this. In the USA the normal paper size

is Letter and the margins will be relative to this size.

4.1.1 CHANGE THE PAPER SIZE

From the Layout Ribbon click the drop down arrow next to Size and select the paper size

you need.
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Figure 24 — Change Paper Size

Note that A4 is currently selected.
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4.1.2 CHANGE THE MARGINS

From the Layout Ribbon, click the drop-down arrow under Margins and either:

* Select from the presets offered, or

* Click Custom Margins at the bottom to set your own margins.
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Figure 25 — Change Margins

4.1.3 CUSTOM MARGINS

Page Setup

Margins Paper Layout

Margins
Top: 254 cm S Eottom: 2.54 cm =
Left: [2.54 em = Right: 254 cm %
Gutter: |0 em : Gutter position: Left L
Crientation

Portrait Landscape

Pages
(s

Multiple pages: Maormal S

Preview

Applyto: | Whole document |~ |

Set As Default Cancel

e e

Figure 26 — Page Setup Margins
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Set the margins you want along with the orientation here.

You can also set the Gutter which is used when binding a document. This space is where

the binding sits. Make sure that the margin starts from the end of the Gutter.

360°
thinking

Deloitte

Discover the truth at WWW.dClOittC,CalcareerS © Deloitte & Touche LLP and affiliated entities.
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5 FORMATTING

Formatting encompasses both the style and type of your text along with the way
paragraphs behave.

Let’s begin with simple formatting. Formatting of text can be found on the Home Ribbon.

B ©-038- 0 @ B -

Insert Draw Design Layout References Mailings

Paste L B I U ~ak X, X° LAy LA L I =E=E=== = o
= ' Format Painter z A A Bl — = = | = & i
Clipboard Fa Font T Paragraph

Figure 27 — Formatting on the Home Ribbon

5.1 THE FONT GROUP (1)

Select the text and apply the format of your choice. You can change the font, the font
size, the case, apply bold, italic or underline. You will find strikethrough, superscript and

subscript here too.

Change the font colour, apply font effects and highlight selected text.

5.2 THE PARAGRAPH GROUP (2)

Apply bullets and numbering and multi-level numbering. indent or outdent text, centre,
right, left or justify your paragraphs on the page. Set line spacing, fill colour and borders

including sorting text and seeing in which direction the text is flowing.

25
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6 STYLES

A Style is a collection of font attributes. Imagine that you are writing a long report or a
book with several chapters or sections. In the book or report there are headings. You may
have up to 50 headings. If you want to make a change to how the heading looks, without
styles you would have to do it heading by heading which would be very time consuming.
Instead you can use styles to control your heading styles and make one change that will
ripple through and be applied to the rest of the heading styles. This can also be used for

any other text that requires a consistent style.

6.1 WHERE CAN | FIND STYLES?
Styles can be found in the Style Gallery on the Home Ribbon.

Mitro Fro 10 Q Tell me what you want to do

azBbccde| AaBb( AaBbCc AaBbCel AaBbCc AALE aasbcer AaBbCcl :
TMormal | Headingl Heading2 Heading3 Heading4 Title Subtitle  Subtle Em... |+

Styles a

Figure 28 — The Style Gallery

6.1.1 APPLY A BUILT IN STYLE

1. Click inside the paragraph that is to be styled (there is no need to select the
paragraph)
2. Click on the Style in the gallery that you wish to apply.
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" st Dy (1] 44 Fe'ewieg airge T WiEw R HacFall ¥ Tedrreshan yoe asnitada

dakry A -a A e e 32eiE-tn G Wle 0T | ueicr Aab aswer & AaBl Azebe Antghie] saecen, ;-...-

ToF: i - Bapheze
" Pt At TN f-¥ g === . 5 Ficiva g THaSpec T adny ! | acirg T | et 3 | Subie ELT

Apply a bailt i Styls
1. Clck susde fhe pamesapl Dut i b bz soyled (thane 10 02 oesd 12 walezt 21 pasaarach)

Figure 29 — Apply a Built in Style
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6.2 MODIFYING A STYLE

To change the way a style looks:

1. Right Click on the style in the Style Gallery
2. Select Modity

3. Make the changes in the dialogue box you are offered

2 tnd ~
“_: :ar lpzaks Haszirg Gn keich Seecion
T R

Baudect Al (Mo Do)

e praw brzens Uyl Gin ey

Ay Gallery 1o Daibch Acoess Too b

Figure 30 — Modify Style
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Figure 31 - The Modify Style Dialogue Box
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1. Style is based on Normal

2. The style for the following paragraph is normal, as this is a heading, we need the
next line to be the normal or body text style

3. Simple formatting changes can be made here

4. A description of how the style is made up

5. Choose if it is added to the Style Gallery and the Template and if you want it to
automatically update

6. More formatting options to change can be found here.

6.2.1 CREATE A NEW STYLE

To create a new style — expand the Style Gallery by clicking on the little down arrow in
the bottom right hand corner. Then click on Create Style.

AaBhkCeT ;’MIH AaBBCL S [ AaBl AaBbC Aalhin Acpbocd:
T Ko T Lesg T B S Title Beading 1 Heading 2 Heading 3 Subile Em..
AaRhCcD  AaRhoor  deFOcl ; I AsRECIT AoAbcel AsBbCel  dafblolul
Emiphasis Sbrong Cuscte nkense O Susbk e Bt Book Tike  List Farag T<aption
AaBhbi
T TOC He.

A4 Creste g Shile

B8 Clear Formetting

Wl fpphy Sden.

Figure 32 — Create Style

Name the style and click Modity.

Crrate Mes Shyle from Foematfing

Hami:
Draft

Batsgraph siple meemews

Siylel
ok " Modity “\a] cancel

Figure 33 — Name the New Style
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Create Mew Style from Formatting

Properties

Hame: Drraft I
Style type: Paragraph v
Style based omn: . T Mormal e
Style for following paragraph: . ' Draft i
Formatting

Arial (Body C5) || 11 | B I U | Automatic |~ | | Latin v

B = = = = — 2 2= =

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text

Font: +Body C5 [Arial), Left-to-right
Line spacing: Double, Style: Show in the Styles gallery I
Based on: Normal

Add to the Styles gallery |:| Automatically update
O Only in this document @ENEW documents based on this template!

Format Cancel

Figure 34 - Set up Formatting for New Style
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Name

Style type

Style based on

Style for following paragraph

Formatting

Add to style gallery

Automatically update

Only in this document

New documents based on
this template

Format

The name of the style
Paragraph - applies to the whole paragraph.

Linked paragraph and character — applies to the paragraph
but can also be applied to single characters or words.

Character — apply to characters or words only — does not
include things like line spacing or tab stops.

Styles can be based on the normal body text or an existing
heading style or different body style

When you press enter, what style do you want for the next
paragraph? If you have just typed a heading and it is in H1
then you usually want a normal paragraph to follow.

Here you can make simple formatting changes, font, bold,
italic, underline. You can also change line spacing — for my
draft font | have made it double spaced. You can also change
the font type and size.

You may only need the style occasionally, so do not want to
add it to the Style Gallery. There are other ways to access a
full list of styles and apply them. This will keep the gallery tidy.

This will automatically update all instances of a style if you
make any formatting changes to it on the page without going
through the Modify Style box.

Keep the style in this document only. If you only need it here.

Add this style to the document template. It will then be
available every time you create a new document based on
this template.

Here you will find a larger selection of formatting options,
such as numbers, borders and shading, tabs, and assigning a
shortcut key.
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6.3 FORMAT PAINTER

Use the Format Painter to copy formatting from one place in a document to another.

Select the text with the formatting to copy. Click the Format Painter icon, either on the
mini toolbar that pops up or on the Home Ribbon in the clipboard group. Then drag over
the text to which you want to apply the formatting.

To apply formatting in one place, click on the format painter icon once. To copy the

formatting to several places, double-click the format painter icon.

STMMELTE 3. LA TS AN e
Werdana =[13 = A" a7 rﬂ..a-
Bl v T-4-=- =3 SEries Hame

t Painter & e, & Cu &
: :"E|IZI.".Iy

Paste
ek Thramdmr #m mmrer Frre ndme frmen aee mlmee - o Farmat Pﬁ;‘ﬂt'
i

Chphaard

Double click to apply
several times,

Click on the icon again
to switch off

6.4 CUT COPY AND PASTE
Cut Copy and Paste work just like they always have.

1. Select the text to cut or copy
2. Click Cut or Copy

3. Go to the location to paste
4. Click Paste

If you have copied or cut text with different formatting to the formatting applied in the

destination you will see a smart tag.

The quick brown fox jumped over the lazy dog.

hruwd

| (& ey I

Paste Diptions
£ i L

.i'J o ]

Figure 35 - Paste Options



Having copied the word brown with its formatting I have used the Paste icon in the

Clipboard group to paste it in. The yellow smart tag appears with some choices.
Keep Source Formatting — copy the text with the exact format it has in the source location.

Merge Formatting — keep the main elements of the formatting such as colour but keep

the size in line with the destination.
Keep text only — strip out any formatting and just paste the text.

When you paste using the right click option you will see the Paste Special options on

the page.
brown

Calibri -[16 | A AT &,..,
B\ I U~ A~:i=~-i=-~ syles

‘D Paste Options:

Figure 36 — Paste using the Right Click

Format Painter will become one of your favourite tools.



7 HEADERS AND FOOTERS

One of the basic document elements that you may want to add to your document is a
header and/or footer. Headers appear at the top of every page and footers appear at the

bottom of every page.

When you insert them a contextual Ribbon appears with the header and footer tools.

7.1 TO INSERT A HEADER

On the Insert Ribbon click Header and select from the built in headers or click Insert

Header to create your own.

2

Figure 37 - Insert a Header

1. Use one of the built in Header Styles to apply a header ready with formatting and
place holders for page numbers or text. You can find more headers on Office.com.
2. Edit the header to create your own or remove the header to take it out of

the document.
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7.2 THE HEADER AND FOOTER RIBBON
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Figure 38 — Header and Footer Ribbon

1. Header and Footer group — choose a built in header or footer style and add page
numbering,.

2. Add other elements — date and time, document info such as author etc., quick parts
(automatic text elements), pictures, or online pictures to source a picture from the web.

3. Navigation group — switch between header and footer, or go to the next header or
footer — link or unlink headers and footers.

4. Options group — decide if you want a different header or footer on odd and even
pages, or a different one on the first page. You can also hide the document text
when working in the header.

5. Position group — set the distance from the page border to the header text and set

an alignment tab.
6. Close the Header and Footer Ribbon.

Unlock your potential

eLibrary solutions from bookboon is the key

Interested in how we can help you? @
email ban@bookboon.com
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7.3 PAGE NUMBERING

When adding page numbers in the header or footer, or in fact just inserting page numbers

generally, there are a few things to consider:

* Where you want the page numbers to appear
* Whether you want a simple number or a fancy formatted one

e If you want it to say Page 1 or Page 1 of 6

7.3.1 PAGE NUMBERING VIA THE HEADER/FOOTER

To insert page numbers from the Header and Footer Ribbon:

1. Click the Insert ribbon

2. Click Footer (page numbers are normally in the footer area)
3. Click Edit Footer from the drop down

4. Click on Page Number on the Header and Footer Ribbon

DO E 2 E

Header Footer PK Date & Document CQui
Mumber= Time Info=  Part

- -

Header &F [ Top of Page bl

Bottom of Page 2

- EI B f Pag

';:fl k=] Page Margins k

N [#] Current Position 3

=

- F Eormat Page Mumbers...

, [ q

,I:-:| E;;: Remove Page Mumbers

Figure 39 - Insert Page Number

5. Decide where you wish the number to appear

6. Click the arrow to expand the options
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Figure 40 — Choose the style
7. Make your selection

There are several options to choose from.

Top of Page Place the p.age number at the top of the page, choose from
several designs.

Bottom of Page As Top of the Page, only number appears at the bottom of

the page.
Page Margins Numbers are formatted to appear in the margins.
Current Position Page number will appear where your cursor is placed.

Set the formatting for page numbers here. Select the
Format Page Numbers formatting for the page numbers and change the starting
number if you wish to start form a different number.

Remove Page Numbers Remove the page numbers from the document.

7.3.2 SHOW PAGE 1 OF 6

If you wish to show your page numbers as 1 of 6 read on.

From the Insert Ribbon click Footer. From the Page Number drop down choose where to
place the number and then choose the Page X of Y group from the menu. Select the one

you wish to use.
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Page X of ¥
Bold HNumbers 1

Page 1 al1

Bold Humbers 2

Fape 1 ol 1

Bold Numbers 3

Fape 1 ef1

Figure 41 - Page X of Y

7.4 THE INSERT GROUP ON THE HEADER AND FOOTER RIBBON

D = E Lo e

Date & Document Quick Pictures Online
Time Info~  Parts~ Pictures

Insert

Figure 42 - The Insert Group

You can add extras to your headers and footers via the Insert group.

lcon What it does

Document Info Information about the document such as the author or the file name

Add picturestoyour header/footer, normally alogo orimage thatisrequired

Pictures )
on every page. These pictures are normally stored on your computer.

Online Pictures Pictures that are stored online or come from a web search.
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7.4.1 DATE AND TIME

1. Click Date and Time from the Insert group.

2. Select the format you want to apply.

HEADERS AND FOOTERS

3. Tick the box to automatically update the date/time — to always show the current

date/time.

Date and Time

Available formats:

Wednesday, 24 August 2016
24 August 2016
2470816
2016-08-24
24-Aug-16
24,08.2016

24 Aug. 16

August 16

Aug-16

24/08/2016 11:07
24/08/2016 11:07:12
11:07 AM

11:07:12 AM

11:07

11:07:12

Language:

English (United Kingdam] |~

Calendar type:

Gregorian e

Set As Default

[

|:| Update automatically

| OK | Cancel

Figure 43 — Date and Time Dialogue Box
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7.4.2 DOCUMENT INFO

HEADERS AND FOOTERS

Add more information here about your document. These details are pulled in from the

Document Properties.

7.4.3 QUICK PARTS

4 Prorvicn
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File Harme: P g -
File Paith
Dezcument Tk
|i=1 Document Property ® Akt
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Figure 44 — Document Information

Add auto text, document properties or fields from here. Also, get to the building block

organiser to use various building blocks. More on building blocks and quick parts later in

this book.

t

2N o) ag

=
Sl

Quick Pictures Online Goto
Parts = Pictures = Header Footer
Efl AutoText b
[=1 Document Property k

(o]

Field...

=F Building Blocks Qrganizer...

Figure 45 — Add Quick Parts
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7.4.4 PICTURES

HEADERS AND FOOTERS

Add pictures to your header or footer, normally a logo or image that is required on every

page. These pictures are normally stored on your computer.

Click on Pictures on the Header and Footer Ribbon and then navigate to the folder where

your pictures are stored.
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Figure 46 — Insert Pictures

Select the picture to add. You may need to resize it once there. See the section on Pictures

later in the book.

7.4.5 ONLINE PICTURES

To find a picture stored online — on SharePoint or via a web search click on Online Pictures

and put the search terms into the relevant box.

nsert Pictures

B Eing Image Searck

Search the web

s insert frcen:

Brorsa b

Figure 47 - Insert Online Pictures

You can find pictures stored on your SharePoint site

or search in your browser. You can

also search your OneDrive Account, Facebook and Flkr. When using pictures sourced from

the web, do consider copyright.
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7.4.6 NAVIGATION

In the Navigation group on the Header and Footer Ribbon you can move to various parts

of the document.

|
(14 Previous

Llp Mext
Go to

Footer
Mavigation [:

Figure 48 — Header/Footer Navigation
Go to Header — move to the header area
Go to Footer — move to the footer area
Use these two commands to move between the header and the footer in the header/footer view.

Previous and Next — these will move you between headers or footers in different sections.
When you have sections in your documents you can have different headers or footers in

each section. These two commands will move you between them.

Link to Previous — when you add a header or footer in a new section, you can choose to
have a different header or footer or you can link to the previous one to keep the same one

in the current section.

7.4.7 HEADER AND FOOTER OPTIONS

I
Different First Page i

Different Odd & Even Pages
| Show Document Text % |

Options
3040 5 B F oo 0 8B

Figure 49 — Header and Footer Options

If you have a title page, you can set a different header and/or footer for the first page. With
a long document, you can set different headers and footers for odd or even page numbers.

This controls where text or page numbers are printed.
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Show Document Text — this greys out the document text when you are working in header/

footer view. However, you can hide the document text altogether if you need to concentrate

on the header/footer, just uncheck this box.

Il!l Design E!|H

o+ Header from Top: 1.25em o

7.4.8 POSITION

"'t Footer from Bottom: |1.25 cm :
Insert Alignment Tab

Position

Figure 50 - Header/Footer Position

Control how far from the page edges the header or footer prints. To align text within the

header or footer use an Alignment Tab.

Type the text to appear on the left margin then click Insert Alignment Tab, type the text
for the centre and click Insert Alignment tab again, click on Right then type the text to

appear on the right.

References Mailings Review View Developer Nitro Pro 10 Design @ Tell me what you want to do
j r| Ei4 Previous Different First Page i+ Header from Top: 1.2%em 3 B
_ﬁ_ﬁ? [Eip Next Different Odd & Even Pages '+ Footer from Bottom: 1.25cm  J
iline Goto Goto 4 Close Header
fiee b Eedst Faster Link to Previous | |+ Show Document Text Insert Alignment Tab o S Eoslier
Mavigation Options Pasition Close
|-2-|-1.-|-§-|-1-|-2-|-3-|-4-|-5-|-6-|-?-|-8-|-9-|-10-|-11-|-1?_-|-13-|-14-|-15-|-a-|-1.?-|-1.8-
Shelley o Fishel The IT Training Surgery

Alignment Tab S H R SR S R S

e ]

Alignment

O Left

Align relative to: | Margin |~

Leader
@ 1none OZ..... O3
Oa__ Os5ee

Figure 51 - Set Alignment Tabs in Header or Footer
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8 QUICK PARTS

Quick Parts give you the ability to add things to your document well quickly. Do you
have blocks of standard text that you find yourself typing again and again? Create an auto
text entry for it. Now you can add it in a flash. Document Properties, such as author,
number of words etc. can be found here and if you want to add fields that update in the
document, they live here too. We will explore each of the types of Quick Parts and Building
Blocks available.

8.1 AUTO TEXT

Auto text is my favourite as it can save time when you have standard text that you need
to type on a regular basis. Your sign off or perhaps you have several paragraphs you need
to use on a rotational basis. Instead of creating a template and deleting out what you don’t

want, create several auto text entries and insert them in any order.

First type up the text that will become your Auto text entry. I have created a document with
descriptions of presentations that I give. I write to clients and need to include a descriptive
paragraph. This saves me thinking about what to write or hunting for the last document I

sent out with the standard text.

Type up the text — it can be on a new document — in fact I have a document that I call
auto text entries stored on my system. That way if anything gets corrupted or lost I can

recreate them all quickly.
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Wkt [l «  Pumberr Boes Faiss < Capr Lgghisct <
1] At Misia General T futelert v
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N P Building Bocks Organizer..

o | Sove Salection to Quick Part Gallery.

Putting the Point into PowarPoir
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PrwwarPoint features arpund,
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Figure 52 - Create Auto Text
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1. Type the text

2. Select the text

3. Click on Quick Parts on the Insert Ribbon and then Auto Text
4. Click Save Selection to Auto Text Gallery

Create Mew Building Block

MName: PowerPoint Q
Gallery: AutoText e b

Category: General e v

Putting the Point in%inerPnint

Sawve in: Mormal.dotm e o

Options: Insert content only

Insert content onl
Insert content in its own paragraph
Insert content in its own page

Description:

Figure 53 - Name and Save

[ ]
B By 2020, wind could provide one-tenth of our planet's
ra I n p O W e r electricity needs. Already today, SKF's innovative know-
how is crucial to running a large proportion of the
world's wind turbines.
Up to 25 % of the generating costs relate to mainte-
nance. These can be reduced dramatically thanks to our
stems for on-line condition monitoring and automatic
jcation. We help make it more economical to create
eaper energy out of thin air.
our experience, expertise, and creativity,
industries ca st performance beyond expectations.
Therefore we'need the best employees who can
eet this challenge!

T'% Power of Knowledge Engineering

T

\
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In the dialogue box that appears, type a name for the auto text entry (1), it will be in the
Auto Text Gallery as that is where we started from (2). Choose a category or create your
own (3). Type a description, this is optional (4). Decide which template it lives in (5), and
finally decide what and how it is inserted. (6).

* Select Insert content in its own page to place the building block on a separate page
with page breaks before and after the building block.

* Select Insert in own paragraph to make the content into its own paragraph, even
if the user’s cursor is in the middle of a paragraph.

* Select Insert content only for all other content.
Now you are ready to add it to a document.

8.1.1 INSERT AUTO TEXT

There are two options for inserting the auto text entry into your document.

8.1.2 VIA THE QUICK PARTS GALLERY

Place the cursor where you wish the text to appear and click on the drop down under Quick

Parts Gallery. Click on Auto Text and then click on your new entry.
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Figure 54 — Insert from AutoText Gallery

Your text will be added to the document.
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8.1.3 USING THE ENTER KEY

As you type the name that you gave the Auto Text entry, you will see a tip pop up on the

screen. Press Enter to have Word insert the Auto Text into the document.

Putting the Point into PowerPo...
This 60-minute presentation st.. (Press ENTER to Insert)
PowerPo

Figure 55 — AutoText with an On Screen Tip

For this to work, the name you give your Auto Text entry needs to be more than four

characters in length.

8.1.4 USING THE KEYBOARD

Type the name of the auto text entry and then press the F3 key along the top row of your
keyboard. If you are using a laptop you may need to press the Function key along with the
F3 key. On a regular desktop computer with an external keyboard F3 will be fine.

8.1.5 DELETE AUTO TEXT FROM THE GALLERY

If you realise that you made a mistake with an AutoText entry, you can delete it and then

create it again correctly. Here is how to delete it.
Click the Insert Ribbon and then Quick Parts:
1. Click on the drop down for Auto Text.

2. Right click on the auto text entry you wish to remove.

3. Select Organise and Delete.
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Figure 56 - Delete an Auto Text

QUICK PARTS

Notice that in the building blocks organiser your auto text entry is selected. At the bottom

of the window are the Edit Properties (1) and Delete buttons (2).
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Figure 57 — Delete Auto Text Entry
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Click the Delete button. You will be asked to confirm, click Yes.

Microsoft Word

o Are you sure you want to delete the selected building block?

[

Figure 58 — Confirm Delete

You will now see that the auto text entry you just deleted is no longer in the list when you

click on the drop down for auto text.
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Figure 59 — Auto Text Entry is Gone

8.2 DOCUMENT PROPERTIES

Document properties is another name for something called MetaData — they are details
about the file that allow you to identify it and search for it using the terms you set up. This

means you can find things more easily. Document properties include things like author,
title, tags or keywords.

There are four types of document properties and we will look at two kinds in this book.

Standard Properties — such as author, title, subject. You can add your own text to them.

For example, you could add your own keywords to make those documents easier to find.
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Automatically Updated Properties — these are fields. Things such as file size, number of

words or pages or dates when a file was created.

Custom Properties — Here you can define additional custom properties there are several

suggestions for you to start from.

Document Library Properties — These are properties that you assign when storing documents
in a document library either on a server or on the web. When you create a document library

you can define one or more properties and set rules for their values.

8.2.1 STANDARD PROPERTIES

Standard document properties are added via the Quick Parts button and you can choose
from a predefined list. When you add a document property to the document, you can
cither type in your own value or if there is a property filled in, Word will bring that value

into the document.

~4 Share . L

:I |;| lq |__?.?' Signature Line - ,T[ Q
k

. F.:L.Date & Time
Quick WordArt Drop

=

Equation Symbaol

~ Parts~ - Cap Tl Object - - -
—_ﬁ AutoTedt » Symbols
- E—:] rowentproperty r Abstract
] Field... Author
=F Building Blocks Organizer... Category
Comments
Cormpany

Company Address
Cormpany E-mail
Company Fax
Company Phone
Keywords
Manager

Publish Date
Status

Subject

Title

Figure 60 — Add Document Properties

For example, by adding the author document property it will pull in my name from the
user details held in Word.
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8.3 FIELDS

QUICK PARTS

As we have said earlier, fields are properties that automatically update. There are fields for

things like the date or the number of words or pages in a document.

To insert a Field — on the Insert Ribbon click the drop down under Quick Parts and

select Field.

Please choose a field

Categories:
(A}

Field names:

Field properties

Bibliography
EidiCutline
Citation
Comments
Compare
CreateDate
Database

DocProperty
Docvariable
EditTime

Eq

FileMame
Filesize
Fill-in
GoToButton
Greetingline
Hyperlink

Description:
Today's date

Field Codes

Date formats:

24/08/2016
‘Wednesday, 24 August 2016
24 August 2016
24/08/16
2016-08-24
24-Aug-16
24.08.2016

24 Aug. 16

24 August 2016
August 16

Aug-16

24/08/2016 18:40
24/08/2016 18:40:13
6:40 PM

6:40:13 PM

18:40

18:40:13

Field options
|:| Use the Hijri/Lunar calendar
|:| Insert the date in last used format from
Insert tab
|:| Use the Saka Era calendar

[] use the Um-al-Qura calendar

Preserve formatting during updates

Figure 61 - Add a Field

1. Choose the field you wish to use.

2. Add any formatting or extra properties.

3. Click OK.

Oyl upazbe

Wadnzsday, 24 August 2018

Wedpesday, I4 Auges 2016

Hiow the field diq:l&

The fleld plamk

Figure 62 - Different Fields

Experiment with different fields to see what they do.
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9 BUILDING BLOCKS

Building blocks are a group of features that allow you to add reusable content to your

documents. Cover pages, autotext, headers and footers, and watermarks are all kinds of

building blocks.
Building blocks are part of quick parts as they are items that can be added quickly!

9.1 COVER PAGES

When creating a report or long document, you may want to add an attractive cover page
showing the title, author and abstract and the date for example. Luckily Microsoft Word
comes equipped with several standard cover page templates. You can also customise the cover

pages and save them to the Building Blocks Cover Page Gallery to have them available again.

9.1.1 INSERT A COVER PAGE

From the Insert Ribbon click on Cover Page and select one of the pre-set designs.

Figure 63 — Add a Cover Page

Once selected the cover page is added to the document ready to be customised. Most cover
pages will give you a space for the title of the document. Some will also have placeholders
for the date or year, the company name and company address or the author. Simply click

and type into the fields offered.
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Figure 64 - Update the Cover Page with your Own Information
You will end up with a professional looking cover page.

9.1.2 MODIFY A COVER PAGE AND SAVE FOR FUTURE USE

To change the look of a cover page, simply insert one into the document as a starting point

and make the changes you require.

In the cover page above, I want to change the green areas to orange to match my branding.
Simply click on each shape element and change the format. Or select any text element and

change the formatting,.
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e

Figure 65 — Modify Formatting
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Once you have it looking how you want, select the whole of the page. Then click on the
Cover Pages button and choose the Save Selection to Cover Pages Gallery. In this example

I have changed the colour and the picture adding in the logo for The IT Training Surgery.
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Figure 66 — Save to Cover Pages Gallery

As you click on Save to Cover Pages Gallery you will be presented with a dialogue box so

that you can name it and add a description and decide where it is stored.

Create Mew Building Block

Mame: E-I'I'I'SC:::'Lrer
§ Gallery: | Cover Pages v
Categony: :General [~

;Newly modified cover page uiith carpaorate
Description: | orang

Save in: .Building Blocks, dotx(en-US) v

Dptions: \Insert content in its own page v

Figure 67 — Name the New Cover Page
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9.1.3 INSERT THE MODIFIED COVER PAGE

When you are ready to add your cover page, click on the Insert Ribbon, click the drop

down next to Cover Pages and scroll to the bottom. Your custom cover pages appear here.

| E Cawver Page - ﬂ |

I TLITTRE

Slice [Dark) Slice (Light YWiealaster

¥ e e |

Whizp

General

|-_:.f Bore Cover Pages frorm (hoecom F

L::‘ EII"':I:.I' wment Cover Page

Figure 68 — Insert your New Cover Page

9.1.4 REMOVE A COVER PAGE FROM A DOCUMENT

Click the dropdown underneath Cover Pages on the Insert Ribbon. Select Remove Current

Cover Page.
lon (Dark) len (Light) Motion -
@ More Cover Pages from Office.com *
B‘.g Bernove Current Cover Page ['\}
Eﬁ Save Selection to Cover Page Gallery...

Figure 69 — Remove Cover Page
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9.1.5 DELETE A COVER PAGE FROM THE GALLERY

Right click on the cover page you wish to delete and select Organise and Delete.

Figure 70 - Organise and Delete

With us you can
shape the future.

Every single day.

For more information go to:
www.eon-career.com

Your energy shapes the future.

e-on
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BUILDING BLOCKS

In the Building Blocks Organiser, make sure the cover page you wish to delete is selected

and then click the delete button.
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Figure 71 - Delete Cover Page
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Confirm the deletion in the dialogue box that appears.
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10 PAGE BREAKS

There you are typing away and when you arrive at the bottom of the page, Word automatically
creates a new blank page. It is a bit like magic! This is known as an Automatic Page Break
and Word will happily keep on creating new pages whenever you need them. However,
there are times when you want to control the page breaks yourself. This can be done with

manual page breaks.

