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TO CHANGE THE STYLE OF THE DEFAULT FONT AND
LINE SPACING

Word bases new documents on Normal.dotx, but these settings may not meet your requirements. To make
changes to the font size and line spacing. Follow these steps:

1. Click the Home tab.
BbC: Aab
2. Right-click Normal in the Styles Quick gallery and choose el e

Modify.
Moty Sty )
— -
3. Inthe Formatting section, change the font settings et ey | T
r A(:":oc B (T]u
= am E ==
B S
S
pe— o Cancel
4. Click on Format, choose Paragraph from the list.
Paragiaph b e

Irdents and S0aong | Line and Bage Brasks
Garer

Agwet s ——

5. Inthe Spacing section, change the Line spacing or At e 2=
settings.

oarg
Qetore oot
6. Click OK. e e
Dor't add space between Div &) -
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7. If you only want the changes you make to affect the current
document, check “Only in this document is selected”.
Alternatively, to update the style in the template so that all
the document is based on, select “New Documents Based On
This Template” option.

8. Click OK.




SETTING CUSTOM MARGINS

Although Microsoft Word offers you several specify your own custom settings. For example, if
choices for setting the margins of your you want to bind your document you will need to
document in the Margins gallery, you can also set a larger left margin than the right margin to

AllAawr cnara FAr tha hindina Thic AadAiH AnAl maavain

o Page Setup (==
Try This Yourself: Wergns | paper | Layout |
Margins
Continue using the Top: 2.54am H  Bottom: 2.54cm :
q 5 9 q Left: 2.54m | Right 2.54m o
§ prEVIO.US fl/e Wlth thls : Gutter: 0cm < Gutter position: Left |Z|
E exercise, or open the file S
S W715 Page
Layout_1.docx... _
- Portrait Landscape
Pages
1 Ensure that the Page Hitple pages:  [Normal [=]
Layout tab is open, then
Preview
click on Margins in the
Page Setup group to —
open the Margins gallery —
2 Select Custom Margins to
. Apply to: | Whole document
open the Margins tab of ” I
the Page Setup dialog

box

3 Ensure that the value in
Top is selected, then 3
type 4 g
Press [pe ] to move to

Bottom and type 4 : The Economics of Installing Solar Panels for All

Press 1] to move to Left - AGE Operations
and type 3.5

- Introduction

Press Tab to move to - When it comes to solar cells, there is good news and there is bad news. First the bad
. - news, Installing photoveltaic sclar panels on the roofs of your company buildings will
Right an c -
g t a d type 3 5 cost you more than you save on electricity bills before the panels have to be
replaced. The good news is that you will reduce your carbon footprint and save

Click on [OK]

energy.

~N O »n B~

Solar and wind power, and other renewable scurces, such as wave and tidal power,

The margins around the . . : .
- represent an energy source that could underpin a sustainable energy policy for your
page will have enlarged...

- enterprise by minimising your reliance on fossil fuels and at the same time reducing
- carbon dicxide and other pellutant emissions. The main barrier that has so far
= hindered the development of a steady market for such "renewable” systems has

been their cost.

—Satery—noticethat your
For Your Reference... Handy to Know...
To set custom margins: e Most printers require a minimum width for
1. Click on the Page Layout tab margin settings because they cannot print all
2. Click on Margins in the Page Setup group, the way to the edge of the border. This
then select Custom Margins minimum margin setting will depend on
3. Change the settings as desired your printer, printer driver and paper size.

4. Click on [OK] Look for ‘Borderless’ in vour printer settings.




CHANGING PAGE ORIENTATION

Word gives you two ways to orient a page:
portrait and landscape. In portrait orientation
your text runs down a page that is longer than it

is wide. In landscape orientation the page is
turned sideways and your text runs down a page
that is wider than it is long. Portrait mode is ideal

fFAavr mmAact uivittAan AAaciinmaante LA lartAave AanA

Try This Yourself:

Continue using the
previous file with this
exercise, or open the
file W715 Page
Layout_2.docx...

Same File

1 Ensure that the Page
Layout tab is open,
then click on
Orientation in the

The Economics of Installing Solar Panels for Al AGE Operations

Introduction

When it comes to solar cells, there s good news and there s bad news. Firstthe bad news. Installing photovaltaic solar panels on the
roofs of your company buildings will cost you more than you save on electricity bills before the panelshave to be replaced. The good
newsisthat you will reduce yourcarbon footprintand save energy.

Solarand wind power, and other renewable sources, such as wave and tidal power, representan energy source thatcould undepina
yourreliance on fossil fuelsand at the same time reducing carbon dioxide

policy for your enterprise
and other pollutant emissions. The main barrier that has so far hindered the development of a steady marketfor such "renewable”
systems hasheen their cost.

What We Found

Accordingto our studies, the amount of electricity that can be saved overthe lifetime of a commercial PV panelis about 2000 kWh
persquare metre forthin film modules, withan expected ife of 20 years, single-crystalline silican devices with an anticipated ifespan
of 25 years fare better producing4400 kWh persguare metre. But, fram aur studies, the initial costs are about 2.5 times the value of
the electricity that will be produced.

