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As always, I dedicate this work to my beloved wife, Deborah Black, light of my life.

Foreword

Learning to use one’s tools effectively is a always a worthwhile exercise — and the more we use our tools, the
better it is for us to master them.

Some users of MS-WORD go for years without learning time-saving tips which are already fully documented
features of this software. I hope that this guide will help many people save time, eliminate common time-
wastets and reduce frustration.

The topics are not arranged alphabetically. They are arranged in rough order of utility — at least, from my
perspective. I am sure that others might want to rearrange the document to meet their needs. However, the
Table of Contents (ToC) and the Index should help anyone locate what they’re looking for. You may use the
Ctrl_left-click action on any of the entries in the ToC to jump to the relevant page.

Please send me your suggestions for additions and corrections. Use
< mailto:mekabay@gmail.com > and let me know if I may thank you in the next editions.

Acknowledgements

I am grateful to the readers and colleagues who have contributed suggestions for improvement to this guide.
Specific contributions are acknowledged in footnotes.
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1 Introduction

Many features of MS-WORD are useful as long as you know they’re enabled; however, if you don’t know
what’s happening, they can be extremely frustrating. Here are some suggestions that I have frequently made
to students writing essays or colleagues writing papers. Similar functions are generally available with MS-
WORD under the Macintosh operating systems, but the menus and screen shots would look different. Later
versions of WORD have slightly different layouts, but readers will quickly adapt to the differences with a bit of
practice.

2 Help

Learn to use the Help functions of your version of WORD right away. There are definitions, demonstrations
and even tutorials available. Here are some ways to get help from WORD:

2.1 Press the F1 function key. o x

Word 2016 Help
© @ & A search el

In WORD 2016, hetre’s what you see right away:
Explore using the Search box.

Top categories

2.2 Use the Question Mark symbol + Getstarted

+ Create and format documents

In older versions of WORD, there’s a circle with a
question mark in it at the top right corner: * Add headers and footers

+ Add page numbers

+ Add a table of contents

— - II x + Insert links, images, and graphics

+ Review a document

I&-‘ + Use mail merge "

It brings up the Help functions for you in a separate window.
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2.3 Use WORD 2016’s “Tell me what you want to do” function

Type something into the field (outlined in red
in this figure). The screenshot below shows the
results of typing “change style” to see what
happens:

Document1 - Word

Review View ':-';.'F' Tell me what you want to do

2L T | AaBbCcDc AaBbCcDe | AaBbCcDd

command folders 1 Normal

A Syle b

: b
Y Change Shape b

M

@ Get Help on "change style”

ﬁ) Smart Lookup on "change styl...

2.4 External Support

You can usually find useful information about a specific Microsoft product online. One of the most helpful
sites is the Microsoft Office help and training page at < https:/support.office.com/ >:

*« C iF | @ nhttpsy/supportofficecom

+ BHv €atet e @ovwc Bew Sow RYcs Be ot Cicipart pmiMDB LI LAW 57 myCigna KN @ Peoples @ Snopes T TED (3TU =

Apps ~ Setup Training ~ Admin v~

Office help and training

Find helpful answers. Contact real people. Learn simpler ways to work.

Get help with a product

E B & F @

Excel OneNote Outlook PowerPoint Word
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2.5 External Training

The highest-rated link I have found for free WORD 2010 training is the following:

< http://lwww.qgcflearnfree.org/word2010 >

Word Basics
Getting Startad Fmatiiy Tax
with Ward

Using Indasts Warking with
L™ Lists

Taxt Baded and
WordArt

Extras

& Frwa
Altsrnatives te
Micrasot e

Al thiswas FREE™ The GCF
f=am rode™

Aidding B raakis

Insarting Clip Art
i PReturis

Warking with
Tahles

Modifying Paga
Layout

Warking with

Formatting
Pictheras
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3 Basics of the User Interface

3.1 Showing your Text in Larger or Smaller Views

We've noticed beginners squinting at their screen trying to read tiny print in the WORD window. Although
this function is related to Windows, it’s worth reminding users that you have complete control over how big
you make the text look on your screen — and this has nothing to do with changing the point size of the text in
your document! Some beginners have actually changed the size of their text and been irritated when their
printouts come out with random selections of words in 48-pt print per page.

First of all, you can use the View | Zoom function to make your page fit your preference.

Word 2007 Tips vS.docx - Microsoft Wor

Cn —
- Home Insert Page Layout References Mailings Review | Wiew | Developer
Eﬂ 5 Web Layout V| Ruler [ Decument Map Q 21 ) One Page
.2 Outline | Gridlines [ | Thumbnails | 7 22 [13 Two Pages
Full Screen Zoom  100% i
Reading =l Draft Message Bar = Page Width
Document Views Show,/Hide Loom
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Clicking on the Zoom button (see green arrow above) brings up a menu with plenty of useful options.

i~ Page width
" Text width

™ Whole page

AaBbCeDdEeXxYy
Zz
AaBbCeDdEeXxYy
Zz
AaBbCeDdEeXxYy

—_— 7 Lz

oK Cancel |

In addition, the View menu offers a variety of formats in which to view one’s text. The most useful are Print
Layout, which shows what the document will look like when it is printed in final version, and Draft, which

allows one to cram as much text as possible into the screen. Here are two versions of this page using those
options.

@ Word 2007 Tips v5.docx - Microsoft Word - 72X
b
= Home Insert Page Layout References Mailings Review | View I Developer Add-Ins (7}
-|:| ﬁ" B Web Layout | [ Rules FliDocumentiMap Q . i lonePage | 3 New Window | 11 g@ .E
| Outine || [ Gridines || Thumbnails || 2 [0 TwoPages | & AnangeAll | il i Il 28
Print |Full Screen Il || Zoom  100% Switch || Macros |
Layout 4 | Windows » -

I
Reading =l Draft ‘ [] Message Bar ‘ =] Page Width H Split
Document Views Show/Hide

OE-CHAE (B Do

U Y
!

Zoom

Window Macros
HaE [ OnCan B a2 S -
EEEEEENEEEr TNy

QEHEEE S &E

2

S5 x Aa- ¢ £ 2

I 4

WORD 2007 Tips

In addition, the View menu offers a vanietv of formats in which to view one’s text. The most
useful are Print Layout. which shows what the document will look like when it is printed in final

version, and Draft, which allows one to cram as much text as possible into the screen. Here are
two versions of this page using those options.
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N Word 2007 Tips \fS‘docx_-M\'crosoft Word - X
) Home Insert Page Layout References Mailings Review | View | Developer Add-Ins (7]
|J_;EJ| 53 Web Layout | [ Ruler " Document Map Q i Dl One Page = New Window
4 Outline [ Thumbnails Two Pages = Arrange All

Print  Full Screen —
Layout Reading = praft

Document Views

Zoom  100% .
= Page Width Split

Show/Hide Zoom

NE-SHS | HBCOEHEDU[0 B[S a- o a0 uemO0po am @ 42 9 -

In addition, the View menu offers a variety of formats in which to view one’s text. The most useful are
Print Layout, which shows what the document will look like when it is printed in final version, and Draft,
which allows one to cram as much text as possible into the screen. Here are two versions of this page using

those options.

C

Notice that the draft view (above) omits headers and footers (also images) and that it can use the entire
screen to display text instead of wrapping at the margins. To do the latter (show text all over the window),
one must set an option in the Office Button | Word Options | Advanced | Show text wrapped within the
document window. This option will be explained below.

Finally, if you have a roller wheel on your mouse or trackball,

holding down the Ctrl key and rolling the roller wheel makes
your text appear larger or smaller. Be careful to roll slowly

ot your text will quickly become illegible or gigantic. ﬁ

or gigantic.

Button Settings [

Copyright © 2016 M. E. Kabay. All rights reserved. Version 10
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3.2 Full Screen Reading

A useful format for reading (but not changing) text is the Full Screen Reading button available on the View
menu:

Word 2007 Tips v6.docx - Microsoft Word

Home Insert Page Layout References Mailings Review View Developer Add-Ins

n [ !l 5 Web Layout Ruler Document Map Q - ) OnePage 3 New Window | 11 @ %
=7F 5 + i

A outline Gridlines Thumbnails P . Two Pages | = Arange All FEE

Print |Full Screen Zoom 100% . Switch Macros
Layout | Reading El Draft [ Message Bar = Page Width | [ Split 4 | Windows ~ -
Document Views Show/Hide Zoom Window Macros

4 Pagesofsz - b |

WORD 2007 Tips

In addition, the View menu offers a variety of formats in which to view one’s text. The most
useful are Print Layout, which shows what the document will look like when it is printed in final
version, and Draft, which allows one to cram as much text as possible into the screen. Here are
two versions of this page using those options.

@ Word 2007 Tps v 800 - Mirosof Word
=Y Home et Pageluout  Refeences  Mulings  Redew | View | Dewoper  Adblns
B St i Sesranth @y 0 ot ot

i Ouine Gidines o
S ‘mﬂ Pages 3 Amange Al

P ol Scren
oo Resing 21Ot Mestage s B ragewian | = sy
shomide 2oom

two versions of this page using those options.

Word 2007 T4 V5 docs - Wicrorol Word
Rl il st Bt tiea MRl e |LosSipell i
[ O webloyowt  Ruler Document Map. B OnePage <3 New Window | 1) :
1 o J Outine Grdines Thumbaais Q Jzn.-»-.« 3 Amngea | i} =
P FollSareen Zoom 1005 Swtch
ot m-.D"M M 8 Pageidth | 3 spie 45 | Windows -
Vindow

(SR #.IS i

In nddmon. the View menu ofrcrs a vanely orfomms in whnch to view one’s text, The most useful are

Print Layout, which shows what the document will look like when it is printed in final version, and Draft,
which allows one to cram as much text as possible into the screen. Here are two versions of this page using
those options.

Notice that the draft view omits headers and footers (also images) and thatit can use the entire
screen to display text instead of wrapping at the margins. To do the latter (show text all over the
window). one must set an option in the Office Button | Word Options | Advanced | Show text
wrapped within the document window. This option will be explained below.

Finally, ifyou have a roller on your mouse or trackball, holding down the 5] key and rolling the
roller makes your textappear larger or smaller. Be careful to roll slowly or your text will quickly
becomeillegible.

Copyright © 2008 M. E. Kabay & R. Huebner. All rights reserved. Page5 of 32

The screen shot above illustrates this view on a portrait-oriented screen. To move to the next or previous
pages, click on the arrows at the bottom left and bottom right of the screen or use your cutsor at the right or

31 View Options = X Close
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left edge of the page. To exit from full screen mode, click the X Close button on the upper right hand corner
ot touch the ESC key.

In newer versions of WORD such as WORD 2013, the layout of the VIEW menu is slightly different:

w3 Word_Tips_v10.docx - Word
HOME INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW | VIEW

=& % | [l Outline Ruler Q D [E| one Page D’j E D =

—= — [E|Draft [ | Gridlines —E EE Multiple Pages = - o

Read Print Web L Zoom 100% New Arrange Split Switch Macros
Mode Layout Layout [ ] Navigation Pane {E) Page Width Window  All Bl Reset Window Position ' windows~ |  ~

Views Window

[T View Side by Side -0

[DI Synchronous Scrolling

Macros

Show Zoom

Here, there are several options available in the Views section on the left and the Zoom section in the middle.
Experiment!

In particular, the Read Mode button puts as many pages as it can fit onto your screen; to exit, touch the Esc
key.

FILE TOOLS  VIEW Ward_Tips_v10.docx - Word 0 - 5 x

2.2Full Screen Reading Heze, there are several options available in the Views section on the left and 3 Office Button
the Zoom section in the middle. Experiment!

The Office Button is in the upper left comner of your Word 2007 screen,
This button s a key for setting vp Word to run the way you want it to

o - " e 9w
R EP T EEE R VT EIL e o

T R T Wy T ——

The next section discusses the options that appesr when you click the Of:
fice Button.

A useful format for reading (but not changing) text is the Full Screen Read-
ing button availsble on the View menu:

The screen shot above illustrates this view on a poctrait-orieated screen. To
move to the next or previous pages, click on the arrows at the bottom left
and bottom right of the sereen o use your cursor at the right or left edge
of the page. To exit from full screen mode, click the X Close button on the
upper tight hand comer or touch the Esc key.

In newer versions of Word such as WORD 2013, the layout of the VIEW
menw is slightly different

33 View Optons - Ciose]
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3.3 Office Button

The Office Button is in the upper left corner of your WORD 2007 screen. This button is a key for setting up
WORD to run the way you want it to.

Documentl - Microsoft Word

- = X
Insert  Page layout  References  Mailings  Review  View  Developer  Add-Ins @
Times New Roman N PR 1 FE - §;§| a ; %
2 ([B s D x o |B|EE =S|l
| —_— | — ||* Quick Change
- % - A~ Aac||A & O - |4 T Styles ~ Styles »
Clipboard = Font " Paragraph " Styles "
e e I E E ET N E T
m"""'i"""l"' 3o
| m
Page:lofl | Words:0 | 5%  English (US) | SRR == (=) ] +)

. , , ' ®
The equivalent in WORD 2013 is the FILE menu: ot e e oAt

=g =[] [=] Qutline | [+ Ruler

—% [SDraft | [ | Gridlines
Read Print  Web

Mode Layout Layout O Navigation Pane

Views Show
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This item switches you to a page of options (the screenshot below is from WORD 2013):

Word_Tips_v10.dac - Word -

Mich Kabay =

Info

Word_Tips_v10

€ Dropba » WebMI » pd_source.files » methodology

Protect Document Properties -

Control what types of changes people can make Size as1ME
o this document
Fages 6
Words i)
Total Editing Time: 47 Mlinutes
Inspect Document Tite
Before publishing this file, be aware that it
contains
Document properties, author's name,related
peopie, elated dates and cropped ot
image dzta Related Dates
Headers and footers
Characters formatted as hidden text
Custem XML data
Comtent that peopie with disabilties are Last Printed
unabe 10 read

77 Tips for using MS-WORD Effectively
Tags Add atsg

Comments

Check for
e -

Last Modified
Created

Related People
uthor
Versians M. E. Kabay, PhD, CISSP-ISSMP
Y] Today. 19:31 Gautosave)

Q) Today, 19:23 (autosave) L o By

] Today, 1921 (autosave) Mich Kabay
) Tadsy, 1919 (autossve)

@Y Today, 19:17 (autosave) Related Dacuments

St Al Properties

The next section discusses the options that appear when you click the Office Button or the FILE menu.
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3.4 WORD Options

The list on the right panel in the image below shows the wost recently used files. You can determine how many
files will be visible using the options discussed below. The push-pin (“Pin this Document to the Recent
Documents list) on the right hand side allows you to keep a specific document on the list instead of
dropping off as other, later, documents move onto the top of the list. Thus you can create your own

“frequently used documents* list.

The Word Options button is at the )
lower right of the Office Button menu ‘@
screen in earlier versions of WORD.

I

7 QOpen

—~

Save

Save As

Print

X & E O

Prepare

Send

N

Publish

o H

J\“ Cloze

Business Contact Manager

Documentl - Microsoft Word

Recent Documents

1

[LX=] [ [==] I~ (=31 [ T B [[=X]

Normal.dotm

csh5 ch 48 v03.doc

csh5 ch 48 v02.doc

csh5 ch 26 vB.doc

csh5 ch 05 v04.doc

csh5 ch 05 v03.doc

csh3 ch 26 v5.doc

csh5 ch 09 v07.doc

csh3 ch 09 v6.doc

csh5 ch 35 v10.doc

csh3 ch 35 v09.doc

csh5 ch 30 v06.doc

Ch21-dm Exhibits.dec

csh5 ch 30 v05.doc

593 Writing Down Passwords (revised).doc
580 Last Werd in File Recovery.doc

574 Disk Data Remanence (1) -- The Problem...
575 Disk Data Remanence (2] -- Digital Shred..,
550 The Paper It's Written On.doc

544 Persistence of Memory.doc

MK CV 2008-03 v2.doc

-

¥ ¥ W W W KW W W W F ¥ ¥ ¥ ¥ ¥ ¥ K ¥ W YW K

# Word Options ‘ ‘ X Exit Word |
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In WORD 2013, the options are available through the FILE menu:

©

Info

New

Open

Save

Save As

Save as Adobe PDF

Print

Share

Export

Close

Account

Options
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3.5 Displaying Text Wrapped at the Window Edge Instead of at the

Margins

As mentioned above, making the best use of the screen involves showing all the text in the available space
regardless of margins. The sequence is shown in the following screen shot.

The desired option is the second from the top in the older WORD versions and is checked. The next page
shows the contrast between having the option in effect (checked) or not (unchecked).