There are also several ways to control how page breaks behave in relation to the text on

the page.

10.1 WORKING WITH PAGE BREAKS

The easiest way to add a manual page break is to use the keyboard shortcut. Simply place
the cursor where you want the page break to work and press the Control Key and the Enter
Key together. This will add a page break where the cursor is sitting.

You can also use the ribbon to add a page break.

Click the Layout Ribbon and then the dropdown arrow next to Breaks. Select the top

option, Page, and a new page break will be added to your document.

File Home Insert Draw Design Layout References Mailings
¥ "= Breaks Indent Spaci
@ D ID — Brea [:& nden pacing
Page Breaks =

Margins Orientation Size Columns

- * * * Eage
Page Setup 'm Mark the point at which cne page ends

and the next page begins.

L

Figure 72 - Insert a Page Break

10.1.1 CONTROLLING AUTOMATIC PAGE BREAKS

For a professional document, you will want to control how the automatic page breaks behave

because sometimes they will appear in places that you don’t want them to.
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10.1.2 PREVENT PAGE BREAKS IN THE MIDDLE OF A PARAGRAPH

Select the paragraph that you wish to stop breaking onto two pages.

On the Home or Layout Ribbon click on the paragraph dialogue box launcher and then
click on Line and Page Breaks.
e e e e e

iz A S H sanece

Figure 73 - Keep Lines Together

10.1.3 PREVENT PAGE BREAKS BETWEEN PARAGRAPHS

Highlight the paragraphs that you want to keep together and click on the paragraph dialogue

box launcher as above.
Tick the Keep with Next option.

10.1.4 SET A PAGE BREAK TO OCCUR BEFORE A PARAGRAPH

Click into the paragraph that you want to follow a page break. Click the paragraph dialogue

box launcher as above and select the Page Break Before check box.

10.1.5 TWO LINES AT THE TOP OR BOTTOM OF A PAGE

A professional-looking document never ends a page with just one line of a new paragraph
or starts a page with only the last line of a paragraph from the previous page. The last
line of a paragraph by itself at the top of a page is known as a widow. The first line of a

paragraph by itself at the bottom of a page is known as an orphan.

Select the paragraphs where you want to avoid two lines at the top or bottom of a page and
then click the paragraph dialogue box launcher as above. Tick the check box for Widow
and Orphan Control.

Note that this option is turned on by default.
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10.1.6 PREVENT PAGE BREAKS IN A TABLE ROW

Click into the row in the table that you do not want to break

In the contextual Table Tools Ribbon (1) click on the Layout Ribbon (2) and then click
Properties (3).

Click the Row Tab and uncheck the box Allow Row to break across pages (4).
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Figure 74 - Prevent Row Breaking Across Pages

10.1.7 DELETE A PAGE BREAK

You cannot delete an automatic page break. To delete a manual page break, display the

document in Draft view and then delete the page break. You may need to display paragraph
marks to see the page break.

On the Home Ribbon (1) turn on the display non-printing characters icon (formerly known
as show/hide paragraph marks) (2). Click on the Page Break (3) and use the DELETE key.
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Figure 75 — Show Hide Paragraph Marks and Delete
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11 SECTION BREAKS

When you need to have different formatting for different parts of your document or perhaps
different headers and footers, section breaks are used. Imagine that you have a three-page
document with a large table in the middle page. It would be useful to make the middle
page landscape to display the table more fully. However, you still want the first and third
pages to be portrait. When doing this, please bear in mind that a portrait page can have
more rows than a landscape page, and a landscape page can have more columns. When you
change the orientation of a page from portrait to landscape you may get two pages instead

of one. In addition, when writing a long report there may be different chapters or sections

that need different headers and footers.

11.1 TYPES OF SECTION BREAK

Next Page  Creates a new section and places the new section on the next page.
Continuous Places section break in current location — for columns in part of the document.
Even Page  Use this when you want all your chapters to start on pages with even numbers.

Odd Page  Use this when you want all your new sections to be on odd numbered pages.

11.1.1 ADDING A SECTION BREAK

Click in the document where you wish to place the section break and then pick the one

you want to use.

On the Layout Ribbon, click on the down arrow next to Breaks.

DO e N A

’# Breaks =

Indent Spacing

Page Breaks 0p

M5 L

-

Page bp
Mark the point at which one page ends
and the next page begins.

Column
Indicate that the text following the column
break will begin in the next column.

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks ec
Next Page
Insert a section break and start the new te1l y¢
section on the next page. ders
Continuous E tat
Insert a section break and start the new le mc
section on the same page. aze al
Even Page dscag
Insert a section break and start the new dsca;

B B I Wi

section on the next even-numbered page.  fageny

Odd Page
Insert a section break and start the new
section on the next edd-numbered page.

rpe:

Figure 76 - Section Breaks
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11.1.2 VIEW A SECTION BREAK

To see any section breaks in your document you will need to display all the non-printing

characters.

Click on the Home Ribbon (1) and then click on Display non-printing characters (2)
(formerly known as the show/hide button).
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Figure 77 - See Sections Breaks

11.1.3 DELETE A SECTION BREAK

Display the section break in the document as above and then click on it and press the

DELETE key on your keyboard.

11.2 DIFFERENT FORMATTING FOR DIFFERENT SECTIONS

Let’s take the example of the document where the middle page needs to be landscape. We
will need to add two section breaks one at the top of page 2 and one at the bottom of
page 2. Each section break controls the formatting of the section that comes before the
section break. When you delete a section break, you also delete the section formatting for
the text before the break. That text becomes part of the following section, and it assumes

the formatting of that section.
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I have a document with five pages. I would like page 3 to be landscape and the rest of the
document to be portrait. This will create three sections — page 1 and 2 become section 1,

page 3 becomes section 2 and page 4 onwards become section 3. With me so far? Good.

I have used Section Break Next Page and now have sections in the document.
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Figure 78 — Section Breaks in the Document
Now I have the sections set up, I can change the orientation of the middle section.
Click inside the section you wish to change.

On the Layout Ribbon select Landscape — the formatting will be applied to the current

section only.
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Figure 79 - Landscape Formatting
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In my example the new landscape section has two pages as there are too many rows of text

for just one landscape page.

If you display the header or footer you can see the sections more clearly as they are also

numbered.
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Figure 80 — Numbered Sections
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11.3 DIFFERENT HEADERS OR FOOTERS FOR DIFFERENT SECTIONS

As we have seen, we can have different formatting in different sections. Now let’s look at

different headers or footers for different sections.

Here I am in the footer of Section 1 in the document. I will type in the text to appear in

the footer of section 1.

Footer -Section 1- ‘

This is section 1]

Figure 81 - Footer Section 1
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When I navigate to the next footer, it is empty.

% Y¥ou may need to look around for a company that has expertise

Installation and configuration

| Footer -Section 2- |

Figure 82 — Empty Footer

I can now type whatever I wish into the second footer and it will stay disconnected from

the first one.

Installation and configur

Footer -Section 2- |

This is Section 2|

Figure 83 — Empty Footer Section 2

When I navigate to the footer of Section 3 though I notice that it is the same as the one

for Section 2.
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Figure 84 — Footer Section 3
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To make sure that the footer of section 3 is different to the footer of section 2, I must click
on the Link to Previous button in the Navigation part of the Header and Footer Ribbon.
This will disconnect the current footer from the previous one, allowing me to type different

text into the new footer.

:| |'_| [Ei4 Previous

¥ Llp Mext
e | Goto [ )
= | Header #: Link to Previous

Mavigation

.-1-.-1-.-5-.-1-.-2-.R3H
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Figure 85 — Link to Previous

Now I have all my sections with different formatting and with different footer text.
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Figure 86 - Different Formatting for Different Sections

11.3.1 DELETE SECTION BREAKS

Display the paragraph marks by clicking on Show/Hide paragraph marks icon and then

click on the Section Break and press Delete.

Cick the Show/Hide icon the
click on the Section Break
and use the Delete Button

Paraaramh F}

Focus-on-the-what-not-the-howq
1

When-your-people-know-how-to-use-their-software-they-can-focus-on-what-the-message-is.-
There-is-no-need-to-spend-lots-of-time-focussing-on-how-to-present-their-message,they-will-
know-how-to-use-the-tools-they-have. .. . Section Break (Continuous)

Figure 87 — Paragraph Mark to Delete Section Break
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12 REFERENCES

12.1 TABLE OF CONTENTS

You know the feeling, you have a long document with lots of headings. You have typed
in all your text, saved the document and heave a sigh of relief. Then you remember, you
need a table of contents to help your reader navigate the document. Previously, you may
have sat down, with a notebook and pen, listed out all the topics and the page numbers
and then typed them out on a separate page at the beginning of your document. It took
a while, but it got done — then you have to change something. The page numbers or the

headings or both are now different. The table of contents needs to be redone.

With Microsoft Word’s automatic table of contents your table of contents is created in a

flash and can be updated just as fast.

12.1.1 TABLE OF CONTENTS DEPENDENT ON STYLES

Microsoft Word looks for Heading Styles in your document and uses these to create the

Table of Contents. You can decide how many levels are in the Table of Contents, normally:
Heading 1 = Level 1

Heading 2 = Level 2

Heading 3 = Level 3

And so on. In most cases, heading 3 is as far as it goes.

A table of contents is in effect a big field — a placeholder for text in the heading styles. If
those change you just need to update the field.
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12.1.2 CREATE A TABLE OF CONTENTS

Make sure that the cursor is placed in the location where you wish to add the table of

contents. This is usually at the top of a blank page.

On the References Ribbon click Table of Contents on the far left and select one of the two

automatic table of content styles.
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File Home Insert Draw Design Layout References
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(4 Update Table AE Mext Footnote -
Table of Insert L Smart Researcher Ir
Cﬂnten% Footnate = >how Notes Lookup Cit:
Built-In earch

Automatic Table 1

Contents
Heading 1 1
Heading 2 1
Heading 3 1

Automatic Table 2

Table of Contents

Heading 1 1

Heading 2 1

Heading 3 1
Manual Table

Table of Contents

Type chapter tithe (lewel 1)
Type chapter tithe (bevel Z)
Type chapter tithe (level 3)

Type chapter title {level 1)
Type chapter tithe (level 2]

T

@ Mare Tables of Contents from Office.com r
Customn Table of Contents...
E;.; Eemowve Table of Contents

Figure 88 - Insert Table of Contents.
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As soon as you select the table of contents, it is added to the document.

REFERENCES

Contents

Increased CONFIdRNCE (.. e e s 2
T LT 2
Better quality oUtPUL ... ——————————— 2
Focus on the what not the how.... s ——————————— 3
Get more done in 1855 HIME ... s e s 3

Figure 89 - Table of Contents Added

12.1.3 UPDATE A TABLE OF CONTENTS

The table of contents will not update all by itself. As we said above it looks for text in the

heading styles specified and pulls that text into the table of contents. If you add more text

so that the page numbers change or more headings and text so that there are

more headings

and different page numbers, then you will need to update the table of contents.

Click into the table of contents, you will see that the headings go grey and appear to be

selected — this is because they are fields. Click the button at the top of the selection marked

Update Table.

If you have added in extra headings and more text, select Update Entire Table.

If you have just added extra text or moved things around select Update page numbers only.

i'E"'TE]'I"L}EiSEE"T'sEg |

Contents Update Table of Contents

of the following options:
Update page numbers anly

iGet more done in less ummermmmmnres TTTEET e

!Increased confidence. Word is updating the table of contents. Select one [ressssssssssessmssamssees
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Figure 90 - Update Table of Contents
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In my example, I have added an extra heading.

: @ - [ Update Table... |

Contents L
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Figure 91 — Extra Heading Added

12.1.4 MODIFY THE TABLE OF CONTENTS

To change how the table of contents looks and which headings are included, click on the
drop down under table of contents on the References Ribbon and select Custom Table

of Contents.

Table of Contents

Print Preview

' Table of Content: i o
of how it looks Index able of Contents | Table of Figures  Table of Authorities

—\ Print Preview Web Preview
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Heading 1. Heading 1
Heading 2..... Heading 2
Heading 3 Heading 3
Show or Hide Page
numbers
. —"--. w W
Show page numbers Use hyperlinks instead of page numbers
Right align page = [~] Right align page numbers
Tap leader: | ... ~]
= s = Click Options to set how
/ styles link to headings and
Choose tab leader General Modify to change how the
F ™ Table of Content Styles

" \L

Show levels: 3 h: \
g

Options... | Modify...

style here | Formats: Frum template |~

Pick a format and choose how many
levels ta show

Figure 92 — Modify a Table of Contents
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12.1.5 LINK STYLES TO TABLE OF CONTENT HEADING LEVELS

Click Options and link the styles in your document to the heading level styles for the table
of contents. When you have your own styles in a document and you want to include them
in the table of contents at a particular table of contents style level, create the link here.
For example, I have a style called Shelley and I want any heading in this Style to appear in
the Table of Contents at the Level 1. This is the TOC or Table of Contents Style Level 1.
Called TOCI.

Table of Contents Options

Euild table of contents from:

Styles
Available styles: TOC level:

Marmal

Mumbering | | 5

=lal v Shelley 1 umbers

StEp age . T

Step Instructions

Subtitle

Cutline levels
[] Table entry fields

Reset Cancel
| Options... | | Modify...

Figure 93 — Add New Style to Table of Contents Level

els:

12.1.6 CHANGE HOW THE TOC STYLES LOOK

To change how the table of contents styles themselves appear, you can modify them just

like any other style. There are two ways to get to them easily.

12.1.7 METHOD ONE

From the References Ribbon, click on Insert Table of Contents and then select Custom
Table of Contents. Then click the Modify button shown here.

Once you have clicked Modify within the smaller dialogue box, you will be taken to the
Modify Style dialogue where you can make changes to how the style looks.
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Table onten ? >
Index  Table of QRN
Print Preview Please select the appropriate style for your index or table
R entry ~
Heading 1.......
Styles:
Shelley............ T0C1 e
Heading 2. T S
Heading 3/ | T TOC2 DEIEte
T 10C3
T T0Ca -
T 10CS
Show page num lage numbers
ah TT0CH b
[+] right align page| | T TOC7
—| T TOCS8
Tab leader: |....... T T0C9
Preview
General i Sample nnart 2pt
Formats: F_ Font: Bold, Left-to-right, Space )
> | Eefore: & pt, Style: Automatically update, Hide
4 3 L i
Shiow levels - |until used, Priority: 40
Based on: Mormal I ¥ o
oK Cancel Maodify... |
oK Cancel

Figure 94 — The Modify Button to Modify a TOC Style

12.1.8 METHOD TWO

Click the dialogue box launcher(1) for the Styles Pane (2) and then click on the paragraph
mark next to the style to change(3) and you will see then click Modify (4).

= £ Find -

L 'cL  AABBCCDCL AaBbCcDt ab
+| | wac Replace
Intense Q... Subtle Ref.. BookTitle |+ S Select~

a [P Editing
3.0 :14. ) .15. 1 .7
] Styles @ ~ X

Intense Emphasis
Strong
Quote

th mark next to the Intense Quote
Subtle Reference
Intense Reference
Book Title
List Paragraph
Caption

A4 R0 0 o0BEEosos

Eibliography

TOC1 3

Update TOC 1 to Match Selection

£ Mody. (4]

Select All: (Mo Data)

iy

Remove All: (Mo Data)
Delete TOC 1...
Add to Style Gallery

Show Preview

: Disable Linked Styles
nt kinds of SmartArt : :
T '9:;3 ’5.} Options...

Figure 95 - Click the Dialogue Box Launcher to See the Task Pane
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Make the changes to the style and then see them reflected in the table of contents.

Modify Style
Properties
MName: TOC1
Style type: Paragraph ~
Style based on: T Maormal ~
Style for following paragraph: ' Mormal i
Formatting
limes New Roman 1 B I U . Automatic ~ || Latin n

I
i
il
Ml
I
Ml
=3
lirih
LRI}
T
|
¥
|

+
+

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Tect Sample Text Sample
Texct Sample Text Sample Text Sample Tect Sample Text Sample Text Sample Tect Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text

Font: Bold, Complex Script Font: 12 pt, Left-to-right, Space
Eefore: € pt, Style: Automatically update, Hide until used, Priority: 40
Based on: Normal
Following style: Mormal
|:| Add to the Styles gallery Automatically update

@ Cnly in this document O Mew documents based on this template

Format = oK Cancel

Figure 96 — Modify the Style

I ) - [ Update Table...

Contents L

Increased confidenCe....cicviiesssnsnssnns

ceomnoomocooans 2o

Morale

e e —coocnnoea £

Better quality output ....c.ceeeveeerseersens

ceooooopnons 24

Focus on the what not the how.........

Cooooopenons

Get More done iN 1858 HIMIC]........ceieeeeereeresesrassassssasmsssnnsssassesssesnnses 3
[T LT Y = 1 3
1 LT 1T 3

Figure 97 — Updated Styles
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13 FOOTNOTES AND ENDNOTES

Adding footnotes and endnotes to your document is simple. Decide where you want them

to be and then add them.

Footnotes — appear at the foot of the page you insert them in.

Endnotes — appear at the end of the document.

13.1 ADD A FOOTNOTE

From the References Ribbon click on Insert Footnote

AB" |
AE Mext Footnote -
Insert

Footnote Show Motes

vootnotes Fa

Figure 98 - Insert Footnote

If you are a business leader or know one,
share this eBook with your friends.

- Jenny Crwys Williams
Ambassador for Bookboon+ Network -

bookboon+network

Making education affordable for millions of students in Africa
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Then type the footnote in the space at the bottom of the page.

Note the number that appears in the text denoting the footnote number.

Increased confidence

We met Jill yesterday. Remember her problem with entering dates in Excel? If Jill had some
training on inputting data into Excel the kind of thing she might learn on a basic Excel
course, then she would have much more confidence te-find.out the answers to how to do
things she is not sure about or does not know how ta do.? _j."

P

| !See previous article|

Figure 99 - Type the Text for the Footnote

13.1.1 NAVIGATE THROUGH FOOTNOTES

When you have many footnotes in a document all appearing on different pages, you may
wish to navigate your way through them. Click the relevant icon on the References Ribbon
to move to the next or previous footnote. Similarly, you can move between endnotes as the

markers for them may well be on different pages.

LTy LS L e

ﬁ'}lnsert Endnote ;D

AB, Next Footnote =

Cemqrt

-“tE_-)i Mext Footnote up
f Previous Footnote Re
Mext Endnote -
Preyious Endnote sC

shown how to use all

Figure 100 — Navigate through Footnotes/Endnotes
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13.2 ADD AN ENDNOTE
Click Insert Endnote on the References Ribbon.

Then type the text for the endnote that appears at the end of the document. Continue

adding endnotes until you are done.

| oo St = ]
st Ladets,
VA b Fadnaie ©
L e
.......
TERIRE AN 1 DAL UL, 8 LS T RIS 1R L
130 mecanind s Drame s womnladcvmins Lo snnncly goct e il Do s bowd bt ol pliog, Fa Tine Saver

seliongg oo ro ke dnd bl

Warake
I

Wt yuw wrwanl i el g swean AT lvean b Lo vaw e selbwang pou sa iosling

wolocary s poophe Srivg Wezor mabya Do bl Deal il slensd Camnie good e viee ored in e
e Tulera. ds w sl oy wel 2w Daspien in Uswin eank, wnd wil walos b Tacl Cowd v wrw THmer mrmahade cem Dal faesryevd ol Teeshn s e ﬂ
Lahirg an mivaue, in owaduzicg e dhilla ® ﬂ “i e k& Wk n- pRinste - NiE THans of e damart

Battar quallry output

Figure 101 - Insert Endnotes

13.2.1 SHOW FOOTNOTES OR ENDNOTES

If your cursor is just somewhere in the document and you wish to jump to see the footnotes

or endnotes you can use the Show Notes option.

i ﬁ']lnsertEnante (= E‘,,Manageﬂnl_
. » R

AE, Mext Footnote - ER syle: APA
Insert Smart Researcher Insert

] ’ Foan

Footnoti Show Motes Lookup Citation = E [ Bibliography
Footnotes Fa Research Citations & Bibliograpt
|-2-|-1-|-§-|-1-|- 19

Here are This document has footnotes and endnotes. S to

Do you want to:
@ Yiew footnote area

Increas () View endnote area

Cancel

with e

A L L O ey e s T E IR BHRT] e e - Y

Figure 102 — Show Footnotes/Endnotes
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14 SMART LOOKUP

Smart Lookup is a new feature in Word 2016. It helps you to find definitions and information

about the word or phrase you have selected.

To use it, select a word or phrase in your document and then click on the Smart Lookup

icon on the References Ribbon or Right click and select Smart Lookup.

The first time you use the feature you will see the following warning about privacy and

how Microsoft treats it. Note that this feature uses Bing Search.

Insights N

We value your privacy

To bring you relevant information, we
send data to Bing that includes your
highlighted term and some
surrounding content.

Before we go ahead, please take a
moment to read through our privacy
statement for more details.

Figure 103 - Insights Warning
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Once you have clicked on Got it you will see the Smart Lookup pane on the right hand
side of the screen. Note that not only is there the Explore area there is also a Define tab

so that you can find definitions of your w ord/phrase.

Smart Lookup T

Explore Define

Web search

u find and connect with
e, phone, emall, or
address to find someone you're looking for

More

Prwared by b bing

Figure 104 — The Smart Lookup Pane

Smart Lookup is powered by Bing.
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15 RESEARCHER

Researcher is a brand-new feature in Word 2016. It will help you research a topic from

right inside your document.

Click on the Researcher icon on the References Ribbon and type your topic into the search

box at the top of the Research pane that displays.

0 References

Jolim

Smart Researcher
Lookup C

Fa Research
Le 2o o1

Figure 105 - Researcher Pane

Researcher L
€ | My Research i
Maozart =
Results L

Wiltgang Amadeus Moz...

= U H A
[ I

Mozart %

falfgang amad

Mazal el

Leopald Maozart

Constanze hozart

Mozar piz

Mazar _"\I ,__

Data fraim W

Frowered by b

sl - Hrg

irgg

Figure 106 — Adding Research Topics
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You will find a list of topics that you can add to your document from here. To read a topic

click on it.

You can add the topic as a heading in your document — when you do this it inserts the
heading with a comment and a link so that you can explore further later. This enables you

to build up the structure of the document.

e @0

[Micigang Amadeus Mozar - Bttt N e

[

e avnd earcer g
| B FE T
-~ Lok miw cmm

Wppsarance wrd churacisr

|R A wr st

Figure 107 — Adding Research Topics

Click Add Heading (1) to add the Heading to your document. The heading is added (2)

along with a comment and a link to the online article (3).

Once the document is structured, it is time to go and get the content that you want to

add and cite.

Click on the link to the article from the comment, and then select the text to add from

the text pane that opens on the right hand side of the document. Right click and choose
whether to Add or Add and Cite.
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Wolfgang Amadeus Mozart

enwikipedia.org - Text under CC-BY-5A license

olfgang Amadeus Mozart (German: ~
['wvolfgan ama de:us ‘mo:tsast], English
ee fn,; 27 January 1756 — 5 December
1791), baptised as Johannes
Chrysostomus Wolfgangus Theophilus
hMozart, was a prolific and influential composer of the
Classical era. Born in 5alzburg, Mozart showed prodigious
ability from his earliest childhood. Already competent on
keyboard and violin, he composed from the age of five and

Bornfllian 27, 1756

Died

Height

SpousefliConstanze Mozart (1782-1791)

m Franz Xaver Wolfgang Mozart (Son), Karl Thom§

M S5t Marx Cemetery

Songsilisymphony No.40 in G Minor, K 550: I. Molto allchl

add Iy

Add and Cite

Figure 108 — Add and Cite

The content is added with a citation reference at the bottom

1
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Figure 109 — Content Added with Citation

Once you have added all the text you want to from the web, you can create a Works Cited

list automatically from all the citation marks you have previously added.
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15.1 ADD A LIST OF WORKS CITED

On the References Ribbon click on the drop down arrow underneath Bibliography (1) and
select Works Cited (2).

r-.-'l.'niliﬂg-; Rrsipw Wiew N} l.'_"..ll:‘||:|p|:|' Mitra Fro 10
[Fy, S5 Manage Sources I [ Insert Table of Figures | ¥ [ Insert Inc
— [ sayes apay - Upihate Table o Jpdate
¥ Insert ; et Mark
Citation - £ Bibliagraphy sptian [33 Cross-reference Enitry
Citabic Built-ln dex
10 50 6 | RibRography & PR B
1L Y LELL

Hallwell, | Bibsography

|r‘| JEF‘II}EI -cr-n._J [2003], Cdsbnns and Relssenoea Mew York: Conioso Press
4 (Z000) Crealnga Formes! Pubdoaion Boalon Proseesie, .
" i Murck lr.w,l [0, (2006). How i Wit Hitbog Chicagn: A Wisrks. Pris.

loyer, Arcl
saphll tol
‘art was Uf‘ References
¥ when the

Ihun's for i Reterences

to & head -crnn,.J (2003). Citsbons and Hofvmncos. Mew York: Gonoso Pross.
Hewi, J. (F006). Coealiy  Formal Publicaion Bed: Preaeme, e,
MOnth, PE  Kesmer, J. 0. (2006) How o Wike Bibkograpfies Chicago: A Wiorks Press.

nissed litel
Count Arce
el Viorks Cited

chbishop v Werks Cited
Chem, J. (Z007]. Cislons mm. Hcm e
S Worsane: Kt e, o Foma e sl o "ﬂm
his incoms
Austro-Tu

racy 1o su

iy Inzert Bsbliography

Figure 110 — Works Cited

A list is generated of all the citations listed in the document.

: €y - [ Update Citations and Biblingraphy|

Works Cited|

Wolfgang Amadeus Mozart. (n.d.). Retrieved 9 11, 2016, from Wikipedia: The Free
Encyclopedia: http:/fen.wikipedia.org/wiki'Wolfgang_Amadeus_Mozart

Figure 111 - Citations Listed

This list can be updated once you have added any further citations to the document.
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15.2 CREATE A BIBLIOGRAPHY

Before you can create a bibliography you need to have at least one citation and source in
your document that will appear in your bibliography. If you dont have all the information
that you need about a source to create a complete citation, you can use a placeholder

citation, and then complete the source information later.
Note: Placeholder citations do not appear in the bibliography.

15.2.1 ADD A NEW CITATION AND SOURCE TO A DOCUMENT

On the References Ribbon, in the Citations & Bibliography group, click the arrow next
to Style.

Home Insert Draw Design Layout ReferEﬁes Mailings Review View
% 18 Add Text - ABl i Insert Endnote B" =1 Manage Sources
(! Update Table AE, Next Footnote = ° |[§ Style APA -
Table of Insert - . Smart Researcher INSErt E— d |
Contents - Footnote = Show Notes Lookup Citation - £ 1 Bibliography - G
Table of Contents Footnotes P Research Citations & Bibliography

Figure 112 — Set the Style for the Bibliography

1. Click the style that you want to use for the citation and source. For example, social
sciences documents usually use the MLA or APA styles for citations and sources.
2. Click at the end of the sentence or phrase that you want to cite.

3. On the References Ribbon, in the Citations & Bibliography group, click Insert

Citation.

Home Insert Draw Design Layout References Mailings
B T—j Add Text - 1 |_|_[ﬂ']|r1sert Endnote - ,Manage Sources
& AB" | ,CD K i
(! Update Table AR Next Footnote - & style: | APA -
Table of Insert . Smart Researcher Insertt §° °
Contents - Footnote Show Notes Lookup Citation ~ §[1 Bibliography ~
Table of Contents Footnotes P Research itatioms & Bibliography

Figure 113 - Insert a Citation
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4. Do one of the following:

* To add the source information, click Add New Source, then begin to fill in the
source information by clicking the arrow next to Type of source. For example,
your source might be a book, a report, or a Web site.

* To add a placeholder, so that you can create a citation and fill in the source
information later, click Add New Placeholder. A question mark appears next to
placeholder sources in Source Manager.

5. Fill in the bibliography information for the source.
To add more information about a source, click the Show All Bibliography Fields check box.
Now you can create your bibliography.

15.2.2 NOTES:

* If you choose a GOST or ISO 690 style for your sources and a citation is not
unique, append an alphabetic character to the year. For example, a citation would
appear as [Pasteur, 1848a].

* If you choose ISO 690-Numerical Reference and your citations still dont appear
consecutively, you must click the ISO 690 style again, and then press ENTER to

correctly order the citations.

"
"GAUTRAIN ™

K FRQPLE O THE MEVE

bookbooncom
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15.3 ASSEMBLE A BIBLIOGRAPHY

Now that you've inserted one or more citations and sources in your document you can

assemble your bibliography.

1. Click where you want to insert a bibliography, usually at the end of the document.

2. On the References tab, in the Citations & Bibliography group, click Bibliography.

File Home Insert Draw Design Layout References Mailings Review View
= Tﬂ Add Text - 1 ﬁ'}lnsert Endnote =} @Manage Sources
AB' " =
(! Update Table AE Newxt Footnote - ER style: APA -
Table of Insert ) . Smart Researcher Insert ——
Contents - Footnote = how Notes Lookup Citation ‘!ED Eibliography - I {
Table of Contents Footnotes ra Research Citations & Bibliography

s e e, S ...1?..1...'].../1...E...C...T...'ﬂ...ﬂ....h’l..