We carried out a cost-benefit analysisand found that the total energy produced over a two-year period outweighs the energy usedin
manufacture, installation and maintenance. Our analysis also shows that the manufacture and use of PV panels produces ess
pollution than fossilfuel based electricity generation.

Page Setup group to
open a drop-down
menu

2 Select Landscape o

The page orientation
will change to
landscape. Now, let’s
return the document
to the default portrait
orientation...

Click on Page

A

Orientation e n the
pgr‘]dg%gﬁ;fb"”g%‘&%?ﬁ
U A

For Your Reference...

To change page orientation:
1. Click on the Page Layout tab
2. Click on Orientation | s~ in the Page Setup

group
3. Select either Landscape or Portrait

Handy to Know...

¢ If you have trouble remembering the
difference between portrait and landscape
orientation, just think of an art gallery.
Imagine the way a portrait is hung and then
think of the way in which a landscape
painting is bresented.




CHANGING PAPER SIZING

Creating a document entails more than just

to print your document and determine the size of

typing the text. At some stage you will need to the paper that you are going to use. The Page Size
give some consideration as to how you are going gallery lets you set up your document for a variety

Af nAnAr fivAe

Same File

Try This Yourself:

Continue using the
previous file with this
exercise, or open the file
W715 Page
Layout_3.docx...

Ensure that the Page
Layout tab is open, then
click on Size | 4~/ in the
Page Setup group to
open the Page Size
gallery

The page dimensions are
listed for each page size,
plus a thumbnail
representing some of the
more common page sizes,
is included in the
gallery...

Seﬁct xeﬁu iveto
cRORDESAOHREESHET SO
18T BRI

Jm ¢ = W715 Page Layout_3.do
{ ng \ H v g Yot
—/ Home Insert Page Layout References Mailings Reviey
j E- 2 Orientation = ¥= Breaks ~ A Watermark ~
= ' Ij Size §j Line Numbers ~ {2] Page Color ~
Themes Margins I~

Themes

b Letter el Q Page Borders
_J 21.59 cm x 27.94 cm T || Page Background

i
-2-|-1-|-§- _J Legal L - A
- ! !

21.59 ¢m x 35,56 cm

Executive
18,41 em % 26,67 cm

Ad
21 cmx 297 cm

A5
145 emx 21 cm

L L

- BS (JIS)
: 18.2 em x 25,7 cm

z H? Envelope #10 lleStﬂ"i"H.g

1043 emx 2413 em |=

N Envelope DL
11 emx 22 em
B Envelope C5
m I 16.2 emx 229 cm
- ErErah ls, there is good new:
- 176 cmx 25 cm
- ic solar panels on the
Erz o3l LT TTEr ve on electricity bills
b 9.34 em x 19.05 ¢m .
N s that you will recduce
g BS
. 17.59 cm x 24,99 cm
- Envelope A2 I other renewable sou

. 1112 cmx14.6 cm
_ — |e that could underpin

- US Index Card 4x6 our reliance on fossil

1016 cmx15.24 cm
- * pollutant emissions. 1

@ Mare Paper Sizes... t of a steady market f

been their cost.

For Your Reference...

To change page size:
1. Click on the Page Layout tab
2. Click on Size ||y~ in the Page Setup group change the default page size by opening the
3. Select the desired size

Handy to Know...

e The default page size for some installations
of Word is Letter — a US paper size. You can

Paper tab of the Page Setup dialog box (click
on the dialog box launcher |13~ for the

Prno Sotin orniin) calertino the decired







INSERTING PAGE NUMBERS

Page numbers are important so that your numbers that update sequentially to the top,

readers know where they are — this is crucial for bottom or margins of a document. You simply

larger documents. Word lets you insert page choose the location, select the desired page
nitmhAarvina Aacian fram +tha Aaallavmis AanA WTAA il

Try This Yourself:

Continue using the previous file
with this exercise, or open the
file W715 Page
Layout_7.docx...

Same File

are about 2.5 times the value of the electricity

Click on the Insert tab on the
ribbon

Click on Page Number . in
the Header & Footer group,
point to Bottom of Page to
open the gallery, then scroll
down to see the large number
of options that are available

N =

3 Select Thick Line (this option is
about half way down the

gallery)

A page number with a tapered
line above it will be added to
the Footer. In our case, the
number 1 has appeared
because page 1 was visible in
the document window...

4 Click on Close Header and
Footer  *) - to close the footer
region of the page

5 Scroll through the remainder
of the document to see the

page numbers at the bottom of
pages 2 and 3

The nnne niimher< nnnenr

For Your Reference... Handy to Know...
To insert page numbers: ¢ If you want to insert page numbers into a
1. Click on the Insert tab large document, consider using one of the
2. Click on Page Number 3 and point to the Page X of Y page number formats that are
location for the page number available in the gallery. For example, Bold
3. Select the desired page number format Numbers 1.