Word Options
Popular Show document content
Display [T Show background colors and images in Print Layout view
V' Show text wrapped within the document window
Procfing [T Show picture placeholders ()
. ¥ Show drawings and text boxes on screen
¥ Show text animation
e [T Show bockmarks
Customize [ Show Smart Tags
[T Show text boundaries
sl [T Show crop marks
Trust Center [T Show field codes instead of their values
Field shading: | Always -
Rescurces - . & J
[T Use draft font in Draft and Qutline views
Mame: ICDurier Mew - I
Size: -
Font Substitution... |
1| |
oK
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UNCHECKED:

Document3 - Microsoft Word

AaBbCcDdEe

TMormal

Hyperlink

Styles

This text illustrates the effect of using draft mode
without checking|the option “Show text wrapped
within the document window.”

CHECKED:

Document3 - Microsoft Word

Page Layout References Mailings Review View Developer Add-Ins

-2 -IAAIII

Hyperlink TMormal

Styles

This text illustrates the effect of using draft mode when checking the option “Show text
wrapped within the document window.”
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3.6 Hiding the Ribbon (Menu Bar)

You can also make more room on a small screen if you wish by making the Ribbon roll up invisibly; you
make it reappear temporarily when you need it by putting your cursor up to the top of the screen. Here’s a
screenshot of the top of the screen with the Ribbon hidden (we’ll look at the Quick Access Toolbar soon):

@ Word 2007 Tips v6.docx - Microsoft Word - = X
=D
= Home Insert Page Layout References Mailings Review View Developer Add-Ins

LDE-CHE B 4/ FHd00 08 @5 = a-dlleauusa0Bo as[@ a2 s

of the screen. Here's a screenshot of the screen with the Ribbon hidden:

You control whether the ribbon hides by using the pop-up menu that appears when you click the down-
arrow on the far right of the customizable ribbon shown; in the figure above, it is marked with a red arrow.
The figure below shows it in an expanded view.

(continued on next page)
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In addition, one of the options in the pull-down menu that appears when you click on that symbol is the
toggle Minimize the Ribbon. It has a check mark when the Ribbon is minimized and you can click on the
command (or on the check mark itself) to return to normal at any time.

Customize Quick Access Toolbar

<=

Mew

Open

Save

E-rnail

Quick Print

Print Preview
Spelling & Grammar
Undo

Redo

Draw Table

More Commands...

Show Above the Ribbon

|u"| Minimize the Ribbon
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3.7 AutoRecover

You should have WORD make a spare copy of your work every minute or two in case the program ot the
computer crashes before you save. When you re-enter WORD, your automatic backup will appear, preventing
loss of your changes. In the menu sequence Office Button | Word Options | Save, set the Save AutoRecover
information every xx minutes feature to enable automatic backup files, and set the frequency at 1 or 2 per
minute. You can reduce the frequency (increase the period) if your document size grows to such a point that
the automatic backup interferes with your work. However, on today’s computers, disk I/O is so fast that the
AutoRecover function rarely causes any noticeable delay until you reach very large documents (hundreds of

pages).
Word Options
FPopular L5
H Customize how documents are saved. i
Display
Proafing Save documents /
“Save ] Save files in this format: |Word Document [* docd w |
Advanced Save AutoRecover information every EI minutes
Customize AutoRecover file location: |C:'\.D0cuments and Settings\.rhuebner’\Applicatic| l Browse... ]
Add-ns Default file location: |'\.'\.FQnas'\.EmpInyeeHnme\.rhuehner’xMy Documen| l Browse... ]
Trust Center Offline editing options for document management server files
Resources Save checked-out files to:
@ The server drafts location on this computer
{:) The web server
Server drafts location:  |"“\R2Znas\EmployeeHomerhuebner iy Documer‘lts'\.5| ’ Browse... ]
Preserve fidelity when sharing this document: ‘@] Word 2007 Tips v1.docx v|
[ ] Embed fonts in the file G
b
oK l [ Cancel

3.8 Document Format

WORD 2007 and later versions automatically save in their default .docX format. If you are working with
colleagues who still have OFFICE 2003, they will not be able to read the .docX file unless they have loaded an
add-in. To change the default document format to the older .do¢ format, change the Save files in this format:
option to WORD 97-2003 document (*.doc) on the above screen. Click OK to save your preferences.
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3.9 Spell Checker

Other features are little-known or little-used. For example, most people know about the spell checker, which
puts wavy underlines when you misspell words or use some that the dictionary doesn’t include; for example,
“gzornoplatz” is clearly not in the dictionary, although you may add it if you use it often. To force the Spell

Checker to operate, you can press

F7 (function key 7).

To change spell check options, click Office Button | Word Options | Proofing and change the settings to your

liking. When finished, click the OK button.

Word Options E1E3
Popular ABLC
? w};’ Change how Word carrects and formats your text.
Display
|erufing —‘ AutoCorrect options
Save Change how Word corrects and formats text as you type:  AuteCorrect Options...
Advanced When correcting spelling in Microsoft Office programs
Customize ¥ Ignore words in UPPERCASE
¥ Ignore words that contain numbers
Add-Ins .
v Ignore Internet and file addresses
Trust Center ¥ Flag repeated words
¥ Enforce accented uppercase in French
Resources

[T Suggest from main dictionary only

Custom Dictionaries... |

French modes: ITraditionaI and new spellings j

When correcting spelling and grammar in Word

V¥ Check spelling as you type

¥ Use contextual spelling

¥ Mark grammar errors as you type
[ Check grammar with spelling

[T Show readability statistics

Writing Style: IGrammar&Ster v| Settings... |
Recheck Document |

Exceptions for: |@ Word 2007 Tips v5.docx = |

" Hide spelling errors in this decument only

[” Hide grammar errors in this document only

4
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3.10 Grammar Checker

Unfortunately, beginners often ignore the grammar checker, even though it can help identify errors. If the
grammar checker is turned on, you will notice the green wavy lines under the clause below; in this case, there
is an error, so the grammar checker raises an issue that is worth considering (a colloquialism). See the
snapshot below. In WORD, you can right-click on the highlighted text for suggestions.

Da) = -3 + Documentl - Microsoft Ward - = X

Home | Insert || Fage Laynut“ References | kailings | Review | View |@

— |3y Orientation ~ ¥=~ O i= e

13 Size = -
Themes | Margins __ Page Paragraph | Arrange

. - £ Columns = b ™ Background =

-

Page Setup ]

_ —_EE

The grammar checking is way b:m oftenignored by beginners.

Page:1 ofl |

The next screenshot shows the options you can select in the proofing menu:
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2] x|

Word Options
p I ABC
ape &g} Change how Word corrects and formats your text.
Display

IF Procfing 4 AutoCorrect options

Change how Word corrects and formats text as you type:  AutoCorrect Options...

Save
Advanced When correcting spelling in Microsoft Office programs
Customize ¥ Ignore words in UPPERCASE
v Ignere words that contain numpers
Add-Ins .
¥ IgnoreInternet and file addresses
Trust Center ¥ Flag repeated words
¥ Enforce accented uppercase in French
Resocurces

[T Suggest from main dictionary only

Custom Dictionaries... |

French modes: ITraditional and new spellings j

When correcting spelling and grammar in Word

¥ Check spelling as you type

¥ Use contextual spelling

¥ Mark grammar errors as you type
¥ Check grammar with spelling

[T Show readability statistics

Writing Style: IGrammar & Style j Settings... |

Recheck Docurment |

Exceptions for: I@ Documents j

[T Hide spelling errors in this document only

[T Hide grammar errars in this document only

4| | ]
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Next we see the Settings menu next to the “Writing Style” combo-box above:

Grammar Settings X/
Writing style:

[ Erammar & Sy Ry

Grammar and style options:

Require -
Comma reguired before last list item:
Punctuation required with quotes:
Spaces required between sentences:

Grammar:
¥ capitalization
v Fragments and Run-ons
¥ Misused words
v Megation
¥ MNoun phrases
¥ Possessives and plurals
¥ Punctuation
¥ Questions d|

Reset All |

Grammar Settings E
Writing style:

[ Srammar & Styie Ry

Grammar and style options:

¥ Punctuation ;I
v Questions
V¥ Relative dauses
¥ subject-verb agreement
¥ verb phrases
Style:
¥ Clichés, Colloguialisms, and Jargon
[ Contractions
v Fragment - stylistic suggestions
¥ Gender-spedfic words
¥ Hyphenated and compound werds
¥ Misused words - stylistic suggestions

¥ Mumbers ;I

Reset All |

(Continued on next page — the menu spans several of these little windows)
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(This one is actually a fake: I glued the last two lines of the list into one window to avoid having to use two
screen shots with repeated entries.)

Grammar Settings m

Writing style:
O |

Grammar and style options:

¥ Mumbers ﬂ
Passive sentences

Possessives and plurals - stylistic suggestions
Punctuation - stylistic suggestions

Relative dauses - stylistic suggestions

Sentence length (more than sixty words)

Sentence structure

Sentences beginning with And, But, and Hopefully
Successive nouns (more than three)

Successive prepositional phrases (more than three)
¥ Undlear phrasing

[ Uze of first person -
¥ verb phrazes - stylistic suggestions s
v Werdiness

¥ Words in split infinitives (more than one) E

Reset All oK I Cancel

XXX RRA]

You should adjust the specific aspects of the style to suit yourself or the requirements of your assignhment or
publisher.
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The following example shows the kind of correction screen you might see when using the grammar and style
checker:

Spelling and Grammar: English (U.5.)

Passive Voice:
- - Ignore Once
Green wavy lines under the clanse below j | I
will be noticed by vou. Ignore Rule |
J Mext Sentence |
-
Suggestions:
Change |
Explain. |
[
Dictionary language: IEninsh {U.5.) j
¥ Check grammar
Options... | [ndo | Cancel

This tool can help you catch errors but it is not a magic wand that turns wretched writing into Pulitzer Prize
material. It is not necessarily going to understand exactly what you mean, and it can thus flag perfectly good
writing as a mistake. You can’t just automatically accept everything it suggests; however, you should #hink
about what it identifies and then make your own decision based on your own best judgement.

For additional help in improving writing, see < http://www.mekabay.com/methodology/index.htm > where
you can find these guides:

Frequently Corrected Errors PDF

I"ve been editing technical writing since 1970 and notice that some errors keep popping up in
many writers’ papers. [’ve been collecting the comments I make about these errors and hope that
you will find some of them helpful. Several colleagues and students have contributed
suggestions that I have gratefully incorporated and acknowledged in the file.

On Writing PDF

I have compiled some essays about writing (originally posted on the Norwich University MSIA
Graduate Portal) into this document and hope that all students will find the ideas and resources
interesting, stimulating and useful.
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3.11 Paragraph Formatting

Notice also that we do not have to bother to put a separate ENTER character (called a “hard catriage return®
by some aged folk who remember typewriters)(a “carriage” was a cylinder on a “typewriter” that carried the
paper left and right in front of the fixed position where individual letters smacked up against a cloth or plastic
ribbon carrying ink to print letters on paper)(paper was compressed fibers in flat sheets ... oh, never mind)
between paragraphs. It is much better to use the automatic paragraph-formatting features to control the
appearance of paragraphs than to use manual intervention for such features (it’s easy to make mistakes using
manual processes). So just use the HOME tab | Paragraph ... options (ignore the purple citcle for the

moment):

As you can see, you can format your selected text in a variety of bullets, numbered formats, outline formats;

Word 2007 Tips va.doox - Microsoft Won

- Home Insert Page Layout References Mailings Review View Developer

_LE:x] B [-rirses Mew Roman -12 |ﬂ == - || 4R §§|@@

Paste B I U - ae x, x’hvnﬂyviv“ .

b=
- B =. *= =.
Clipboard T Font [ Paragraph | ,

you can adjust left, centered, right or (yechh) fully justified. You can color the background behind your text
(the paint bucket icon) and you can surround your text with a variety of borders. You can also sort text (the
AZ-arrow symbol) and you can make normally-invisible formatting characters visible (e.g., blanks, page
breaks, tabs and so on) as shown in this screen shot:

This-text-has-normally-invisible - —+ symbols'made-visible ¥

. Page Ereak'T

Copyright © 2016 M. E. Kabay. All rights reserved. Version 10 Page 28 of 109



Tips for using MS-WORD Effectively

3.12 Paragraph Spacing

The paragraph spacing options have been moved in Office 2007. All options for paragraph spacing can be
found on the HOME ribbon in the Paragraph section (the section to the right of FONT). Clicking the small
arrow at the lower right-hand corner of the paragraph section (circled in purple in the screenshot above) will
open the Paragraph dialog box below. At this point, you can change settings accordingly and click OK when
you are finished.

Paragraph X

Indents and Spacing | Line and Page Breaks |

General
Alignment; Left -
Qutline level: IBody Text 'l
Indentation
Left: 0" = Special: By:

Right: IU‘ ﬂ I{none} j I ﬂ

[ Mirror indents

Spacing

Before: IG pt 5‘ Line spacing: At:
After: [spt = |5ingle | =

[ Don't add space between paragraphs of the same style

Preview

Tabs... | Default... |

You may choose to change the line spacing to “Single” and the spacing “Before” and “After” to 6 pt or any
other choice you wish.
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3.13 Setting Default Paragraph Characteristics

You can also force your options to be the default by clicking the Default... button at the bottom of the dialog
box shown above (marked by the red arrow). You will see the following popup:

Microsoft Office Word m

P You are about to change the default alignment, indentation, and spacing of the paragraphs in this document.
[
f Do you want this change to affect all new documents based on the NORMAL template?
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3.14 Controlling How Text Responds to Page Breaks

The other tab you may have noticed in the screenshot showing the paragraph formatting options is the Line
and Page Breaks.

Paragraph X

Indents and Spacing i Line and Page Breaks | |

Pagination
¥ Widow /Orphan control
[ Keep with next
[ Keep lines together
™ Page break before

Formatting exceptions

[~ suppresz line numbers
[ Don't hyphenate

Textbox options

Tight wrap:

INDne j

Preview

Zamiplc Toxl Samlic Toe? Samche Todt Samchc Todt Samels Todl Samils Toel Samilc To! Samisle Toxt
Samzle Teel Samizls To Sam il Toel Samzle Toet Samzle Toxt Sam izl Tt el Tow samle Tt
Zamiplc Toxl Samelic Tl Samclc Tot Samphc Tod Samplc Tod

Default... |

Tabs... |

e Widow/Orphan control is almost always enabled; it prevents a single line of a paragraph from being
left at the bottom of a page (a widow) or at the top of the next page (an orphan).

o Keep with next forces all the selected text to be treated as if it were a single paragraph; it will move to
the next page if necessary even if there is a blank line in the selection.

o Keep lines together is used for text in a block that should all appear on one page if possible.
o Page break before automatically puts the text at the top of a new page.
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3.15 Autotext

Pay attention to the autotext feature and the autocorrect functions. Both can produce odd results if you’re
not expecting them to be enabled, but both can save you a lot of time by allowing you to configure your own
keyboard shortcuts (“macros®) to let you type abbreviations for common words, correct common
misspellings that you may make, and to expand abbreviations into longer text. The autocorrect options in
Office 2007 are located under Office Button | Word Options | Proofing.

Popular =

ABC
&;{ Change how Word corrects and formats your text,

AutoCorrect options

Display

|F'Prouﬁng ‘w|

Save Change how Waord corrects and formats text as you typ AutoCorrect Options...
Advanced
When correcting spelling in Microsoft Office programs
Customize
¥ Ignore words in UPPERCASE

Add-Ins — ¥ Ignore words that contain numbers

H -
Trust Center ;I 4| ¥ Ignore Internet and file addresses | _le
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3.16 Autocorrect

The autocorrect feature will change text automatically from one form into another. The feature is mostly
used to correct spelling mistakes; e.g., typing #hier produces zheir instead instantly. If that’s not what you
meant, pressing CTRL Z will reverse the correction and leave what you typed.

AutoCorrect: English (U.S.)

AutoFormat | Smart Tags
AutoCorrect | Math AutoCorrect I AutoFormat As You Type

¥ Show AutoCorrect Options buttons

¥ Correct Two INitial CApitals Exceptions. .. |

¥ capitalize first letter of sentences

¥ Capitalize first letter of table cells

¥ Capitalize names of days

¥ Correct acddental usage of cAPS LOCK key

—Iv -Replace text as you type

Replace: With: % Plain text " Formatted text

I- Imeir

thier their !

thigsn things

thisyear this year

thna than

thne then —

thnig thing LI
Replace | Delete |

¥ automatically use suggestions from the spelling checker

| QK I Cancel |

Notice also the array of checkboxes for vatious forms of autocorrection. Most are self-explanatory. “Correct
TWo INitial CApitals means that typing what you see in the previous quotation would actually come out as
“Correct Two Initial Capitals.” Similarly, “Correct accidental usage of cAPS LOCK key“ means that if you
accidentally hit the CAPS LOCK in the middle of a sentence, WORD would turn it off. Thus typing “writING
SOMETHING LIKE THIS” would instantly be switched to “writing something like this.”
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3.17 Copy & Paste

One of the most useful features of any word-processing package is the copy/paste functions.