Figure 114 - Create a Bibliography
3. Clicka predesigned bibliography format to insert the bibliography into the document.

15.3.1 FIND A SOURCE

The list of sources that you use can become quite long. At times, you might search for a

source that you cited in another document by using the Manage Sources command.

1. On the References Ribbon, in the Citations & Bibliography group, click Manage

Sources.

Home Insert Draw Design Layout References Mailings

o TﬁAddText* 1 |_|Tﬂ']lns.ertEnantE ; Manageﬂources
agt JO, A L Vanage sourcs |
[ Update Table AR, Next Footnote = ERsyle APA -}
Table of Insert 3 - Smart Researcher Insert -0
Contents - Footnote = Show Notes Lookup Citation - £ [ Bibliography -
Table of Contents Footnotes P Research Citations & Bibliography

Figure 115 — Manage your Sources

If you open a new document that does not yet contain citations, all the sources that you

used in previous documents appear under Master List.
If you open a document that includes citations, the sources for those citations appear under

Current List. All the sources that you have cited, either in previous documents or in the

current document, appear under Master List.
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To find a specific source, do one of the following;:

* In the sorting box, sort by author, title, citation tag name, or year, and then search
the resulting list for the source that you want to find.
* In the Search box, type the title or author for the source that you want to find.

The list dynamically narrows to match your search term.

Note: You can click the Browse button in Source Manager to select another master list from
which you can import new sources into your document. For example, you might connect
to a file on a shared server, on a research colleague’s computer or server, or on a website

that is hosted by a university or research institution.

15.3.2 EDIT A CITATION PLACEHOLDER

Occasionally, you may want to create a placeholder citation, and then wait until later to fill
in the complete bibliography source information. Any changes that you make to a source
are automatically reflected in the bibliography, if you have already created one. A question

mark appears next to placeholder sources in Source Manager.

1. On the References Ribbon, in the Citations & Bibliography group, click Manage

Sources.

Home Insert Draw Design Layout References Mailings Review
.t - 1 e o= l
& Sfﬁd: Taq:tr ) ABl E;] ::;ErtFEndnute ;D @ F_T Eﬂalnagf;cuurces E
u ate Table ext Footnote - e APA s
Table of E Insert Smart Researcher Insert e t}r )
Contents ~ Footnote . s Lookup Citation ~ = [ Bibliography =
Table of Contents Footnotes P Research Citations & Bibliography

Figure 116 — Edit Placeholder Citations
2. Under Current List, click the placeholder that you want to edit.

Note: Placeholder sources are alphabetised in Source Manager, along with all other sources,
based on the placeholder tag name. By default, placeholder tag names contain the word
Placeholder and a number, but you can customise the placeholder tag name with whatever

tag you want.

1. Click Edit.
2. Begin to fill in the source information by clicking the arrow next to Type of source.
For example, your source might be a book, a report, or a website.

3. Fill in the bibliography information for the source. To add more information about

a source, click the Show All Bibliography Fields check box.
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16 INDEX

An index usually lives at the end of the document and provides a list of items that your
reader may want to find quickly along with the page number where the item can be found.
For example, in this book you will find an index at the end with lists of features and where
to find them.

To construct and index you will need to mark the index entries, this places hidden text into
the document which in turn will be referenced in the way that you specify. When you have
finished marking up all the index entries, it is time to create the index itself. Alternatively,
you can add an index placeholder and then go and mark the entries. You will then need

to update the index to make the entries appear.

16.1 ADD AN INDEX PLACEHOLDER

On the References Ribbon click on Insert Index

Dondazo [ ERILER H @ Tdimev

T Acid Tt - i fuer: Erdnciz

T TUpakts: Tabd: o sl Foslria: -
Teblz of T

i P men Tazead &otore
= -

Wak Pt
Friv Chatar

LR hip of Autbeet vl

Figure 117 - Insert an Index Placeholder

Tick Right Align page numbers (1) to have the numbers separated from the text and decide
if you want a tab leader, then choose what it looks like (2). Next decide what style the index
should have (3). Pick from the list and see the preview in the Print Preview area. Decide

on the type and how many columns your index should have.

[EXTH 1 arl 1 . Tolsle 4 a
Frirk Prim s
[P N T | ® ondesbd [DRinn
Lrwrdd bar w1 b il Caumce 2 s ﬁ
Al phase sanguzge Engikhdrited Bngdom)
Eamia
ATTERRTa 4w
Z Bl abge roge mumben ﬁ' L
Tk bazan L. - a "
Flnri Prairy Aubakiank. . KncHy.

[

Figure 118 — Set the Style of the Index
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Once done click OK. You will now see the following in the document.

Index

No index enItries found.

Figure 119 — No Index Entries Found

16.1.1 MARK INDEX ENTRIES

At the moment, there are no index entries, just a placeholder for them. Now you will need

to mark every item that you want to appear in the Index.

On the References Ribbon click on Mark Entry — you can also use the keyboard shortcut

Alt + Shift + X pressing them all at the same time.

L Tell me what you want to do

@ Dlnsertlndex 'IEr rEl'

Update Index
Mark Mark
Entry Citation

Index Tak
' Mark Entry (Alt+5hift+X)

Add the selected text to the index,

Figure 120 — Mark Index Entries

The Mark Index Entry box will open and you can leave this open as you mark all the entries.
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To mark an entry, select some text and click into the Mark Entry box.

Mark Index Entries

Mak Iredes Entry

At the moment there are no mdex entries, just a placehelder

Ircies
every ilem that you want to appear in the Index. 0
T ¥ PP Khain gning |1:|de T et
On the References Ribbon chck on Mark Entry — vou cam al - fuseran |=.u|'.. wadex entn] 9
Shifi—X pressing them all at the same time. Dptiar:
) Crocs-refenence  [5ms
what you want te do 2 T
. (8] Current page e
() Page range
¢ snnkmnack
Mark LS PMark Page numbier formal
Eﬂw% Citation [ patd
Index Taly 7] Hase

" Thiss dialop box stays open so bhet you cam markc
Mark [n!ry (At -+ Sthift«X) mutiple inches prine:

Sudd the selected text to the index. 0
Fark Cancel

Figure 121 — Mark an Index Entry — A Main and Subentry

You may have a main entry, for example here is my entry for this section. Index is the main
entry and I typed that into the Main entry box, I then typed in the subentry (mark index
entry. This subentry will show below the main entry. Use this type of indexing when you
want to index different steps in a process. For example, in my case index is the main topic

and the subentries are the different processes.

The index entry will appear in the document like this:

T
_Mark-Index-Entries{

=XE-"Index:mark-index-entries

Figure 122 — Index Entry Marked in the Document

Note that the Show/Hide Paragraph marks has been switched on so that I can see the index
entries. There is an opening curly brace with XE: and then the index text in quotation
marks followed by curly braces at the end. All text inside the curly braces appears in the

index. The colon shows which is the main entry and which is the sub entry.
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16.1.2 UPDATE THE INDEX

To update the index right click and select Update Field.

Index

No index entriesﬁ"““"

Times New Re = |11 «| g% a7 8 A."
i

o

—rramgm

I U3 A =y EE ~ | Styles

Paste Options:
&l

[
Update Field
Edit Field...
Toggle Field Codes
Font...

Paragraph...

o Block Authors

Figure 123 - Update Field

The Index will be updated like this:

INDEX

Index

.18

Addaplaceholder ... T8

79
80

Figure 124 - Updated Index

Once you have finished adding all the index entries to the document, switch off the show/

hide paragraph marks. Otherwise, when you update the document before printing, the page

numbers will be wrong. When the index entries are hidden, they do not take up page space.

However, if the index entries are showing, then they will behave like any text and take up

space. Do make sure that you turn off Show/Hide and update the index after doing so.
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17 IMAGES

Adding pictures or shapes and illustrations to your document helps your reader to know

what you are talking about.

17.1 WHERE DO MY PICTURES COME FROM?

Pictures can come from several locations:

* A file on your computer or network.
* Online — pictures can come from a web search, a SharePoint site or a web storage

location.

17.1.1 INSERT A PICTURE

Let’s start with a picture that lives on your computer.

On the Insert Ribbon click the Pictures icon.

Layout References Mailing

-

Tables '© ' llustrations

Figure 125 - Insert a Picture

Navigate to where the picture is stored and select it.
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Figure 126 — Choose the Picture to Use
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The picture is now added to the document.

Adding a logo (o thizdocumsnt

T -
tfraining

learn only what you need
when you need

Figure 127 - Picture Added

There are two distinct ways of formatting your pictures. One is via the Picture Tools Format
Ribbon and the other is via Format Picture on a Right click. The right click method opens
a Formatting Task Pane on the right of the screen. Both methods will be covered starting
with the Picture Tools Format Ribbon.

17.1.2 PICTURE TOOLS FORMAT RIBBON

You can change how the picture looks by using the Picture Tools Format Ribbon that pops

up when you add a picture to your document.

17.1.3 PICTURE STYLES
Click on the picture and apply one of the styles from the Style Gallery.

e e
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Figure 128 — Apply a Picture Style

Once you have chosen the main style you can then make further changes.
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Add a border — pick a colour and a border style
Add picture effects — reflections, soft edges etc.

Choose a layout for your picture which combines text and the image itself.

17.1.4 CHANGE THE BORDER

You can change the border colour and line style of a picture — either modify the border

applied or apply your own.

=

! traini ng:,:|
|
|

Figure 129 — Modify the Style

17.1.5 PICTURE EFFECTS

To add an effect, select from the list.
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Figure 130 — Add a Picture Effect

I have chosen a glow effect. Experiment with all the different options to see which ones

you prefer. There are too many to display them all here.

93



WORD 2016 IMAGES

17.1.6 PICTURE LAYOUT

You can apply a Smart Art layout to your picture like this:

1 Patarwdd . Mo
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Figure 131 — Apply Smart Art Layout

There are several to choose from. Once you have applied this to the picture it turns into a

piece of Smart Art and can be edited like any other Smart Art item.
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17.1.7 RE-SIZE

Sometimes when you add a picture it will be too big and you need to resize or rotate it.

Click on the picture to activate it and then click and drag the diagonal double headed

arrow in the direction you want to resize. Inward to make smaller, outward to make larger.

0. - /,L
el =1 [Thell 0
tfraining | traning

learn only what you need learn only what you need
when you need I1 ) when you need T S

Figure 132 - Click and Drag to Resize

17.1.8 ROTATE

To rotate the image, click the circular button that looks like curly arrow and drag in the

direction to rotate. Stop when you have the picture where you want it.

NS/
el
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%U’:.'%_ Iy,
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Figure 133 — Drag in the Direction to Rotate

17.1.9 POSITION AND TEXT WRAPPING

You can use Word’s Position option to place the picture relative to the page and control
how text wraps around it. You can also use only the Text Wrapping option when you want

to control how the picture and its surrounding text behave relative to each other.
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17.1.10 POSITION

Select the picture and click on the Position icon on the Picture Tools Format Ribbon. Select

the position you want to apply — these are relative to the page.

z Picture Border ~
~ | && Picture Effects ~

E

& o Position Wrap Bring Send Sel
7e, Picture Layout » - Text - Forward - Backward
Ta Ihine with Text ange
2 1 13 1o 14 | 15
[
With Text Wrapping

] (] (]
(] (] (]
[as] (o] ]

H More Layout Options...

Figure 134 - Picture Position

17.1.11 TEXT WRAPPING

Text wrapping controls how the text behaves when there is a picture in the middle.

R |4

Position | Wrap | Ering Send  Selection Align
x Te{%v Forward = Backward Pane =

% In Line with Text

15 i .
bo Square

Tight

Through

~  Top and Bottom
Behind Text

In Front of Text

(-

T More Layout Options...

Set as Default Layout

Figure 135 - Set Text Wrapping Options
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Style What it does

In line with Text

This is the default
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i
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Style

What it does

Through

"consdarable sicreas” in Munich. TI'E-TIIJ"EI\.‘-'HQ flarch, Mozar was summanes] b
Wignna, where his smployer, Archbishop Collafedn,
was altending e celebralions for the | —esson of
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offesdled when = Calloreds reated Rm as
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bt in & grossly
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Mozart decided to sette in

COMpOSET.
The quamsl with the archbishop

This is like Tight,
however, if you have
added a picture

that has an irregular
shape with wrapping
points that are not
square, the text

will appear to flow
through the image in
to the white space.
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Style What it does

Behind Text
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17.1.12 ARRANGE PICTURES

You may wish to align pictures to each other or to the page or perhaps you need to put one
on top of the other and you want to be in control over what goes where. Use the Arrange

group to accomplish this.

L} ) 2\
] (] Ok le
Position Wrap  Bring Send  Selection Align Rotate
2 Text ~ Forward - Backward - Pane = 2

Arranae

Figure 136 — The Arrange Group

We have already seen the Position and Wrap Text options so let’s understand what the other
y p p

options do too.

When you add several pictures shapes or SmartArt to a document they will sit one on top
of the other in a stack. Each picture or shape is in a different layer in the document — so
sometimes when you click on what you think is the shape you want one of the other shapes

appears to be selected.

You can move the shapes up or down one layer at a time within the stack of shapes using

the Bring Forward and Send Backward icons.

Figure 137 - Stacked Shapes

Here are three shapes stacked in the order I created them. To send the yellow arrow behind
the orange shape I can click the Send Backward icon and choose Send Backward — this will

put the yellow arrow behind the orange shape and in front of the blue one.



Figure 138 - Yellow Shape Back One Level

The Send behind text option will send the shape behind any text.

sad in May: Mozart attempted to :~:ign |
‘mission was granted but iri a grossly ins
issed literally "with a kick in the’arse”, a
d, Count Arco. Mozart decided to settle
)oser.

Figure 139 - Send Behind Text

The bring forward and bring to front work the same way just in the other direction.

17.1.13 SELECTION PANE

This opens up a selection pane on the right-hand side of your screen with a list of all the
images/shapes in the document. You can show or hide individual shapes (1), show or hide

all shapes (2) or move them backwards and forwards (3) by clicking on the relevant icon.



WORD 2016 IMAGES

ED If 7 2N ElHeight 241em 2
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Rectangle 2 _—
I Picture 1 _—

Figure 140 — The Selection Pane

17.1.14 ALIGNMENT

Often pictures or shapes need to be aligned with each other or with other elements in the
document. In the explanations that follow I have used the term Shapes, however this applies

equally to pictures that are floating in front of text.

Alignment type What it does

T o Lines all shapes up to the

Align Left left margin.

Figure 141 - Align Left
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Alignment type What it does

Align Centre ' ' ] Lines all shapes up to their centers.

Figure 142 — Align Center
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English for 16 p
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Alignment type

What it does

Align Right

Lines all shapes up to their
right margins.

Align Top

Lines everything up along the top
edge and places them on top of
each other.

Align Middle

Lines everything up in the middle
and places everything on top of
each other.

Align Bottom

Figure 146 — Align Bottom

Lines everything up along the
bottom edge — may place things
on top of each other.
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Alignment type What it does

This distributes the shapes across
| - o the page. If you have ticked Align
Distribute .y A - Y to Page, then they will be spread
Horizontally A — 'A — across the width of the page
equally distant from each other as
in the image on the left.

Figure 147 - Distribute Horizontally
Relative to Page

Distributes the shapes vertically
across the page if you have Align
Distribute & | to Page ticked. If you have align
Vertically to margin ticked it will distribute
vertically down the page in
relation to the margins.

Figure 148 - Distribute Vertically

Align to Margin

v Align Selected Objects

v Use Alignment Guides % Use Alignment guides to help
Use Alignment Vians Fridlim e aligning shapes — when dragging a
guides Use Alignment Guides shape it shows a line on the screen
Turn on guides that can help you so that you can line things up.

align objects in the document.

- o s ma— Shows gridlines in the background
View Gridlines HHHH e H— of'the page so tha‘it )./ou car\ line
(5111 b o things up - the gridlines will stay

visible until you switch them off.

Figure 149 — View Gridlines
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17.1.15 ROTATE A PICTURE

M anare % £

' -Fi 51093 em 2
I'"h e ara

‘% PP e | N
“k Rotate Right %0°

4> Rotate Left 90°

= Flip Vertical

[

Flip Horizontal

T More Rotation Options...
Figure 150 - Rotate

Select the picture and then choose from the list of options under the Rotate group. You

can also drag the circle that appears on the page and the picture will rotate.

Figure 151 — Rotate by Dragging

17.2 PICTURE CORRECTIONS

There are various options available to you when it comes to changing how your photo looks.

File Home Insert Draw Design Layout

EE| . |::| =] Compress Pictures

l:| Change Picture
Remove Corrections Color  Artistic
Background - +  Effects~ I=]Reset Picture -

Figure 152 — Adjust the Picture
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17.2.1 REMOVE BACKGROUND

I have a photo of the Houses of Parliament in London taken from the other side of the
River Thames. I want to keep just the part showing Big Ben. I use Remove Background
to do this.

First, I insert the photo and then with the photo selected, click on Remove Background.

The following icons appear.

Figure 153 — Remove Background

Click Mark Areas to Keep or Mark Areas to Remove and then drag the little circles to resize
to the size of the image you want to keep or you can also draw using the pencil icon that

appears when you click Mark Areas to Keep.

Figure 154 — Drag to Mark Area to Keep or Remove
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When you have finished marking it up, click Keep Changes and your image has been changed.

Figure 155 — Background Removed

17.2.2 PICTURE CORRECTIONS

Sharpen or soften the picture and adjust the contrast using the Corrections button.

Horne | Insert | Drarwe | Diesign

Curractiuns*[‘} j Compress Pictures
Sharpen/Soften

ﬂrighuw.uﬁ_mth asl

B A
e e g

cture Comrections Options...

ki

RN
i. -I -'-I I -'-I n'1

Figure 156 - Picture Corrections
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17.2.3 COLOUR

Apply a colour wash to your picture using the colour button. Pick the one you want and

see it applied to the picture you have selected.
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Figure 157 — Colour Wash Applied

17.2.4 ARTISTIC EFFECTS

Change the way your picture looks by adding artistic effects to it.

Figure 158 — Add Artistic Effects

Try out all the options and see what you can do. Apply a colour wash and artistic effects —

you can get really creative.
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17.2.5 COMPRESS PICTURES

When you use photographs, they may well be very large in size. This will increase the
overall size of the document when you save it. Use Compress Pictures to reduce the size of
pictures in your document. You decide whether to compress just this one picture or all of

them and what kind of resolution to go for.

Before compressing the pictures my document properties are showing the following having

saved it first. Click on the File button and then Info.

compnas skt - Wond

Info

COMmpress pictunes Iz

s Han ngrargany- myahsrepoickacm s parmsal s chel ey {asal fhartianongmuizen: com s Dazomarh < Bzatzozn « Wend 1008

Protect Document Prope lies -
.—:.' Corro il Tppes o Chamipes peaple (o maes 1o 1hes Soluanenl Corm 1.134E
Fntect
Iarumsnts Fages E
Wl I
Tatal Ezitng Time B Adimibes
Al Inspecl Dooumenl THe Al
Bz zushthing 1= fils, b ssnn that k commn Tods Arid g

Figure 159 - File Properties Showing Size Before Compression

I now click on Compress Pictures

Compression options:
|:| Apply only to this picture
Delete cropped areas of pictures [%

Resolution:
O High fidelity: preserves quality of the ariginal picture
O HD (330 ppi): good quality for high-definition (HD] displays
O Print (220 ppil: excellent quality on most printers and screens

@ “Web (150 ppi: good for web pages and projectors;

O E-mail (26 ppi}: minimize document size for sharing
O Use default resolution

Figure 160 — Compress Picture Options
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Remove the tick from Apply only to this picture if you wish to compress more than one
picture. Also, delete cropped areas if you have cropped any pictures, this removes the cropped
areas and reduces the file size. Next decide which of the picture resolutions to use. I have

chosen Web (150 ppi) and then click OK.

Having applied the compression, make sure to save the document to apply the changes
and then check out the Document Properties to see if the file size has reduced. You can

see that mine did.
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FHpE T i rg e - share o T.00m o personal « cheley foned Hstoan ngungen: 2om = Uncamenks = Bzosbonn = Werd A6

Protect Dooument Progerlies -
Conbol what bypes of charges peop e zan maez o the docomend Sk ZTE
Frutecd i
Daruma - Pages ¥
Wik
Tekst Eoitng Tine & Winctm
A7 Irepect Docurmert Trtke Addl sl
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Figure 161 — Reduced File Size

17.2.6 CHANGE PICTURE

If you need to change the picture use this button and your picture will be changed. If you
resized the picture, then the one you change it for will keep the same size and style you

already applied.

17.2.7 RESET PICTURE

If you don't like any of the changes you made to the picture, click Reset and it will go
back to the original.
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17.2.8 RESIZE PICTURE

The last group of icons on the Picture Format Ribbon are the resize icons. Handy if you
need your pictures to be a certain size. Or perhaps you have made one picture a certain
size and you want all the others to be the same. If you set the size using the dialogue box
here, you can guarantee all your documents pictures will be the same size. This means you
don’t have to drag the edges around on your picture and you can be confident that all
match to the same size.

I

'-|=|' % [|Height: (2123 em

Crop = width: 1592 cm -

]

Size
[

Figure 162 — Change Height and Width

Click into the boxes and type a value. The picture will resize. You can also select several

pictures and resize them all at once.

17.2.9 CROP PICTURE

Another way to resize your image is to crop the sections you don’t want.

Click on the picture and click on the dropdown under the Crop button. Select the way

you wish to crop the picture.

£ Share Y1)

\ '-|=|' % [| Height: 565 cn

e CT‘F’ ﬁWidth: 7.38 cm
H Crop
[ CroptoShape »
Acpect Ratio  »
s Fill

{alf Fit

Figure 163 - Crop Options
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When you click Crop, black lines appear around the picture and you can drag in to
remove unwanted areas. When you click away from the picture the areas you wish to crop
will disappear. Make sure to click on Compress Pictures and tick Remove Cropped areas
of the picture. Otherwise the cropped areas stay in the document and contribute to the

document size.

Figure 164 - Drag Black Handles to Crop

American

is currently enrolling into its
Interactive Online programs:

» tuition starting at $155 / month
» Interactive Online education

» study without leaving your home
> visit to find out m¢

Note: LIGS University is not accredited by a
nationallgr recognized accrediting agency listed
by the US Secretary of Education.

ore info here.
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Crop to Shape allows you to select a shape and then crop the image into that shape.

Wed

O P 2

Vg Tl Wi ez Mo Prc ¥

r— i kil & il
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R ke BB 150 o
*RL myes Layaai - < § - Baget o
I E o & oo
=, a2 1 R ¥ " ' A e e [—
s Py v OO
I w-

Iwic Sugpet

Lt Surleiiy Bubblik

Hrorg

Figure 165 - Crop to Shape

17.3 FORMAT PICTURE WITH THE TASK PANE

As I mentioned there are two ways to get to the picture format options. We have seen the

Ribbon in action, now it is time to see the other way of working.

To get to the Picture Format Task Pane, Right click on the picture and click Format Picture.

Hyperlink...
Insert Caption...
Wrap Text k

Size and Position...

e tf B @ g

Format P[ctur?\\i

Figure 166 — Right Click to Format Picture

14



WORD 2016 IMAGES

The Format Picture Task Pane opens with several tabs across the top.

Format Picture vy X

OO 8 e

I Shadow

I Reflection
Glow
Soft Edges

3-D Format

= TR

3-D Rotation

I Artistic Effects

Figure 167 — The Format Picture Task Pane

Expand each of the options to see everything you can do. Click on the icons at the top to

get between the different sections. In the picture above the Effects icon is showing.

17.3.1 FORMAT PICTURE FILL

Format Picture v X

O OB e

4 Fill

* Mo fill
Solid fill
Gradient fill
Picture or texture fill
Pattern fill

4 Line %

* Mo line
Solid line

Gradient line

Figure 168 — Picture Fill

Here you can apply different fill effect or border line effects.

15
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17.3.2 FORMAT PICTURE EFFECTS

Change the effects such as apply shadow or glow — expand each of the sections to see the
full list of options.

%ormat Picture CR

$H O E e

4 Shadow
Presets D -
Colar & el
Transparency |
Size I
Blur I

Angle I

anf o] {ar|fan]fan

Distance F

[ Reflection

I Glow

I Soft Edges

[+ 3-D Format

I 3-D Rotation
4 Artistic Effects

Artistic Effects %

Figure 169 — Format Picture Effects

116



WORD 2016 IMAGES

17.3.3 PICTURE TEXT

The top half of this Task Pane relates to text boxes. The bottom half is about adding Alt
Text. Alt Text should be added to any pictures in a document. This is the text that a screen
reader will read when a person with visual difficulty reads a document. It is one of the

things that makes a document accessible.

Format Picture vy X
OO o

4 Text Box
Vertical alignment
Text direction

shape to fit text

Allow text to overflow shape

Left margin 0cm
Right margin 0cm
Top margin 0cm
Eottom margin Ocm

Wrap text in shape

4 Alt Text
Title G
Eridge in Guillin

Description

Tranquil picture of a bridge in the
Chinese town of Guilin]

Figure 170 - Format Picture — Text
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17.3.4 PICTURE CORRECTIONS

In this Task Pane you can apply colour corrections, crop, and sharpen/soften.

Format Picture > X

e :
Y] ]: [

4 Picture Corrections
Sharpen/Soften

Presets Ed ~

3
[

Sharpness i
Brightness/Contrast
Presets ¥
Erightness i 0%

Contrast i

[=
]
o=

I Picture Color

I Crop

Figure 171 - Colour, Corrections, Crop
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18 ADDING SHAPES

Adding shapes to illustrate a point or to enclose text is something that you may find yourself
doing fairly often. So, in this section we will see how to add a shape and change the way

it looks.

18.1 ADDING A SHAPE

On the Insert Ribbon click on the dropdown under the Shapes button and select the shape

you wish to insert.

bd L K2 T 1l @, @

Pictures Online Shapes SmartArt Chart Screenshot g 1, Ad,

Pictures
RBEMW Used Shapes
BxNO0OAL L oM
RTA RS
Lines
NNSNLTLL2RRNGS
Rectangles
e o
Basic Shapes
\LIAOQO0O®
JOr L7 SOB0
QU™ C D

Q0 )
Block Arrows
PN OTELPR IS
g unonD > B AMN
DA

Equation Shapes

Ll =]

Howchart
O0<esOolbgecay
CUONAGBX ¢ AVAD

Qo

Stars and Banners

WP AGUOBESEHE
£ T gk E [T IR

Callouts
LOOSO00AIAId: A r
¢ A0AD dO

E New Drawing Canvas

Figure 172 — Insert a Shape

Draw out the shape on the page. Use the plus to drag out the shape to make it larger

or smaller.

_|_

Figure 173 — Draw the Shape

Note that the shape will be filled in — this is the default setting.
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18.1.1 APPLY A STYLE

ADDING SHAPES

Shape Styles include fill colour, border style and shape effects all rolled into one. The colours

are from the document colour palette. However, you can choose more colours. Click Shape

Fill and select the colour you want.

. | Lashaperil-

Theme Styles

clelclciciclck
TILELT
aooc a
CEEEEE
ECEELLE
PH;J_J\_J J@

Abc Al

: Al ‘ (
EEEEEEE
Gy Gl 5 S
fone
ﬂ 9
B0 e
Abe n ! "
v

Other Theme hills

[Z. Shape Outline~
Q2 Shape Effects -

w WordArt Slyles

------------------

31

Figure 174 — Shape Styles

18.1.2 CHANGE THE SHAPE FILL OUTLINE AND EFFECTS

£ Shape Fill -
E Shape Outl
L# Shape Effects ~

ine~

P

Figure 175 — Change Shape Attributes

To select a different fill colour, click the dropdown arrow and choose from the options offered.

To change the shape outline, click the dropdown next to Shape Outline and choose from

the options listed.

To add effects like shadow and 3 D click the drop down next to Shape Effects and choose

from the effects on offer.

Try out different things to see what they do. You can always undo.
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18.1.3 DRAWING TOOLS FORMAT RIBBON

Once you have drawn out a shape, you will see the Drawing Tools format Ribbon.

B®03-mDaf «

Figure 176 — Drawing Tools Format Ribbon

Most of the tools are familiar from formatting pictures, however there are a few tools which

relate to shapes and some that relate to text boxes.

18.1.4 INSERT MORE SHAPES

This group of tools at the left of the ribbon helps you to insert further shapes, draw text

boxes, or to edit the shapes you have.

E~~\Oo0O
AL L G-
2 Ut Y s

Insert Shag

Figure 177 — Draw New Shapes
Click on the shape you want to add and draw it out on the page just like the first one.

18.1.5 EDIT A SHAPE

Sometimes you insert a shape and you realise that it is not the right one. Simply change

the shape by choosing one from the drop-down menu under Edit Shape.

|
=" Edit Shape ~ )

-

LT;} Change Shape »

{. EditPoints [y
shag

Figure 178 — Edit Shape

Here you can change the shape or edit the points of the shape. You might edit the points

if you want text to flow around and into the shape.
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18.1.6 EDIT SHAPE POINTS

Figure 179 - Edit Shape Points

Click on Edit Shape Points and then drag the little black boxes on the corners in or out —
you will see the four-headed arrow and some guide lines. When you have finished creating

a new shape, click away.

18.1.7 ARRANGE AND SIZE

These two sections are the same as for pictures. See the sections on Alignment (see page 98)

and Resizing Pictures (see page 91).
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ADDING SMART ART

19 ADDING SMART ART

What is Smart Art I hear you ask? Well it is one of my favourite things in Microsoft Office.
Smart Art is a great way to turn boring bulleted or numbered lists into an appealing and

visual graphic. Smart Art is available in all the Microsoft Office programs and is particularly

useful in both Microsoft Word and PowerPoint. No more boring lists.

19.1 DIFFERENT KINDS OF SMARTART

There are various types or categories for Smart Art — you will find them on the left of the

Insert Smart Art dialogue box. To get here, click the Smart Art icon on the Insert Ribbon.

Eljg‘?@l lﬁ II (o B3

Pictures Online Shapes SmartArt Chart Screenshot

Pictures

-

INustrations

Figure 180 - Insert Smart Art

-

Choose a SmartArt Graphic

2 Al

1= List

Process
Cycle
Hierarchy
Relationship
Matrix
Pyramid
Picture

Office.com

SBEPOE MG E

List
=I=] "l: |:||;| =
55| & oo —
— .
= - e
El—rz_l: R #—mm—— 2: T
::_ 8= 8- I
== gy e vy
e éﬁé

==

)

Basic Block List

Use to show non-seguential or grouped
blocks of infarmation. Maximizes both
harizontal and vertical display space for
shapes.

Cancel

Figure 181 — Smart Art Categories
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19.1.1 ADDING A SMART ART BULLETED LIST

On the Insert Ribbon click on the Smart Art icon and choose from the List Category.

Choose a SmartArt Graphic

= E2EE OEE Ees A
All
E]
=) n = L= = Cll
= = [E — =
2% Process 1 O= = ® |
fF Cycle = [=T= = o
e —— — EE=E_ BEE —
ierarchy = l;:: i —Ez;z
BEd Relationship - I -
ﬁ} Matrix - I |§||;||;| - ‘ - ‘ .
Pyramid
é )’ F—— — — Basic Block List
Picie —’— = Q = e Use to show non-sequential or grouped
B Officecom = = == blocks of information. Maximizes both
horizontal and vertical display space far
= = -[=1= shapes.
E ===
© EEE =
W
ok | | Ccancel

Figure 182 — Add a List Category Smart Art

One you have made your choice the initial Smart Art will appear on screen ready for you

to input the text.

TURN TO THE EXPERTS FOR
SUBSCRIPTION CONSULTANCY

Subscrybe is one of the leading companies in Europe when it comes to innovation
and business development within subscription businesses.

We innovate new subscription business models or improve existing ones. We do
business reviews of existing subscription businesses and we develope acquisition and

retention strategies.

Learn more at linkedin.com/company/subscrybe or contact
Managing Director Morten Suhr Hansen at mha@subscrybe.dk

SUBSCRYBE - fofle fifur
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You can type in the shapes on screen or in the drawer that appears on the left. If the drawer
is not visible you can click the little arrow on the left margin of the Smart Art. When typing

in the drawer, pressing enter will give you a new shape to type into.

SMART ART

Type your text here X

® Clickthe Smart Art button
= Choose a category
* Select the style of list

® Start typing in the shapes or in
the drawer on the |

Drawer to type in. Press Lot

entef and a new bullet and

shape is created - expand /*'

or cdllapse the drawer

Vertical Curved List

Use ta show a curved list of information,
To add pictures to the accent circle
shapes, apply a picture fill.

Learn more about SmartArt graphics

Figure 183 — Build your Smart Art

19.1.2 THE SMART ART DESIGN RIBBON

BS08-00 a @ -

Draw  Design  Layou

Developer  NitroPra 10

t
1Add Shape + « Promote T Move Up Bl — == == 7 £ #
|:-|Add Bullet > Demote Moue Down HHﬂ I#I o _ 1 |
(==1| A=< Cchinge
[TextPane & Righttoleft <= Layout
e

Ureate Graphic Layouts

Figure 184 — Smart Art Design Ribbon

19.1.3 TO ADD MORE SHAPES TO THE SMART ART WHEN WORKING
IN THE GRAPHIC

Click on the shape next to where you want the new shape to appear and then click on Add
Shape on the Ribbon — choose whether to Add Shape After or Before

T_—I Add Sha Promaote
pe
(g  Add Shape After te

5 Add ShapeBefore  tols
aph

Figure 185 — Add Shape Before or After

Some of the options may not be available, they will come alive when you add a Smart Art
Shape that they relate to.
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19.1.4 PROMOTE AND DEMOTE SHAPES

This option allows you to change the level of a shape. If you have chosen a Smart Art style

that has more than one level, you can promote or demote the shapes.

In the picture below I have demoted the shape that said Select the Style of list — it is now
a bullet point under the shape above.

SMART ART

Click the Smart Art button

Start typing in the shapes or in the drawer
on the left

Figure 186 — Demote a Shape

19.1.5 RIGHT TO LEFT

This changes the direction of the graphic. See below:

SMART ART

Click the Smart Art button
O.

Choose a category

= Select the style of list

Start typing in the shapes or in the drawer
on the left

Figure 187 — Change Direction

126



WORD 2016 ADDING SMART ART

19.1.6 MOVE UP MOVE DOWN

These buttons move the selected shape up or down your list.

19.1.7 LAYOUT
This icon will become available if you have a Smart Art shape that it relates to and for

which you can change the layout.

19.1.8 CONVERT A BULLETED LIST TO SMART ART

19.1.9 LAYOUTS

This gallery of icons gives you the choice of applying a different layout. Sometimes the
layout you pick is not quite right for the point you need to illustrate. Change it and see

how it looks by selecting one of the other styles from the gallery.

SmarlAit Styles

- 8 S = —— HEEH
-i= 3 - EER £F JUU I TN IO O IO AT R N,
i -

w-o- 0-6-0- = olale
++ BEE ggg
[ BB =

E=E =

= = [E = CEEn
EZzD [E=D [_H-
= = L

il 2R = £ &
EE ® = BEEE
EH © BB B8

T More Layoute.
Click the Smart Art button

Choose a category
Select the style of list

Start typing in the shapes or in the drawer on the left

Figure 188 — Change the Layout
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19.1.10 CHANGE COLOURS

If you need to change the colours of the Smart Art graphic the Change Colours button

gives you a selection of pre-set colours from the theme of the document.

S— 4= | . = > b 3 > b
N . ® Il Ne ) ¢
= | CEm— = é:oh;nge: £ ¢ om==ge __No RO
ol
Layouts Primary Theme Colors : tArt Styles
2‘|‘1‘|‘§-\-1--2-|-3-|-4‘|‘5% % :E il-o-\
Colorful
iy — ) [ — QC_
JE— E— —
o m —
Accent 1
o—/— Ig o o : |
o Qe | O |
E S — — 4 » ‘
Accent 2 3
‘:l =F:J— (“— -!,—
SMART ART  sccems
o eem—] e, [
\ T (e— Co— y

Choose a category
= Select the style of list

Start typing in the shapes or in the drawer
on the left

Figure 189 — Change Colours

19.1.11 CHANGE THE COLOUR OF AN INDIVIDUAL SHAPE

To change the colour of one of the shapes in the Smart Art, click on the shape and use the

Format Shape Design Ribbon that appears to make your changes.

Smartart Tools

10 Design Format

A Tewt Fill ~

Figure 190 — Smart Art Shapes Format Ribbon
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19.1.12 SMART ART STYLES
Here you can change how the whole graphic looks by applying shadow or bevel effects.

Have a go and see what you like.

Best Match for Document

} ) d
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Figure 191 — Smart Art Styles

If you have made lots of changes to your Smart Art and want to get back to where you

started from you can click on the Reset Graphic icon.

p=

Reset
Graphic
F‘.Rset

Figure 192 — Reset Graphic

19.2 ADDING A PROCESS CHART
The process for adding any type of Smart Art is the same. On the Insert Ribbon click on

the Smart Art icon and choose the style. Here is a process chart.

CPROCESS CHART

\% O

[kl

Step Step Step
one Two Three

L

o O Q

Figure 193 — Process Chart

Use the same techniques to edit, change, recolour your Smart Art.
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19.3 CREATE A HIERARCHY OR ORGANISATION CHART

One of the Smart Art types that is used often is an Organisation Chart or Hierarchy.

The step to add it are the same as for the other types of Smart Art. However, there are
more options when added shapes and levels.

b1l

e et - - I e a
e e b O S ORI =

.......

ORGANISATION CHART HEIRARCHY

-
1 2 3 |

Figure 194 - Create a Hierarchy

19.3.1 TO ADD A SHAPE

Select the shape that is the parent and click on Add Shape, select from the options and

away you go.

19.3.2 LAYOUT

With a hierarchy, you have options of how the Layout looks. Where the shapes hang from —
are they on the left or the right etc.

File Home Insert Drraw Design Layout R

17 Add Shape ~ € Promote T Mowve Up
Add Bullet = Demote Mowve Down =
[ ]TextPane & Rightto Left =2 Layout~
Create Graphic | = Stand¥d

= S Both
,_, E? Left Hanging
% 'T';'E Bight Hanging

Figure 195 — Change the Layout

All of the other Smart Art options work the same way as for other types of Smart Art.
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20 ADDING A CHART

Sometimes you need to add a chart to your document. Perhaps you need to show information

over time, or a visual summary of sales.

20.1 TO ADD A CHART
On the Insert Ribbon click on Chart and then select the type of chart to add.

Insert Chart

All Charts

™ Recent TN P . -
| COm €
Templates '-\____k'l l\;d "\._<' o I@

Column
Line Pie

Pie : Chan T
ol
Area

XY (Scatter)

Stock

Surface

Radar
Treemap
Sunburst
Histogram

Box & Whisker
Waterfall

Funnel

FIECEFGAXBERSMHGE E

Combo

Cencel

Figure 196 — Choose a Chart Type
Once you have made your selection a sample chart is added to your document with a

spreadsheet floating on top. Add the information to the spreadsheet and see the chart

update in front of you.
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Sales

Figure 197 — Add Data to the Chart
The chart is updated in the document as you type (1).
Add your data to the floating spreadsheet (2).
The Chart Design Ribbon appears where you can change how the chart looks (3).

When you have finished adding data to your chart, close the spreadsheet and you have a

chart in the document.
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21 ADDING A SCREENSHOT

If you write training materials or need to show your helpdesk what your screen looks like,

you can insert a screenshot direct from the Insert Ribbon.

When you click on Screenshot in the Insert Ribbon you will be offered a veiw of each

window that you have open so that you can choose from where to take the screenshot.

Mailings Review View Developer Mitro Pro 10 Q Tell mew

I 4 ﬁ Store ‘qg.n" e % E I:TI_EI
nart Screenshot > My Add-ins - Wikipedia = Online Hyperlink Bookmark Cross- | Ci
= Video reference

Available Windows Ce
R

Screen Clippin
B+ Liipping %

Figure 198 — Choose the Document for the Screenshot

If you select one of the windows it offers, a picture of your screen will be inserted. If you

want to take a picture of just a section of your screen, click Screen Clipping.

The screen will go grey and you will see a black cross. Click and drag over the section of

the document you wish to clip.
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Figure 199 — Drag over the Area to Clip

SMS from your computer
...oync'd with your Android phone & number

Go to

BrowserTexting.com

and start texting from
your computer!

Pt ] pmdnder 2

COSEAS S0 DT mE,

MacBook Pro
L —

@ BrowserTexting
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22 ADDING ONLINE VIDEO

This is a new feature in Word 2016.

In a document that you are going to store online you can add video which will play right
there in the document.

Place the cursor where you want the video to appear and then click Online Video on the
Insert Ribbon.

veloper Mitro Pro 10 @ Tell me what you want to do
A e i i ine -

ACTOEDEIEE 4 A Zomwn

= "-\"‘" g E"}gDate&Time
nline | Hyperlink Bookmark Cross-  Comment Header Footer Page Text Quick WordArt Drop )
ideo reference A *  MNumber~ Box~ Pars~ - Cap [ Object ~
ledia Links Comments Header & Footer Text
FOS LI SN TR U LA ST SN I L - N T | NI b A O AR LN LRy,

Insert Video o @

> Bing Video Search

Search Bing
Search the web

YouTube

S ; : : ow to create a Zoom in PowerPoint
The largest worldwide video-sharing community!

B=

From a Video Embed Code
Q Paste the embed code to insert a video from a web ‘ [ hd
site

Figure 200 — Search for the Video
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Then select the one you want and click Insert.

41 BACK TO SITES

Yo

ow to create a Zoom in PowerPoint

[4
[4
o
]
L]
o+
m
Cy
I
5]
E
]

How to creat a
MTrainingSu

Select an item Insert Cancel

Figure 201 - Select and Insert

Once the video is in the document you can style it just like a picture using the Picture
Tools Design Ribbon.

Remember it will only play if you have an internet connection.
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23 HYPERLINK

Hyperlinks can be used to link to another location in this document, to an external

document, or to a website.

The quickest way to insert a hyperlink is to use the Keyboard Shortcut Control + K.

Link to an existing website

Link to: Text to display: | Type the text to djsp]ay here | SaeenTip..
i) Lookin: || | Word 2016 T~] [B @l [l
‘ist'mg File g it . )
or Web Page Pics for Word ~| | Bookmark..
Current Z " .
. . . . = = 2-Five benefits of helping staff to learn (Autosaved).docx - =
Link to a place in this Folder |2
d P N §] Autotext entries.docx EE
ocument Fieacein This ompress pictures.docx
Document Browsed
. Fages =] picture wrapping.docx
Create a new document - th m [#] picture wrapping.pdf
link creates a new doc 'C,Eateum Hetent @ picture wrapping.pdf
Document Files @g Wolfgang Amadeus Mozart.docx
. 15| Word 2016 Auqust 28.d b
This one turns selected text L ar M pex I s
into a ready made email to g ,““@“‘ I e
send Address
Lo}ie Cancel

Choose where to look for the
document or website to link to

Type the website
address to link to

Pick the document to
link to

Figure 202 — Add a Hyperlink
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24 BOOKMARKS

A bookmark identifies a specific word, section, or place in your document so you can easily
find it again. Maybe you wish to mark a specific paragraph or some text that you want to
revise later, or you may wish to refer to a bookmarked location when cross referencing or

when hyperlinking.

24.1 ADD A BOOKMARK

Select the text, image or location that you want to bookmark and then click Bookmark on
the Insert Ribbon.

T,
ALE
.ﬂa -
Hyperlink Bookmark Cross-
% reference

Links

Figure 203 - Insert Bookmark

Type a name for the Bookmark (1) and then click Add (2). Make sure you tick the box

that shows if it is a text bookmark or a specific location (3).

Bookmark name:

saad ) ) ao0

Sort by: (8 Name
D Location

|:| Hidden bookmarks

Cancel

Figure 204 - Set Up the Bookmark
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24.1.1 NAVIGATE TO YOUR BOOKMARK

To get to the bookmark use the Go To command, press Control and the letter G then select
Bookmark (1) on the left, choose the bookmark to navigate to (2) and press Go To (3).
This will jump to the location you marked.

Find and Replace

Find Replace GoTo

Go to what: Enter bookmark name:

Page ~ | | SmartArt a e
Section )
Line ‘.
Comment %
Footnote ot

Figure 205 — Build the Bookmark

When you create a hyperlink, you can make the hyperlink jump to a bookmark in your

document.
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25 CROSS REFERENCE

When creating long documents, there are times when you need to refer to a section
elsewhere — this is where a cross reference mark comes in. You can reference the page

number of a specific heading.

So, if I want to reference the section on hyperlinks, first I type an introduction to the
cross reference.

This is my introduction, Refer to the section on hyperlinks — see page 137.

Next I need to add the cross reference field — click Cross Reference on the Insert Ribbon
and then make your choices:

Decide if referencing a heading or any of the other options.
Decide if you want to show the page number or perhaps the text.
Decide if it is a hyperlink.

Choose the heading to link to (as I am linking to a heading).
Click Insert.

M e

Cross-reference

Insert as hyperlink |:| Include above/below

Separate numbers with

Reference type: Insert reference to:
9 Heading e Page number |

For which heading: -
To add a shape L% ~
Layout
Adding a Chart
To add a chart
Adding a Screenshot

Addini Online Video o
EBookmarks

Add a bookmark
Mavigate to your Bookmark
Cross Reference
Mailings ¥

Figure 206 — Build the Cross Reference

The cross reference is a field and may appear grey when you click on it. As it is a field you
will need to make sure that all fields are updated before you print because if you move the

heading that the cross reference is linked to, the cross-reference must to be updated.
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25.1 UPDATE THE CROSS-REFERENCE FIELD

Right click over the reference and select Update Field from the floating menu.

This is my introduction- Refer to the section on Hyperlinks — see page 12

Next [ need to add the Cross Reference field — click Cross Reference on th
make your choices —

Paste &tion st
o, e

1. Decide if referencing a Heading or any of the other options
2. Decide if you want to show the page number or pechaps the text 5 o
3. Decide if 1t is a Hyperlink |1 Update Field
4. Choose the heading to link to (as [ am linking to a heading) b EiTE o =4
5. Click Insert "
Toggle Field Codes
Font...
Paragraph...

, Block Authors

15 & 4 >

Mew Comment

Figure 207 — Update Field

25.2 TO ENSURE THAT ALL FIELDS IN YOUR DOCUMENT ARE
UPDATED BEFORE PRINTING

Click on the File Menu then Options.

Word Options

G | g
Ensts @ Change how document content is displayed on the screen and when printed.

Proofing

Page display options
Save | Show white space between pages in Print Layout view G
Language Show highlighter marks
. o | Show document tooltips on hover
Advanced

Customize Ribbon Always show these formatting marks on the screen

Cuick Access Toolbar Tab characters =
Add-ins Spaces
Paragraph marks a
Trust Center
Hidden text abc
Optional hyphens -3
+| Object anchors A

Show all formatting marks
Printing options
| Print drawings created in Word
Print background colors and images
Print document properties
~r=rRirdlvichdarba 1
| Update fields before printing %
T T Update linked data before printing

Cancel

Figure 208 — Make Sure all Fields are Updated

In the Display group make sure you tick Update Fields before printing.
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26 TABLES

26.1 ADDING AND MODIFYING A TABLE

When you have data to display that needs to be set out in columns and rows and formatted
nicely, it is a good idea to use a table. Tables are also useful for holding a list of names and

addresses for use in a Mail Merge — more on that later.

26.1.1 ADD A TABLE VIA THE ICON

__1':"-raw Design Layout References Mailings Review View Developer Nitro Pro 10 Q Tell me what you want to do

il = R : w 3 @ (¢ 9 i [ e ==

3 | @ r\|> 4= I I i ol Store o & > Ej l‘v—l # .

je | Tab) Pictures Online Shapes SmartArt Chart Screenshot & vy Add-ins - Wikipedia Online Hyperlink Bookmark Cross-  Comment Header Footer Page Text  Quick W
k Pictures ~ o Video reference b =  Mumber~ Box~ Parts~

5x1 Table ations Add-ins Media Links Comments Header & Footer

11 o |‘Z‘l‘1-|-§-\-1-\-2-|‘3‘|-4-|-§-\-6-|‘F‘|-8-|-9-\-1C-‘|‘11‘|‘12-|-13-\-14-|‘15‘|-c-|-17-\-18-
[ ([

I
I
EH  Insert Table..

E’f Draw Table g

E['J Excel Spreadsheet

B Quick Tables 3 »

Figure 209 — Add a Table Via the Icon

On the Insert Ribbon (1) click the arrow under the Table icon (2). Drag out the number

of columns you need (3) no need to worry about rows right now.

You can also use the old way of inserting a table (4) which will bring up the Insert Table
Dialogue box. Or if you want a table with specific layout you can draw it out on the page

too (5), insert an Excel Spreadsheet into your document (6) or select from a variety of

Quick Tables (7).
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26.1.2 INSERT A TABLE

To insert a table using the dialogue box — on the Insert Ribbon, click on the arrow underneath
the Insert Table icon and click on Insert Table. Next set up how many columns and rows

you want in the dialogue box and click OK.

EN

able size
Mumber of columns: 5 =
Mumber of rows: 2 =

AutoFit behavior
(® Fixed column width: | Auto =
O AutoFit to contents
() AutoFit to window

[ ] remember dimensions for new tables

Figure 210 — Add a Table Via the Dialogue Box

26.1.3 DRAW A TABLE

Follow the steps above and select Draw Table. You will now have a pencil on the page,

drag out a large rectangle.

Figure 211 — Draw a Rectangle
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You can now continue to draw the lines where you would like the cells to be.

Figure 212 — Continue to Draw the Cell Borders

Are you looking for
an affordable
MBA education?

» tuition starting at $155 / month
» Interactive Online education

» study without leaving your home
» programs in English or Russian

visit to find out more!
=
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26.1.4 DRAWING WHEN YOU ALREADY HAVE A TABLE

When you have a table in your document you can add to it by drawing more lines to

divide up columns and rows.

Click on Draw Table to switch the pencil back on.

M

Draw Eraser D
Table

Drraw

Figure 213 — Draw Table

The Eraser allows you to erase any lines you have drawn that you don’t want.

26.1.5 INSERT AN EXCEL SPREADSHEET

Follow the steps and this time select Excel Spreadsheet — you will see a copy of Excel
inside the Word document. You can now use all the Excel functionality to create your

table/spreadsheet.

[ Document2 - Word =8 ===
Tile  Window

NitaPioT)  Sege et os s o B shae

3 AutoSum A,
v L

o M . A = = £=2)

L oaniat Calibi - - A A - SFWirop Tedt General - # | Normal Bad =
L ., = ‘ a | il Sat & Find &
i e e ElMegeticonie + |2+ % 1 | %8 Goo Neutra
o Sromapsineg B T ML T A B Merge & Cen % % S # Clearv Vaors Gy

Cipbosra 3 Font 5 Algnment § Number 5 sytes ceis Eatting a
A1 - =
SEREE f i YT YRS ENRE LY EXEY IRT O PR I TN I
. & [ e [ E F G -
: ]
d 3
M 4
: s
H 5 =1
7

- 8
5 9
- 10 -
1 Sheat! ®

Figure 214 - Insert an Excel Spreadsheet in Word
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Click outside of the worksheet to get back into the document. Your spreadsheet now looks
like a table.

u | L}
January February  March
12 25 12
14 55 69
165 150 77
| | |
191 230 158
| | n |

Figure 215 — Spreadsheet looks like a Table

If you don’t want to see the gridlines around the data, then remember to tick the box for
Gridlines on the View Ribbon in Excel. The Gridlines will now not show on screen or

when you print.

26.1.6 QUICK TABLES

Select Quick Tables from the drop-down list under the Table icon and then choose one of

the quick styles on offer. Calendar, tabular and various other styles are available.

S | Y S |
I o
I
[T Insert Table..
[ DrawTable T i g i
1 ‘2‘ 3 4 5 é
7 8 9 10 1" 12 13
Ef Excel Spreadsheet el ] L ) e
] QuickTables Jj = =imbs
Calendar 3
Decemt
-—‘wlr\l Munl Tue‘ Wedl Tlll| Fnl l:-“l
Calendar 4 Iy

Tuesday  Wednesday
1 16

Wednesday Thursday
2 17

Thursday  Friday
4 18

Double Table

= ercase Lette

Apha A a Nu N v

Beta B 3 Xi £

Gamma r ¥ Ormicron 0 a

Dela a & Pi n Bl

Epsilor E £ Rho 3 »
Matrix

GtyorTown __PointA Point B Paint ¢ Point D Paint £

Point A —

Paint B a7

Paint G 56 —

Paint D 7 32 a1 —

E

Tabular List

Books 1
Magazines 3 -

Figure 216 — Choose a Quick Table Style
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26.1.7 TABLE TOOLS DESIGN RIBBON

Once you have a table in your document, you will see that there are now two Contextual
Ribbons for tables, Design and Layout. Here is the Design Ribbon.

Bocumentd - Wosd

yout  References  Malings  Reiew  View  Deweloper

Figure 217 — Table Tools Design Ribbon

Here you will find all the tools you need to change the design of your table.

26.1.8 TABLE TOOLS LAYOUT RIBBON

The Table Tools Layout Ribbon gives you the tools you need to change the layout, whether

that is inserting columns and rows or splitting columns, rows, or cells.

Figure 218 - Table Tools Layout Ribbon

26.1.9 ADD COLUMNS AND ROWS

Once you have your basic table, you may need to add columns or rows.

26.1.10 ADD A ROW WITH THE KEYBOARD

The great news is that when you tab through a row and get to the last column, pressing
Tab again automatically inserts a new row. No more counting how many rows you will

need when setting up the table. One row is sufficient.

147



WORD 2016 TABLES

26.1.11 ADD A ROW OR A COLUMN WITH THE ICON

When you need to add a row in a specific location this is useful. You can decide whether to
insert the row above the one you are in, below it, in a column on the right of the column

you are in, or on the left.

+ | ]
Delete  Insert Insert Insert |Insert

- Above Below Left Right

Rows & Columns M

Figure 219 - Insert Rows and Columns

26.1.12 ADD A ROW OR COLUMN ON A RIGHT CLICK

As with anything else in Word, the right mouse click gives you many options for modifying
a table.

EQHX%E B I =7~ L&~ 58 ~F8~ 8 Inseri Delete it:
nelle | Fishel 59A Brent London

Street
hn 34 Cherry London
e ; Tree Lane
narles [ FPasteOptions: 60 OId Chapel | Kingston S
| “D Road Mary

,(D Smart Lookup
Synonyms 3

E‘g Tranzlate

Insert % P & Insert Columns to the Left
Delete Cells... 2 Insert Columns to the Right
E Split Cells... FH  Insert Rows Above
Border Styles 3 m Insert Rows Below
“ﬁ Text Direction... gﬂﬂ Insert Cells...
r|'3| Table Properties...
% Hyperlink...
¥3 New Comment

Figure 220 - Right Click to Add Rows and Columns
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26.1.13 ADDING ROWS AND COLUMNS USING THE PLUS SIGN

Place the cursor on the dividing lines between the two rows where you want to insert

another one and click on the plus sign — a new row will be inserted.

e —
e
{ﬁI}FirstName | Surname | Address | City | Postcode |
lSheIIey Fishel 59A Brent London NW4 2EA
Street
John Jones 34 Cherry London SW11 2EF
Tree Laneg
Charles Dixon 60 Old Chapel | Kingston St KA191QS

Figure 221 — Use the Plus Sign to Add a Row

For a column, place the cursor at the top of the column on a dividing line and click the

plus sign.
| &

FirstName Surname Address City LPostcode

Shelley Fishel 59A Brent London NW4 2ZEA
Street

John Jones 34 Cherry London SW11 2EF
Tree Lane

Charles Dixon 60 Old Kingston St KA191Q5
Chapel Mary
Bnad

Figure 222 — Use the Plus Sing to Insert a Column

26.1.14 SELECTING COLUMNS AND ROWS

You need to know how to select columns and rows if you want to format them or do

things with them.



26.1.15 SELECT A ROW

Take the mouse cursor out to the left of the table into the margin. The cursor will change

to a white arrow pointing at the row. Click once to select the row.

'-i-o
Aol Bo =2 =R A i | Y . City Postcode
! CRULY C EE London NW4 2EA
B I =3~ A By ~ il » & Insert Delete
Jonn ‘ Jones 34 Cherry London SW11 2EF
ﬂ Tree Lane
Charles | Dixon | 60 Old Chapel | Kingston St KA19 1QS

Figure 223 - Click to Select the Row

To select multiple rows, keep your finger on the left mouse button and drag down while

the white pointer is pointing at the rows. Multiple rows will be selected and turn grey.

26.1.16 SELECT A COLUMN

Place the mouse cursor above the column you want to select you will see a black arrow

pointing down at the column. Click once to select the whole column.

o ¥

FirstName Surname Address City Postcode

Shelley Fishel 50A Brent London NW4 2EA
Strest

John Jones 34 Cherry London SW11 2EF
Tree Lane

Charles Dixon 60 Old Chapel | Kingston St KA191Q5
Road Mary

Figure 224 — Select a Column

Selecting multiple columns — when you see the black arrow keep your finger on the left

mouse button and drag across all the columns you wish to select. They will all go grey.
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26.1.17 THE SELECT ICON

%)

52

| H @ EE

2=t

=

t View Properti

Gridlines

Select Cell
Select Colum
Select Row

Select Table

n

Figure 225 — The Select Icon

Choose what you want to select from the drop down.

26.1.18 RESIZE COLUMNS AND ROWS

TABLES

To make a column wider you can drag the border or on the ruler drag the little box to the

left to make smaller or the right to make larger.

For rows, drag the horizontal dividing line up or down or the corresponding box on the

vertical ruler.