To copy anything, highlight it in your text or point to it (e.g., images) and click the Ctrl and C buttons
together (Ctrl C). That button-pair puts whatever you are copying into the Paste Buffer.

To paste whatever is in the Paste Buffer somewhere in your document (or a new document, or some other
document), just click the Ctrl and V buttons together (Ctrl V). That’s

it! @

It is also true that the HOME panel has buttons for Cut, Copy and

Paste. FILE HOME INS
However, I have always found these to be much more trouble than = Cut

simply using the keystroke combinations above. D

In addition to ordinary paste, one can also select special functions Paste Copy

using the pulldown menu below the Paste symbol (shown at right)
ot more simply by using Ctrl Alt V. This three-key combination
brings up a menu that depends on what is in the Paste Buffer.

- ¥ Format Painter

Clipboard P

For example, highlighting text, pressing Ctrl C and then moving the
cursot to a new position and pressing Ctrl Alt V brings up the following
menu:

These choices offer ways of
pasting material with or
without formatting, as text or
as an image, and so on.

Source:  Microsoft Word Document
C\Dropboxy\WebMK\pdf_source_files\methodology\Word_Tips_v10.docx

As:

@ paste: Microsoft Word Document Object Display as icon
. |Formatted Text (RTF)

O EE TE Unformatted Text

Picture (Enhanced Metafile)

HTML Format

Unformatted Unicode Text

Once again, the best way to
learn about these options is
simply to experiment with
them — preferably notin a
production document! Use a
copy that can be deleted if
something goes wrong.

Result

e

Inserts the contents of the Clipboard as HTML Format.

e

3.18 Undo and Redo

You can undo a series of actions from most recent to oldest by pressing the key combination Ctrl Z; you can
repeat the series going forward using Ctrl Y. The number of steps stored is variable and depends on memory
and other factors.
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4 Advanced Features

4.1 Quick Parts

The Quick Parts function in the INSERT menu of the Ribbon lets you define your own text at will. Since I am

using a wide screen as I prepare this document, I have to split the image of the Ribbon in two to fit it on this
page in a readable size.

HOME | INSERT | DESIGN PAGELAYOUT REFERENCES MAILNGS REVIEW  VIEW

ROH B [Dd@ P il o 4 w3 & [B
Cover Blank Page Table Pictures Online Shapes SmartAmt Chart Screenshot & My Apps - Wikipedia | Online | Hyperlink Bookmark
Page~ Page Break = Pictures  ~ B Video

Pages Tables llustrations Add-ins Media Links

Mich Kabay - [
F (O (00 [ |EE A Aseatwetne =TT () | 3

- 3 Date & Time _
Cross- | Comment Header Footer Page Text Quick WordArt Drop 5 Obj . Equation Symbol | Embed
reference - =  Number~ Box=- Parts -, v Cap o ject v v Flash

Comments Header & Footer ) Text Symbols Flash L

Left-clicking on the little triangle in the lower-
right corner of Quick Parts (see red arrow on
the image above) shows a drop-down menu

&)l AutoText
shown at right. E_] Dacum Dror

Left-clicking the triangle next to Autotext (red .
circle in the image at right) brings up a list of Lietle.

anything you have defined as a Quick Part. =} Buil ding Blocks Ovganizer

ig Save Selection to Quick Part Gallery...
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The image at right shows a simple two-element list of I: E: E;:Lay BhD, CISSPISSMP R
Quick Parts available for use by left-clicking on e
them.

M. E. Kabay, PhD, CISSP-ISSMP

4.2 Customizing the Spell Checker

The Autocorrect functions are immensely useful for
adding specialized terms that the ordinary spelling
dictionary doesn’t know about. Thus if you use the
term, say, Archaeopteryx maculata in a scientific paper
describing a new kind of flying dinosaur, you are

The Autocorrect functions are immensely useful for adding specialized terms that the ordinary spelling
dictionary doesn’t know about. Thus if you use the termy, say, Anbasgplenyoc sacglatg in a scientific paper
describing a new kind of flying dinosaur, you are likely to have the spell checker put a wavy red line under it
because the spell-checker doesn’t have the species narme in its list. Indeed, here’s a screenshot of how WORD
2013 reacted to this exceedingly long sentence:

likely to have the spell checker put a wavy red line under it because the maculate
spell checker doesn’t have the species name in its list. Indeed, here’s a
screenshot of how WORD 2013 reacted to this exceedingly long sentence lgnore All

with the unknown word in it:

. . , . dd to Dictionary
Right-clicking on maculate brought up the suggestion at right:
Since “maculate” (spotted) wasn’t the right word, I simply left-clicked % Hyperlink..

Add to Dictionary and solved the problem. No more wavy red line. 7 New Comment
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4.3 Defining Macros

The spelling dictionary can be used to store any string you like. For example, here are just a few of the strings
Iinsert using codes that begin and end with the equal sign (=):

For example, typing =1/2= instantly substitutes /2. We call the abbreviation =1/2= a macro.

=1/2= A .
=1/4= e

=3/4= 34

=gas= AMSI Accreditation Services:

=acsi= Adaptive Cyber Security Instruments, Inc.

=ce= Comprehensive Exam

=gjw= Copyright @ 2014 John Wiley & Sons. All rights reserved.

The next page shows how to load your own macros into the spell checker in WORD 2013. Similar functions
exist in the older versions of WORD.
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First, access the Options menu (FILE in WORD 2013 and the Word Button in older versions) and left-click the
Proofing button.

General ABC
+ |, Change how Word corrects and formats your text.

Display
Proofing AutoCorrect options
Save Change how Word corrects and formats text as you type: || AutoCorrect Options...
Language

When correcting spelling in Microsoft Office programs
Advanced

Ignore words in UPPERCASE
Customize Ribbon )
lgnore words that contain numpers

Quick Access Toolbar Ignore Internet and file addresses
Add-Ins Flag repeated words

Trust Center Enforce accented uppercase in French

Left click the AutoCorrect Options... button

(red rCCtangle added abOVC). AutoCorrect  Math AutoCorrect  AutoFormat As You Type  AutoFormat Actions
. . Show AutoCorrect Options buttons
As you can see in the Replace: With: boxes .
. . Correct TWo INitial CApitals
shown in the screenshot to the right (also Capitalize frs letter of sentences
highlighted with an added red rectangle), Cepitalze first eter of table cel

Capitalize names of days
Correct accidental usage of cAPS LOCK key

anything you type that has been defined in the
Replace: box is instantly changed to whatever
you typed in the With: box. The desired end- Replace text 2: you e

values don’t have to be symbols — they can be ﬁepm |LV e Tt |
whole text blocks. For example, the sequence

N
=ia= stands for “indefinite antecedent” and @ B g
instantly gets replaced by this text (shown in a i <
different font here to be clear about what’s ‘ &
generated by the macro): e : -

Add [ efe

Avoid indefinite antecedents for pronominal adjectives
"this" and "that." Provide a specific object so that the
reader does not have to guess to know exactly to what o | conce
you are referring. Thus

Automatically use suggestions from the spelling checker

WRONG: The countries went to war in 1914 and used
poison gas. This led to serious death tolls across Europe in
the next four years.

What led to serious death, the war itself or the poison gas? Normally, the word "this" would point to the proximate (nearest) noun
- in our example, "gas." If the author meant that the war caused the serious death tolls, that meaning might not come through to
all the readers.

RIGHT: The countries went to war in 1914 and used poison gas. This conflict led to serious death tolls across Europe in the next
four years.
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4.4 Using Macros

The MSIA’s Professor John Mason, CISA, CISM, CFE, CFSSP, CBA, CFSA offered the following examples
of using macros, whether defined in autocorrect or in Quick Parts, as a form of keyboard macros using the
autocorrect feature for speedier editing:

When editing, I typically use the comment feature frequently. To make it easier on myself when typing,
following are a number of the autocorrect items that I use to automatically insert the desired comments; this
usually saves me at least an hour or two when editing and provides for more consistency. Oddly enough, I’ve
used these enough that I often think of the acronym, not the meaning when editing. Once you get the hang of
most of them, you may find that you think of the error as the acronym, not the meaning. In any event, these

have been quite helpful.
agaf As for grammar and formatting, be careful of; nitt numbers less than 10 s/b spelled out
b&p book and periodical name s/b underlined or in np needs a period
talics nsff nonstandard footnote/citation format
@ caps nspp no second person pronouns
da define acronym ntaa numbers 10 & above s/b numerals (except at the
dqq Double quotes/quotation marks s/b used beginning of a sentence)
fen footnote/citation needed owo one word
fotp what is the focus of the paper? qotl Quotes of three lines or more s/b a separate
g&f As to the grammar and formatting, the comments paragraph & indented
are self-explanatory. (this is used on the essay exams) ros run-on sentence
ic intro clause (needs a comma) saa same as above
idap identifier/appositive sosp subject-object singular-plural inconsistency
indc independent clause (needs a comma) sotm series of three or more (needs a comma)
iua inconsistent use of acronym Spi singular-plural inconsistency
ncp no caps sV subject-verb inconsistency
nct no contractions vas vague & subjective; quantify
nfpp no first person pronouns vis verb tense shift

nindc not an independent clause (no comma)

All users can define autocorrect macros to suit themselves. I (Kabay) use a delimiter to make sure that there
are no accidental hits from a particular sequence that might occur in a normal word; for example, in editing a
particular text, I defined special macros such as = Cjw= which generates

Copyright © 2008 John Wiley & Sons.

The =..= construction makes it almost impossible to generate the macro-defined text by accident.
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Finally, you have the option of pasting Plain text (as in the example above) or Formatted text (bold, italics,
font etc.) as you see fit by selecting the appropriate button.

‘ Replace: With: Plain text Formatted text I

Plain text simply adopts whatever the current formatting is where you insert the macro. Formatted text
maintains whatever appearance you stored when you defined the macro.
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45 Bookmarks

Another useful feature that few users know about is bookmarks; these let you move to specific parts of the
document at will — very helpful when you are trying to check on something earlier in your document and then
return to a particular location to continue writing. You can set a bookmark at will (Insert | Bookmark... )
anywhere in the text so that you can mark where you are currently working and go off to inspect some other
part of the text. When you want to return to your working spot, you can go to your bookmark. We have
buttons we have added to the Quick Access Toolbar to allow us to set a bookmark called current (or

whatever you would like to call it) and then to return to that specific bookmark with a click of the mouse —
very convenient.

f@ Word 2007 Tips v5.docx - Microsoft \ Bookmark 7] %]
- Home Insert Page Layout References Mailings Review View Develoj Bookmark name:
[ Cover Page - El@ L Shapes - | & Hyperlink |2l Header - 2= |ﬁ_dd|
B || eall & , =
1 Blank Page T2 smarthrt | | 4 Bookmark| = Footer - Delet=
= Table Picture  Clip
¥ g - b -
— Page Break - Art il Chart ') Cross-reference ©] Page Mumber
Pages Tables Illustrations Links Header & Footer
[JE:T’vL:'Eé'.‘Jé? HE OO & OE|EE | =2l S ox Aa |
e g ———— Beckmark L i

Notice also the array of ch
explanatory. “Correct TW
quotation would actually
usage of cAPS LOCK key™
sentence, Word would
switched to “writing som.

Create a bookmark to assign a
name to a specific point in a
document.

Sortby: (% Name

: £~ Location
You can make hyperlinks that jump

directly to a bookmarked location.

I™ Hidden bockmarks

@ PressF1 for more help.

You can have lots of uniquely named bookmarks if you need them.

4.6 Special Characters

Yet another feature that beginners generally don’t know is that special functions such as the Enter key or the
Tab key are actually characters that can be manipulated using the edit functions. For example, Tab is
represented as t and Enter is *p in a Find and Replace dialog box (accessed using Ctrl H).

Click the HOME | Replace function or more simply, press the Ctrl H keys together. You will need to click
More>> to view the full search options shown below. Click << Less to collapse the additional options.

See the next page.
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Find and Replace

Find | Replace | GoTo

Find what: |"p’\p

Replace with: |"p

Search Options
Searchy |4l w

[ Makch case

[ use wildcards
[ sounds like (English)

Replace

Replace ] [ Replace all ] [ Find Mext l [ Cancel ]

1 Find all word forms (English)

Format = ] [ Special =

[ match prefix
[ Matech suffise

|:| Ignore punctuation characters
[ 1gnore white-space characters

The Match case option selects only
strings that match the case of your
Find what string.

Find whole words only does exactly
what it says; thus if you search on
Web the function will not stop at
Website.

You can experiment with the other
options, which are more rarely used.

The instruction shown above removes all manual paragraph double-spacing (*p*p) in a document, leaving a
single Ap after every paragraph; editors often have to do this to be able to control the format of the entire
document using paragraph formatting instead of manually worrying about how many lines there are between
paragraphs. One problem with manual spacing is that writers sometimes become inconsistent; another is that
there are few options available to control the actual spacing between paragraphs with the manual method.

Sometimes beginners who don’t know about paragraph formatting manually indent the first line of their
paragraphs with a Tab key instead of using the easy way. To remove those unnecessaty tabs that follow an
Enter character —but not the ones in the text itself — one can find all the occurrences of *pt and replace them

by *p.
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Clicking on the Special tab at the bottom of the Find and Replace menu provides an easy list of special
characters to use in the Find and Replace fields.

Find and Replace

Find Replace

Find what: I_

Replace with: I_

<< Lesg |

Search Options —

Search; IAJI_
[™ Match case
™ Find whole wo
[ Uze wildcards
™ Sounds like (Es
™ Find all word f

Replace ————

Paragraph Mark
Tab Character

Any Character

Any Digit

Any Letter

Caret Character

& Section Character
1 Paragraph Character
Column Break

Em Dash

En Dash

Endnote Mark
Field

Footnote Mark
Graphic

Manual Line Break
Manual Page Break
Monbreaking Hyphen
Monbreaking Space
Optional Hyphen
Section Break
White Space

«vavwwx.mmmwv\fﬁ.gi 3 :."’44

|2 All | | Find Mext I Cancel |

[T Match prefix
[T Match suffix

- Ignore punctuation characters
™ Ignore white-space characters

Format - |

Spedal ~ i Mo Formating
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4.7 Defeat Automatic Formatting

Another useful feature is the ability to defeat automatic paragraph formatting by holding down the SHIFT key
when pressing ENTER; this combination allows separate lines to follow each other without a paragraph space,
as shown in the last two lines of the signature block below:

Best wishes
Held down SHIFT while
ing ENTER at thi
M. E. Kabay, PhD, CISSP-ISSMP V- gf)istmg av s
Program Director, MSIA '
4.8 The Paragraph Functions
i .| E=3=| A
The HOME | Paragraph pane includes controls for =i T R === E‘L m

bullets, numbering, outline numbering, left
adjustment, centering, right adjustment and justified
text, as shown in the screenshot at right.

= | &

. Paragraph
Hovering the mouse cursor over any of these symbols grap

brings up a description in a little popup box, as shown
below:

[l
a4

=~ es=| 4|
= .4z =
=~ lasv | E2 3= q

I
1]
1
||I_L'_W

= | D -8~ || command

Paragraph I
| B E = | O A 5 s
L Multilevel List

Create a multilevel list to organize
items or create an outline.

You can also change the look of
individual levels in your list or add
numbering to headings in your
document.

You can thus learn everything you need to know about these buttons simply by examining them yourselves —
nothing complicated here.
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4.9 Automatic Bullets and Numbers

Automatic bullets are useful, as are automatic numbers. One can control the appearance of both and also the
starting points of the number sequences.

Automatic numbering is useful and you can decide whether to reset the numbering to 1 at each new list or to
continue with the existing list; e.g., 1,2,3....1,2,3 vs 1,2,3.... 4,5, 6...

r

Documentl - Microsoft Word - =X

Home | Insert  Page layout  References  Mailings  Review  View  Developer  Add-Ins @

Eﬁ . Times New Roman |12 -
Paste

53 |B I gvuhax,x'Hl%

= = Quick Change
- VWA m A N & o Styles = Styles
Clipboard T Font " ] Styles "

L] [ £T

.
[} - &

.

Words:0 | ¢ English (US) |

@ Documentl - Microsoft Word - = X
. Home | Insert  Pagelayout  References ilinos  Review View Developer Add-Ins (7]

= monl
53 u

-

Change List Level
Define New Mumber Format...

Set Numbering Value...
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410 Columns

Columns are helpful and can be controlled easily from the Table Tools / Design or Layout menu. In Office
2007, Microsoft has instituted context tabs, which appear only when certain items are selected. For example,
when I select a table, the “Table Tools” context tabs appear.

Word 2007 Tips vl.docx - Microsoft Word Table Tools

)
L )

Home

Insert

Page Layout

V| Header Row

¥ First Column

References

Mailings

Review

View

Add-Ins

Acrobat

Design

[l Total Row

| Banded Rows [ Banded Columns

Table Style Options

[ Last Column

Table Styles

Layout

g
A

=25
Draw

Table
Draw Borders

1 pt

ﬁPen Color =

Eraser

I}

You can resize the width of each column; decide how big a blank space to put between them; and decide
whether to include a vertical line between them. You can also force text into the next column any time you
need to.

Home Insert FPage Layout References hailings

— |=l
Colars = — E t— Breaks =
A ™ | NS
[A] Fonts ~ . £ Line Mumbers
Themes Margins Orientation Size a
- @ Effects = - - - he Hyphenation =
Themes Page S

AP EFHdR QST

J
(1] TR

=

Right

More Columns...

For columns that aren’t tables, use the Page Layout | Columns functions. The default options shown below
work fine; for more control, click on the More Columns... choice.
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The menu that appears (shown below) provides complete control over your columns. You can choose equal
or unequal spacing and choose to include a vertical line between the columns as you see fit.

Equal column width

Apply to: | Whole document -

—
. =
Presets
One Two Three Left Right
Mumber of columns: |1 = Line between
Width and spacing Preview
Col #:  Width: Spacing:
1: 6.5" = -

Start new column

(8].4

] | Cancel
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4.11 Column Breaks

There are several useful functions available in the PAGE LAYOUT | Page Setup | Breaks menu shown below
in WORD 2013:

H

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS

0 3

IE — BreakS'%s

Page Breal

Margins Orientation Size Columns

[1 &)

L

1

Page Setup |
B~ H |

L

»

I

Indent Spacing

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

Column
Indicate that the text fallowing 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

Il [

[ R i

Next Page
Insert a section break and start the new
section on the next page.

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

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

You can

Force a page break
Force text to the top of the next column
Move text blocks to desired positions

Create a new identified part of the
document that may have different
appearance parameters. ..

o With a page break or

o Without a page break

o (reate a new section that is forced to start
on the next

o Even-numbered page or

o Odd-numbered page.
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4.12 Customizing the User Interface

WORD allows you to customize the Quick Access Toolbar (QAT) that you can place above or below the
Ribbon.

Word_Tips_v10.docx - Word

Ribbon

Insert Design Layout G EENE Mailings Review View ";?" Tell me  Mich Kabay ;-3_ G

%, Garamond -1
5 B I U-abex, ¢ %

e @ e o
- AsBoceDe 1 AaE 1.1.1 A

Pafte S A-W-A-pa-| KA é_ Fri- | 8l :ﬂ command THeading 1 THeading 3 - F_diEing
Clipboard =~ Font [ Paragraph m Styles [ .
0| Quick Access
Toolbar

4.12.1  The Quick Access Toolbar
The QAT lets you put icons in an order that makes sense to you.!
Instead of having to click on a panel of the Ribbon to locate [> (] = =
frequently used functions, you can access them in a single click. _

To customize the QAT, select the drop-down menu arrow at the -

. . . Customize Quick Access Toolbar
far right of the toolbar and click on More Commands... to bring

up the extensive menu of options: New
Open
e v Save
- Email
Quick Print

+  Print Preview and Print
Spelling & Grammar
Undo
Redo
Draw Table
Touch/Mouse Mode

More Commands...

Show Above the Ribbon

1 Unfortunately, as T was updating this document, I foolishly allowed Microsoft to install WORD 2016 on my system. It
changed the size of the icons so that fewer fit on the strip; however, there are promises online that MS will change the
icons back to the smaller size “soon.”
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You can add, remove, and change the order of the icons to suit yourself.

Once you have settled on your current arrangement, you
can save a copy of the information using the
Import/Export button at the bottom right of the window:

s ool
I Endnote

F) Insert Citation
) Insert Caption

38 Insert Cross-reference
O i

You can save (Export) your customization files in a i

directory in your BU folder with subfolders for EXCEL,

Imgort/Export ¥ |

Cancel

OUTLOOK, POWERPOINT and WORD; you can simply

insert the date in front of the standard filename. If you
want to revert to a previous configuration, you can just
Import from the appropriate backup file.

~ v 4 » Dropbox » BU * MS-Office_Customizations > word
QCrganize ~ New folder
~
o keytext ~ Name
¢ laptop a 2011-06-01_Word_Customizations.export...
main a 2011-11-23_Word_Customizations.export...
@ MsS-Office_Customizations &1 2012-02-05 Word Customizations.export...

bibliography B 2013-04-13_Word Customizations.export...
bibliography_dated_files a 2013-05-05_Word Customizations.export...
a 2013-06-20_Word Customizations.export...
B 2013-08-16_Word Customizations.export...
B 2014-03-13_Word Customizations.export...
a 2015-02-22_Word Customizations.export...
B 2015-10-15_Word Customizations.export...
a 2016-01-05_Word Customizations.export...

&

@

o excel
& outlook

¢ Ppowerpoint

@ word

o My_Document_Archive

o opera

e Pap

o Skype_contacts v <

v O Search word

Date modified

2011-06-01 16:05
2011-11-23 02:.08
2012-02-05 19:40
2013-04-13 14:34
2013-05-05 1918
2013-06-20 21:37
2013-08-16 08:02
2014-03-13 11:48
2015-02-22 09:29
2015-10-15 20:40
2016-01-05 10:55

Type

EXPORTEDUI File
EXPORTEDUI File
EXPORTEDUI File
EXPORTEDUI File
EXPORTEDUI File
EXPORTEDUI File
EXPORTEDUI File
EXPORTEDUI File
EXPORTEDUI File
EXPORTEDUI File
EXPORTEDUI File

File name: | 2016-01-08_Word Customizations.exportedUl

Save as type: |Expc:rted Office Ul file (*.exportedUl)

~ Hide Folders

Tools -
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4.12.2 Customizing the Ribbon
The Ribbon is customized the same way you change the QAT. The WORD 2016 Help shows how to do it:

— O X
R A
Word 2016 Help
® ® & A | customize ribbon el
Open the Customize the Ribbon window A

1. Right-click any open space on the ribbon.
2. Click Customize the Ribbon.

3. Use the Add and Remove buttons to move items back and forth
between the two columns.

& Customize the Ribbon and keyboard shortcuts
(=]

Choose commands from: Customize the Ribbon:

Popular Commands. v Main Tabs e

< Accept and Move to Next - Main Tabs »~
Algn Left 8 ¥ |Home

" Bresis o # Clipbosrd

i pullets v B Font
Center ® Paagraph

= Change List Level v # Stykes

) Copy # Editing
X Cut & ¥ ingert
L, Define New Number Format | Design
! Delete
T Deaw Table # ¥ Page Layout

You can hide or show any parts of the Ribbon that you wish and you can change the order to suit your
preferences.
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5 Managing References

5.1 Bibliographic Entries

Use the automatic bibliographic functions of WORD 2007 to manage the references you accumulate as you do
your research. Start by selecting the References tab:

Word 2007 Tips v8.docx - Microsoft Word - =X

Home Insert Page Layout References Mailig Developer Add-Ins Avery 7]

é Add Text - 1 [[1iy Insert Endnote é ) Manage Sources @4 == ]
= Update Table AB Next Footnote - [ Style: APA =
Table of Insert Insert Insert Mark
Contents - Footnote =l Show Notes Citation ~ & Caption Entry Citation
Table of Contents Footnotes ] Citations & Bibliography Captions Index Table of Auth...

LDE-HEF BB -dod/Q=Ea0]0 [0 & & ([ Fod &)e 220k & |
] SRR R RN KERF AN RARF TKENRERY TXENRXRT TRENERRY ARE. -1
© S ]

Page: 32 Section: 3 Page:32 of 58 | Words: 6,655 | @ English (U.5) | | 2

Select Manage Sources to access your collection of sources:

Source Manager m

Search: I ISort by Author j

Sources avalable in:
Master List

Current List

IS ent of Energy esident’s Critic
Congressional Research Service; About CRS (2009)
Idaho Mational Laboratory; Access Denied: INL Cyber Security Resear

Metwitness; Amit Yoran, Chief Executive Officer (bio) (2009) fess
Chaos In Motion; ASM. 1 Library (2008)

Mudlear Regulatory Commission; Backgrounder: Mudear Security (200 Edit...
cplusplus.com; C++ : Reference : C Library : cstdio (stdio.h) : sprintf

cplusplus.com; C++:Reference : C Library : cstring (string.h) : strcpy MNew...

CERT-CC; CERT® Advisory CA-2003-04 MS-5QL Server Worm (2003)
Reuters; Cybercrime is getting organized (2006)

Energy Information Administration; Davis-Besse Mucdlear Generating 5
DHS Daily Open Source Infrastructure Report (2009)

BEC Mews; Egypt nudear engineer gets life (2007)

US Computer Emergency Readiness Team; FAQ (2009)

Arkansas Business; Hacker Shocks Electric Company. (2001) LI LI

¥ dted source
? placeholder source

Preview (APA):

Citation: (US Department of Energy and President's Critical Infrastructure Protection Board, 2002) o

Bibliography Entry:

US Departmentof Energy and President's Critical Infrastructure Protection Board. (2002, Oct). 21 Steps to Improve Cyber Security of

CoATA B Lo Diotei A Bio 07 annn £ Clocteings, -y I3 25 L ALl e £ 1k, Loin

Close
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To use an existing reference from your collection in your current document, highlight it by clicking on it and
then click the Copy-> button:

Source Manager

Search: Sort by Author -
| | F

Sources available in:
o Browse... | i
Master List Current List

US Department of Energy and President's Critical Infrastructure Prote
Congressional Research Service; About CRS (2009)

Idaho Mational Laboratory; Access Denied: INL Cyber Security Resear
MNetwitness; Amit Yoran, Chief Executive Officer (bio) (2009)

Mudear Regulatory Commission; Backgrounder: Nudear Security {2(;'

cplusplus.com; C++ : Reference @ C Library : cstdio (stdio.h) : sprintf
cplusplus.com; C++:Reference : C Library : cstring (string.h) : strepy MNew...
CERT-CC; CERT® Advisory CA-2003-04 M3-5QL Server Worm (2003)

Reuters; Cybercrime is getting organized (2008)

Energy Information Administration; Davis-Besse Nudear Generating 5

DHS Daily Open Source Infrastructure Report {2009)

BBC Mews; Egypt nudear engineer gets life (2007)

US Computer Emergency Readiness Team; FAQ (2009)

Arkansas Business; Hacker Shocks Electric Company. (2001) Ll Ll

¥ cted source
? placeholder source

Preview (APA):

Citation: (Nuclear Regulatory Commission, 2008} -

Bibliography Entry:
Muclear Regulatory Commission. (2008, Oct). Backgrounder: Nuclear Security. Retrieved Nov 25, 2009, from U.5. NRC:

Laso, /) 2 i Ll [Tt Frocs cboooa [ iy L PR
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To add a new reference, click on New.... to get the add menu:

Create Source n m
Type of Source  |Document From Web site | = Language IDefauIt VI

rBibliography Fields for APA Journal Article -

Article in a Periodical

Author |Conference Proceedings Edit
Report
Web site
-

Mame of Web Page

Name of Web Site

Year

Manth

Day

Year Accessed

Manth Accessed

Day Accessed
URL

[~ Show All Bibliography Fields

Tag name
IPIacehoIderl 2 I ==

Select the type of document from Edit Name 2] x|
the drop-down menu at the top Add mame

of the box and then fill in the

fields appropriately. You may use Lest:  fpaimer

the Edit pop-up box for Author Brst:  fcar

to ensure that you entet one ot Middle: |

more authors correctly:

Names

Cooper, Alice ;I Up |
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To use a reference, you can choose a reference Style (e.g., APA in the example below)...

Lumead 11

Cln
Ca

Document2 - Microsoft Waord

Home |]nsert | Page Layou | References | Mailings | Review |\.|"iew | Developer | Add-Ins | Avery | L7}

- =2 X
|

Table of
Contents -

Table of Contents

E [z
8y e

Footnote EI
Footnotes

% @ Manage Sources | . ‘ | D+ | §+ ‘
Insert | = Table of
Citation = gq APA Authorities =
= Citatis - | Chicago
GB7714
= GOST - Name Sort EZ A
.| GOST - Title Sort _

150 690 - First Element and Date

150 690 - Mumerical Reference
MLA
SISTO2

Turabian

Page:1l Section:1

Page: 1 of 1

Linel

EBEE ==

(= m

CHlliE

. and then use Insert Citation to put the reference into your text or into a footnote or endnote (see below).

= ———ll

- B X

% |2 Add Text -~

|2 Update Tab
Table of
Contents ~

Table of Contents

Muclear Regulatory Commission

Mailings Review View Developer Add-Ins Avery @
@ Manage Sources G| I%
= M e
Style: Chicago ~ = =r
s o Insert Mark Mark
i Bibliography - Capnon E@ Entry Citation
Index Table of Authorities

) - -nr&@lnﬁ. tz‘tz‘ld|

Backg der: Muclear Security,
(2008)

& 8

EIREA

2

Add Mew Source...

This is an in-text citation Chicago stvle. (Nuclear Regulatory Commission 2008)

Add Mew Placeholder...

AD&

Search Libraries...

Ev&.bﬁhi’.}ﬂ

R -

C 7

The citation style changes automatically throughout the entire document whenever you select a different style
from the menu, so it’s not critical to select your final style at the start — you can change it at any time.
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5.2 Footnotes or Endnotes

Never try to insert numbers manually to refer to footnotes or endnotes. 1f you move text or insert a new reference, all the
numbers from that point on will be wrong. Use the automated functions of Reference tab | Insert Footnote or
Insert Endnote and then choose your preferences. To get this dialog box, click the small arrow in the bottom

right-hand corner of the Footnotes section of the Reference tab (shown citcled in blue below).

I; E!E! 1
o ﬂ
Home Insert Page Layout References Mailing

&

Add Text ~ [[;yInsert Endnote
2 update Table @Next Footnote =
Table of Insert Insert
Contents = Faotnote = Show Notes ﬁ Citation =
Table of Contents Footnotes ] Citatio

Footnote and Endnote

Location

2l x|

(i Fooknokes: IEu:utI:clm af page

Led L

IEru:I of document

Convert...

Formak

|i, i, iil, ..
——
=

Skark ak: i

Mumber Format:

Custom mark: Symbol...

JIJL

Mumbering: Conkinuous

&pply changes

L4

gpply changes ko; I'-.-'-.-'hclle document

Cancel | apply

Insert
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You can easily choose among Roman numerals, Arabic numerals, and even symbols. You can also convert a

set of footnotes into endnotes or a set of endnotes into footnotes using the Convert option button shown
below.

5.3 Cross-referencing footnotes or endnotes

When you need to refer to the same document as you have referenced in a previous footnote or endnote, you
should not repeat the same text over and over or use the abbreviations 1bid. or Op. ¢it. Those expressions

depend on the exact sequence of the footnotes; move text around or insert or delete a footnote and your
references may be wrong.

Instead, use the automatic Cross-reference function so that all numbers naturally change automatically if you
move text or change references.

Documentl - Microsoft Word - =X
e Home Insert Page Layout | References Mailings Review View Developer Add-Ins (7]
% Add Text - hI-.‘] Insert Endnote L g Manage Sources ] Insert Table of Figures 2] Insert Index @4‘ =]
| |2 Update Table | “‘g Mext Footnote ~ || Style: APA - ¥ Update Table 2F Update Index || = |
Table of | Insert || Insert ... || Insert - Mark i Mark |
Contents ~ Footnote =] Show Notes Citation ~ l&: Bibliography - ‘ Caption !#] Cross-reference ‘ Entry Citation
Table of Contents Footnotes F] Citations & Bibliography Captions Index Table of Authorities
NEE- (20 RBRod HEEE 2885 < a0 |2 30uEmnmOo0 as||B 42 8- -
e R N R R N O I - I e A
Page:lofl  Words:0 | QG English (US) | = |

Activate the References tab, and then click Insert
Cross-reference. (See red arrow above.)

Reference type: Insert reference to:

_ . T |  Heading tex
You can point to any sort of numbered item, st as hyperlink e sbove/belon
including headings, footnotes and so on. Here’s an Separate numbers vith | |
example showing cross-references to headings: Foenicleocey

~
. . . 2 Dedicati

Now if you alter the headings sequence, all heading 3 Forewerd

. . . 4 Acknowled It
numbers will automatically be corrected without smroducion
furthel’ maﬂual iﬂtefvention & Basics of the User Interface

6.1 Showing your Text in Larger or Smaller Views

6.2 Full Screen Reading

6.3 Office Button

6.4 WORD Cptions

6.5 Displaying Text Wrapped at the Window Edge Instead of at the Margins

6.6 Hiding the Ribbon (Menu Bar) A

Insert | ‘ Cancel
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Exactly the same procedures are available for tables, figures, and headings by choosing the appropriate
Reference type. You can also choose whether to use the original formatting or not and whether to include
just the numbered-text identifiers or more of the captions by choosing the right options in the Insert
reference to menu. Here’s another example, this time from an older WORD version, showing endnotes for
cross-references.