Paragraph

]

i

3.4

coafile g 12 B3 - 140 15 @IS

| Sumame | | | Postcode
Shelley Fishel 59A Brent | London NW4 2EA
. . | Street |
John Jones 34 Cherry Tree | London SW11 2EF
Charles Dixon | 60 Old Chapel | Kingston St | KA19 1QS
| Road | Mary
Left top Centre Top | Right Top Text Direction
0—|-|
i | I
Centi )
: entre ; : ® %
Left Middle Middle Right Middle a
o
xerE
=]
(=
Centre =
Left Bottom Bottom Right Bottom | ©
Text Direction

Styles

Figure 226 - Resize Columns
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26.1.19 DELETE COLUMNS AND ROWS

Use the icon on the Layout Ribbon or a right click to delete columns or rows.

R 1 1 - 2. B 3.1 4.0 5 BT ‘ﬁI-S-\‘lC--Iﬁ,z(‘-\-l!-lﬂ-\‘14-|-15-\ﬁ16-|-17‘|-18
=

Arial (Body) ~112  ~| A" A N |:|- [

B Iga.VvA'&va\nsen D4
E3
EirsiName Surname Address City [Bactendna 1
wizaats, ayod oreTeTCe o 26 Gt
ry o Shelley Fishel 59A Brent London By Copy
S‘Q u L:l (EI l:l-) Street ‘D Paste Options:
Delete  Insert Insert Insert Insert John Jones 34 Cherry London Y
- Above Below Left Right Tree Lane |
Rows & o Charles Dixon 60 Old Kingston St Insert b
i Chapel Mary

Delete Columns
Road =
E Merge Cells
EE Distribute Rows Evenly

Distribute Columns Evenly
Border Styles »
Hﬁ‘ Text Direction...

LT‘3 Table Properties...

f,‘: Mew Comment

Figure 227 — Icons Selection or Right Click the Choice is Yours

26.1.20 THE FLOATING TOOLBAR

When working with a table the floating toolbar that pops up when you select something

has the main useful tools for adding and deleting rows and columns.

arial @oc- 12 <[ & w32 - 1= - (- City

B I =%- A~ &-F4- &insert Deletljn\;'m
Susel
John Jones a4 Cherry London
Tree Lane

Figure 228 — The Floating Toolbar — Insert and Delete Options Here

26.2 TABLE DESIGN

Now you have your table in the document, time to make it look pretty and professional.
As you would expect, Word comes with a selection of pre-formatted designs ready to apply
to your table. Added to that you can customise just about any part of it. Add borders and
shading yourself, or use a design. You can also change text alignment, layout and lots of

other things.
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26.2.1 TABLE STYLES

TABLES

Click inside the table and then choose one of the designs from the Table Style Gallery on

the Table Tools Design Ribbon.

FirstName | Surname Address
Shelley Fishel S8A Brent
Streat
John Jones 34 Cheny
Tree Lane
Charles Dixon 60 Old
Chapel
Road

Figure 229 — Table Tools Design

52
v Styles+ i Pen Colors ST painter
Barder i
10 20003 WY TR B

SEEA | —
B Ypt—— - |
- Shading  Border Borders Boder

Postcode
NW4 2EA

SW11 2EF o

Kingston St KA19 1QS

Click inside the table (1) pick a design, you can move the arrow (2) up or down to see

more options. Select the one you want to apply (3). Set Table Style Options (4) add or

remove banded columns and rows and the way the header row is formatted.

26.3 ADD BORDERS AND SHADING TO A TABLE

Borders and Shading can be added or changed cell by cell, row by row, or all at once. There

are several options of how to go about this.

26.3.1 THE BORDERS ICON

| —
Yapt —— -
Shading =~ Border > Borders Border
= Styles = wm—- Pen Color - k Painter

Borders

(6 TSR P R

i ER AR

=]

- “Bottom Border

Top Border

Left Border

Right Border

No Border

All Borders

Qutside Borders

% Inside Borders

Inside Horizontal Border
Inside Vertical Border
Diagonal Down Border
Diagonal Up Border
Horizontal Line

Draw Table

View Gridlines

Borders and Shading...

Figure 230 — Adding Borders
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Click inside the table and select the border options to apply from the drop down under
the Borders icon which is on the Table Tools Design Ribbon. (The borders icon can also
be found on the Home Ribbon).

Borders will be applied to whatever you have selected. So, if you have only clicked inside
one cell, the border options you choose will be applied to that cell only. To apply to a row,

column, or the whole table first select the entity to which you want to apply the borders.

26.3.2 BORDER STYLE

To change how the border looks without using the borders icon you can use the Border

Style options on the Table Tools Design Ribbon.

|
- N ...... .4
V2 pt - —a
Border v Borders Border
Styles ~ e Pen Color - = Painter
Borders ]
171 - 18

Figure 231 - Border Styles

J/ T
Givi Ng <M

“turning the page” ; o
a new meaning 9 N
\_

J
~

B

Download free e-books on the q;,,.

Turn To Bookboon.com [

ﬁ
GAUTRAIN ™ bookbooncom
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Set the line style, weight and pen colour. Then you can apply a border from the borders
drop down and the style will be the one you just set. In the picture below I set the border
style to orange and the weight to 4.5 points, the Pen colour is a bolder orange (1) Now
when [ selected just the top row and chose Outside Borders from the Borders icon, the

new style border has been applied to the top row of the table (2).

= 47 pt e— : Surname | Address . City ! Postcode
5',3 S o R Shelley Fishel 50A Brent | London NW4 2EA
tyles ~ === v FPainter o
Borders ] ‘ Jol:ln - J{)neg . 3& (fherry - __Lonaon ! _S_W1‘T2_EF Al
7.1 18
........ = Tree Lane
[C es Dixon 60 Old Kingston St | KA19 1QS
Chapel Mary
Road

Figure 232 - Set Style and Apply Border

26.3.3 BORDER PAINTER

The border painter paints the border style you chose on the lines that you drag it over.

You have complete control over where the border style changes and can see it happen in

front of you.

Developer Nitra Pro 10 Design Layout Q@ Tell me what you want to do

E——— = 1 .
e e o O s SEEEE O o S B Sy | i:{ai _r‘ s
e e o o ey O o i SEEEE BeEee e ey S By Sae. | Shading Border Borders Border
= Styles - s LZ Pen Color - - Painter
Table Styles Borders P}
FiE s s - ‘1'\‘1'HJ'I""I'Eﬁ'G'I'?‘I'ﬁI'9'\‘10'Iﬁl'l‘IZ'I'13'Iﬂ§4‘l'15‘d'].6‘l'17'|'].8

FirstName : Surname : Address ity : Postcode
Shelley Fishel 59A Brent London NW4 2EA
. . | Street (& 4l
John Jones 34 Cherry London SW11 2EF
| 4 Tree Lane | |
Charles Dixon 60 Old Kingston 5t | KA19 1Q5
Chapel Mary
Road

Figure 233 — The Border Painter
In the picture above I have set the pen colour to a vivid purple. As I click on the dividing

lines between cells, the Border Painter icon appears looking like a paintbrush. The new

border is now painted on to the line I chose.
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26.3.4 SHADING

TABLES

Shading rows or columns or the whole table can be done from the Shading icon. Select the

area to apply shading to and then pick a colour.

KN —

~| - SBt;[::: EPEH Color ~
TI'%meCorors rs
Pl EEEEEER
U

Standard Colors
HE EEEEN
Mo Color

s pt

wy  More Colors...

Figure 234 - Shading

26.3.5 BORDERS AND SHADING TOGETHER

To apply borders and shading together you can use the Borders and Shading Dialogue box.

From the Borders icon, click on Borders and Shading at the bottom and you will see the

dialogue box below.

Borders and Shading

Borders

Setting:

sl || | ) |

Page Border  5hading

Grid

Custom

Style: | Preview

°
: @m

Apply to:
Cell

Click on diagram below or
use buttons to apply borders

Figure 235 - Borders and Shading
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Decide what the border applies to.

Pick a line style.

Choose a colour.

Set the line weight — bigger numbers for thicker lines.

Choose to apply to the cell, or the table.

Apply to individual elements using the icons around the preview.

Click OK when done.

NV s R

To apply shading click on the Shading tab and make your selections there.

Note that you can also apply page borders. Click on the Page Border tab to see how to
do this.

26.3.6 TEXT ALIGNMENT IN A CELL

Set where you want text to be placed in the cell and change the direction of text if you

need to.

{ Tell me what you want to do

BEE A3

= E=EE i: @

=== Direction Margins
H Alignment

[P SRR ERTS [ CNIE - 5 T

Figure 236 — Text Alignment and Direction

You can align the text so that it sits Left Aligned — top middle or bottom, Centre Aligned —
top middle or bottom, Right Aligned top middle or bottom. The Text Direction icon will

rotate the text in 90 degree increments.

Left top Centre Top Right Top Text Direction
o
38
Left Middle Centre Middle Right Middle s
1
$3
=G
o I
g
Left Bottom Centre Bottom Right Bottom
Text Direction

Figure 237 — Align Text and Change Direction
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26.3.7 SET THE HEIGHT AND WIDTH OF ROWS AND COLUMNS

Sometimes you know that you need to have lots of room to type. You can set the height

of the rows and the width of the columns. These settings then apply to all new rows or

columns added.

% | Height: 2 cm sl E

At

e Width: 3cm  ©
Cell Size

—

Figure 238 — Set Row Height and Column Width

26.3.8 AUTOFIT

Set Autofit options for your table.
vy LlE'rEI\.r'..rEI LI WU RO ¥
ED Height: |2 cm .
AutORit 2 width: 3em

= AutoFit Contents 7e

15

T

BES  AutoFit Window
pm  Fixed Column Width

Figure 239 - Auto Fit Options
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Left top Centre Top Right Top | Text Direction
. . 0
Set the table to fit around the contents - if =g
. Left Middl Centre Middl Right Middl B
you type lots of text into a cell, the column i | et g
will widen to fit the text. g8~
2
2

Left Bottom | Centre Bottom | Right Bottom

Text Direction

Rotated text does not work with Autofit

Figure 240 - Fit to Contents

Lefttop | Cantre Topl ‘ Right Top Text Direction

Autofit to the Window - fits to the whole
page -this option will stretch out the columns

ETT]
Lomicde | Contre Midle Right Middle gs
o=

g
Cantrs Bottom Right Bottom

to fit in the page margins. All columns will be g |
sized proportionately

Teat Diroction

Figure 241 - Fit to Window

5=z E:DHEight: 2 cm .

s Width: ﬂ

Cell Size

Fixed Column Width - all columns adjust
based on the width you set, not just the
column you happen to be in.

AutoFit

-

Figure 242 - Fixed Width

26.3.9 DISTRIBUTE ROWS AND COLUMNS

These options will distribute the rows and/or columns evenly within the outside borders

of the table.

EE Distribute Rows

EH Distribute Columns

Figure 243 - Distribute Rows and Columns
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26.3.10 CELL MARGINS

Table Options

Default cell margins

4k

Taop: 0cm Left:  |0.1% cm =

4k

Bottom: |0 cm Bight: |0.1% cm =

Default cell spacing

[ ] Allow spacing between cells |0 cm =

Options

|:| Automatically resize to fit contents

Figure 244 — Cell Margins

These options control how the cells are laid out and what the internal margins are. You can
also set default spacing in between cells and make sure that the cell automatically resizes,
to fit the contents.

26.3.11 SORT YOUR TABLE

Often, as data is entered into a table it is not necessarily inserted in any specific order. To

sort into a specific order use the Sort button.

20 B 22 A

Sort Repeat  Convert Formula
Header Rows to Text

Data

Figure 245 — Sort the Table

When you click the Sort button the dialogue box appears. Set the column you want to
sort by (1) and the order whether Ascending or Descending. (2) Repeat for up to three
levels. If you have a Header row, make sure the circle has a dot in it (3) this ensures that
the heading stays put and does not get sorted with the rest of the data. Click OK when
done (4) and then see your data sorted in order (5).
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i Postcod

| City

~ London

i Address
507 Bren A

Sort by Q
:Swnam .ﬂpe: Te)d: v‘ ® A ding
k Using: iParagraphs v, Oges(ending
Then by
[ v Type: | Text v) @ Asgending
Using: .Paragraphs v O Hestendiin
Then by
] Type: .Text | Ascending
Using: |Paragraphs Hestending
My list has
@ Header row O Nt@der row
:gpt\ons... | Cancel
! Address | City | Postcode
Charles Dixon 60 Old Kingston St | KA19 1QS
Chapel Mary
Road
Shelley Fishel 59A Brent London NW4 2EA
Street
John Jones 34 Cherry London SW11 2EF
Tree Lane
=

Figure 246 — Set Sort Order

26.3.12 REPEAT HEADER ROWS ON EVERY PAGE

When your table spans several pages, it can be frustrating that there is no header row on
each page. For this reason, you can use the Header Rows Repeat button to apply the header

row to every page.

Click into the Header row and then click on the Header Rows Repeat button.

E 1231 | 1 ] &
E =] [ e SH ER
¥ Properties  Draw fraser Delete Insen Insen Incen Ingent Spit Split | AuoFit E=wiw 273cm ©| FF Diswibute Columa
3 Table - Bell Left  Right Cells  Table .

e Draw Rows & Cl Mesge el 5iz

=
FirstName | Sumame Addreas City Postcode | FirstName ' Surmame ' Address . City Postcode

Charles Dixon 60 Old Kingston St KA19 1Q8
Chapel Mary
Road

Shelley Fishel 59A Brent London NW4 2EA
Streat

John Jones 34 Cherry London SW11 2EF
Tree Lane

Figure 247 — Header Rows Repeat
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26.3.13 CALCULATE IN A TABLE

TABLES

How about those times when you want to add up a column of numbers and you want this

to be automatic?

Use the Formula button on the Table Tools Design Ribbon to add up. Set the number

format or choose a function then click OK.

-

Apples 12.00
Bananas 4500
Oranges 35.00
Total Bill for shopping |

|}
Eormula: g

=SUMABOVE]

MNumber format:

Paste function:

Paste bookmark:

Cancel

Figure 248 — Create a Formula in the Table

The numbers are added up. If you change one of the numbers in the list, you will need to

update the formula field so that it updates and changes the total.

S
Item | Cost & Cut
Apples 75.00 By Copy
Bananas 65.00 %y Paste Options:
Oranges 35007 <
Total Bill for shopping 175 g O

| o

e gpdﬂ%ﬁem
Edit Field..

Toggle Field Codes
A Font..

=q Paragraph...

Figure 249 - Right Click to Update the Formula

You may need to do a bit of cosmetic work with formatting of numbers but this will save

you having to get a calculator out!
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26.3.14 CONVERT THE TABLE TO TEXT

TABLES

Occasionally a table is not what you need to display. However, tables are extremely easy

to use for setting out information. Once you have your information set out in a table it is

simple to convert it into a tabbed list.

Developer Nitro Pro 10

§[| Height |0.48 cm EE Distribute Rows

BEEE =

2l

B m f

AutoFit =y 79 i o Text Cell Sort Repeat  Convert Formula
oy Width: |7.95 cm 0 Distribute Columns B
= i EHEE Direction Margins Header Rows to T
Cell Size (F] Alignment Data
redoa #1200 030 -4 5y 6 T 8B 05 10y 1l 1200 430 44 A5 @R HT 0 )
[#

Apples 75.00
Bananas 65.00
Oranges 35.00
Total Bill for shopping

Convert Table To Text

Separate text with
(O) Paragraph marks

() Other:

Convert nested tables

?

©

Cancel

Figure 250 — Convert Table to Text

Select the table (1) click on Convert to Text (2) and then choose what to use as the separator.

It is usually a tab when converting a table.

The data is now showing as a tabbed list.

ltem

Apples

Bananas

Qranges

Total Bill for shopping

Cost
75.00

|65.00
35.00
175.00

Figure 251 — Table as Text

26.3.15 CONVERT TEXT TO TABLE

Sometimes you have text that is set out with tab stops, or divided up in some other way.

You can convert this text into a table.
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Select the text to convert (1) then click on the drop down under Table and choose Convert
Text to Table. Then specify or confirm how many rows and columns and what currently

divides the data (3), then click OK and your data is now in a nice table (4).

Item Cost
Apples 75.00
Bananas |65.00 LR Or@¢  Design  Layout Convert Tedt to Table 7 x
Oranges 35.00 1 )
Total Bill for shopping 175.00 :l _'_|;| ’__é_ Tl size
j¢ | Table Pictures Online Shapes SmartArt Rumber of poumnr:i: {E
ok | IS Pictures - Number of rows
Insert Table ilions e
(®) Flxed column wiatn:  Auto £
O AuloEit Lo cuntents
() AutoFit to window
Separale lext al
) Paragraphs () Commas
@ Tabs Qother: |-
B et Tobe linca
P Draw Table
= (:m!meln%rah\e._ a
B Excel Spreadshect
T Quick Tables
Item Cost
Apples 75.00
Bananas 65.00
Oranges 35.00
Total Bill for shopping 475 00

Figure 252 — Convert Text to Table

The Wake

the only emission we want to leave behind

Low-speed Engines Medium-speed Engines Turbochargers Propellers Propulsion Packages PrimeServ

The design of eco-friendly marine power and propulsion solutions is crucial for MAN Diesel & Turbo.
Power competencies are offered with the world’s largest engine programme — having outputs spanning
from 450 to 87,220 kW per engine. Get up front!

Find out more at www.mandieselturbo.com

Engineering the Future — since 1758.

MAN Diesel & Turbo
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26.3.16 TABLE PROPERTIES

Table properties are where you control all aspects of how a table behaves. It is also where
to go to add Alt Text to tables. This helps make a table accessible to people with a

visual impairment.

File Home Insert Draw Design Layout References Mailings

= M [ [H & R
N I X v
Select = View Properties Draw Eraser Delete  Insert Insert Insert Insert

= Gridlines Table i Above Below Left Right
Table [% Draw Rows & Columns [F] |

Table Properties

Table Bow Column Cell Alt Text

k5] Size
= D % | Measurein: |Centimeters
Alignment
Indent from Left:
H H H |z
Left Center Right

Text wrapping

&

I MNone Around

Table direction
(O Right-to-left (@) Left-to-right

~ EBorders and Shading... Options...

Figure 253 — Table Properties

Here you set alignment of the table in relation to text on the page and set text wrapping

options.
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26.3.17 THE ROW TAB

You can set a specific height for rows in the table and set rows to break across pages if

necessary. You can also set the header row to repeat at the top of every page, so you don’t
have to remember to go and set this later.

: Properties

sle i Row © Column Cell Alt Text

N1
Size

Dgpeciﬁrheight: 0 cm 5| Row heightis: |At least
Cptions

Allow row to break across pages
|:| Fepeat as header row at the top of each page

Previous Row ¥ MNawt Row

by

Figure 254 — Table Properties, Rows
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26.3.18 THE COLUMN TAB

Here you specify the width of the columns and the unit of measure.

Table Properties

Table Row

Column 1:
Size

€ Previous Column

Cell Al Text

Preferred width: | 7.95 cm

~» Mext Column

3| Measurein: | Centimeters |~

Figure 255 — Table Properties Columns

26.3.19 THE CELL TAB

TABLES

Set the vertical alignment for each cell here and the preferred width and unit of measure.

Table Properties

Size
Preferred width:

Vertical alignment

Table Row Column

7.85cm

Alt Text

-

+ | Measure in: | Centimeters e

mii=

-

Top LCenter

Eottom

Options...

Figure 256 — Table Properties Cell
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26.3.20 THE ALT TEXT TAB

TABLES

Alt Text or Alternative Text to give it its full name is used to label objects in documents.

These labels are used by screen readers for accessibility.

Remember to add Alt Text to all your tables.

Table Properties

Table Row Column Cell
Title
Table about shopping

Description

Alternative Text

This table has a list of items purchased with costs and a total.l

Titles and descriptions provide alternative, text-based representations of the
infarmation contained in tables, diagrams, images, and other abjects. This
information is useful for people with vision or cognitive impairments who
may not be able to see or understand the object.

A title can be read to a person with a disability and is used to determine
whether they wish to hear the description of the content.

Figure 257 — Table Properties Alt Text

168



WORD 2016 MAILINGS

28 MAILINGS

When many people need to receive the same document or email message and it needs to

be personalised, or it may have fields that change, then a mail merge is what you need.

28.1 WHAT MAKES UP A MAIL MERGE?

A mail merge is made up of three elements.

Data Source - list of names and addresses or the
data to include

Document or email message - this is the same
for every instance

Merged together to get one document/email
message for each record in the list

Figure 258 — Makeup of a Mail Merge

28.2 THE SOURCE DOCUMENT

Word Document — create a document that can be sent to many different people.

Email message — when you need to create a standard email that goes to many recipients
and each one needs to be personalised or addressed to each individual, then a mail merge

is the way to go.

28.3 THE LIST

You can have the list of the data in:

* A Word table
* An Excel spreadsheet

¢ Qutlook contacts
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28.3.1 THE MERGE

Once you have the list and the document you can go ahead and create the merged document.

28.4 MAIL MERGE FROM AN EXCEL LIST

The first step is to set up your data list in Excel. Perhaps you have inherited one, or it may
have been exported from a database. You may also need to do some cleaning up of the

structure of the data.
In your Excel list, you need headings at the top of each column. Each column represents a
field. A field in the merge document is a placeholder for text that changes with each record.

A record is all the information held about each individual person in the list.

Here is a snapshot of my data.

Data Listalsx - Excel

X cut

Calibi = ¥ M- S WepTal General - |24 | Normal Bad Good Neutral
£ Copy - » == = T consion Forii s B - Inpul ket
e . u-|E-|8-A- =iz @ - Fgs |
& Fonat Painte |10 1 Y - A i ] Merge & Center Y% |~ Toble- L
Cliphoard 3 Font B algnment 0 Humber s Styles
H1 % * EmailAddress.
A B c n 3 F [ H 1 1 K

1 |Title rirsName  Middlelnitial Surname StreetAddress City Postcode  |CmailAddress Teleph Company

2 |Ms. Ruby L Leach 50 Southern Way NURTH KELSEY LNZUYQ  Hubylcach@armyspy.com 07902304865 Leonard Krower & Sons

3 |Mr. Riley L Herberl 45 Copthorne Way  CAMBRIDGE GL26X)  RileyHerbert@armyspy.com 07931366020  The Serendipily Dip

4 |Mr. Harley A White 10 NoftinghsmRd  ADERLLEFENNI SY20 1L HarleyWhite@teleworm.us 07042671526 id Doutiques

5 |Mrs. Bethany  J Edwards 95 Prospect Hill DOYNTON BS30YRL  BethanyEdwards@cuvox.de 070 78084712 Infinity Investment Plan

6 Mr. Jod L Jarvis  65Hamplon Court Rd  SPARSHOLT SOZ18VR  Joellarvis@armyspy.com 07828642991  Greyvoid

7 [Ms. Molly ] Duncan 87 North Road NETHER PITFORTHIE ABI0GCN  MollyDuncan @teleworm.us 07009510879  Paper Cutter

8 |Mrs. Kebecca L3 Dodd 96 South Crescent MACHAN MLY 32H Kebeccabodd @einrot.com U/8 8914 5285 A. L. 'nce

9 M. Kdy|2|8|| < ‘Wilkins 33 Belidey Rd STRETTON Wad TEZ Kdylgi&hWﬂkins@ﬂELk&ns hu 0703287 7707 LoRay
10 |Mrs. Lily o Morley 94 Well Lane PARKHILL DD113CL  LilyMorley@fleckens.hu 07714291148 House of Gas
11 |Mr. Charles € Dxon 6D OIdChapelHoad  GASS KALY10S  CharlesUman@dayrep.com 07733772588 Weingarten's
12 |Mirs. Elise z Walkins 52 Roker Terrace LANGWELL IVI74IR  EliseWalkins@fleckens.hu 07847258259 Allied Cily Stores
13 |Mr. Connor 4 Norton 80 Dishopthorpe Road PENHURST TNI32JB  ConnorNortan@armyspy.com 07810202466 Integra Investment Plan
14 |Mr. Jayden s Leach 47 spilman street GRAUBACH $K1/30Q JaydenLeach@dayrep.com /7 FA87 1333 Mighty Casey's
15 [Mi. James L ‘White 55 T||ump>url> Lane MEIGLE PH12 BTT Jdlll!&whll!@suﬁll com 078 8298 2389 Fedco
16 |Mrs. Bethany € Carroll 71 Roker Terrace LARGIC ADS2 7XN  BethanyCarroll@rhyta.com 6193830795 Maxaprofit

Figure 259 — Data List from Excel

Now that I have a list, I can get on with creating the document and the merge process.

28.4.1 THE MAILINGS RIBBON

The starting point for your mailing is the Mailings Ribbon.

H CL-m D = Document - Word

Home  Inset  Draw  Design  Layout  References [MUSIOFCMN Review  View  Developer  NitroPro10  Q Tellmeu »u want to do

r‘lill IE r| ? Rules >
=T =3 & = ¥ Match Fields | [0 Find Recipient :
Envelopes Labels  Start Mail ~ Select Edit Highlight Address Greeting Insert Merge review Finish &
Merge - Recipients~ Recipient List  Merge Fields Block  Line Field Update Labels  Resyits Check for Errors Merge
Create Start Mail Merge Write & Insert Fields Preview Results Finish
L PR e 1 e 2 3 4 5 Beq T B -8 10 S 12 130 140 0150 o4

Figure 260 — The Mailings Ribbon
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The first two icons are for creating Envelopes and Labels. We will discuss those separately
because they are for individual envelopes or a sheet of just one label. The mail merge
process moves from left to right through the Ribbon depending on where you are up to

in the process.

o G

Start Mail Select Edit Highl
Merge = Recipients = Re

ient List | Merge
Letters

E-mail Messages

Envelopes...

Labels...

E] Directory

ﬂ Maormal Word Docurment

ol [ D m

a

[%] Step-by-Step Mail Merge Wizard...

Figure 261 — Start the Mail Merge

Start Mail Merge — this button is where you set what type of document you are creating

for this merge. Your choices are:

Item What it does
Letters Create a personalised letter or document that is to go to lots of people
E-Mail Messages Start here to create a personalised email mailshot
Envelopes A run of personalised envelopes
Labels A sheet or several sheets of personalised labels for any situation
Directory An inventory list where each row has the same structure

Normal Word

Use this to turn your merge document back to a normal document
Document

Step by Step Mail

Merge Wizard Use this to switch on the wizard to guide you through the steps
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28.4.2 CREATE A LETTER

Start the Mail Merge and select Letters from the drop-down list.

Nothing much appears to happen. Next step is to Select the Recipients so that Word knows
where to go and fetch the data from. There is a choice of three options for the data.

N
ail | Sele Edit

iR L :
- Recipi = Recipient List

E Type a Mew List...

] Usean Existing List...
[B5] Choose from Qutlook Contacts...

Figure 262 - Data List Options

Type a new List — this will pop up a form for you to fill in and create a list on the fly — it’s

ok for small lists, however in most cases you will already have a large list stored elsewhere.
Use an Existing List — this is what we are doing here as the list already exists in Excel.

Choose from Outlook Contacts — this is where we can pull our data in from information

held in Outlook People.
Click Choose Existing List.

Navigate to where the list is stored and select it. Word may direct you to a folder where it

stores Data Connections, however you can store your list where ever you wish.

L v » OneDrive - theittrainingsurgery » Bookboon > Word 2016 » Mail Merge Data v @ Search Mail Merge Data o
Organize * New folder =z [N

|j Documents # * Mame - Date modified Type Size

E| Pictures. # ] Datfist.xsx 28/09/201609:27  Mlicrosoft Excel W.. 17KB

Figure 263 — Navigate to Your List
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As this list is in an Excel Workbook, Word will prompt you to select the correct worksheet

or range.
Mame Description  Modified Created Type
=] Data listS" | 12:00:00 AM  12:00:00 AM  TABLE N
< >
First row of data contains column headers Cancel

Figure 264 — Choose the Range

Note the check box that says First row of data contains column headers — this is very
important You should have a row of column headers in the spreadsheet that are formatted

differently to the rest of the data.

28.4.3 EDIT RECIPIENTS

The list that you have may be very large and it is possible that you do not need to write

to everyone on the list. Word allows for this and there is an option to exclude recipients.

e
[ ]
H*d
Edit
~ Recipient List

lerge

Figure 265 — Edit Recipients

Untick anyone you wish to exclude from this mailing.
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Use the tools provided to filter and sort the data and to validate the addresses or find

MAILINGS

duplicates.
Mail Merge Recipients Use the filters to see
This is the list of recipients that will be used in your merge, Use the options below to add to or change your list. nﬂly records that
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK. match your criteria
Data Sourcs | v iSumamE = | Tile | Company v | StrestAddrass such as city for
Data Listxlsx [ Leach Ms. Leonard Krower & Sons 50 Southern Way example
Exclude a | The Serendipity Dip | 45 Copthome Way
record hy Data Listxlsx [¥  White Mr. id Boutiques 10 Nottingham Rd
removing Data List.xlsx ¥  Edwards Mrs. Infinity Investment Plan 95 Prospect Hill
the tick Data Listalsc ¥ Janis Mr. Greyvoid 65 Hampton Court Rd
from the Data Listxlsx [* Duncan Ms. Paper Cutter 87 North Road
check box Data Listxlsx [¥  Dodd Mrs. A, L Price 96 South Crescent
Data Listxlsx ¥ Wilkins Ms. LoRay 33 Berkeley Rd o
< >
Data Source Refine recipient list
Data List.xlsx 8] sort... [}3
T Eitter... Use the tools listed
3 Find duplicates... A here to sort, filter or
[D Eind recipient... find duplicates.
[ validate addresses... You can also
EdiE, SRS validate addresses
to make sure that
they work.