Cross-reference X
Reference type: Insert reference to:

RIS ~ | |crcinote number =l

¥ Insert a= hyperlink I™ Indude above /below

[T Separate numbers with I

For which endnote:

Schwartz, J. “iPhone Flaw Lets Hadkers Take Owver Security Firm Says,” The..
Memorandum, Movember 7, 2000, from Arthur M. Maoney, Assistant Secret...
smith, G., "Mo. 8: School porn case spurs firestorm” Morwich [Connecticut] ...
Garrett, 1. 1., "Ajax: A Mew Approach to Web Applications”, http:/fadapti...
Izenberg, D., "Trojan Haorse developers indicted,” Jerusalem Past, March 5, ..
Frankel, Glenn *13 Arrested in Israeli Probe Of Computer Espionage”, The ...
Kirk, 1., "Hackers target Cdevel execs and their families”, Network World, J...
Keizer, G., "What we know (now) about the FEI's CIPAY spyware, " Comput..
Russinovich, M., "Sony, Rootkits and Digital Rights Management Gone Too ...
10 The State of Texas v Sony BEMG Music Entertainment, LLC, Case GY-50506..
11 James Michaelson and Ori Edelstein v. Sony BMG Music, Inc. And First 4 In..
12 Alexander Wiliam Guevara c Sony Music Entertainment, et al, Case EICS*’:E..LI

Insert I Cancel |

1
2
3
4
5
o
7
g
g

I repeat: NEVER use manual numbering for ANYTHING in WORD!
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5.4 Creating a Bibliography

When you have finished your writing, you can automatically generate (and update) a list of works cited.

Document2 - Microsoft Word

Cla
- Home Insert Page Layout References Mailings Review View Develeper Add-Ins Bvery

% [E Add Text ~ [ Insert Endnote % 3} Manage Sources 2) Insert Table of Figures @ 2) Insert Index

Ed
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Clicking on the appropriate style (Bibliography or Works Cited) inserts a table that can be updated at any

time:
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5.5 Applying a Bibliography Style

An instructor, editor or publisher may specify a specific style for formatting citations and references. The
styles available are shown in the drop-down menu labeled “Style:”

REFERENCES | REVIEW  VIEW  DEVEL

c-:i @'ﬁManage Sources ‘ %
E@ Style: APA

Insert s
o APA
Citation ~ ﬁ [ Biblio Sixth Edition

Citations & Bibli¢ Chicage

— Sinteenth Edition
1G] E =¢ GB7714
Lo .

2005
GOST - Name Sort

2003

GOST - Title Sort

2003

Harvard - Anglia

2008

IEEE

2006

IS0 690 - First Element and Date
1987

150 690 - Numerical Reference
1987

MLA

Sewventh Edition

515T02
2003
Turabian
Sixth Edition

1

You can change all the formatting of 4/ the footnotes, endnotes, and bibliography or works cited list
instantly. You will never have to manually italicize, space, underline, or capitalize a reference again! Don’t
EVER use manual formatting for references.?

2 If you wrtite a lot of academic papers and need journal-specific styles, buy and install EndNote® < endnote.com >.
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6  Automatic Formatting

Manually formatting anything more than once in a WORD document is silly. Why not take advantage of the
many options for (a) saving time and (b) avoiding inconsistencies?

6.1 Styles

Tips vi.docx - Microsoft Word

Acrobat
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Styles ] Editing

Styles ate perhaps one of the mote problematic aspect of WORD.

. Styles v X
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with every heading of a particular level showing the same appearance. Clear Al A
People get into problems when they accidentally create vatiations of 14pt, Bold

the original styles and fail to realize that they can select all occurrences 14pt, Bold, Centered

of oddball styles to convert them back to standard formats one style at 14pt, Bold, Centered, Befor
a time. Use the menu sequence Home | Styles to modify styles globally. 0Pk, Bokd; Centered, Befor
. . . ; 48 pt
Notice you can also click the small down arrow to get access (circled in . ':; |
rial Narrow

the screenshot above) to the full list of styles. _
Arial Marrow, Bold

I Before: & pt, After: &pt I

6 2 Form at Pal ntel‘ File RGInGEN Insert  Design Lay, Body Text Indent T
" alln
D Lt Garamond < 11 Bold L3
. Paste " Bold, Before: 6 pt, After: &
For a one-off, occasional - 'Forma%’ainter BRTRURS = old, Before: 6 pt, After:
transfer of style, you can pick up el : Bold, Centered
the desired style using the 0o 9 B - Bold, Centered, Before: 6p
) Centered
. L Na\ Format Painter
Format Painter brush » | Like the look of a particular } Centered, Before: 6 pt, Aft
Form{ selection? You can apply that look
and then use the | to other content in the document. Foater T
Helg Header T
Head To get started: )
CUI'SOI'-bI'USh 1. Select content with the Heading 1 T bt
formatting you like
We cg 2. Click Format Painter i
to apply the Style to some Other 3. Select something else to I:‘ Shiom Preview
text Doyo automatically apply the formatting I:‘ Disable Linked Styles
FYIl: To apply the formatting in B A -
multiple places, double-click Options. ..
Format Painter.
@ Tell me more
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6.3 Headings

Use section headings to guide the reader; use your word processor’s headings styles, not manual formatting,
to distinguish the headings from the surrounding text. The automatic styles can be modified at will and
applied instantly to all the headings of any given level without having to find each one and change it by hand.
In addition, it’s easy to shift a level of a heading (e.g., from Heading 1 to Heading 2) using a keystroke or a
button on a toolbar.

To apply a style, be sure you have selected the HOME tab, and then select a heading or style from the Styles
panel. You can also click the small arrow in the lower right-hand corner of the Styles panel to get a longer list
of available styles. You can also edit these styles to your liking,

Ve

Clicking this small

o

f‘:' -Ins Acrobat buttonwillopenup a
§ dialog box so you can
29 AaBbt AaBbCc|AaBbCel | AsBbcd AADB aambee % editstyles.

b‘ = B ~| | fHeadingl 1T Heading3 ! fiNormal | No Spadi. Title Subtitle  _ Change

4 Styles ~

o £ Styles = Editing

s
L

Using section headings is also useful because it lets you use the Layout and Outline displays — and those let
you collapse and expand the parts of the document that you want to work on instead of having to scroll
through huge portions of text all the time. The layout and outline options are available from the VIEW tab.

Page headings are easy to manage once you understand the basic concepts — headers, footers, whether to
make the first page different, and the various kinds of BREAKS that are available.
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6.4 Modifying Heading Styles

If you don’t like a particular style of heading and change it, you can change it and then fix the style (that is,
redefine it) by right-clicking on the heading label and using the pop-up option Update Heading x to Match

Selection as shown in the screen shot below.
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the mid-1990s.

net Exploder, an ActiveX control
1 an ActiveX control by virtue of it
xecution by Internet Explorer, wil
hut down | Shut down sequence fro
11s operationally disruptive butnot
1ently asked questions (FAQ) on E
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Save Selection as a New Quick Style...
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Another way of changing style attributes is available in WORD 2013: right-click on the style in the ribbon.
Right-clicking on a selected style brings a drop-down menu that includes style-related functions, including

Update Heading x to Match Selection.

Word_Tips_v10.docx - Word
EVIEW  VIEW

- command T Heading 1T Headi
" A Modify..
]
DA Bl T o TR [l Q;
. Rename...

IR T N O O R

Remove from Style Gallery

Add Gallery to Quick Access Toolbar

L1 T AaBbCeDe 1 AaE 1&_1 Al AsRhCATY AsRhCeD: 4 4 Aal Aab AaBbCcD

Update Heading 3 to Match Selecti
pdate Heading 3 to Match Selection Subtitle
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For further options, use the Modify... drop-down menu:

Properties
Name: |Norma\ EOH
Sl |[,aragraph Paragraph..
Style based on: | (no style) Iabs...
Style for following paragraph: | T Normal Border...
Formatting Language...
s G0 8 1 U [ e [ .
Sl === B = =|I1£ ]| = = Numbering...
ﬁ Shortcut key...
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Text Effects...

Sample Text Sample Text Sample Text Semple Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text

Font: (Default) Garamond, 11 pt, Left
Line spacing: single, Space
Before: 6 pt
After: 6 pt, Widow/Orphan control, Style: Show in the Styles gallery

Add to the Styles gallery
O Only in this document @ New documents based on this template

x| e

Left-clicking the Format button at the bottom left of the menu shown on the previous page brings the
following drop-down menu into focus, as shown in the image above at right.

Options are largely self-explanatory. See the next section for an expanded discussion of Shortcut key... .
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6.5 Shortcut Keys

One of the least-known functions that can greatly speed your formatting is the Shortcut key... option shown
marked with an arrow in the screenshot at the right.

This function brings up the menu below.

Specify a command

Categories: Commands:
styles

Specify keyboard sequence

Current keys: Press new shortcut key:
Ctrl+Num 0 “

Save changes in:  MNormal.dotm

Description
Font: (Default) Garamond, 11 pt, Left
Line spacing: single, Space
Before: & pt
After: & pt. Widow/Orphan contrel, Style: Show in the Styles gallery

Aagje)i] REMave Reset All..,

As you can see in this example, simultaneously holding the Ctrl and the number-pad’s 0 key when a text has
been highlighted converts it to the desired format. I use

Ctrl Num 0 for the Normal heading
Ctrl Num 1 for Heading 1
Ctrl Num 2 for Heading 2

and so on.
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6.6 Document Map

In older versions of WORD, click the VIEW | Document Map, available in the Show/Hide panel. This brings up
a panel on the left of the screen showing all the headings in your document. Here, for example, is a screen
shot of a simple document with two levels of headings showing the document map:

@ Word 2007 Tips vi.docx - Microsoft Word
toa)
Home Insert Page Layout References Mailings Review ] View I Add-Ins Acrobat

“ . - - | Ruler V| Document Map Q D onepage || - E j 1) View Side by Side @ .
| Gridlines [humbnails @Twovaqes [ E’ .3} Synchronous Serolling [ =2

Pnnt Full Screen Web  Outline Draft | Zoom 100% New Arrange Remove Switch Macros
Layout Reading Layout J Message Bar | = Page Width ‘ Window Al Spiit | 2idReset Window Position | windows~ ||

Document Views d | Zoom Window Macros

H9- 0 & x x T Q- G- 4‘1

Document Map ~

Table of Contents L Document Map

Click the VIEW tab | Document Map, available in the Show/Hide panel. This brings up a panel
Autosave on the left of the screen showing all the headings in your document. Here, for example, is a
Document Format screen shot of a simple document with two levels of headings showing the document map:
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Not only can one switch immediately to the location of any heading in the document by clicking on it in the
Document Map: one can also simplify the map by clicking on any level to collapse (-) ot expand (+) it.

In WORD 2013, the same function is available in a slightly different place in the VIEW menu (I added a red
dot):

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW | VIEW

[ View Side by Side |

= =] [=] Qutline Ruler Q [=| one Page r’ﬂ E o —
T | B W : HEMuttiple Pages = — | (2] Synchronous Scrolling = =LJ
Read Print Web o Zoom 100% New Arrange Split Switch Macros
Mode Layout Layout ®] Navigation Pane {2 Page Width Window Al Reset Window Position ' windows=| -
Views Show Zoom Window Macros

Copyright © 2016 M. E. Kabay. All rights reserved. Version 10 Page 68 of 109



Tips for using MS-WORD Effectively

7 Outline View

7.1 Basics of Outlining

Another useful tool is the Outline View, accessible using the menu sequence View tab | Outline. Be aware that
outline view does not show all of your text; paragraphs are truncated on the right and only the first line is
shown. However, the function of the outline view is to help you see the big picture and also to move blocks

of text around in your document and to change the heading levels of entire blocks. See the following section,
“Outline Tools” for details.

@ Word 2007 Tips v5.docx - Microsoft Word - 7X
L)
= Outlining Insert Page Layout References Mailings Review View Developer Add-Ins @

@-
7 Show Level: - =
% | [ = a X

Show Text Formatting

[« HBodyText

o Show Collapse Close
Show First Line Only Document Subdocuments || Qutline View
line Tools Master Document Close

OE-5405 3R ﬁ|a:ﬁt@@|aﬂ&\ﬁx-m.§vuaﬁaE@\@m@a’ﬂrﬂ]l;ﬁ?@v E

@ Document Format

® Word 2007 automatically saves in its default .docx format. If vou are working with colleagues who still have Office 2003, they will not be ...

e

°

)
@ Spell Checker
® Other features are little-kmown or little-used. For example, most people know about the spell-checker, which puts wavy underlines when vou ...
© [ (function key 7).
® To change spell check options, dlick Office Button | Word Options | Proofing and change the settings to your liking. When finished, click the ...
L)

The gray circle with the white + sign next to a heading is a toggle that controls whether you see the details
below that level or not. For example, here is the appearance of a collapsed section:

I

Clicking on the * sign turns expands it to the following:
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7.2 Outlining Tools

Outlining tools are available by clicking View | Qutline, available under the Document Views panel.

The headings are highest at level 1. The Document Map is optional and can be turned on or off
independently. One can expand ot compress sections; i.e., one can suppress visibility of all the text levels below a
given value or make it visible. Double-clicking on the @ sign next to any compressed section expands the
section to show the next level down; that level may an outline level or it can be body text. Double-clicking on
the @ sign next to any expanded section compresses the section to show only the heading.

Notice the Outlining tab has appeatred and several outlining options appear, such as increase and decrease
indent level (represented by the green left and right arrows respectively). The double-left arrow means
“Promote to Heading 1 and the double-right arrow means “Demote to Body Text.”

Word 200

—
)
- Cutlining Home Insert Page Layout References

@:;_ Show Level: -

| @ | Body Text e
Show Text Formatting
|* = 7| Show First Line Only

Cutline Tools

The blue arrows allow you to move selected paragraphs or entire blocks of selected text up and down in your
document.
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The Show Level function lets you force all of the text to show down to a specific level and no lower.

Word 2007 Tips va.docx - Microsoft Word

N5 0% W0 QEa0E)] o a s

- = X
Ca
(Wit | 2 - . . (7]
Outlining | Home |]nsert | Page Layt | Reference | Mailings | Review |‘l."|ew | Develope | Add-Ins |
@_
5 Show Level: Levell - -
Show Text Formatting
| R R | - Master Close
Y' Show First Line Only Document = Cutline View
Outline Tools Close

The blue * sign expands a specific collapsed section of the outline just like the @ sign in the gray circle next

to each paragraph so you can see more details.

o Word 2007 Tips v6.docx - Microsoft Word

@ Qutlining ‘ Home Insert Page Layout References Mailings Review View Developer
@
“ Show Lewvel: - =D -

Levell N = T -

[ Show Text Formatting
Show Collapse Close

@* & 2| = ] .
W' Show First Line Only Document Subdocuments || Qutline View

Outline Tools Master Document Close

= % Aa- | & W 7 A E]

When finished using Outline view, click Close Outline View to return to your normal document view.

Copyright © 2016 M. E. Kabay. All rights reserved. Version 10 Page 71 of 109




Tips for using MS-WORD Effectively

8 Tables

8.1 Creating Tables from Text

Another helpful feature is tables, which can be quite

Convert Text to Table 1 2%
Table size
Mumber of columns; 4 -

Mumber af rows:

complex. One can start tables from scratch or one can AukoFit behavior
format blocks of text as tables; in the latter case, every TAB (3 Fixed column width: | adto -
character will force an entry into another cell. Observe the
following: () AutoFit ko contents
This is row one, column 1TAB and this is r1c2TAB TAB © AutoFit ta window
but thlS IS r1C4 Separate texk ak
R2c1TAB 2c2TAB 2c3TAB 12c4 () Paragraphs ) Commas
TAB R3c2TAB r3c4 © Iabs Oother: |- |
[ oK ] [ Cancel ]

Then use Insert | Table | Convert Text to table:
The instructions above produce the following table, which
we have adjusted to fit into this space:

This is row one, and this is r1c2 but this is r1c4

column 1

R2c1 12¢2 t2c3 | 12c4

R3c2 r3c4

Incidentally, the TAB character can be visualized using either the keystrokes CTRL SHIFT-* or using the

option in the Home menu:

(W]

e
[==

Insert Page Layout

j # | imes NewRom ~ |12 ~ A A | Aa- | &
Tl 33
Pa'ste ¥ B 7 U ~abe x, X | o\~ ~ A~
Clipboard & Font

[P

ord 2007 Tips v3.docx - Microst

References Mailings

Review View Devel

g —
2=

|sEE | 2] | 1

= | &

Paragraph
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8.2 Creating a Table for Manual Data Entry

You may wish simply to create a blank table with a certain number of INSERT | DESIGN  PAGELAYOUT  REH
columns and rows so you can fill them in yourself. INSERT | Table has 555 E D@ @

a pulldown function that gives you a grid that you can highlight with Table
your cursor to define a new blank table. For example, here is how to h
create a 3-column by 5-row table:

Pictures Online Shapes SmartArt
Pictures -

| 3x5 Table

. e O OOOOO00)”
The table that is created looks like this: B EREEERE
O ooooooo

: NN

I [FDDDDDD

HEkINENEEN

EEEEEEN RN
‘IEEEEEEEEn

&) BB Insert Table...
A ﬁ Draw Table

Iélfa Convert Text to Table...