Figure 266 — Edit Recipients

Struggling to get
interviews?

Professional CV consulting & writing assistance
from leading job experts in the UK.

|

 —

Take a short-cut to your next job!
Improve your interview success rate by 70%.
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28.4.4 INSERT MERGE FIELDS

Merge Fields are the placeholders or codes that tell Word which information to pull in
from your list.

There are several options for adding them.

Layout References Mailings Review View I

[ -
[=1=]

o : T & Match Fields
Highlight Address Greeting Insert Merge
st MergeFields Block  Line  Field~ Update Labels

Write & Insert Fields
2

Figure 267 — Add Merge Fields

Address Block — this inserts a whole block in a specified format which you can choose.

Click on Address Block and you will see the following dialogue box enabling you to test
out how you want things to look.

Insert Address Block

Specify address elements Preview

Insert recipient’s name in this format: Here is a preview from your recipient list:

Joshua I |<] <] 3 [> [>|
Joshua Randall Jr,
Joshua Q. Randall Jr,

Mr. Jash Randall Jr. N Wit
Mr, Jash @, Randall Jr ShS o e
; ; 10 Mottingham Rd

ABERLLEFEMMNI

Insert company name SY20 1PL

Insert postal address:

Mever include the country/region in the address
Ahwrays include the country/region in the address
Only include the country/region if different than:

United Kingdom Correct Problems

Format address according to the destination country/region If items in your address block are missing or out of order, use

Match Fields to identify the correct address elements from
your mailing list,

Match Fields...

Figure 268 — Address Block
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28.4.5 GREETING LINE

The greeting line is a pre-set line of introductory text to your letter. You set how you want

this to start by picking the relevant options.

Insert Greeting Line

Greeting line format:

Dear ~ | | Mr. Randall = | e
Greeting line for invalid recipient names:

Dear 5ir or Madam, w
Preview

Here is a preview from your recipient list:

KHd [z | by b

Dear Mr. White,

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields
to identify the correct address elements from your mailing list.

Match Fields...

Figure 269 — Greeting Line

You can choose whether it says Dear or To and then choose the greeting line for recipients

where you don’t have enough information.
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28.4.6 INSERT MERGE FIELDS

My personal favourite is to insert the individual merge fields in the location that I want

them in the document. This gives me complete control over how things look.

Place the cursor where the Merge Field should go and then choose it from the list.

m
] B [3 Rules~

: T Match Fields
ess Greeting Inskrlih"lerge

k Line Id - Update Labels
Write & Ir Title
— FirsMarne -
Middlelnitial
Surname

Streetfddress

City

Postcode
ErmailAddress
TelephoneMumber

Company

Figure 270 - Insert Merge Field

177



28.4.7 WHAT DO THE FIELDS LOOK LIKE?

The fields will look a bit odd when you first see them. To see the information that they

relate to, you need to preview the results.

28.4.8 ADDRESS BLOCK AND GREETING LINE

«AddressBlock»

«(GreetingLine»

Figure 271 — Address Block and Greeting Line

28.4.9 MERGE FIELDS

«AddressBlock»

«GreetingLine»

| am pleased to welcome you and your «Company» 1o the first issue of my
newsletter. We will be sending this out 6nce a month and hope you find it beneficial |

=

Figure 272 — Merge Fields
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28.4.10 PREVIEW RESULTS
Click on Preview Results in the Mailings Ribbon and Word will show you how the finished

merge will look.

Documentb - Waord

but References Mailings Review View Developer Nitro Pro 10 Q Tell me what yo

B B G Rules~ = [EREEET =N

Y Match Fields [0 Find Recipient

ghlight Address Greeting Insert Merge Preview Finish &
geFields Block  Line Field ~ Update Labels | |Resylts. [ Checkfor Errars Merge~
Write & Insert Fields Preview Results Finish
- -1‘.-5-.‘1-.‘2-.-3‘ AE RIS TN - S AR IR IS (RIS ERAIS XN & FARE XIS LTI B AR |

Mrs. Bethany Edwards I
Infinity Investment Plan
95 Prospect Hill
DOYNTON
BS30 9RL

Dear Mrs. Edwards,

| am pleased to welcome you and your Infinity Investment Plan to the first issue of
my newsletter. We will be sending this out once a month and hope you find it
beneficial |

Figure 273 — Preview Results

28.4.11 MATCH FIELDS

This option shows you a list of headings that Word expects to find and gives you the option
of matching your own headings. This is useful if you are going to use any of the rules so

that Word knows what to look for.
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28.4.12 RULES

A series of options you can set to control how the merge works. Rules can only be accessed

once you have started the mail merge process.

|
[‘_':' Rules o)
Ask...
e
Eill-in...
If...Then...Elze...

Merge Record #
Merge Sequence #
Mext Record

Mext Record If...
Set Bookmark...

il Skip Record If...

Figure 274 — Rules

Sometimes when performing a merge, there are extra factors that need to be taken in to
account. Perhaps you need to add extra information to some letters but not all — or perhaps
you need to collect information which is different for each person. This is where the rules

come into their own.

Item What it does

This adds a field to the letter asking for the answer to a question. You
can have the Ask field ask the question on each record in the merge or
it can appear at the end of the merge.

Ask It places the answer into a bookmark which can then be referenced
elsewhere.

Combine this with a Ref field to display the answer to the question in the
merged documents. See the explanation to follow directly after this table.

A fill field prompts for information in each copy - it literally asks you to

Fill In fill in the box.

Use this to add specific information when a criterion is met — if the
If then Else o . .
criterion is not met, you can specify a different response.

180



Use to capture the actual record number in the data source to be included
in the merged document. The number reflects any sorting or filtering

Merge Record # that you applied to the data source before the merge and can be used
to generate a unique reference when combined with the PrintDate field
for example.

Use when you want a count of the records in the merged document. You
Merge Sequence #
may want to work out the postage.

Use to insert the next data record into the current document without
starting a new document. The Next field instructs Word to merge the
next data record into the current merged document, rather than starting
a new merged document. Use the Next field to print a specific number

Next Record of data records in a single merged document.

If your goal is to list information from several data records in the same
document, such as a membership directory or a price list, don't use the
Next field. Instead, select Directory as the main document type when
you start the mail merge.

Use to compare two values. A match between the contents of the data
Next Record If field and the value determines if the next record should be merged into
the current document or into a new document.

Use to associate a bookmark name to a specific value. A bookmark can
be placed in multiple locations in a document. Wherever you insert a
bookmark in a document, the value linked to that bookmark will appear.

Set Bookmark Let's say that you have a new product which has a working name. If that
product name needs to appear several times in the document, by using
a bookmark, you will only need to update the bookmark when the final
name is agreed.

Use this to match a specific criteria in the list and if the criteria is not met,

Skip Record If Tco s|‘<ip the re.c.ord. For examplet say you'have a very large list of p?op!e
in different cities. Today, you wish to write to those people who live in

London. You can skip all the other records.

28.5 THE ASK FIELD

The Ask field is a field that requests the answer to a question in a document merge.

A monthly report goes out to your directors. Instead of creating a new report each month,
create a standard letter that asks for the month. Then use a reference field to populate the

same month name in other locations.



An Ask field places the response in a Bookmark and then we use a Ref field to pull in the

content of the bookmark to each letter.

The Ask field can be answered just once or it can prompt you for an answer on each instance
of the merge. In this example, we only need one answer which will be the same for each

Ref field and every letter in the merge sequence.

To: Rebecca
To: Riley

Report . August

Please find the report for August

Report.. August

Please find the report for August

{ ASK reportmonth "what month is the report for" ‘o }To: { MERGEFIELD FirsName }

Report; { REF reportmonth }

Please find the report for { REF reportmonth }

Figure 275 — The Ask Field with the Ref field

28.5.1 CHECK FOR ERRORS

This option simulates the merge and lets you know if it finds any problems with the data

and the merge fields.

28.5.2 FINISH AND MERGE

This is the final stage. You have created your merge document have previewed it and now

are ready to finish it off.

E

Finish &

M%E*

?D Edit Individual Decuments...
i E:E'# Brint Documents...

B Send Email Messages...

+

Figure 276 - Finish and Merge
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Option

What it does

Edit individual documents

Use this all the time. This performs the merge and creates one large
document with all your letters. Now you can go through them and
make sure that each one is correct. This is great to use for checking
that everything works. | always to this and then print the resulting

merged letters.

Print Documents

This performs the merge and sends it direct to the specified printer.
Only use this if you are certain that everything is correct.

Send Email Messages

This is the one to use when emailing many people. You will need
to add the subject line and choose which records to send. Hit OK

and off the emails go.

28.5.3 LETTERS1

When the document has been merged, a new document is created. This is called Lettersl

(each time you do this the number may change). The merged result can be printed. However,

it should not be saved. It is a larger document than the original merge document and if

you intend to send this out later, the names to whom you send it may have changed or

been added to.

Each time you perform the merge, the most up to date list is used so if you keep on adding

or taking people out of the data list, the result will be different.

HS-048-01 0 @ A

Insert  Draw  Design  Layout

References

Letters1 - Word

Developer Nitro Pro 10 Nitro Pro

Q Tell me wh

‘-D % Cut
ER Coy
Paste i/
~ ¥ Format Painter
Clipboard IFl Font

B

s R

S5 4.1 .3 .21 1.0

Arial (Body) ~{12 <~/ A A | Aa~

i
B I U-acx,x A-%¥-4-

[
\‘2‘|-1‘|-§‘|-1-\‘Z-\‘J-\‘4-\‘5-\‘6‘|-7‘|-8‘|-9‘|-10‘|-11-\‘12-\‘11-\‘14-\‘15-\‘0@-17@-18‘

Paragraph [0

Ms. Leach

Leonard Krower & Sons
50 Southern Way
NORTH KELSEY

LN7 0YQ

Dear Ms. Leach,

Hello we have a party for Mr Jones on Monday at !Ipm

W 2L T AaBbCe AaBbGe AaBbt AaBbC AaBeCc aapbce AAE A
R B - 1 Draft T Normal Heading 1

Heading2 Heading3 Heading4  Title

Styles

Figure 277 - Letters1
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28.5.4 WHAT SHOULD | SAVE?

Save the data list — you can continue to update it.

Save the document with the merge fields in — this is then ready for you to perform the
merge at any time. The merge fields keep the document connected to the data source and

so the end result will always be up to date.

Discard the Lettersl document — it only takes a moment to recreate.

28.6 CREATE MAILING LABELS

Mailing labels consist of pages of labels where each label is different to the last one. The
mail merge process is almost the same as for letters, however Word needs to know which

labels to use and how to set them out.

Once you have your data source created you can start the process. On the Mailings Ribbon
click Start Mail Merge and select Labels.

You will be prompted to set up the mailing label template.

DO YOU WANT TO KNOW:

What your staff really want?

The top issues troubling them?

How to make staff assessments
work for you & them, painlessly?

How to retain your
top staff

FIND OUT NOW FOR FREE

Because happy staff get more done
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Label vendors:

Product number:

Printer information
O Continuous-feed printers
@ Page printers Tray: Default tray (Automatically Select) |~

Label information
Avery A4/AS (o

Find updates on Office.com

Label information [:

L7158GU
L7159

L7159EV
L7159GU
L71580P

Details...

”~ Type: Address Label
Height: 3.81 cm
Width: 6.35 cm

Page size: 21 cm = 29.69 cm

Hew Label. DElEfe Cancel

Figure 278 — Mailing Labels Template

* Choose the template to base your labels on (1) Select the label number from the

list (2) if none of them are what you are looking for you can create your own label
(3) Click OK when done.

* You are now presented with a page of labels with gridlines dividing up the page.

* Connect to your data list by clicking on Select Recipients (as in the mail merge

letters)- remember this can be an Excel list or your Outlook Contacts and then

apply any filters by clicking on Edit Recipients.

* Once you have

the list set up you can begin by building the first label by adding

the fields you wish to use. I am going to create a badge label.

B OC3-20 @

File Home Insen

Design  Layowt  References [UNSTFRN Review  View  Developer  NioProl0  MwaPro  Design

Envelopes Labels  Stat Mail  Seleet
Merge~ Recipients

the Next Record

one.

fields i want.

Pagelof1 alworas [12 Enguen

Create Start Mail Merge Wiite & Irf

Once you connect the data list to
the label document, you will see

each label apart from the first

The first label is where you buill

up how you want it to look. I

1 have used the Insert Merge Field wNext Records «Next Records «MNext Record»
icon to get only the individual

unteasuten 3

T— [y =N [ h O Rules- -
; | 5] t » *
&4 - L — B2 O Match Fields < \
£dit Highlight  Address Greeting Insert Merge |- Preview Finish &
- Recipient List  Merge Fields Block  Line  Field=  Lr UpdateLabels  Recyps Merge -

field appear on «FirsNames «Sumames «Next Records «Next Records

«Next Records «Next Record» «Next Records
«Next Records «Next Records «Next Record»
«Nexl Records aNext Records «Next Record»

Figure 279 — Build the First Label
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28.6.1 UPDATE LABELS

Now that the first label has merge fields in it, you can make all the other labels have the

same layout.

ﬂ «Next Record» «Next Record»

«Next Record» «Next Record» «Next Record»

Figure 280 - Format the Label

Now click on Update labels and see all the labels change to match the first one. You will
also see the <<Next Record>> field in each label. This is how word knows to add the next

record to each cell in the label template.

28.6.2 PREVIEW LABELS

To see how your labels will look when printed, preview them.

= = =5 T7 RUTES s ™ Y L >
Ij U Ij ==1 Q¥ Match Fields = [0 Find Recipient ”j
Highlight ~Address Greeting Insert Merge Preview Finish &
List Merge Fields Block  Line Field = réUpdate Labels  Recylts @Che(kfor Errors Merge =
Write & Insert Fields Preview Results Finish
\-xgu CLed o Zen o34 q 5y G T B0 30 20- 0 1l -12- 0 EB G 140 -15. 0 161 o170 18- <15 20
[
Ruby Leach Riley Herbert Harley White
Bethany Edwards Joel Jarvis Molly Duncan

Figure 281 — Preview the Labels
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Format the Labels — if you need to change the formatting simply select all the labels and
apply the formatting. I would like the names to be in the middle of the badge labels, so 1
will highlight the whole table and apply the formatting to all the cells.

Document! - Word

layout  References  Mailings  Review  View  Developer  NioProl0  NitoPro  Design

= elezss = ccll=s ~Hl sl ===z R = F =5 A A

| [ . | prep— : [ S L
i Bl EHED BHE = L 2N Height: 381em 3 O Distribute Rows = i 2 Egj ] f\
Sot  Repeat Convert Formula
irhction Margins Header Rows 10 Text

Insent Insent Insert Insent | Meige Split  Spit ARt gy, =] ] Distribute Column

Above Below Left Right Cells  Cells  Table
Rows & Columns

r Merge Cell Size i|—. Alignment Data
DB -1 102003040 51 -G @B T 81300 21001 1 2120 ) B0 | —gm—d | 17 1 181 - 19 EEZ0G

Figure 282 — Format all Labels

28.6.3 FINISH AND MERGE

Now it is time to finish off the merge and print the resulting labels.

28.6.4 WHAT SHOULD | SAVE?

With the labels, save the label document with the fields in rather than the merged content.
Next time you need labels, run the mail merge again and any new data that has been added
to the data list will be included.

28.6.5 CREATE A DIRECTORY

A Directory is a list. You only need to create the first entry and the Mail Merge will add
the rest.

First add a structure — a table is good. In my example, I have added two columns and

one row.
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Once you have the structure Start the Mail Merge, choosing Directory:

Insert Draw Design Layout
| E
. ] [ ] =
o @23 -
Start Maill  Select Edit Highli
Merge = Recipients = Recipient List  Merge |
[E Letters
21 E-mail Messages
E1 Enwelopes..
'-_'D Labels...

D Directory

El Mormal Word Document

[%] Step-by-Step Mail Merge Wizard...

Figure 283 — Set Up a Directory

Next Select the Recipients and add Merge Fields. I am building a list of names and email

addresses so will add just the name in one column and the email address in the next column.

[ «FirsName» | «EmailAddress»]

Figure 284 — Add Merge Fields to Top Row
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28.6.6 FINISH AND MERGE

This is where the magic happens. When you merge the records a whole list is created. Select

Edit Individual Documents and then choose to merge All.

Word copies the first row and merges each record.

B
Ruby RubylLeach@armyspy.com
Riley RileyHerbert@armyspy.com
Harley HarleyWhite@teleworm.us
Bethany BethanyEdwards@cuvox.de
Joel JoelJarvis@armyspy.com
Molly MollyDuncan@teleworm.us
Rebecca RebeccaDodd@einrot.com
Kayleigh KayleighWilkins@fleckens hu
Lily LilyMorley@fleckens_hu
Charles CharlesDixon@dayrep.com
Elise EliseWatkins@fleckens.hu
Connor ConnorNorton@armyspy.com
Jayden JaydenlLeach@dayrep.com
James JamesWhite@gustr.com
Bethany BethanyCarroll@rhyta.com
Isaac IsaacBarry@gustr.com
Emma EmmaPayne@jourrapide.com
Paige PaigeVaughan@cuvox.de
Harvey HarveyKennedy@jourrapide.com
Naomi NaomiHayes@gustr.com
Evan EvanStanley@dayrep.com
Ethan EthanBrennan@dayrep.com
Sophie SophieMarshall@gustr.com
Kian KianPearson@rhyta.com
Jamie JamieGibbs@gustr.com
Daniel DanielPollard@superrito.com
Alexandra AlexandraBarker@armyspy.com
Sienna SiennaWheeler@teleworm.us

Figure 285 — Directory Created

28.6.7 WHAT SHOULD | SAVE?

Again, save only the data document with the first directory entry. When you perform the

merge the list will always be the most up to date.

28.7 MAIL MERGE EMAIL MESSAGES FROM OUTLOOK CONTACTS

We send so much email these days. Here is how to create one message to send to many
people. I am using the example of joining instructions for a course. It needs to be sent to
all the attendees, and it needs to be personally addressed.

Start the Mail Merge and choose Email Messages.

Note that the screen changes and it defaults to draft view. No longer showing Page Layout view.
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Now Select the Recipients and click Choose from Outlook Contacts.

H° 0% -0 =0

Document3 - Word

File Home Insert Draw Design Layout References Mailings Review View Developer Nitro Pro 10 Nitro Pro Q Tell me what yol

s Rules
EEENE] -
= 2 o : =
- o Match Fields Find Recipient
Envelopes Labels  Start Mail  Select Edit ig A ss Greeting Insert Merge Preview Finish &
fs : Indate L abels Check for Errors
Merge - Recipients = Recipient List Line Field Update Labels | Regylts ¢ Check for Errors Merge
Create oz} Type a New List... Write & Insert Fields Preview Results Finish
'I'E'I'I'I'Z‘I']'I D U:ganExlstmngst... We o o110 o120y 21300 o140 15 LB 1T o180 g 2180 200 g o210 0230 g 2330y o240 235 oD
I 5] Choose from Qutlook Contacts...[%

Figure 286 — Choose from Outlook Contacts

You will be prompted to pick the folder where your mail merge contacts are stored. I
created a folder in Outlook People called Mail Merge and I copied the people I wanted to

email to it.

Select Contacts

Select a contact folder to import:

Mame Count  Location
Cﬂntacts 1843 shelley.fishel@theittrainingsurgery.com|
m 3 shelley.fishel@theittrainingsurgery.com|Contacts

Cancel

P,

Figure 287 — Select the Outlook Contact Folder
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Once I choose the Mail Merge folder, Word shows the list so that I can edit it immediately.

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list,
Use the checkboxes to add or remaove recipients from the merge. When your list is ready, click OK.

w | Title

Data Source !7' Last w | First
Mail Merge Liversidge | Hannah |
Mail Merge [V lones Lisa
Mail Merge ¥ Kelly Pat
<

w | Company + | Address -

| The IT Training Surgery |
The IT Training Surgery

Data Source

Mail Merge £l sort.

T Eitter...

EO T RETTEST

Refine recipient list

[¥4 Find duplicates...
E} Find recipient...
[T} validate addresses...

Figure 288 - Edit Recipient List

Now create the message including any formatting or images and adding the Merge Fields

you want to use.

H®-C3-n 0 @ B

Document3 - Word

File Home  Inset  Draw  Dosign  Layout  References [EVEIPSSMN Review  View  Developer  NitroPro 10 Nitro Pro
G | 7T oz D D B [5 Rules~ M4 [ F
El = T s ] = |8 5 hEd) E3
Q = - ad T Match Fields & [ Find Recipient r
Envelopes Labels | StartMail  Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge - Recipients - Recipient List MergeFields Block  Line Field - UpdateLabels | Resyfts  [# Check forErrors Merge ~
Create Start Mail Mcrge Write & Inscrt Ficlds Preview Results Finish
I'z‘l'1'I'2‘I‘]'\'4‘I'5'\‘S'}‘7'\'8‘I'§'\‘lﬂ'l'll'l'll‘l'l]'\‘14‘I'15'\‘1S‘I‘l7'\'m‘l'1§'\‘Eﬂ'l'll'l'll‘l'u'\‘2!‘I'25'}‘2§‘!‘Z"\‘ZE‘I'JE'\‘]“‘I'Jl'\']Z‘
thell
fraining
surgery
Dear «First»
Welcume o our shoil course on How o Creale a Mail Merge liom Oullook.
The course is scheduled for 2 hours next Monday
Meeting room 6 I
See you there.
Shelley

Figure 289 — Create the Message
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28.7.1 PREVIEW TO CHECK

You can preview the individual messages to see how your emails will look when sent. If

you want to change any of the formatting, you need to do this before your complete the

merge, to create a mail merge.

28.7.2 FINISH AND MERGE

Time to send your emails.

Click Finish and Merge and select Email Messages. Enter the Subject line and choose which

records to send. Then click OK.

Merge to E-%mil

To:
Subject line: |)

Mail format:

Send records

@ an

D From:

Message options

Email_Address w

HTMIL w

O Current record

oining Instructions

Cancel

Figure 290 — Comp

lete the Subject Line

The messages are sent. They will appear in your Sent Items folder.

MAILINGS

4 shelley.fishel@theittrainin...
4 Inbox

41-Uttice

Dear Pat

Welcoms Lo our shorl course on How Lo Credle a Mail Merge ftom Qutlovk.
The course 1s scheduled tor 2 hours next Monday.

Meeting room 6

See ol thers

Favorites D [ Cusent tader ] | Gpnepy § M
It All Unread Mentions  + newest+ = | el
Clutter TH
Unread Mail 1

Pat Kelly | -
Sent Hems 23 X| | SharePointConnect  harmon & SharePoi
Ueleted ftems 12 i
Drafts 14] Lisa Jones
loining Instructions mas
& Microsatt Joining Instructions Dear
= Hannah Liversidge
&5 Pronty lasks Jomning Instructions 128
G JOINING INSTRUCTIONS

Figure 291 — Emails Sent
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28.7.3 WHAT SHALL | SAVE?

Save the document with the merge fields. Remember that it is connected in this instance

to an Outlook folder so the names and email addresses will be whatever is in that folder.

28.7.4 WHAT IF MY DATA FOR AN EMAIL MERGE IS IN EXCEL?

No problem. Follow the steps above selecting Use an Existing List for the data source. Then
select your Excel workbook. Make sure that in the Excel workbook you have a field called
Email Address that has been completed for each record.

Then proceed in the same way. This time when you save the document which is connected

to the Excel sheet, the next merge will be up to date with new names etc.

28.8 ENVELOPES AND LABELS

= ‘g
Envelopes Labels 9

Create

Figure 292 - Single Envelopes
and Labels

These two icons at the far left of the Mailings Ribbon allow you to create a single envelope
or a page of the same labels. For example, if you always mail packages to the same address,

it would make sense to have a sheet of pre-prepared labels.

The envelope feature is for creating a single envelope on its own or when you create a letter.
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28.9 ENVELOPES

Start the letter and type the name and address of the person you are writing to (1). Then

click the Envelope icon (2) and you will see the Envelope and Labels dialogue box (3).

Fred Flintstone 55 =
14 Rocky Road Fred Flinistone

Bediuck 14 Rocky Road

BR23 4RR

Bedrock
BR23 4RR

Dear Fred

|
I
=R

Figure 293 — Create Envelope

-

EXPERIENCE THE PC
FULL ENGAGEMENT...

RUN FASTER.
RUN LONGER..
RUN EASIER...
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From here you can change the envelope type — click Options to see the sizes to choose from.

Envelope Options
Envelope Options  Printing Options
Fred B~
Envel ize:
14 R Envelope size h
Badi Sie 10 [ 1/8x812in) My
BR2 Size 63/4 [35/8x61/2in) A
Size 11 B1/2x103/8in) T
Size 12 43/4x11in) v v
Deal (5pe1s [5x1112in)
B4 250x 353 mmj
B35 (176 % 250 mm) PSRN =] g
B (125 176 mmj + 2~ Oomt
(] (324 % 458 mm) % a|  Preview Feed
c4 [229 % 324 mm}
] {162 x 229 mm v
) .
= . ——
= ¥
aded before printing,
acument E-postage Properties..,
T Cancel

Figure 294 — Choose Envelope Style

Once you have chosen the template for the envelope you can print it directly or add it to

the document to be printed at the time the document is printed.

Fred Flintstone
14 Rocky Road
Bedrock

BR23 4RR

Fred Flintslone
14 Rocky Road
Bedrock

BR23 4RR

Dear Fred

es) [=]

Figure 295 — Add to Document
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If you add it to the document, the envelope will print first so you can control what is in
the printer. Print just the first page and add the envelop to the printer tray before you do.
Then go ahead and print the second page which is the letter.

28.10 LABELS

To create a sheet of the same labels.

On the Mailings Ribbon click the Labels icon. If you have typed the name and address on
the letter it will have picked that up in the label template.

Click Options to set up the label template. Choose to print a single label or a sheet of the
same labels.

Click Print — your labels will be sent direct to the printer.
If you want to change the look of the labels, then you will need to set them up as above

and then instead of clicking Print, click New Document. This places the labels on a new

document so that you can change what they look like.

Envelopes and Labels
Envelopes  Labels
Fred Flintstone Addrass: E= » [ use return address
14 Rocky Road Fred Flintstone ~
Bedrock 14 Rocky Road
BR23 4RR Bedrock
BR23 4RR
Dear Fred o
Print Label
@ Full page of the same label Avery A4/AS, LT160
() Single label Address Label
Row: |1 3| Column: |1 =
Before printing, insert labels in your printer's manual feeder.
Print Mew Document Options... E-postage Properties...
Cancel

Figure 296 — Print a Full Sheet of the Same Label
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29 REVIEWING YOUR DOCUMENT

The Reviewing Ribbon holds the tools you need to make sure that your document is the

best it can be and also to track any changes that others have made to your document.

29.1 PROOFING

Before you send out a document you want to make sure that it is polished and contains so
errors. Spelling should be checked and upon reading through you may decide that you need
to find other words and so the Thesaurus comes in handy. If you are writing a document

that must have a certain number of words, then Word Count is what you need.

29.1.1 SPELLING AND GRAMMAR

Spelling and Grammar can be checked as you go or at the end of the document or in fact

at any time.

You may see red or blue wavy lines in your document — red lines mean a spelling mistake

and blue a grammatical error.

Comen spelling mistakes can be corrected automatically and sometime wiliton vou even noticing.
Figure 297 — Red or Blue Wavy Lines Denote Errors

To correct spelling as you go you can right click when you see a red wavy line and accept

the suggestion that Word makes for you.

IR Rl s s e ey e L L L e e

Qg%gg spelling mistakes can be corrected  aptomatically, and sometime wilitop vou even noticing.

Commaon

Cimon

Comin

Como

Ignore All

Add to Dictionary
B Insert Document ltem
,{D‘ Smart Lockup
&, Hyperlink...

t1  Mew Comment

Figure 298 - Right Click for Suggestions
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Alternatively click on the Spelling and Grammar icon (1) and the first miss spelled word
is highlighted (2) and the task pane will open on the right hand side of the document (3).