Note the all-important four-way arrow

Q
. EE] Excel Spreadsheet
symbol in the upper left corner: T

B2 Quick Tables v

That symbol is how you can select the
entire table and move it around.

8.3 Selecting and Managing Tables

Remember to select the table first, When you hover the mouse cursor over a table, a small + sign appears
over the upper left corner:

@ Ward 2007 Tips vl.docx - Microsoft Word Table Taals - = X
WEE ) [

Home  Insert Page Layout References Mailings Review  View AddIns  Acrobat Design Layout @

7 . E==chi= . i B=m A= @ A o
NEENEEE e ] et @ D33 A5 (] A B 2 f
Select View Properties | Delete | Insert Insert Insel Merge Split  Split || AutoFit | == wigth: || 3 pistribute Columns Text Cell Sort Repeat  Convert Formula
~  Gridlines - Above Below Left Right | Cells Cells Table - = = [ pirection margins Header Rows to Text
Table Rows & Columns i) Merge Cell Size ] Alignment Data

This is row one, | and this is rlc2 but this is rlc4
column 1
R2el r2c2 r2cd | r2e4

R3c2 r3cd
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Right click on that symbol. Then you can use a variety of table commands such as the LAYOUT tab under the
Table Tools context tabs. There are many options available to you to help you manage your tables within

WORD 2007.

8.4 Autoformat Tables

Once you have a table, you can automatically format it in various decorative ways. First, select the table. The
Table Tools context tabs appear. Click the Design context tab. Then select one of the table styles by clicking
on your selection. Notice that WORD will automatically show a preview of what it will look like before you
click the Style option.

) Word 2007 Tips ve.docx - Microsaft Word Table Tools - = X
G Home Insert Page Layout References Mailings Review View Developer Add-Ins Design Layout @
| HeaderRow  [¥] First Column  |[[e0me | —mmmorzer —— ——— ————— & Shading - . @ =3
] TotoRow B Last Column S T e e — e

W' Banded Rows |¥' Banded Columns
Table Style Options

ﬁpen Color = Table

Draw Borders [F]

Table Styles

In particular, the central area has a large menu of options
(click on the down-arrow symbol marked with a red
arrow in the diagram above) to see the whole list) that
appears when you need it — and options in Modify Table
Style... (at the bottom) such as Shading and Borders that
you can play with to suit yourself.
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8.5 Placing Tables on the Page

Right-click on the plus sign at the top left of a table
to bring up a menu of options, as shown below:

Click on Table Properties (the bottom option in the
menu shown above) to bring up a menu that
provides options on placement of the table on your

page:
The diagrams are self-explanatory (I hope).

Table Properties m

Tsbe | Row | comn | col |

Size

I™ preferred width:; [0 = Measurein: |I”d135 |

Indent from left:
B (BB Fr =
Left Center Right
Text wrapping
H || &
Mone Around Positioning, .. |

& | Cut

53 | Copy

&  Paste
Insert
Merge Cells

Distribute Rows Evenly

Distribute Celumns Evenly

Craw Table

OE BB

Borders and Shading...

Cell Alignment
AutoFit

Insert Caption...

@ [

Table Properties...
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8.6 Formatting Your Tables Manually

The menu shown on the preceding page has an option called Borders and Shading... which allows you to
apply manual formatting to your tables. These functions have three tabs: Borders, Page Border and Shading.

Borders and Shading 7] x|

Borders | Page Border | Shading |

Setting: Style: Preview

buttons to apply borders

ﬂ Click on diagram belaw or use
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Borders and Shading 7| x|

Preview
‘ - ‘ﬂ Click on diagram below or use

buttons to apply borders

| m| m m g §

Shadow . J
Color
H Automatic ;I
Width:
ustom vept — -
| | Apply to:
Art: Iwhnle document ﬂ
none
{ ) v Options... |

Borders and Shading 7 x|

Borders I Page Border

Fill Preview
Patterns

Style: ID Clear j

Color: | Automatc |
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8.7 Simple Sorting

The figure below shows data that the user wants to sort so that each column will be sorted in ascending order
— all the data in the first column in order, with any values that are the same in the first column sorted by the
value of the second column, and then again using the third column.

Variable 1
229
433
462
229
126
126
492
192
126
462
211
126
433
170
460
229
229
211
428
211

Variable 2 Variable 3
6.5 8.0E+03
5.3 8.0E+03
8.9 1.1E+04
7.9 1.1E+04
9.1 8.0E+03
9.1 1.1E+04
7.4 1.1E+04
7.4 1.1E+04
5.3 1.1E+04
6.6 1.1E+04
9.4 1.3E+04
7.9 1.1E+04
9.0 1.1E+04
7.1 1.1E+04
8.6 1.1E+04
6.6 1.1E+04
7.9 8.0E+03
9.4 8.0E+03
6.0 1.3E+04
9.5 1.1E+04
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Highlight the text to sort and select the Sort button:

View Developer Add-Ins Hel

aBbCchdE AaBbCcl

box Endnote

L gl 47 @Ele
E | sort

d Alphabetize the selected text or
sort numerical data.

@ Press F1 for more help.

to start the Sort Text dialog box (Figure 8-1).

Figure 8-1. Word sort dialog box showing options of what to sort by.

' il
Sort Text -2 |

Sort by

@ Ascendi
s o [5] @ 2

(71 Descending

A di
e [ron_ 7] © Ao

Descending
Then by
A di
=] o [ron[] © s
Descending
My list has

Header row (@ Mo header row

e J (ot
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The sort can be ascending (e.g., from A to Z) or descending (Z to A). Clicking on the Header row buttons tells
WORD whether to include the top row (if it’s a header) or include it in the sort (if it’s not a header). Selecting
paragraphs is useful for blocks of information such as multi-line text in bullet points. Selecting fields uses the
Tab characters we discussed eatlier as separators defining Field 1, Field 2 and Field 3 cortesponding to columns.

As you can see, the sort instructions specify fields rather than paragraphs and the check in Header row
converts the column references to the names in the first row.

=
Sort Text m
Sort by
@ Ascending
Variable 1 Type: |Mumber o
|Z| IEI (") Descending
Then by
@ Ascending
Variable 2 Type: |Mumber -
E IZI () Descending ||
Then by
@ Ascending
Variable 3 Type: |Mumber - -
|Z| |E| (") Descending

My list has
)

CK

] [ Cancel

Stipulating Number as the Type of variable is important, because sorting by text or date can result in different
sort orders. The screenshot below shows the pull-down menu for the Type.

[ Sort Text ? g
Sort by
Field 1 'T';*I' Ascending
() Descending
Then by
@ Ascending
() Descending
Then by
T [ (@ Ascending
Descending
My list has
Header row (@ No header row
1
Dotogsss [ OK ] l Cancel l I
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As shown in the next screenshot, the sort results in sequences where values of the first column are in
ascending order. Within groups of identical values of Variable 1 (e.g., 1206), the lines (also called records from
the terminology of databases) are sorted according to the value of Variable 2, the second column. For
Variable 1 = 120, the records where Variable 2 is the same (= 9.1) are together and sorted by the value in the

third column, Variable 3 (first 8.0E+03 then 1.1E+04).

Variable 1
126
126
126
126
170
192
211
211

9 19 19 o 1o
—_
R N O

=

L3 10 I I I I
ce O

[%)

=

iy
[SF)
[S%)

Variable 2 Variable 3
53 1L1E+04
7.9 1L1E+04
9.1 8. 0E+03
9.1 1.1E+04
7.1 1.1E+04
7.4 1.1E+04
94 8.0E+03
94 1.3E+04
95 1L1E+04
6.5 8.0E+03
0.6 1.1E+04
7.9 S.0E+03
7.9 1L1E+04
6.6 1.3E+04
5.3 S8.0E+03
9.0 1.1E+04
8.6 1.1E+04
6.6 1.1E+04
8.9 1L.1IE+04
7.4 1L1E+04
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9 Pictures

9.1 Pasting images

You can paste pictures into your text; the most common problem is that beginners don’t realize that there are
options for how the picture relates to the underlying text.

First of all, a good way of inserting an image is using the Insert | Picture function. If you have captured a
screen image of the window on which you have focused (that is, it’s the window you are working in) using the
ALT PRTSCN combination then you can use CTRL V to paste (ot right-click in WORD and then select Paste
from the pop-up). This will insert the captured image into the WORD document at the location where you
clicked Paste.

You can arp (i.e., trim off the edges) a picture you've pasted by using the tools available on the Picture Tools |
FORMAT context tab. When you click on a picture in WORD 2007, the FORMAT context tab appears.

9.2 Capturing Screenshots

You may want to put in a picture of something you have on screen. The Snipping Tool that comes with

WINDOWS is always available.

I use it so much that I have defined it as a programmable key on my keyboards. If you have a keyboard with
programmable keys, look into how to define them. In my case, my #3 programmable key instantly brings up
the Snipping Tool — very handy!

If you want to capture an entire window on your screen without having to use the Snipping Tool, you can
simply bring the window into focus and then use the key combination Ctrl Alt PrtScn to put the image of that
window into the copy/paste buffer.

Here’s the window for the Snipping Tool when you load the program:

%ﬂew - _J_—f'lgelaj,,.rv i Cancel i\-‘;f;;j::}thiuns

select a snip type from the menu or click the |@]
New button.

The New button has a drop-down menu with options for the shape of your snip; the Options button has self-
explanatory options. The Delay button gives you seconds of time after you click on New so that you can, for
example, reset the focus to a different window, move your cursor out of the way, or activate a drop-down
menu that would otherwise disappear were you to click New.
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Once you have captured an image with Snipping Tool, you can save it to disk (the little floppy-disk icon that
amuses young people who have never see a floppy disk), copy it to the paste buffer (the two-pages icon) or
send it by email (the envelope icon). You can also select a “pen” and color for markup on the spot and an
eraser to clear what you’ve added.

File Edit Tools Help

‘T « L
Qyﬂ&w t:i—)gelay

9.3 Enhancing Your Images
There are many ways to alter the appearance of your pasted images to suit your preferences. The only
warning I give is that you should be consistent within any one document.

Click on the image you’re working with to bring it into focus and you’ll see a new menu appear at the top of
your WORD window: Picture Tools.

PICTURE TOCLS

REVIEW  VIEW FORMAT

=3=| 20| T || paBbcee 1 AaE

& - . command T Heading 1

Click on the FORMAT menu and you’ll see a host of new options appear (I had to cut these in half to make
them mote readable here):

Most of these options are self-evident. The row of nine options for adding shadows and borders or changing
the shape of the image can be expanded to show all of the options by using the down-arrow in the bottom
left (circled in the image above).
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You can easily experiment with these options, but be aware that once you enhance an image, there’s no way
to get back to the original unenhanced version except by using the UNDO (Ctrl Z) function. You may want to
keep a backup of the version of your document with the unenhanced image before you test lots of options.
You may also simply open a new document and paste the original image there in case you need it.

@ PICTURE TOOLS Document2 - Word
HOME INSERT DESIGN PAGELAYOUT REFERENCES MAIINGS REVIEW VIEW | FORMAT |

E] E; 1=l Compress Pictures g g
L S 2 Change Picture E_ ;l ; = == E -

ki

Remove | Corrections Color Artistic ) T
Background - - Effects - ‘I Reset Picture -
Adjust Picture Styles

?T EH - & X

LZ Picture Border ~

i 3 ~ | Align~ M~
1 Bring Forward \,_ Align @# %D Height@

& Picture Effects - {1 Send Backward ~ [C1Group ~ | -
) Position Wra i Crop I width: 4" b
(&% Picture Layout - . Texte Ef, SelectionPane  ?ARotate~ | -7 «as Width: 4 .
[ Arrange Size [ ~
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9.4 Text Wrapping

When you click on a pasted image,
a symbol appears at the top right corner:

That symbol is for the menu of LAYOUT OPTIONS shown below:

You can choose

“~ ¢ LAYOUTOPTIONS X to have text flow
_|% above and below
In Line with Text only (Top and

Bottom — the selection shown in the screenshot at left of
this text) or various other formats. Experiment!

= If you choose the default Move with text option shown
i i as the selected button at the bottom of the image at left,
With Text Wrapping then clicking on the image generates an anchor symbol
on the page:
|
¥ This is where the anchor is for the following image
" = £

@| 9§ Bringto Front = | Align -

'-Ea send to Back ~ E Group

Text Wrapping *] Sk Rotate -

] Postt
* Move with text "I nsL|nn[

Fix positionon In Line with Text
page Square
. b Tight
- Behind Text

In Front of Text

Top and Bottom

If you move the text where the anchor is placed, the image mers do Through

will move with it — for example, to the next page if that’s what fall ag
you want. choose
1en vou

Edit Wrap Points
More Layout Options...

] 1%y [ &I ] G R E

The most important aspect of the choices you have is the
Layout. If you choose “In line with text* then the picture will
be inserted into the text, will move with it, and will allow a
line of text to begin next to the bottom if there is room.

Square and Tight do what the images show on the menu. Tight also provides user control over how the text
wraps around the edges of the image.

The image to the right is formatted as Square text flow.

Copyright © 2016 M. E. Kabay. All rights reserved. Version 10 Page 85 of 109



Tips for using MS-WORD Effectively

Behind text is used if you intend to have text overlaying your picture (e.g., if you are inserting a picture of a
signature and want to let text appear on top of , say, the tail of a g or a y). In front of text is hard to work with
because it can cover your text without forcing it around the picture area. The left image below is behind and
the right image is 7z front of text.

ABCDéFGHI]KL%;:V‘IDPQ] ﬁ E |§67890
TE— TE——

Other options are available on the More Layout Options dialog box, by clicking that option from the menu as
seen above. Through is similar to Tight but allows text to appear inside the image in blank parts; like Tight, it
provides sizing handles to allow user control over exactly where the text can appear.

Top and bottom is similar to In line with text but allows no ovetlap at all to the left or right of the image.

9.5 Combining Images

You may need to combine several images into a single object; in this document, I’ve had to do that whenever
I add a highlight such as an arrow or a circle to a screenshot. Without combining these elements, moving one
of them will not move the others — so the arrow can stay on one page when the underlying image is moved to
another page.

Here are two objects: the picture of the anchor we just saw
plus a red arrow from the INSERT Shapes menu.

To combine these into a single image, highlight the picture
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and then hold the Ctrl key down as you click on the arrow:

At that point, both images are highlighted. Now access the

PICTURE TOOLS | FORMAT menu and select the Group

functions:

& Align~ | [
- :LEH:Gmup'
[H] Group
-k

Clicking the Group function combines the separate elements into a
single image:
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9.6 Adjusting Layers

Sometimes elements of a combination of images may be in the wrong arrangement.
For example, the arrow in the image at right has moved #nder the image it’s supposed
to point at:

Click on the arrow and, in the DRAWING TOOLS | FORMAT menu, select the Bring
Forward function:

_1 Bring F%zrd - |: Align~ ED
1 Send Backward - [ Group .

Position Wra —
i E[;; Selection Pane ™k Rotate = | €09

- Text-
Arrange
- M I g & -
3 ' | Bring Forward

Bring the selected object forward
one level so that it's hidden behind
fewer objects.

Alternatively, you can click on the arrow image and use the Send Backward function.

9.7 Rotating Images

Any image can be rotated by using the mouse cursor on the
circular symbol at the (original top) of the image and moving left
ot right:
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9.8 Other Image Tools

The INSERT panel has a number of options useful for professional and scholatly atticles.

INSERT | DESIGN PAGE LAYOUT  REFERENCES  MAI

Table | Pictures Online Shapes Smartﬁu&%art Scgeenshot
- Pictures  ~ %

lllustrations

Tables

See section 8 Tables for how to work with tables in

WORD.

o Pictures opens a file-selection menu so you can
choose any image that you have stored in your file
system (e.g., on your hard disks, SSDs, flashdrives, or
cloud-based and network storage).

e Online Pictures opens a browser window so you can
search for pictures on the Web.

o Shapes offers a wide range of options for drawing
elements, as shown in the screenshot at right:

There are so many shapes that the best thing I can suggest
is that you simply experiment with them!

........

P =

Shapes SmartArt Chart Screenshot M

-

| Rec%ntly Used Shapes

ENNOOCOAL LI
R IRTAVE B

Lines

ANNNTLL 2 N5 %

| Rectangles
O0oOoOOUat]

Basic Shapes
EOANITASOOOG®®
@Co0O0NkrwOod
OO®ALOUVXLC TN
CJ{r 0 )4 %

Block Arrows

PG QTPLPRIS
€ 3unDD D [RLIdM
{pdr R

Equation Shapes

qp =3 = A

Flowchart
Oo</O000=c0dY
CUAXDB X ¢ AVAD
Q= O

Stars and Banners

T E e XTI G g o
i A O Y

Callouts

A OB a0 Adid: A p

E’j MNew Drawing Canvas
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SmartArt offers pre-designed shapes that can be useful in creating diagrams.

T
== oo S—
85 List == %%9 Cg

- =1 L e—
259 Process s B
R -_
~ -m = Em |
T, Cycle - (= ] H
T EEE I
Hierarchy == E g Hﬁ B=
= il a- o— L
Relationship I Basic Block List
;)_ — e (_2 ] Q: 6; o- flﬂ % q Use to show non-sequential or grouped

blocks of information. Maximizes both
horizantal and vertical display space for

Pyramid — E’E ‘S‘s‘ ] [;“;g (;}Q j shapes.
. ) [

Pirtire

Matrix

L > & 0 80
4]
i
IT

OK | | Cancel

Again, there are so many options that the only suggestion I can make without writing a real textbook is simply
to try them out to see what is useful to you in any specific situation. The elements of each suggested diagram
are entirely under your control: you can move them, change their size and color patterns, remove them, or
add more with copy/paste.
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9.9 Charts

When you INSERT |Chart in WORD 2013, 2 menu pops up that offers a wide range of options:

All Charts

i Recent

e | ([0 B3 (A M 03 03 40

Column

Line Clustered Column
Pie
Bar

Chart Title:

Area

XY (Scatter) .
Stock N II I I I
° Cxamwl Cm@ni Catagm Catagmy &

Surface

Radar

Miachl s B Scas

EXBERSMeRE

Combo

QK | | Cancel

In the example above, Clustered Columns have been selected. When you click OK, the following appeats on
your page:

Chart Title

6
5

" J‘> L et i Micrcmolt Whnd x
a [ o E F 6 -

ngl Series 2 Series 3

2 | Categary 1 2.4 2
3 3 Category2 2

4 |Category 3 3

u  Categary 4 5,
2 I I
0

Category 1 Category 2 Category 3 Category 4

MSeries 1 MSeries2 M Series 3
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The spreadsheet and the dummy chart can be moved and resized independently. The spreadsheet is not
actually in your document at all — you can move it to another screen, for example. You may add or remove
variables (labeled Category and Series in the example) and rename them at will. When you select a column,
the spreadsheet shows which column and rows are generating that bar. However, far more flexibility is
available by highlighting the chart itself and using the many options of CHART TOOLS as shown below:

Document1 - Word

]

FILE HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW

CHART TOCLS

DESIGN | FORMAT

A

Add Chart Quick | Change
Element - Layout - | Colors ~

Change

i B4

Switch Row/ Select Edit Refresh
Column  Data Data~ Data

Chart Layouts Chart Styles

fobiad bkl b il [HEERED -
N

Chart Type

Data Type

The DESIGN tools are shown above. The FORMAT tools

row is shown in two parts):

are shown below (because of its width, the single

HOME  INSERT DESIGN PAGE LAYOUT  REFERENCES MAILINGS  REVIEW  VIEW DESIGN FORMAT
Chart Area INEN 1 ‘ _ | & shapeFil -
& Format Selection NOO[-] Abe Abe Abc Abc Abc || - LZ Shape Outline -
IReset toMatch Style | O A L= =09 B ' 7| & Shape Effects -
Current Selection Insert Shapes Shape Styles m

Mich Kabay ~ H |

A Text Fill -
A A - | A, Text Outline - bosition W
g [ ition Wrap
/A Text Effects - Text-
WordArt Styles ]

_1Bring Forward ~ |: Align ~
[ Send Backward - L[] Group

Hi; Selection Pane 7k Rotate

§l[35 :
&6

Arrange

Again, there are so many options, but they are so obvious when you try them, that I will not take any further
space and time in going through all the choices you have to create your preferred style of chart. Try things

out!
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9.10 Managing Figure & Table Numbers

One of the most annoying features of pasting graphics into a WORD document is that their identifying
numbers sometimes go out of order. One can have a Figure 3-2 at the top of a page and Figure 3-3 at the
bottom — and the next time one opens the file, the figures are still in the same place but their labels have
changed place! The original Figure 3-2 is now labeled Figure 3-3 and has the wrong description; the original
Figure 3-3 is now labeled Figure 3-2 and has the wrong description. Cross-references become scrambled, too.

The solution is to go to the File | Options menu and check the Object anchors box, as shown below.

Word Options ‘ S ——— &u

— —

General 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 (i)

Show highlighter marks (i)
" Language
Show document tooltips on hover
Advanced
Always show these formatting marks on the screen

Customize Ribbon

[T] Tab characters -+
Cuick Access Toolbar D spaces
Add-Ins [C] Paragraph marks 1

Trust Center

Printing options

Print drawings created in Word (i)
|:| Print background colors and images
|:| Print document properties

[T] Print hidden text

Update fields before printing
Update linked data before printing

Copyright © 2016 M. E. Kabay. All rights reserved. Version 10 Page 93 of 109



Tips for using MS-WORD Effectively

If labels, figures or tables are out of order, click on the top of the label ot of the image to make WORD show
you where the anchor is located as shown in the image to the right, then drag the anchor to the appropriate
position (paragraph) in the text ensure that the numbers are in the right order. This process also helps in
positioning tables that seem eager to escape onto the next page or who jump on top of another figure.

4.6 Editing Grap

‘L Excel offers complete ¢
couple of menus at once
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If all else fails, you can cut an image from your document, paste it into a temporary blank document, remove
the caption, and then start again. You have to remove inline cross-references when you do this and insert
them again too to avoid the “Error!” message in your text.

Finally, a useful trick for updating all cross-references is to highlight the entire document (Ctrl-A) and then
press F9. Using the Print Preview function also works.
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10 Editing and Final Formatting

10.1 Track Changes

Track Changes functions are helpful when you are working in a team or with an editor. You can see exactly
who made which changes to a text and then you can integrate changes from several people into a single
master document. After that, you can cycle through every change and decide whether to accept or to reject it
for your next version. You can also accept or reject entire sets of changes if you prefer.

Word 2007 Tips vl.docx - Microsoft Word

lailings | Review l View Add-Ins Acrobat

= I] ] l ‘ |:| Final Showing Markup < @ @ ﬁ Previous
|§ Show Markup ~

Mew  Delete Previous Mext Track  Balloons Accept Reject 2} Mext
Comment - Charnges = - E Reviewing Pane = - -
Comments Tracking Changes

Using the REVIEW tab sequence, you can show a convenient set of options that allow quick access to
different ways of seeing your text and the changes (e.g., final text showing changes vs final text with no audit
trail visible).

Word 2007 Tips v5.docx - Microsoft Word

e Layout References Mailings | Review l View Developer Add-Ins

\j A0 Delete - 2% Final Showing Markup E @ &)
A : =i

=d Previous ] | Final Showing Markup
Mew &> Track Balloons Final
omment —d Med Changes = - ] _ %}
Original Showing Markup
Comments 1| Chang
Original

= X i¥ g “

T T e T L T T S |

5 Next & B
Accept Reject Compare | Block
- - - Authors
L Accept and Move to Next Foy
The Accept Changes and Reject Changes functions offer 82 Accept This Change R
choices about what to accept or reject: " Accept All Changes Shown ;

J
i Accept All Changes
Accept All Changes and Stop Tracking
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In WORD 2013, the Tracking panel
includes options for controlling exactly
what you want to see in your edited
document.

The easiest way to understand what the
four options shown at right do is simply
to try them!

REVIEW

=5

Word_Tips_v10

E5 | Al Markup -
Simple Markup

Show
Comments | Changes ~ All Markup
T Mo Markup
= = Original
] ?IS A [ | Elﬁl LT

Copyright © 2016 M. E. Kabay. All rights reserved.

Version 10

Page 97 of 109



Tips for using MS-WORD Effectively

10.2 Compare Documents
Another useful function in the REVIEW panels is the Compare menu.

Document? - Word

REVIEW
E All Markup - - & a Previous [ ]
Show Markup ~ -@ Next u®
Show Gl . . Accept Reject Compare Block Restrict
Comments | Changes ~ Reviewing Pane = ' = Authors - Editing
Tracking P Changes Compare...
J )S ‘TA TQ | Elﬁ" AB' '_’Tr'ul @/' Eﬂ Q- |" - F %l | Compare two versions of a
| P TS ST S S document (legal blackline).

| % Combine...

Combine revisions from multiple
authors into a single document.

- c —
I SNOW source Documents

Compare... allows you to generate a document showing everything that differs between two documents. If
you have asked a colleague to edit your draft but they forgot to turn on Track Changes, the comparison will
generate a display highlighting what’s different.

Original document Revised document

| -] |

Labegl changes with | ‘ Label changes with

<< Less

Comparison settings
Insertions and deletions

Moves
Comments
Formatting
Case changes
White space

Show changes
Show changes at:
O Character level
@ Word level

oK

Tables

Headers and footers
Footnotes and endnotes
Textboxes

Fields

Show changes in:

O Original document
O Revised document
@ New document

Combine... creates a document with all the changes integrated so you can easily decide what to accept and
what to discard.
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10.3 Comments

Another useful function when communicating with colleagues as you edit their work (or with students when
you are grading their work) is the Comments section of the REVIEW menu.

The functions are self-described.

E Document2 - Word TE - 7 X
I rove  mserr oesion  packiafhur  REFRENCES  maimGs | Review fview wich Kabay - [
ABC [ Co) ABC | A S o = o == (e 5 Mark - ) presions | 1)
M o A% 4 o =9 > TR )
v a] 123 | A A Ls s 7 [2) Show Markup- vl X 5 Newt [l
Spelling & Define Thesaurus Word | Translate Languagl] | Mew  Delete Previous Next  Show Track . Accept Reject Compare  Block  Restrict
Grammar Count - - Comment - Comments | flnanges - [ Reviewing Pane - - - Authors - Editing
Pracfing Language Comments Tracking = Changes Compare Protect ~
nE B DO O QR L ———— 0 B0 P = O T ¢ e -
M Lo : . . . .. .2 ' 3 o 4 5 .. . . 6 .+ - A

[This text has a comment added. |t does not interfere with other text. I H Mich Kabay A few seconds ago

This is where you can add commentary. Avoid
putting extensive material in here — if it's too long it
will not show up in its entirety in this format

Wt REFERENCES MAILINGS REVIE

3 -> [rm—

3 TP B
MNew Delete Previous MNext Showw
Comment = Comment

Comments

If you have hidden the comments using the options in the Tracking panel discussed on the preceding pages,
you can Show Comments again.
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10.4 Adding and Updating a Table of Contents

When you use proper headings, you can easily add a Table of Contents (TOC) by using the menu sequence
Reference | Table of Contents... which is shown below for older versions of WORD but is similar in WORD
2013.

(=™ Word 2007 Tips v2.docx - Microsoft Word K
) ‘
Home Insert Page Layout References Mailings Review View Add-Ins Acrobat '
% [Sj Add Text - AB1 {3y Insert Endnote g L) Manage Sources 0] L) Insert Table of Figures 9 5] Insert Index
- == ua
| | 2 Update Table AR Next Footnote ~ ¥ [ Style: |APA - — | Update Table ¥ Update Index
Table of Insert Insert . e Insert Mark
Contents = Footnote =) Show Notes Citation ~ @ Bibliography ~ Caption L] Cross-reference Entry
j Built-In Ins & Bibliography Captions Index Ti
Automatic Table 1 (

To update your TOC automatically, you can right-click anywhere in the TOC and choose Update Field to
bring up a small menu. Unless you are absolutely sure that you have not modified any headings, you should
always use Update entire table. You may have to reapply your own formatting to the table after updating it. If
you use Update page numbers only, you won’t have any reformatting to do.

Update Table of Contents w

\Ward is updating the kable of contents, Select one of
the Following options:

() Update page numbers only

®
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10.5 Indexing

You can even create your own index in WORD. The first step is to decide what words and phrases you want
to include in the alphabetic list showing page number for the entties. Then you use the Mark Entry function in
the Index panel of REFERENCES:

Document1 - Word

J REFERENCES

MAILINGS  REVIEW  VIEW

t-@ E,_T“; Manage Sources "*
C@style: APA  ~|| =

Update Table

Insert Insert

=] Insert Table of Figures D =] Insert Index

Update Index
Mark

T - €'y Bibliography - Caption (5] Cross-reference Entry

Citations & Bibliography

Captions

For example, when I highlighted the word #ndex in the first line of
the paragraph above, then clicked on Mark Entry, the following Incex
window appeared: Meain entry: [mdesxt \

Subentry: ‘ ‘

Click on Mark and the entry is noted for inclusion in the index Options
when you generate it as one of the last steps in final formatting of O gross-reference:  [See |
the document. @) current page

O page range
To create the index, use the Insert Index function shown at the et =
upper right of the first image on this page. Indexes are often Page number format
formatted in multiple columns because the lines can be very short. gi‘;‘:

This dialog box stays open so that you can mark multiple index
entries.

Here is a snapshot of the index for an older version of this very
document that you are reading:

15 |ndex

accept or reject chang, 84 captured 4 SCICEN iMAZE ...ovvree e e 75
accidentally create VAHAHONS .vvoceuveeveeeecveee e 56 centered 26
add a reference 48 change text automatically.....oooeeeoeeeeeeecee 31

allows separate lines to follow each other without collapse 62
a paragraph space. 40 collapse and expand 57
alter the NOte SEQUENCE w.urvuiereuicerseeesrecssecssesesaseees 55 Columns 42
apply a style 2 compressed section 65
Arabic numerals 34 i
consistent appearance 56
autocorrect 30, 31, 36

Controlling How Text Responds to Page Breaks29
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10.6 Design Options

You can modify the appearance of your document using custom controls or sets of suggested patterns.

10.6.1 Layout Panel

‘Word_Tips_v10.docx - Word

File Home Insert Design Laycut References Mailings Review View "7.;7' Tell me what you want to do

@ @ IE % "= Breaks ~ Indent

Ol [2 Align-
Group
Rotate

HYLline Numbers - 3= Left 0"
Margins Orientation Size Celumns . N , Position Wrap  Bring Send  Selection
= = = - bE Hyphenation =€Right: 0 Text - Forward - Backward -  Pane

Page Setup M Paragraph Arrange

The options shown above are largely self-explanatory. You can arrange the appearance of your document to
suit your requirements of page size, landscape vs portrait orientation, margins, numbering, indentations,
spacing and so on. Again, experiment!

10.6.2  Design Panel

The Design Panel provides pre-defined styles that you can try out easily. The image below is split in two
because of the width of my screen, but it shows some of the options. Click on the drop-down menu arrow
(citcled in the screenshot) to see a few more styles.

Word_Tips_v10.docx - Word

Layout References Mailings Review View Q Tell me w ou want to do

Title TITLE Tine

Heading 1

Document Formatting

: Title Title TITLE H =¢ Paragraph Spacing - D @ D
HEADING 1
1 e Effects -

Headingl TR ey
= e lors Fonts Watermark Page Page
= : = ' . . @ set as Default . 3 g

Color ~ Borders
Page Background
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11 Suggestions and Corrections

Please see in addition the article “On Writing” available from MK’s Web site at

http://www.mekabay.com/methodology/writing.pdf

Readers may also find the document “Frequently Corrected Errors” helpful:
http://www.mekabay.com/methodology/fce.pdf

1 would greatly appreciate receiving additional suggestions to add to this document as well as corrections.
Please send your suggestions and corrections to me at

< mailto:mekabay@gmail.com >.

If someone would like to create a version of this document suitable for Macintosh users, please contact me
and I'll send you the file for conversion and add you to the author list.