B 0-0 = - Spellcheck PRP docx + Word

FIEN EYRE XNEY s ' . . -
© PTIP KRAN-Fanhi 2015 Spelling =k
Transtatian Comon e

gnore | | Ignore a1l | | add

THE SPELL CHECKER
There have been some Signs of lunacy comince)
VWNEN CNECKs are mage on my FC Gmon
I wiote an article today Comin
And passed it through the usual way: pn
| made a raux pas in e e,
A mistake that may be so vital, 1
11told the story you might see
©f poiitics and mystery. Change | | Change Al
The: papers al the rmilway station
Ase calling for some urgent action.
The nullging Nousing paniament Comman 4
15 WNETE YOUT IEfters Snould Do Sent, e

ke But people may prefer (o be
Silent of In harmeny. Ly
The checker saw this poem 100 « Widespread

And passed it thraugh al right for you 1o see debnions:

Gaman spelling mistakes can be comected  giomatically, 20 sometime yiliay you even noticing

English (United Kingdorm)

Figure 299 - Spelling and Grammar Task Pane

Pick the spelling you want to use from the list in the task pane. You will see the spellings
on offer and some definitions. You can add your spelling to the dictionary. This is useful
if you use an unusual word or name and are fed up with Word thinking it is a mistake.
Alternatively, you can simply ignore the error this time. It may be that Word thinks something

is a grammatical error and you want to keep it as is.
What the spell checker cannot do is correct spellings that are used in the wrong way. For

example, in this poem by my friend Philip Khan-Panni — each word is actually spelled

correctly — just used in the wrong place.
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Their halve bin sum signs of loon a sea
When chegues ah made on my pea see.
Eye rote an ah tickle two day

And parsed it threw the usual weigh;
Eye made a foe pa in the tight till,

A miss steak that may hee sew vie till;
Eye tolled the storey ewe mite sea

Of Polly ticks and miss terry;

The pay purse at the rail weigh stay shun
An calling four sum err gent act shun.
The bill (ding) how zing par leer meant
Is ware yore lettuce should bee scent,
But pea pull may pre-fur two bee

Sigh lent oar in hal money.

The chequer soar this poem two

And parsed it threw awl rite four ewe.

@ Phillip Khan-Panni 2013

Figure 300 — Spell Check won't Pick Everything Up

29.1.2 PROOFING SETTINGS

To set how Word handles spelling, navigate to the Proofing Settings in Word Options. Click
File, then Options and select Proofing on the left.

Word Options

Gy |
i '?CJ Change how Word corrects and formats your text.

AutoCorrect options

Save Change how Word corrects and formats text asyou type: | AutoCorrect Options.. o
Language

When correcting spelling in Microsoft Office programs
Advanced

Lt | Ignore words in UPPERCASE
Custemize Ribbon

7] Ignore words that contain numbers
R A 7 igriowes bk i ik i bresses by
Add-ins 7 Flag repeated words

Trust Center Enforce accented uppercase in French

Suggest from main dictionary only
Custom Dictionaries...
French modes: | Traditional and new spellings ~
Spanish modes: | Tuteo verb forms only -
When correcting spelling and grammar in Word
V| Check spelling as you type
| Mark grammar errors as you type
V| Frequently confused words e
/| Check grammar with spelling
Show readability statistics
Writing Style: | Grammar & more | | Settings...

Recheck Document

Exceptions for: | fiff] Spellcheck PKP.docx -

Hide spelling errors in this document only
Hide grammar errors in this document only

Figure 301 - Spellcheck Options
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AutoCorrect Options — here you can add common typing errors that you make yourself.
For example, whenever I type the word lunch I type it without the letter n — luch. Word

will now correct this automatically for me.

When correcting spelling in Microsoft Office Programs — this section sets up the general
rules for correct spelling telling Word which words to ignore and whether to enforce French

and Spanish spelling rules.

When correcting spelling and grammar in Word — this section is where you tell Word
to show spelling or grammar errors as you type and here you can set the Grammar style

and settings.

Exceptions — set exceptions for this document only.

29.1.3 AUTOCORRECT

I mentioned in the previous section about how I use Autocorrect. Here is how to set up

your common typos and have Word correct them.
To add a miss spelling you type often to the autocorrect list:

Click the File Menu then Options and then Proofing on the left. Click on the button at
the top labelled Autocorrect Options.

AutoCorrect options

Change how Word corrects and formats text as you type: | AutoCorrect Options...
Figure 302 — Autocorrect Options

In the dialogue box, type the wrong spelling in the box on the left and the correct spelling
in the box on the right and then click Add. Your spelling will now be added to the list and

automatically corrected next time you type it.
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AutoCorrect: English (United Kingdom)
AutoFormat Actions H
AutoCarrect Math AutoCorrect AutoFormat As You Type }
Show AutoCorrect Options buttons
Carrect TWoa IMitial CApitals Exceptions...
Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days
Correct accidental usage of cAPS LOCK key
Replace text as you type
Replace: With: Plain text Formatted text
luch Iunchl %
labratory laboratory ~
lastyear last year
learnign learning
lenght | length
let;s [ let’s
let's him lets him W
Add
Automatically use suggestions from the spelling checker
QK Cancel

Figure 303 - Add Misspelling to Autocorrect

Note that you can switch off any of the options by unchecking the boxes. Once your

automatic correction is added you will never see that typo again.

29.1.4 THESAURUS

A thesaurus helps you to use different words to convey the same meaning. If you find that

you have used the same word repeatedly in a document, the Thesaurus will help you find
an alternative.

To use the thesaurus — select the word you wish to look up (1) click on the Thesaurus
icon on the Review Ribbon (2), see definitions in the task pane that opens up (3) click the

drop-down arrow to replace the selected word with the new one (4).

Edbiting by Hulan

Figure 304 — Use the Thesaurus to Find Different Words
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29.1.5 WORD COUNT

Word count is useful when you need to write a document with a word count limit such
as a university paper, a blog or a report. You can use the Word Count icon to display how

many words you have in the document.

B9 08-&90 = B = Ward

Fle  Home Inset Draw  Design  Lmyoust  References  Malings View  Developer  NitaProl)  NitraPro @ Tell mewhat to

ABC S[E]  ADC £y (e ) ) Ink Comment f 5 Al Marky W Th LY F) Previous

= G aL = ol e} P A R E

v L& @ 23 AT L 5 S VN o
Spelling & Thesaurus Word  Check  Translate Language  New y ! Track Accept Reject

Grammar Count  Accessibility - - | Comment . Changes - [ G [

Profing Accecability Language Comments L

| Statistics:
o Pages 1
Words 54
e Document for Sharing

Lines 2

[ nclude testhaxes, factnates and endnotes

Coffee is great - it can wake you up and it tastes lovely The smell of freshly brewed
coffee is magical.
| tond to go for a L atte |

‘Whal aboul you?

e You are welcome

| ke cappuccino
Thanks Helen finished now

2 Ediling by Helen
; What is your favourite coffee Helen?

Ihesaurus

Figure 305 - Information About the Number of Words in the Document

Note that you can see how many pages, words, characters with no spaces and characters

with spaces along with how many paragraphs and how many lines.

29.1.6 STATUS BAR

You can also get a quick look at the number of words in the document from the status bar

at the bottom of the document.

3k

Page1of1 | 1ofS54words | [[§ English (United Kingdom) #3

Figure 306 — See the Status Bar for the Number of Words too
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29.1.7 CHECK ACCESSIBILITY

When composing documents that need to be accessible, meaning readable by those with
visual or cognitive impairments, the accessibility checker can help. People with visual
impairments may use a screen reader to listen to the document. This means that documents
need to be well structured with heading styles applied in a logical order; all pictures, graphics
and tables should have alternative text; have a table of contents; and tables should have a

header row defined.

The accessibility checker will go through the document and make sure that everything is

as it should be.

B5 C0t-®0

Document for Sharing

Coffoe is great - it can wake you up and it tastes lovely. The small of freshly brewed
coliee 1s magical
1end lo go for a Latle

What aboul you?

You are welcome

| like cappuccino

27 (07 [®q @

AL

3]

Figure 307 — Use the Accessibility Checker to Make Sure your Document is Ready for a

Screen Reader

29.1.8 LANGUAGE

The language group allows you to translate the whole document or selected parts. First you

will need to make sure that a couple of settings are correct.

Go to File — Options — Trust Centre.

Word Options

= =
ere (@) +ele keep your documents safe and your computer secure and healthy.
Display

Praafing Security & more

Save Vicit Office.com ta leam more about protecting your privacy and security

Microsoft tworthy Computing

Microsoft Word Trust Center

The Trust Center contains security and privacy settings. These settings help keep your computer secure. We recommend that you do not change these - %s
Quick Access Toolbar settings Trust CenteSettings...

Figure 308 - Trust Centre
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Then click on Trust Centre settings and click on the Translation Options.

Trusted Publishers R .
Privacy Options
Trusted Locations
[] Send personal information to Microsoft to make improvements to Office.

Trusted D t: : : j ; : L
fusted Hocuments [v] Let Office connect to online services from Microsoft to provide functionality that's relevant to your usage and

Trusted Add-in Catalogs preferences.
Add-ins Read our privacy staternent

At LT Document-specific settings

Macro Settings . o : : < :
[v] Warn before printing, saving or sending a file that contains tracked changes or comments

Bratected View [v] Store random numbers to improve Combine accuracy ©

Message Bar [v] Make hidden markup visible when opening or saving

File Block Settings Rernove persona
Privacy Options Document [nspector...

Research & Reference

Translation Options...

Research Options...

Figure 309 - Translation Options

This e-book
ismadewith SETASIGN
SetaPDF

\7\‘ PDF components for PHP developers

www.setasign.com
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Make sure the Use Online Dictionary is ticked.

REVIEWING YOUR DOCUMENT

Trusted Publishers
Trusted Locations
Trusted Documents
Trusted Add-in Catalogs
Add-ins

ActiveX Settings

Macro Settings
Protected View
Message Bar

File Block Settings

Privacy Options

Privacy Options

Translation Options

You can use online bilingual dictionaries and machine translation if you have
enabled the setting "Let Office connect to online services from Microsoft to provide
functionality that's relevant to your usage and preferences.” in the Trust Center
Privacy Options menu, and they are allowed by your system administrator,

Bilingual dictionary

iUse online dictionary only when the installed dictionary is unavailable:

Available language pairs:

English (United States) to German [Germany]
English (United States) to Italian (Italy)
English (United States) to Japanese

English (United States) to Korean

[ Ennlich flinitad Statact tn Chinaca (D05

English (United States) to French [France} ~

Machine translation

Available language pairs:

Afrikaans to English (United States)
Arabic (Saudi Arabia) to Bulgarian
Arabic (Saudi Arabia) to Catalan

Microsoft® Translator

Microsoft® Translator
Arabic [Saudi Arabia) to Chinese (PR

[ T e AP —

< >

Microsoft® Translator

Microsoft® Translator | A

Cancel

E relevant to your usage and

pnments

Figure 310 — More Translation Options

Click on the Language icon and set the Proofing Language.

=

e Language Mew
= Comment

Delete Previ

ng ®%  Set Proofing Language...

Language Preferences...

Figure 311 - Set Proofing Language
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LEguagE

Mark selected text as:

& English [United States)
" French [France]
Hebrew

Afar [Djibouti]
Afrikaans
Albanian
Alsatian (France]

Set As Default

|:| Do not check spelling or grammar
Detect language automatically

The speller and other proofing tools automatically use
dictionaries of the selected language, if available.

Cancel

Figure 312 - Set Language

You may need to close Word and reopen Office for any settings to take effect.

Now you should be able to use the Translation options.

29.1.9 TRANSLATE

Click the Translate icon and select the option you need.

Design Layout References Mailings
. +
o x*

Translate Language New  Delete Previous

- i Comment

=b Translate Selected Text

Choose Translation Language...

Km Mini Translator [French (France)]
=
4%

Pause on words or selected paragraphs for a quick translation

Review View Develop
1 |nk Comm
Pen
Mext Show
Eraser

Comments

] Translate Document [English (United States) to French (France)]
i a?‘é Translate your document using an online translation service

s

845 Translate the selected text into a different language

rgery

Figure 313 - Translation Options

Choose to translate the whole document or just selected text. Or you can use the Mini

Translator directly in the document.
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29.1.10 TRANSLATE THE DOCUMENT

- D—‘ ’;—‘ £ Previous

=

I ax & Ink Comment ﬁ ] @
4 & Pe [2) Show Markup v ] Nt |«
¥ Tonslate Language | New Delste Previous Nedt  Sho Track Accept Reject Compare  Blo
T - Comment omments & b Changes » (5] Keviewng Pane ~ "+ Aty
slity Language Comments Tracking 5 Changes Compare
e e SR e A T A TR NS M e R,
I
a’}) Eq-c il 2 ink Com

Translate Language  New
3 . Comment

omment
% Teamlate Document [Fuglhsh (United States) to French (France)]
L&, document line translati 3 2 "

& 0""“ R DS I e ANt 0 sEee The brown cat came into the reom and jumped onto the sofa.

Translate Whole Doct

To transiate your doCUMENt, text Wil D SNt OVET the INTEMMEL In 3 SECUTed TOrMat 10 MICTOSOT or 3 tIFd-party transiation service

1. boyouwantta proceea:
[ Don't show again.

T

MICIDSCT 1 O FSOANSAONE 10f Tt Content Desow

— — TV B E Eopmprrsy

e 100 ooute ove e 10 e sl
Lz chat brun est entré dans la pibce ot a sautd sur le canapé e

Figure 314 — Translate the Document

Click on the Translate icon and select Translate Document (1) the document message appears
telling you the text will be sent to Microsoft Translator online (2) it is then translated into

the language you chose. (3) You can then copy and paste it into your document.

29.1.11 TRANSLATE SELECTED TEXT

Ij'j £ Al Markup -
'z | Show Markup ~

Translate Language New  Delete Previous Next Track R
& - Comment Co : Changes ~ (=] Reviewing Pane ~
B Translate Document [English (United States) to French (France)] Tracking r
L 845 Translate your document using an online translation service P61 T B 9 20 211 12
Translate Selected Text
835 Translate the selected text into a different language [%

EI;\;? Mini Translator [French (France)]
_azé‘ Pause on words or selected paragraphs for a quick translation

»om and jumped onto the sofa.

Choose Translation Language...

Figure 315 - Translate Selected Text

Select the text then click on the Translate icon and choose Translate Selected Text.
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The message about sending the text over the internet appears. Click OK and the text is
translated in the task pane that appears. To add it to the document, click the Insert button

and choose whether to Insert or Copy.

Authors~ Editing | Notes
Protect OneNete A

The brown cat came into the room and jumped onto the sofa.

5% Translator

Get more languages
A Tanditer
4 Can'tfind it2

Figure 316 — The Translation Task Pane

29.1.12 MINI TRANSLATOR

The mini translator shows up on the screen when you point to a word or phrase that you

want to translate.

Bilingual Dictionary

translate

[treens'lett] wt& intransitive verd traduire
e WEERN (7]
tr ate.

Figure 317 — Mini Translator
The first icon on the left will expand the translate task pane. The second icon copies the
definition in the source language and the translated language. You can then paste it into

the document and use it.

The green triangle speaks the word so that you know how it sounds. The question mark

will launch help.
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29.2 COMMENTS

When working with others on a document there will be times when you want to add
information that is not displayed all the time. You can use comments for this. Comments

are also used to ask each other questions or comment on content and make suggestions.

29.2.1 ADD A COMMENT

Click on the New Comment icon — your comment will appear in the margin — in the
mark up area with a line to it. This is known as a balloon and there is space for someone

else to reply to the comment.

Type the comment into the space provided.

-.l‘{;&j 2 ink Comment
New
Comment Comme E <
Commenls
N E N N T W T TR N W T RN
Hle Home  Insert  Uraw  Desgn  Layout  Relerences  Mailings [EECUCUEN View  Developer  NitroPral0  Nhrabro Q1 pant
J\\/BC Ej ABC i A o= -‘rj 7 t-ﬁ g %2 Ink Comment [5 18 ANl Markup - DL, } +] Previous |j : [H

123 L~ ® = | = | »

123] L& » R e e A Pen Z B Show Markup - = S Ned ©
ipelling & Thesaurus Word Check  Tranclate Language = Mew  Dalete Previous Mext  Sho Track . Accept Reject Compare  Block Restrict
Grammar Count | Accessibilty - - Comment - ment ; Changes - [B]Reviewing Pane =~ 7" Authors - Cditing

Proofing Accessibility Language Comments Tracking ™ Changes Compare Protect
Y W TS Y TR W I Y P R TR A A R e,
The brown cat came into the room and jumped onto the Bofal T Shelley Fiskel A few seconds 450

Can you find another word for sofa please™

£ Reply 7 Resalve

Markup Airez

Figure 318 — Add a Comment - It Shows Up in the mMarkup Area in the Margin

29.2.2 REPLY TO A COMMENT

Click Reply in the markup area and type your response.

The brown cat came info the room and jumped onto the sofel 1 I Shelly Fishel 13 minctes ag0
Can you find anather word for sofa please?)

Llsa Jones Afew seconds ago
How about Couch?

ETReply 77 Resolve

Figure 319 — Reply to a Comment
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29.2.3 DELETE A COMMENT

Click on the Comment in the document and then click Delete on the Ribbon.

t References Mailings Review View Developer I\
& < « | = 1 Ink Comment
) Pen

e Mew | Delete Previous MNext Show

Comment = Comments Eraser i
Efj Delete
120 0 30 LU I & S
Delete All Comments in Document
M

Figure 320 — Delete One or All Comments

You can also Delete All Comment in the document which will save you going through

them one by one.

29.2.4 INK COMMENT

If you are using a Microsoft Surface or a desktop that you can write on, you can ink your
comment or handwrite it. Click the Ink Comment icon and a writing area opens in the

markup area. Write your comment in using your digital pen.

Shelley lishel

[ shetleyFishel

H Shelley Fishel

Figure 321 — Ink Comment

29.2.5 NAVIGATE COMMENTS

Use the Next and Previous icons to move between comments.
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29.2.6 SHOW COMMENTS

When you open a document, you may not see the full comment displayed and will only
see a small comment icon in the document on the line where the comment will be found.

Click the Show Comments icon and the comment will be shown.

29.3 TRACK CHANGES

When working with others on a document it is helpful to be able to track what changes
are being made and by whom. One of the challenges of tracking changes in older versions
of Word was the inability to remove all the hidden markings from the document. Let’s take

a look at how to track changes and how to manage them.

29.3.1 TRACK CHANGES

Switch on Track Changes from the Review Ribbon — click on the Track Changes icon.

Mitro Pro 10 Mitro Pro ';-' Tell r at you want to do

[5 S Al Markup - € Previous g D @
z E Show Markup ~ ] 'a Mext ® i ] <
Track o Accept Reject Compare Block Restrict Linked
Changes - [3] Reviewing Pane ~ 5 - - Authors = Editing  Motes
D- Track Changes P Changes Compare Protect COneMote
En Lock Tracking G I A I C O B L R L,

Figure 322 — Turn on Track Changes

Click Lock Tracking to discourage others from switching it off. You can add a password

to stop others from switching off track changes or simply lock it to discourage.
Once track changes is switched on, you can start to add changes to the document — each

author will have their own colours for marking changes and their names or initials will

appear in the markup area of the document on the right of the screen.
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29.3.2 WHAT DOES SHOW MARKUP MEAN?

You can choose what you see in the document.

Mitro Pro 10 Mitro Pro Tell rne what you want to do
it AII Markup :j Previous
* B Simple Markup 'a Mext
Track All Marku Accept Reject Compare
Chang&s'. pr— P 2 = z
Trae AP Changes Compare
Original
AT R S DL JLI e N RN M,

Figure 323 — Choose Which Markup to See

This shows all revision markings in the document.

All Markup

| Coffee is great - it can wake you up and it fastes levelygreat. The smell of freshly
brewed coffee Is magical.
I tend to go for a Latte

This shows a mark in the left margin indicating that there are some changes
in the document — the change is displayed in the text.

Simple Markup

| Coffee is great - it can wake you up and it tastes great. The smell of freshly brewed
coffee is magical.
| tend to go for a Latte

This hides all mark up all together — however the changes are kept.

No Markup

Coffee is great - it can wake you up and it tastes great. The smell of freshly brewed
coffee is magical.

Original As its name suggests, this shows the original document without any changes.
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29.3.3 SHOW MARKUP

This button gives you the ability to set the markup settings and choose what is displayed

and where.

Mitro Pro 10 Mitro Pro ';-' Tell me what you want to do

E%' [ No Markup - %Prwiuus :@ D Ei\s

= Show Markup ~ - 2| MNext ; X
Track Arcoet Reject Compare Block Restrict  Linked
Changes= ¥ Comments - - Authors ~ Editing  Motes
v Ink Changes Compare Protect OneMNote
S - S ICENNADL,

v Inzertions and Deletions

«  Formatting

E:l Ealloons "[}3 Show Revisions in Balloons
Specific People r Show All Revisions Inline
Highlight Updates v Show Only Comments and Formatting in Balloons

Dther Authors

ng

Figure 324 — Set Markup Settings

Tick the options you wish to display.

Option What it does
Comments To see all comments in your document tick here.
Ink To see any inked revisions tick here.

Insertions and . . . .
Tick here to have any inserted or deleted text displayed in line.

Deletions
. If you want to see notation of any formatting changes in the document

Formatting .
tick here.
Tick this and then choose what you want to display in a call out on the

Balloons . .
right-hand side of the document.
Specific People Choose to see revisions made by all reviewers or only from specific people.

Highlight Updates This will highlight updates ma'd.e by others when they edit a document in
the browser whilst you are editing on your computer.

Other Authors See revisions made by other authors.
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29.3.4 REVIEWING PANE

Click on the Reviewing Pane icon to display a task pane on the left of the document listing
all the revisions.

k- CL-81 0 @ Bl

Coffee.dock - Word

Home Insert Draw Design Layout Refarences Mailings View Developer Nitro Pro 10 Nitro Pro A o do
ABC = ABC [_ oy =% . 2 Ink Comment = B All Marky - £ Previous [ ) ™
: R P El iE
]

v I——l @ » KN Per Z 2) Show Markup ~ . . ] Next & L =
Spelling & Thesaurus Ward Check  Tranlate language  New  Delete Previons Medt  Sho i Track = Accent Reject Compare Rlock  Restrict | linke
Grammar Count ~ Accessibility - - Comment Comments & Eraser Changes » | *|Reviewing Pane ~ - - - Authars~ Editing  Mote|
- Proafing, il Language Comments Tracking i Changes Compare Protect OneNof

L I-Z‘l-l-]-é-\‘1-|-Z-|-3-\-4-\‘E‘\‘E-\-?-\-S-\‘9‘\‘lﬂ‘|‘11-\-12‘\‘}J‘r‘lﬂ‘l‘ﬁ-\'ﬁ-l-l7-|-1!-
Revisions T
~ 6 revislons [
H
Shelley Fishel Delcted i
lovely -
Shelley Fichel Inserted
great - 2
b : Document for Sharing
smell it
Shelley Fishel Inserted ~
aroma E 4 | Coffee is great - it can wake you up and it tastes lavalygreat The smallaroma of
Shelley Fishel Deleted 7 freshly brewed coffee is magical.
Latte = | tend to go for a Latte-mocha
Shelley Fishel Inserted 2
mocha 3 What about you?
B You are welcome
~ 1 like cappuccino

Figure 325 — The Reviewing Pane

TR

Giving ;
“turning the page” } £

1 O ma«u- B
anew meaning Y N

Download free e-books on the '

Turn To Bookboon.com

GAUTRAIN ™

SAUTRAIL bookbooncom
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29.3.5 SET ADVANCED TRACK CHANGES OPTIONS

Click the Dialogue Box Launcher to see more options for Track Changes (1) then click

Advanced Options (2) and finally make any changes (3).

2 Ink Camment D B8 allMarkup -
it V| X

rd r

Advanced Track Changes Options

Pen [ Show Markup -
jow Track Accept Reject Markup
ments Eraser Changes ~ Reviewing Pane - 4
) Insertions: | DFEEAREN | Color:
Tracking Change ' =
g‘ | ik e e i . T T Deletions: | Strikethrough ~ | Color:
Track Changes Options A ? X Changed lines: | Outside border ~
Highlight Updates -
Other Authors Comments; . By authar ~|
Insertions and Deletions Pictures By Comments Moves ' '
Eormatting
- Track moves
Do Balloons in All Markup view show:  Comments and formatting_ ~ Moved from: .Doume strikethrough 'v Color:
Reviewing Pane: Vertical v —
Moyed to: Double underline ~ | Color
Advanced Options... Change User Name... Table cell highlighting
Coffe| t.
freshl Cancel inserted cells: ] Light Blue il
Bl Deleted cells: D Pink ~ | Split cells:
Formatting
Track formatting
Formatting: {nonej ~ | Color
EBalloons
Preferred width: 9.4 cm | 0| Measure in:
Margin: _R\gnt ~
Show lines connecting to text
Paper orientation in printing: Preserve

_._By_al__!thor

. By author

. Green
. Green

Merged cells: [ ] Light vellow |

D Light Orange

. Ey_author

Centimeters

Cancel

~

Figure 326 — Set Advanced Track Change Options

29.3.6 ACCEPT AND REJECT CHANGES

Once the document is finished it is time to decide whether to keep or discard any changes

made whether by you or anyone else.

a Previous
2" Next

Accept Reject

- -

I3

Accept and Move to Next

Accept All Changes

Accept All Changes

Compare

and Stop Tracking

3 & [

Block Restric
= Authors = Editing

Protect

Figure 327 — Accept or Reject Changes
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Decide whether to accept the current change and move to the next one or to accept all

changes and stop tracking. The same options appear for Rejecting changes.
You can navigate between any changes by using the Next and Previous buttons.

29.3.7 MARK AS FINAL

Once you have finished accepting and rejecting the changes to your document, you can
mark the document as final. This indicates to anyone who opens it that this is the finished
version. However, just because you have marked a document as final, it does not stop others

from making further changes.
To mark the document as final, follow the steps below:

1. Click the File menu and select Mark as Final from the Protect Document button.

2. The dialogue box appears warning you that the document will be made as final
and saved.

3. The next dialogue box warns you that all proofing marks are turned off and the
document is marked as final.

4. The document is marked Final on the Protect Document button.

5. A Marked as Final yellow alert appears at the top of the document — note you
can still edit.

6. The Mark as Final icon appears on the status bar.

Wine and food.c

Info

Wine and food

theittrainingsurgery » Shared Documents » Bookboon

Protect Document

Control what types of changes people can make to this document
Protect
Document -

% Mark as Final o
Let readers know the document is
final and make it read-only

! This document will be marked as final and then saved. st This document has been marked as final to indicate that editing is complete and that this is the final version of the document

= When a document is marked as final, the status property is set to “Final” and typing, editing commands, and proofing marks are turned of
st Youc that i ke as fi i k inal i i is

adocument is marked as final when the Mark As Final icon displays in the status bar

JRa—

- Shared Documents - BockBoon

Protect Document
¥ This document has been marked a5 final to discourage editing.

Inspect Document

Figure 328 — Mark as Final Process
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29.3.8 COMPARE

When working with others on a document you may end up with lots of copies and/or
versions. The compare feature allows you to compare two versions of a document and see

the differences and then choose to accept or reject all changes and save as a new document.

When working with documents that are stored in SharePoint Libraries, your administrator
may have switched on versioning. There are two options, Major and Minor Versions. Options
can be set to save only the major versions 1 or 2 for example or every minor update to the

document which will show as 1.1 1.2 etc.

This is useful when you want to compare what has been done in previous versions. You
can compare major versions, specific versions or two different versions of a document and

combine them into a new one taking account of the changes you wish to keep or discard.

& o W

Compare Black Restrict  Linked

) [‘\e Authors - Editing  Notes

v Major Version
Comp:

major

this document with the last

ublished on the

« Last Version
e

Compare this document with the last

version saved on the serve

wie, Specific Version...
S

Compare this d
specific version saved on the server.

nt with a

5le| Compare...

authors into a single documen

Figure 329 — Compare Documents
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Option

What it does

Major Version

Compare this version with the last Major version published on the server.

Last Version

Compare this version with the last version stored on the server, this
could be major or minor.

Specific Version

Compare this version with a specific version stored on the server.

Compare two versions of a document — legal blackline — see all changes
in the document displayed in a third document — changes accepted or

Compare . - . .
P rejected do not affect the original documents and are saved in the third
document shown.
When many authors have been working on the same document, you can
Combine combine all the versions and see the changes made by each author in a

new document. Accept or reject as necessary and save the new document.

29.3.9 COMPARE MAJOR VERSIONS

Open the recent Major Version and click Compare on the Review Ribbon. then chose

Major Version. A dialogue box flashes on the screen telling you that it is retrieving the last

major version from the server.

A new document is opened with the latest document number. This shows tracked changes

and you can see all the changes in the documents.

The Original is open along with the revised version which will have the version time and

date in the title bar.

1B R

Insert

Clipboard
[

Home Insert

+ Spelling & Grammar
[ Thesaurus
4 Word Count

]

Check

Draw

o

K b I A R SR Mix and Match Wine.docx - Word
File Home Insert Draw Design References Mailings Review View Ueveloper Nitro Pro 10 8 1=
¥ Spelling & Grammar t 52 (i + 2 Ink Comment 3 All Markup = & Previous [ ]
2 = vl X i
i e % X B i & ™
Wit ok Check  Translate Language  New Tack — Accept Reject Compare  Block Restnct Linked
E Accessibility S Coamment Changes - = = Authars - Editing  Notes

£y Mix and Match Wine. ersion 2.0: 19/10/2016 11:20 [Read-Only] - W

Design  layout  Reter Mailings Developer  Nitro Pro 10

P Find

Bl AaBbcel

Select -

Paragraph
Compare Result 5 - Ward

Draw Design References

a n

Translate Language

Layout

-

Mailings: View r NitoPro 10

*7 Ink Comment All Markup v ~ ¥ Previous
. Show Markup - : + Next
Tk [ pevieing Pone - ACCEPt Relect

Changes -

New [
Comment

Compare

Language

Tracking

i 150 Pz

Figure 330 - Compare Versions
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Look through the changes in the combined document and if you decide that the original
should be kept as the latest document without any of the changes, switch to the recent
version of the document with the version date and time in the title bar. Choose Restore to

make the original the most recent version.

You can accept and reject changes in the combined document and then save it as a new

one if you prefer to keep only some of the changes.

29.3.10 COMPARE LAST VERSION

This works in the same way as when comparing Major Versions. Select Last Version from

the drop down and then follow the same process.

29.3.11 COMPARE SPECIFIC VERSION

Open the original document click Compare on the Review Ribbon and select Specific Version.

Choose the version from the dialogue box that appears and then continue as before.

Versions saved for Mix and Match Wine.docx

Versions saved to:  https://trainingsurgery.sharepoint.com/Shared Documents/Bookboon/

No. Modified ¥ Modified By Size Comments
2.2 19/10/2016 11:34  Shelley Fishel 345 KB
2 19/10/2016 11:25 Shelley Fishel 345 KB
20 19/10/2016 11:20 Shelley Fishel 344 KB
1.0 19/10/2016 11:18 Shelley Fishel 36.1 KB

More >>> Compare Close

Figure 331 - Select Version

29.3.12 COMPARE LEGAL BLACKLINE

The legal blackline option compares two documents and displays only what changed
between them. The documents that are being compared are not changed. The legal blackline

comparison is displayed by default in a new third document.
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If you want to compare changes from several reviewers, do not select this option. Choose

Combine revisions from multiple authors into a single document instead.

On the Review Ribbon click Compare and choose Compare Two Versions — Legal Blackline.
Then choose the original and the revised documents to compare and set the label for

the changes.

Compare Documents

Original document Revised document
Mixing Wine.docx Wine and food.docx v
Label changes with Label changes with  |Shelley Fishel
P
More >> % OK Cancel

Figure 332 — Choose Versions

Compare Documents

Original document
Mixing Wine.docx

—~ Label changes with

Comparison settings
Insertions and deletions
Moves
Commenls
|| Formatting
Case changes
i While space
Show changes

Show changes al:
O Character level
® word level

Click More to set the options for Word to mark with changes.

Revised document
Wine and food.docx =

Label changes with Shelley Fishel

T

% oK Cancel

Tables

Headers and footers
Foolnoles and endnoles
] Textboxes

Fields

Show changes in:
O Original document
() Revised document

(®) New document

Figure 333 - Set Comparison Options
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I have set the options to show changes in a new document. Now I can accept and reject

the changes to the new document and then save that document as the final one.

BB oL

Home  Insent  Draw  Design  Layour  References  Maiings [EENUEOEM view  Developer Wit fro 10

& R®*

] % AT
Check  Translate Language  New  Delete Pr [ Track
Accessibility -
Proafing Accessibilty

¥ speliing & Grammar
L] Thecaurus

£ Word Count

* &% ink Comment G5 All Markup U R ¥ Previous
P snow Markup - 1 Next

R [ Reviewing Pane - Accept Reject Compare R

Comment Changes - . . . v

Comments Tracking r Changes Compare Protect

' 2 3. 0.4 T 7oiig a R (R SRR E RS R ] RS )

Mix and Match- Choosing Your Wine

Ignore all the rules - they were made to be broken. After all, it's your palette and you
can decide whatever combination of flaveursflavors to inflict on it, so mix and match as
much as you like! (And if that means Champagne with every méal, then so be it)

The wines you choose can have a hugebig impact on the enjoyment of your meal —
from the aperilifl you start with, right through to the dessert wine or ligueur you finish
with. But above all, make sure that you choose a combination that is right for you —
and this may differ wildly from the so-called wine expert who tries to Inflict their views
and expertise on you!

Always refer to the table at the end of this book to check for an appropriate temperature
= of the wine; it can make a huge difference to the taste. Of course, as a general rule,

reds should be room temperature and whites chilled, but you can bend the rules to
> achieve some interesting results. And if you ever go to an official tasting, you'll note

Figure 334 - View Changes

29.3.13 COMBINE

Use combine when you wish to combine changes from many authors.

29.3.14 ACTIVITY

The new Activity icon allows you to see each time the document was saved. Use this to
see previous versions of the document — you will see a list of each time the document was

saved. You can open a previous version from here.

S8 0 agabcer aasbeed, AAB amcen AAB AaBl AaBbe

% Replace
DRt | Thomal | Tlogo TNeSpac.  TMle  Headingl HeacingZ v % Select
n ! ik
9 0 me 2oz s o SRR o
Activity I
19 October 2016 -
Shelley Fishel saved the file 1257
Shelley Fishel saved the file: 12:40
Open version
Shelley Fishel caved the file 12192
many authors. Open version
Shelley Fishel saved the file 10:56
Open version
ocument was saved. Use this to fine a Shelley Fishel saved the file 10:47
us version Open version
0B Octcber 2016
Shelley Fishel saved the file 2358
Open version

06 Ortober 2016

Shelley Fishel saved the file 2046
158 L openverion. —

Shelley Fishel saved the file 2024

Open version

Shelley Fishel saved the file 18:59

Open version

Shelley Fishel saved the file 1849
Track Changes Open version

05 Octaber 2016

Shelley Fishel saved the file. 1817

inen vercion

Figure 335 — The Activity Task Pane
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29.3.15 PROTECT

REVIEWING YOUR DOCUMENT

To stop other people making changes to your document you can enforce protection.

Click Restrict Editing in the Protect group on the Review Ribbon.

Shelley Fishel [

y nttodo 3 Share
) Previous T ®
E Y O
2] Next
Compare  Block Restrict Linked

pt Reject
T Authors - Editing Notes
Changes OneNote <~

Compare

Restrict Editing = x

Protect

1. Formatting restrictions
] Limit formatting to a selection of style
Settings...

2. Editing restrictions

[/] Allow only this type of editing in the
document:

No changes (Read only) =

Exceptions (optional)

Select parts of the document and choose
users who are allowed to freely edit then

Groups:

[[everyone

&% More users..

3. Start enforcement

Are you ready to apply these settings? (¥
can turn them off later)

Yes, Start Enforcing Protection

See also

Restrict permission...

Figure 336 — Protection Settings

Option

What it does

Formatting Restrictions

Limit formatting in the document to a selection of styles, block
theme changes, don't allow quick style set changes.

Editing Restrictions

e Make the document read only
e Only allow tracked changes

e Only allow comments

e Only allow filling in forms

Exceptions

Allow people to edit certain parts of the document.

Start Enforcement

Apply the options you have chosen.
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29.3.16 TO LIMIT FORMATTING

Click the checkbox under Limit Formatting and click Settings to select what to allow

or disallow.

Formatting Restrictions

Styles

=i

imit formatting to a selection of atylév:

By restricting formatting to the styles you select, you prevent the ability to
maodify styles and the ability to apply direct formatting to the document. Select
the styles you want to allow to be used in this document.

Checked styles are currently allowed:

®1/1.1/114 A
bd1/7azi
E Article / Section

E Balloon Text (recommended)
¥ Bibliography {recommended)
[~]Block Text (recommended)
[~ Body Text (recommended)
) Body Text 2 (recommended)

& Body Text 3 (recommended) bl %
All Recommended Minimum None
Formatting

["] Allow AutoFermat to override formatting restrictions
|: Block Theme or Scheme switching
[7] Block Quick Style Set switching

Figure 337 - Limit Eormatting

Tick the box Limit Formatting to a selection of styles and then choose the styles to allow.

Click on All to automatically allow all styles, Recommended Minimum will only check the

REVIEWING YOUR DOCUMENT

Restrict Editing ~

1. Formatting restrictions

Limit formatting to a selection of style

setlings..

2. Editing restrictions

[+] Allow only this type of editing in the
document:

No changes (Read only) | W

Exceptions (optional)

Select parts of the document and choose
users whao are allowed to freely edit then

Groups:
| ] everyone

&% More users...

3. Start enforcement

Are you ready to apply these settings? (Y
can turn them off later)

Yes, Start Enforcing Pratection

minimum styles or click None to automatically deselect all styles.

Tick the other boxes allow AutoFormat to override the formatting restrictions, or to block

Theme or Scheme switching or to block Quick Style Set changes.

29.3.17 EDITING RESTRICTIONS

Use editing restrictions to:

* Make the document read only.

* Only allow tracked changes.

* Only allow comments.

* Only allow filling in forms.
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29.3.18 EXCEPTIONS

Click into the checkbox for Editing Restrictions and select the restrictions to apply (1).
Select the text you are allowing others to edit (2). Tick the box to choose who can edit (3)
in my example it is everyone. Click Start Enforcement (4) to turn it on. Add a password
if you wish (5), click OK and then see the highlighted text in the document showing you
where editing is freely allowed. Use buttons in the task pane to move between editable
sections and click Stop Protection (6) when done. You will be prompted for the password

if one was set.

Thank you!

By reading this eBook you are making education
affordable for millions of students in South Africa.

- Jenny Crwys Williams
Ambassador for Bookboon+ Network

bookboon+network
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REVIEWING YOUR DOCUMENT

P Fnd
. bk

Y lmstibGol @ Ae AaBhCi AalbCel Al AaBl asubte

Restrict Editing =

1. Formatting restrictions
imit ormatting 1o sefsction o1 sty

Mix and Match- Choosing Your Wine

Smaprions (optiona
Ignore all the rules - they were made to be broken, After all, it's your paletie and you S
can decide whatever combination of fiavors o inflict on i, 56 mix and match as much
a8 you like! (And if that means Champagne with every meal, then so be it)

mmmmwmuwmwmmmm meal
you start wmmmm Iquunrymllhlshvmhﬂ
Bulnbo-aaﬂ ﬂmwmum\md

is right for
mumvw\wmwWMMMMWWWIMMMWMuN
mmynu;

of this book to check for an appropriate temperature
tifference 1o the taste. OF course, as a rule, reds
shites chilled, but you can bend the rules 1o achieve
tou ever go to an official tasting, you'll note soma

Frotection method

| @

Enter ruew puassmond

Reenter PaSWOTd 10 Confirm; vee
() usar authentication

¥ lhaBbCo =
A A 3 sl

Mix and Match- Choosing Your Wine

Az AaBbC: AaBbCel
Tsbullel  Hewling 1 Headiog 2

AaBl nasbca 1o,
DEE

“ Restrict Editing ~

Ignere all the rules - they were made to be broken. After all, s your palelte and you
can decide whalever combination of flavors Io inflict an it, so mix and match as much
as you likel (And if that means Champagne with every meal, then so be it)

The wines you choose can have a big impact an the enjoyment of your meal — from
the aperitif you start with, right through to the dessert wine or liqueur you finish with.
But above all, make sure that you choose @ combination that 13 right for you — and this
may diier wikdly from the so-alled wine expert who Iries lo infliot their wiews and
expertise on you! |

Always fefer 1o the labie at the end of 1his BOOK t check for an appropriate temperature
of the wine; it can make a huge difference to the taste.  Of course, as a rule, reds
should be rooem lemperalure and whites chilled, bul you can bend the rules to achieve
soMe interesting results. AN if you ever go to an official 1asting. you'l note some
unusual lemperature choices.

Wine and Food
Ignare the ‘red with meat, white with fish” rule and experiment - that's what makes food
and wine so much fun, Oily fish (like mullet or mackere), whether griled or fried often

Figure 338 — Exceptions for Editing Restrictions

29.3.19 STOP RESTRICTIONS

Once you have finished and want to return the document to its original state, click Stop

Protection at the bottom of the task pane. Enter the password

to unlock the document.

Then you will see the text area that could be edited showing up with grey highlighting.

To remove the grey highlight, select the text and uncheck Everyone. The document is now

back to normal.

29.3.20 ONENOTE

OneNote is Microsoft Office’s note taking program. It is immensely powerful and could be

the subject of a whole book by itself. Here I will discuss taking notes about a project you

are working on where you need to gather information from several different documents or

web pages.
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You have started working on a document it could be a report or a piece of research. You
will have lots of information to gather before crafting the final version, and this is where
OneNote Linked Notes comes in. Open a document that is going to form part of your

research and select an area of text. On the Review Ribbon click on the Linked Notes icon.

3

t Linked
; No@
One e

Figure 339 — Add Linked Notes

Once clicked OneNote will open and ask which notebook, section or page you wish to

use for your notes.

Selk’t Location in OneNote
Pick a section or page in which to put the item:
o
l| Recent picks 2
K [J Wine and Food Notes (current page)  (Summary Notebook=>Notes)
Notes (current section) (Summary Notebook)
Quick Notes (Quick Notes) E
J
All Notebooks
i 1§
v | & Summary Notebook
= Notes
[ Untitled page 0
u [1 Notes about this document S
g [ Wine and Food Notes
2 ™ Quick Notes u
q g
C oK Cancel 4
€ fr

Figure 340 - Select the Notebook Section Page
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OneNote will dock on the right-hand side of the screen ready for you to add a title to the

page and start taking notes.

(== I!'
Notes for research into Wine
20 October 2016 11:00

—
1

Figure 341 — OneNote Docked

Name the page to make it easy to find later and then select text in the document and
click into the docked notebook pane. Start to type your note and see a link created to

the document.

You will see the following dialogue box informing you that linked note taking is now

automatically switched on.

L= Microsoft OneNote X
he

Linked Note Taking is running when OneNote is
docked.

Wi

cq e We'll automatically create links in your notes to the
YO documents or webpages that you're locking at so you can
easily find them later.

If you want to turn this off, go to File > Options >
W Advanced category.

joc¢
e

r g
i

|:| Don't show me this again

Figure 342 — Automatic Linked Notes
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Once you have finished typing the note you will see a link to the actual document.

-
P 2

Notes for research into Wlne

20 October 2016 11:00

ﬁ Information about aperitifs

Wine and food.docx

Aperilils

An aperitif should stimulate the
appet... Avoid spirits, especially if
you are drinking

@ Tell me more

Figure 343 - Linked Note
You can open the document directly from the link. As you add links from different documents
you have a handy way of getting back to the source material without having to remember

which ones you accessed or used.

Closing OneNote will stop the notes being taken. Click on the Linked Notes icon again
to launch OneNote and start taking notes.
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30 DRAWING-INKING

In the modern business we now use many different devices, many with a touch screen that

enable writing or drawing whether using our finger or a special digital pen.

Microsoft Word has a Ribbon geared specifically for this purpose. The Draw Ribbon. Here
you can choose whether to draw with touch, what kind of pen to use, thickness, colour
etc. and you can also erase your ink. You can even ink in mathematical equations and have

them converted.

Be-00 &R &~ - Word 2016 September 28.docx - Word
File Home Insert Design Layout References Mailings Review View Developer Nitro Pro 10 1
=2 & Color - o
_ 5 ® -_A-_Al-~_Al-~_A~_" / V4 :‘H‘ . Lo
) - | = Thickness -
Select Dr;w v:m Eraser ’\_,/ -‘\,/ ,\_/ ,\_/ ,_\'_/ -‘, j = \Iclkzl?
ouc a

Tools Pens Convert

= i s GO c1 020 3041 .5:1.6; PRI S RIS | EAS VRSN IS v RENNCS SIS C R

Figure 344 — The Draw Ribbon

Use the Touch Tools group to change between the Selection Arrow, Drawing with Touch
(this includes using a pen) or switching on the eraser. To erase something you have written

or drawn, drag across it with the eraser tool switched on.

Use the Pens group to select the pen style and colour and change the thickness by clicking

the drop down under thickness or the colour by clicking the drop down under colour.

Click Ink to Math to open a preview window ready for you to write your equation. Click

Insert when done to see the equation in the document.

A Math Input Control

10+2=12
o e

o @ @ x
Write | Frase  Select and Correct Clear

Insert Cancel

f10+2=h2F

Figure 345 — The Ink to Math Control Window
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31 DIFFERENT VIEWS OF
YOUR DOCUMENT

There are several ways to view a document based on what you are doing.

Draw Design Layout References Mailings Developer Nitto Pro 10 Q Tell me
= [ outline | Ruler Q 3 One Page = 11 View Side by Side - ==
= — f— -
i 00
7 Draft Gridlines i t
Read Print Web Zoom  100% Julipleages New Arrange Split Switch Matras
Mode | layout Layout Navigation Pane {> Page Width Window Al 2 Nindov tion Windows ~ :

Views Show Zoom Window Macros

Figure 346 — The View Ribbon
Read Mode — use this view to read the document without distractions.

Print Layout — this shows you how the document will look when printed — including

showing the margins.
Web Layout — this view is useful when composing pages for the web.

Outline — use Outline View to structure the document. You can promote and demote

headings, or move and copy large amounts of text.

Draft — use this view when you need to focus on getting the typing done without the

distraction of the page layout or what the printed version will look like.

31.1 READ

Word 2016 September 28.docx - Word

# Edit Document

Draw — ing

Mavigation Pane

Diffe _ ____  ws of your document
There are s p= sk e .+ & document based on what you are doing.
L~ o= ]

G ] Layout

Figure 326- the View Ribbon ke

Read Mode — use this view to read the document without distractions

Print Layout - this shows you how the document will look when printed — including showing the margins

Web Layout — this view is useful when composing pages for the web.

Outline — use Outline View to structure the document — promote and demote headings, or move and copy large amounts of text.
Draft — use this view when you need to focus on getting the typing done without the distraction of the page layout or what it will print

like.

Read Mode

Figure 347 — Read Mode
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In Read Mode, the Ribbon is minimised and all the extra toolbars and navigation options
are hidden. In this mode, you can read without distraction. Use the menus to switch. The
View Menu will allow you to edit the document, see the navigation pane, show comments,

change the page colour and see layout options.

The Tools Menu gives you access to Smart Lookup and the find options.

31.2 PRINT LAYOUT

This is the view that most people work in most of the time. You can see the page borders
and the margins plus the ribbon and taskbar. If you have displayed the ruler, then you can

see this here too.

31.3 WEB LAYOUT

Word 2016 September 28 docx - Word

References Mailings i Developer Nitro Pro 10

& Outline v Ruler Q > One Page —J ™= (11 View Side by Side 0| ==
I_J i
: Draft Gridlines nehror n -
Read  Print = Web Zoom  100% MuttplePages S| o A france. Spkt Switch | oo
Mode  Layout | Layout Navigation Pane {7 Page Width Window Al Cm i on Windows <
‘Window Macr; ~

Web Layout - this view is useful when composing pages for the web.
Outline — use Outline View to structure the document — promote and demote headings, or move and copy large amounts of text.

Draft - use this view when you need to focus on getting the typing done without the distraction of the page layout or what it will print like.

Read Mode

" wsof your document

a document based on what you are doing,

Figure 348 — Web Layout View

In Web Layout view you can see the document as if it is in a web editor.
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31.4 OUTLINE VIEW

This is one of the most useful views to use when working on a large document. When the

document has headings and lots of text it can be helpful to use outline view to structure it.

Mix and Match Wine.docx - Word

QOutlining Home Insert Draw Design Layout References Mailings Review View Develof

% Show Level: Level 3

& €  BodyText : Ba» m
+# Show Text Formatting e

A B P Show Close
o e Show First Line Only Document Outline View
Toals Master Document Closd
* Wine and Food
+ Aperitifs 9

Section Break (Next Page)

*

Wines for the Meal
Oriental Meals
+ Desserts

®

Page Break

The Restaurant Wine List

Wine Waiters

Your Choice

House Wine

Wine Temperature

= Preparing your Palette

# If you taste several wines, then make sure that you don’t get
them all muddled up! Always swirl the glass and then sniff
the wine with your nose deep inside the glass. That's when
you'll get the best indication of flavour. Taste, and all the
flavours should come together. Decide how you want to
clear your palette between tastings — some like to do nothing
at all, others like a sip of water, and others like sorbet.

CRORCRORS

Page Break

Figure 349 — Outline View

When you switch to outline view — the Outlining Ribbon (1) appears. You can choose how
many heading levels to show (2), I have chosen to display up to Level 3. This collapses
the text and shows just the heading levels that you have selected. (3) Move headings and
their associated text up or down in the document (4). Expand the text associated with a
heading level (5). Promote and demote headings and text using these arrows (6), close
Outline View (7).

You can also drag a chunk of text around by clicking on the plus sign in the left margin

and then keeping your finger on the left mouse button whilst dragging up or down.

31.5 DRAFT VIEW

In Draft view, you cannot see the page borders. Page breaks and sections breaks are

displayed here.
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32 COLLABORATION

With Word 2016 and an Office 365 subscription, it is now possible to collaborate on a
document with other people in real time. With Word 2016 it does not matter whether you

are using a desktop or the web, collaboration can happen.

In earlier versions of Word, collaboration in real time could only happen in the web version.

32.1 STEPS FOR COLLABORATION

1. Save the document to a web location — this could be your OneDrive for Business
or SharePoint library. This works with your Personal OneDrive too if you are using
the home version.

2. Share the document — invite others to collaborate with you — an email is sent out
with a link to the document.

3. Individuals start to work on the document and if working at the same time, you

will see everyone’s edits as they happen.

There are two ways to share a document — one via the small Share button on top of the

Ribbon and one via the File Menu.

Share
SHENEY risiner Document for collaboration Share with People

)

7f

:, Tell me what you want to do |~ S Share

Figure 350 — The Share Button top right of the

screen

Figure 351 — Share Via the File Menu
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Both methods launch the Sharing Task Pane.

Document for collaboration.docx - Word Shelley Fishel
Draw  Design  Llayout  References  Mailings  Review  View  Developer  NitwPro10 Q) Tellm
— - b r P Find *
A . . . B 1= . e Rl . L TR | A
il 12_-|A & Aar % ¥ |AaBbCel| AaBbCel AaBbCi AaBbCel Aabbecl AABL e
Paste =k .. B te-| M- € Normal | ¥ No Spac eading eading?  Heading 3 Title e 2
2 & Format Painter B J U -aex x i) A : e Normal No Spac Heading 1 Heading2 Heading tle E Select
Clipboard ; ; Paragraph . Syies i =
“ R SO IO GO | 1 2 3 4 5 3 7 a 9 10 11 12 12 14 15 (RS F AR ]
Share TR
Invite peaple
: v i
- Can edit
Share
This is a document for collaboration — Shelley is typing here. Shelley Fishel
-~ Owner
N
£
= Send as attachment
Get a sharing link
= Publish to Docs com
Page1of1 12 words 15 b - 1 + 100%

Figure 352 - Invite Others to the Document

360°
thinking

Deloitte

Discover the truth at www.deloitte.ca/careers © Deloitte & Touche LLP and affliated entities.
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32.1.1 INVITE TO COLLABORATE

The task pane opens on the right of the screen. Type the email address(es) of the person(s)
to share with and then add a short message. Click Share to send the message. An email is

sent with a link to the document.

At the bottom of the task pane are three other options for sharing and I will cover those

separately.

32.1.2 EMAIL RECEIVED

Those you invite receive an email inviting them to open the document.

@theittrainingsurgery.com - Outlook

Send/Receive  Folder  View  Q Tell mewhatyouwantto do
= o T Ignore x D |:ﬂ I/i EW ELMesting [ Replyand Move ¢ Accept 25 Move - E € Unread/ Read 2 New Group Search Peuple ﬂ-
21 | X Clean Up - € € 9 my- €& Nice to mest you Y0 HLF1 - iE=Pules- i Categorize~ O Browsc Groups | 5 Address Book
New New o Delete Archive | Reply Reply Forward o i iont W Move and Rephy |7 Assign | Store
Ll lterms~ o lunk - Al T More- ¢ Repo Moveand Reply || f OneNate Policy ~ [P Fallow ip - Y Fitter Email ~
New Delete Respond Quick Steps nl Mo Tags Groups Find Add-ins ~
; < = = =
4 Favorites Search Current Mailbox P | Cunent Mailbox_+| | €32 Reply BaReply All (3} Forward G5IM
il All Unread Mentions + Newestd [ \I Shelley Fishel Lo Jones; Bisheley Fichel - i
Sent It - 1 - 0
e 4 Today ! Shelley Fishel has shared 'Document for collaboration
Drafts [2] * ¥ v
cofts [ .
Shelley Fishel
HLF Shelley Fishel has shared "... 1431
; o Hi Lisa let' s work together e y 3
Unrrod Mo Hi Lisa let's work together on this.
4 Yesterday
4isajones@therttrainingsur... Cyndy and Jan at SoS... I CF
. L i Open Document for collaboration.docx
Love Sex and the City? Steal
R See mare related to Shelley Fichel in Delve.
4 Wednesday .
Clicnts
. b Shelley Fishel = Get the OneDrive mobile app! Available for
= discuss training plan with .. Wed 14:06
Filing
A Tucsday

Figure 353 — Email Invitation

Lisa can now open the document direct from the link in the email. Lisa will be directed
to sign in to OneDrive for Business in this case and once signed in the document opens

in the browser.

1 start [- % it for collabora % = - o x
< Q0 |Aa sharepoirttcom 3 r =¥ 8 -
Word Online i
ShelleyFishel Bocument for callaboraton [ o
Working together i

This 1s & document lor colaboralion — Shelley 15 typing here.

Figure 354 — Open in the Browser
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Now Lisa can edit in the browser whilst I edit on my computer.

Document for collaboration.docx - Word

1

Draw Design Layout References Mailings ~ Review  View  Developer  NitroPro10 Q@ Tellme
. v T 3 . PO — - - . v -] A -1} e " Yo o [
ght {26~ A A | Aa~ B £ == 2l T AaBbCel AaBbCel AaBbCi AaBbCcl AaBbCch AaBhCch
ke X, X' A-W-A- = 4= 5 - TNormal 1NoSpac.. Heading1 Heading2 Heading3 Heading 4
Font v Paragraph d Styles
| 3 SO0 Ee () 1 R 4 5106 7 8 9 10 111 -12 13 " 15 URCE F AR |

I\/\/orking together

This is a document for collaboration — Shelley is typing here.

Lisa is in the browser and Shelley is on her deskiop

¥ Document for collabora X |+

sharepoint.com

Shelley Fishel
PAGELAYOUT — REVIEW  VIEW want to do ¢ | EDITINWORD 3 Sh
Arial #)12° 7| pm - By =.it.85 = |
o 2 AaBbCc  aapbce AaBbCo  aashcre e
s r L owe v oa- B = = = =. Normal No Spacing feoding 1 eoding 2 Heading 3
Font E Styles ’3
Working together
This is a document for collaboration — Shelley is typing here
I Lisa is in the browser and Shelley is on her desktop | o
@ Document far collabora X & Shared with Everyons - One | 4+
sharepoint.com " f tiraining you p . 150-4 e

PAGE LAYOUT REVIEW VIEW Tellr EDIT IN WORD
Arial RIS A == =
: AaBbCc  AaDbGc AaBDCC AaBbCc  pasbee
1 o . B = ot 3= Nomai N Spacing Heading 1 Heading Heaaing 3
ke B I u e x, x ar- A o= = = = = =
foat. & Styles.

Working together

This is a document for collaboration — Shelley is typing here.
Lisa is in the browser and Shelley is on her desktop

Shelley is now typing on the desktop and Lisa will see the changes in the browsef | 6

Figure 355 — Collaboration
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Showing that Lisa is editing in the browser.
Showing Lisa’s edits on the desktop in Shelley’s document.
Showing Shelley is editing when Lisa in in the browser.

Shelley’s edits show in Lisa’s browser.

MY e

Showing the note where Shelley is editing in the browser on Lisa’s screen.
This is a much neater way of having many people give their input to a document without

having lots of different versions floating around. It avoids all the issues with working out

which is the most up to date version and who did what.

Once everyone’s contribution has been added, the original owner of the document can use

track changes to see what has been done and can decide which revisions to keep or discard.

32.1.3 CHAT GO TO EDIT LOCATION AND OPEN CONTACT CARD

Shelley Fishel &

Q Tell me r"k @

BbCcl ’
ading 2 :
Go to Edit Location

Styles la

4., . Chat

Lisa Jones t
. Sharing live edits

Open Contact Card

Figure 356 — Chat Go to Edit Location Open Contact Card
When working with others, you can jump directly to the location where people are editing,

open a chat session with them using Skype For Business or Open their Contact Card to

get more information about them.
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32.1.4 SEND AS ATTACHMENT

This option asks if you wish to send a copy of the document or a pdf.

Share v %

< Send as attachment

Send a copy

Send a PDF

Figure 357 — Send as Attachment

Make your choice and Word launches a new Outlook email with either a copy of the Word

document or a PDF attached.

32.1.5 GET A SHARING LINK

With a sharing link you do not send a copy of the document but a link to the stored online
copy — this means that anyone you send a link to can either edit or view the online copy of

the document. This option stops having multiple versions of a document floating around.

F Editing A
Share v X

< Get a sharing link

Edit link

Create an edit link

Anyone with this link can edit the documents
you share.

View-only link
Create a view-only link

Anyone with this link can see the documents
you share but not edit them.

Figure 358 — Sharing Link
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