4
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12 Index

OCK ctuiiiriierr et 21 BOOKATKS v M
ACCEPE ChANGES e 95 BoOKMArKS ..o 41
ACCEPE OF FEECE CHANGES 1t 95 DOLAERLS ettt aen 28
accidentally Create VAFAHONS cveroerososos e 61 Borders ..., 75
add a2 EferenCe. s 54 Borders and Shading..............coociissn 75
A £0 DICHONALY crreereseersers s sesseesessesssesse 36 Borders intables...........c.ccccooovrornnrern, 73
AREI ..o 29 BREAKS oot 62
alter the NOLE SEGUENCE..rnrrnrrrrersrserserserseroee 59 Bring FOrward ..., 87
anchof 84 BULtON.c e 62
APPLY & SEYLC e 62 captured 2 SCIEEN IMAZE v 81
Arabic numeral$ o 59 CONLELEA vttt 28
AULOCOMTEC ......oocoeoeeeeeeeeeee 32, 33, 39 change ext aUtOMACAly. v 33
AULOCOLLECE cecvvrireiereerceriereereneeeienseeeeieneesesraenenne 33, 36 Clustered COMMNS v %0
AULOCOLEECE OPHONS wrvrerrrrsrseesesesesessesrs 38 COLAPSE oo 67
Autoformat Tables......occerereeerrneierernneeereenenne 73 collapse and exXpand.. v 62
AULOMALIC BACKUD vt 7 Column Breaks ..c.cceeecrerrenecerneneeereneeerenneneeenes 48
Automatic bullets 45 COIUMINS ot 46
Automatic Bullets and Numbets.......... 45 COMDINE. . ceeeeereirerieereireieieirereeiersereseieeeseseeeresseneaenes 97
AUOMAHC LUMBELAZ e 45 Combining Images.......cccvvveviviviininicininiinns 85
automatic numbers o 45 COMMENTS vrvvvviiieieieieieiereieieieteiete bbb resenene 98
AUOMALC SEYLES wrrrvrererersrseses e 62 COMPALE .. 97
AULORECOVET ..t eneneaens 21 COMPIESSEd SECHON. v 69
AULOTEX vttt 32, 35 CONSISENT APPEATANCE. v 61
background ....c.ocueeeevcrirneereeeeeeeeieeee s 28 Controlling How Text Responds to Page Breaks31
DACKUP..cce e 21,50, 83 convert endnotes to footnotes of reverse.......... 5
BEFOTC......ooeoeeeeeeeeeeeeoeeeeeeeeoeeeeeeeeeeeeeeeeeoeee e 29 COPY rrrsssssssssssmmssssssssssssssssssssss 21, 34,50, 81, 82,89
BORING tOXE oo 85 COPY=2 53
Bibliographic ENtries......ocecnininivicrnenriceeennes 52 Correct accidental usage of cAPS LOCK key .....33
BIbHOGIAPRY sttt 56, 57 correct Spelling MIStakes v 33
blank space betweens COlUMAS mvnrererrrrrsrsrrn 46 Correct TWo INitial CApitals ..............ccccccocconee.. 33
blank table ......ccevneeenniienceeene 72 COLIECHON SCLEEM cnvsnnssmnssmsssmssssssssssssssssssssnsss 27

Creating a Bibliography.........ccccoocvicivicinicinincnncnns 56
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Creating a Table ... 72
Creating Tables from TeXt .....ccoceuveeurierricuricnnenas 71
CTOP ottt 81
Cross-referencing footnotes or endnotes ............ 59
Ctrl Alt PrtSCh o 81
Ctrl Hovovvcc s 41
Ctrl Yo 34
Ctrl Ziuooiiiiciiic e 34,83
CUStOMIZING ..o, 36,49, 51
decrease indent level......cenenecnenicnnecnnecnnenes 69
Default Paragraph Charactetistics........cocoevvueunnne 30
Defeat Automatic Formatting..........ceceeeuniuniunienee 44
Delay BUutton ......c.vcueecurecmriciricriceeeseceeeeeeeees 81
ElMIEEL cvovnvveeieeeereeeeeereeeee e 39
Demote to Body Text ..o 69
DeSIgN ... 73,101
Design Panel.......ccoooviviviiviiiiicicis 101
Displaying Text Wrapped at the Window Edge
Instead of at the Margins........cccooecuveeeuvecerennes 17
OC ittt 21
Document Format.......cccvevniienecciiennes 21
Document Map ......cccoevvreiniiceiccenees 67,69
AOCXK.....iicc s 21
double-left ArTOW.....ceveeeeeeeirierecrecireereeneeneaes 69
double-right arroW ......covvviiniiiiiniciiiiins 69
Draft........ 9
draft VIEW ..o 10
dummy Chart....coeeveniccccreeeeeeeees 91
Edit pop-up box for Authof......c.coceeeerecererereinennnes 54
CAIt SEYIES couerrieciee e 62
CAILOT oot 95
CHANOLES coveveveeerrereeereeeeerereesesesee s s resens 58, 59, 60
Enhancing ... 82

ENTER character...ccccerrereceerveneeereereeerenreeeenes 28
exact sequence of the fOoOtnOtes ......cocccuvvcureucnnnns 59
EXPANA.creerrieeirieeirietrieetreereet ettt seaes 67
expanded SECtON......ccuweuicuriciricirieireereeneenenes 69
BXPOLtaciiiiiiiciiiccccc s 50
FILE MeNU...connierereicrerreccereereeeenennes 13,14, 16
Findand Replace ..o 41, 43
Find What.coeveeccenccesceeeeesecee 42
Find whole Words ......cccceevvecervneereneicreneneeenes 42
first page different. ... 62
LOOLELS vttt besene 62
JOOINOLES .o, 4,58, 59
FOOtNOLES v 58
Footnotes of ENdNOtes......coveerrereeereneeererreneeenes 58
force text into the next column ....c.ceeveveveverenenene. 46
FORMAT ....ccovvrerereeerereierenes 81, 82, 86, 87, 91
Format Painter....oeeueueeeueveieieieieieieieieieeieieieeenenenens 61
Formatting Your Tables Manually ............c..c...... 75
frequently used documents..........coccceveeurecrrecnenes 15
Full Screen Reading ........ccocveueveeveeveverreeereereeiennn. 1
g0 to your bookmark........cccocviiiiiiniinicinininnnn 41
grammar and style checker ........coceuvcncncnaee. 27
grammar checker. ... 23
Grammat Checker .....ceerneeerrneeereneeereneneeenes 23
green Wavy HNes.....ceivivinieiceens 23
G e 72
GIOUP ot 86
hard carriage return.......cccveiviivinivinicnicieens 28
Header oW .o 79
REAdErS ..ot 10, 62
headers and fOOtErS...ccvvrrererrericieirreceiereceerennes 10
Headings.....ccovevvieiriciiiciiciriciniciicinccrccceians 62
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Help.oooiiiciicccccccc e 5,51
Hiding the Menu Bar.......cccoeeiviinicnicnicnicnes 19
Hiding the Ribbon ....c.cvveureecureciricirecieeceeaees 19
holding down the shift key when pressing enter 44
HOME | Replace............ccccocoeiriverieeerereneenan, 41
Home | Styles..........ccooveiirieeeeeeeen, 61
HOME £ibbo....cciiecireciricirecinicieeeieeieesieeeaes 29
TDd ... 59

image .. 15, 34, 35, 36, 65, 81, 82, 83, 84, 85, 86, 87,
88, 100, 101

ImMage....ovv 88
IMAZES .., 10, 34, 82, 84, 85, 86, 87
ImMages ..o 82
IMPOrt. i 50
IMPOLt/EXPOLtaracereniirircrieriniireierereeeiseisessereesenees 50
Infrontof text ... 85
Inline withtext ... 84
increase indent level ... 69
INAENL 1ttt 42,69
Index panel.....ooccnnininicneees 100
IndeXing....covvevieeicriecceee s 100
INSERT ...covvierrcercreereneens 35, 72, 85, 88, 90
Insert | Table | Convert Text to table................. 71
Insert Citation ..., 55
Insert Cross-1eferenCe . ..coumermnneenereeiereereeaenes 59
Insert IndeX. e 100
insert numbers Manually .............ccveeereeureveureecunenns 58
Insert tab...Picture ..., 81
insert the captured iMage.........ccevvvevivvivivinincinnnees 81
integrate changes from several people.................. 95
invisible formatting characters...........cooeevvureueunee. 28
Justified ..o 28

Keep lines together.............ccoooeiiieiciene. 31
Keep withnext...........ccccoooevviiiiiciececee, 31
keyboard Macros .....cvceuerrericcrrenieerereeeerenen 39
keyboard ShortCuts.......cccevrereecvereerecerenrecerenreeeenen 32
KEYSTIOKE. c.u ettt 62
LAYELS o 87
Layout ..o 62, 84,101
LAYOUT ..ot 73
LAYOUT OPTIONS ...t 84
Leftmmmiiiii s 28
left arrow increases indent level.......coceeurreieennnes 69
Line and Page Breaks .............cccccoovieriercinennnnn. 31
liNE SPACING...ecvrveiieiecriccieeceeeee s 29
IMIACTOS cuvveereverereerereeseseeseseesesesessesessesssseseesens 32, 37,39
MACLOS et sene 37
Manage SOUrCES.............ccccovwerenreneeerererireirseierins 52
Managing Figure & Table Numbers..................... 92
manual formatting..........eeeeeeeurerririveeeeieinennas 62,75
Mark BOtIy ..o 100
Mason, Prof Johf......coviviivnininicicns 39
MALCh CASE..vereeverreieeiereireneieietreeeeietseseseeereeseseaerennes 42
Microsoft Office belp and training ................c.veecevuenne. 6
Minimize the Ribbon ..., 20
Morte Colummns......ceecereereicrenrenieereereeerenseeenennes 46
More Layout Options..............cccocorvmierrrrerrrinnnes 85
most recently used files ......ocvenienienieenicnnnaee 15
IMOUSEC ..o nenene 10
MOVe tO SPECIfIC PALLS c.veveeeeeeeeeeieeeeeeeieeeeeneaens 41
NEW DULON oo 81
NUMDEL ettt seeseseaesenes 79
numbers will automatically be corrected.............. 59
ODbject anChOLS «..ceerveeeieeiricircirecrecree e 92
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Oddball StYLES.....ovieeuereeriiecrerrerieerereree e 61
OfFice 2003 ...cooviieeiereiricrerreeerererere e neeenes 21
Office Button.......cccvuveueee. 10, 13, 14, 15, 21, 22, 32
On WHHNG ..ot 102
ONnline PICtULES ..vvvveeeeeereeeeirieieieieeeieeieeieiereeeieienene 88
OP. Gl ceoeeiiciicicice s 59
OUt Of OFdEl uviiiriviirereteeee e 92,93
OULlINE v, 28, 44, 62, 68, 69, 70
OULIING ..o 62
OUlINg VIEW...vriereririririririreriseseresesesseseseseseseseeeeees 68
Page Border ... 75
Page break before............cccooovveeinieicreenn, 31
Page headings ..., 62
Page Layout | Columns.......coccuvecuvecrrencevencreennees 46
Paragraph dialog box.........ccoccveeneuriiccinecneinenns 29
Paragraph Formatting ... 28
Paragraph section........cooccuvecuvccuricrencieeniceeeaees 29
paragraph SPacing .......ecevevververecreieieiicieeece s 29
Paragraph Spacing.......c.cccveecuvcveccvinivnieneene 29
PASEE v 34,81, 82, 83, 89
PASTE covvrerereereecceeeeee e 81
Paste Buffer. ..o 34
Picture TOOlS...cviveieeeiiieeeiieeeere e 81, 82
PICLULES cvviviciecececrececeeeeee et 81, 88
Pin this Document..............ccccooovenernrncrnncinennnn. 15
Placing Tables.......ccoviviiviiniiniiviiriiriieens 74
PLEVIEW ettt s 73
Print Layout............cccooeverviiceeeeeceee s 9
Promote to Heading 1.......ccccovvivviiiviininivinininnnnns 69
PLoOfing....oveciiciiciecrecrecrceee s 22
PUSH-PIN .t 15
QAT oot 49, 51

Quick Access Toolbar......covevvverrererenenne 19, 41, 49
QUICK Paft e eneeenenseeeenes 35
Quick Parts....ceveneeeeeirinenieerineeerreceienns 35, 36, 39
Read Mode ..o 12
Recent Documents list................ccccooevvcincincnnne. 15
FOCOTES ceveveverererererererssesssesesessssssnsasssssssnsasssasasnsasasnes 80
redefine Style .o.ccuerrneeererreicrerecereceerereee e 63
1EfErenCe . i 53, 55, 58, 59, 60
Reference. e 58, 60, 99
Reference | Table of Contents .............................. 99
reference Style.....coiicinniccrccecee 55

Reference tab | Insert Footnote or Insert Endnote... 58

LEECTEIICES wvvvvvvvreveieieieieieierereretere bbb benebenene 52
REfELENCES .ottt 52,59
references may be Wrong.........ceevenivrivesiennns 59
References tab..........c.ccccoeuvevereierecreereeeieee. 52,59
Reject Changes .....c..cuveereeereeerecrreenreenseenneenenes 95
removes all manual paragraph spacing................. 42
repeat the SAMEe tEXt .. rerrierrecrreerreerreeneeeneaes 59
reset the numbering to T.....ccooviiivnininininnnnn 45
resize the width of each column......cccovceveveerecaceee 46
reverse the COTECtiON o erneerereerereeererneneaenes 33
REVIEW ..ot 95,97, 98
RibbON e 19, 20, 35, 49, 51
FIGNE ot 28
right arrow decreases indent level ........covvinnnen. 69
LOLLET ettt 10
rolling the rollef.....ccciiciiiniiiciiiicce 10
Roman numerals .......cccoveerenniccnnicerericenennes 59
Rotating Images........ccocveevveiiviiviivinicinieinieiens 87
Save AUtORECOVEL ...t 21
Save files in this format........ccceovveeevererecccrerreneenes 21
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screen image of a WiNdOw .......cooccuveervecrricrricnnn. 81
SEarCh o 5
section headings .......cccveeeureerrecrrecrrerereeeeeeieeenene 62
select a heading of style.......cooccuvecivicivicnicirccnnee. 62
select @ table ... 72
Selecting and Managing Tables.........c.cccccvurunaee. 72
Send Backward .....cceoeeeeecenieinicincnecneereeeaes 87
Shading..........coooevivieeeceee e 75
Shading table elements.............c..cccooovrviennae. 73
ShAPES oo 88
SROLECUL e 65, 66
Show text wrapped within the document window
................................................................................ 10
Show/Hide ... 67
Showing your Text in Larger or Smaller Views .... 8
sizing handles.......ccoovincncncceccee 85
SMALTALE e 89
Snipping TOOL.....ccueeeiicircrecrcecreceeeee 81, 82
SO utitititetetetetete ettt 28
SOLt i 78
SOLtING...oiiiiiicc s 77
SOULCES covuvviniiierinniies ettt s 52
SPACING v 29
spare copy of your Work ..., 21
SPECIAl ... 43
Special Characters ....c.veeeeeeneeeereeerecereenreereennenes 41
spell checker ..., 22,36, 37
Spell Checker ... 22
spreadsheet. ..., 91
SQUANE.......coooeieeieeeee et 84
starting points of the number sequences ............. 45
SEYIE o 55,73

SEYLES et 61, 62,63
Suggestions and Cotrrections..........cveecuveecurecuncens 102
SYMDOIS c.eveiieeieeeceee e 59
TAD .ot 79
table e 46, 57,71,72,73, 74,99
Table Of CONENLS ...overeecuereereeecrerreieerereereeeeerenrenee 99
Table Properties ... 74
table STYLES oo 73
Table TOOIs............coooieeeeeee e, 46,73
ADLES oo 71
ECAML 1.ttt ettt bbb bbb bbb nene 95
Tell me what you want to do ......ccceevivivicincnnes 6
teXt APPEAL ON LOP .viirieiiriireiriici e 85
text overlaying your picture.......covevvecrriciiieininns 85
text wraps around €dges........eueurecrreerricrreennenns 84
Through ... 85
TiGRt .o 84, 85
EOOIDAL vt 62
Top and bottom ............cccoovviviriecereenes 85
Top and Bottom......ccoveuvecuricericiricricrecreeeeeees 84
Track Changes........ccoeveveivicnniciicinieninns 95, 97
trACKDALL oot 10
TLACKING ..o 96, 98
TLAINIIZ oo 7
trim Off the ed@es....euvvevreeirieirecirecireereeeeeaes 81
type of dOCUMENt....ccuiciiciiciicircciceas 54
Type of variable.......cocrerericinicniereneeeeens 79
EYPEWLILELS oo 28
Update entire table...............cccooovvrieieeiene. 99
Update Field.............coovormeieeeeeeeee. 99
Update Heading x to Match Selection................... 63
Update page numbers only ................ccccooevrrnnnnn. 99
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update TOC automatically.........coccveerrerirvenirrennnes 99
User INterface ..ooevvrevereeveeereeereeeeeeeeereeeveeevnes 8, 49
Using Macros when Editing.......cccoocviiiiivininn, 39
VaLiables ..o 91
variations of the original styles.........cccouvivivininn 61
vertical line between columns.........cocevvcevenievennees 46
VIieW ... 8,9, 11, 68, 69, 70
VIEW ..o, 12, 62, 67
VieW | ZOOM.........ooucceeeeeeee e 8
View tab |Outline............ccccoooeemiieeceeee, 69
WaVY £d HNE ooveiicicicccccceece s 36

Wavy UNAELliNes ..cccverreiecereeecrereceiereeecerenneneee 22
who made which changes.........ccccoccveincnnnaee. 95
Widow/Orphan ..o, 31
Word Options.......ccveviiiiiiiiniesieieisiesisiens 15
Word Options | Save......coeevcricnicenicnneanes 21
WOTKS CIted vttt 56
WOrLks Cited ...c.eveeeererrerieciereeneeererreceiereesescerennenes 57
WEAPPING ..ceieeviriiiiiiieie s 84
WHHAEZ StYle..eceieiiciiciicrercrcreeeeeees 25
ZOOM ...t 9,12
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