4. Close the footer/header




ADDING PAGE NUMBERS TO THE LANDSCAPE PAGE(S)

How to alter the placement of the page numbers on your landscape pages.
1. Delete the page numbers from the footer of the landscape section.

2. On the Insert tab, in the Header & Footer Group, click on the arrow next to the Page Number icon,
choose Page Margin, and then in the Plain Number section, choose Large, left

Apply Styles % v X

Style Name:

3. Alarge number will now appear in the left margin, and should be i . [=]
correctly centered. (Respriy | [Modify... | ()

| AutoComplete style names

1 .

4. Highlight the number, go to the Home Ribbon, and apply the Footer style so it matches all of your
other footer.

o Go to the Styles Group, click on the More icon () and then Apply Styles.

o Typein “Footer” in the Style Name: box, and then click Apply.

5. Inthe Drawing Tools Format Ribbon, in the Text Group, click on Text Direction icon until the
number is rotated in the right orientation.

lEI =, < formatted_chapterl.docx [Read-Only] [Compatibility Mode] - Microsoft ... 54 Tool: H {eader & Foot = =
File Home Insert Page Layout References Mailings Review View Format Design

41 Bring Forward = |2

T
- by ~ 7 . .-
A A3 Text Direction = d v ji . 3/l oss -
. . . - - LY Send Backward ~ [F]

Draw Text a5 Shadow, 3-D Position — - -
Boye oo Createlink [P~ | Effecs~ Effects~ - D Wrap Text - oh- | e (083

Text ext Box Styles Arrange Size

6. Choose Rotate all text 90° and you should be set.




How 1o MAKE ODD AND EVEN HEADERS OR FOOTERS

In Word documents, you can make odd and even headers or footers by following the same simple steps

(just substitute footer for header if editing a footer).

1. Click the Insert tab

2. Inthe Header & Footer group, click Header, then Edit Header.

The Header & Footer Tools Design tab is displayed on the screen.

3. Select the Different Odd & Even Pages check box in the Options
group.

This tells Word that you want two sets of headers: one for odd pages and
one for even pages. Notice how the tag identifying the header changes.
This tag tells you which header you’re editing.

4. Create the header for the odd pages. For example page 1

5. Click the Next Section button.

Oy) d-0 ¢
)
Wome  Juen | Pagrispest  Fateescer Malegs
| A —
J4Y IS
W Dark Pagr sk Pcdun O Shaper Smanidt Ot
e Page B . "
124n spesach 16 pot &
usnil spinach is wilte
Beed leanil chilt
| pound ground beef
2 tablew
1 caion, chopped
1 red bell pepper, &
1 etange bell peppex
i L L A 4 A
Sesimu -

red Top each bowd with mozzasella

hopped
lev, chopped
wped
N ~
Fuaverite Recipes
Header & Footer Tools
Design
h Different First Page

Different Odd & Even Pages |3
v Show Document Text

Options




Word displays the even page’s header, allowing you to create or edit its contents.

To go from the even header to the odd header, click the Previous Section button.

6. Click the Close Header and Footer button.

To remove the odd/even header option, deselect the Odd & Even Pages
option in the Options group. Doing so deletes the even headers and footers,

leaving only the odd headers and footers




FORMATTING PAGE NUMBERS

When you add page numbers to your document, numbers using a different numbering system such
they are added by default as Arabic numerals as Roman numerals (i, ii, iii) and alphabetical
(1, 2, 3). You can choose to format the page characters (a, b, c). You can also precede the page
mitmhAar anith AlhAantkAar A cAarti AN nimAhAve [ fuAT Ara
O Page Mumber Format 7=
Try This Yourself: Number format: E

. . . [ tnclude chapter number
Continue using the previous

file with this exercise, or
open the file W715 Page
Layout_8.docx...

g

Examples: 1-1, 1-A

Same File

Page numbering

@ Continue from previous section

Ensure that the Insert tab is O Stertat: >
open

QK l ’ Cancel

Click on Page Number | -] -
in the Header & Footer
group and select Format
Page Numbers to open the
Page Number Format
dialog box

N =

What We Found

According to our studies, the amount of electricity that can be saved
over the lifetime of 2 commercial PV panel is about 2000 kWwh per

sguare metre for thin film medules, with an expected life of 20 years,

LI € KR = v

single-crystalline silicon devices with an anticipated lifespan of 25 years
fare better preducing 4400 kWh per square metre. But, frem our
studies, the initial costs are about 2.5 times the value of the electricity

3 Click on the drop arrow
| ) - for Number format
and select -1-, -2-, -3-,...

that will be produced.

4 Click on [OK] to change the
page number format

O F R R LR B | O I G T [ I

Q) seRLEEMSLBAsa
oPIHES BREG IR SE A0

cRhRnee o

For Your Reference... Handy to Know...
To format page numbers: e You can also change the font and size of the
1. Click on the Insert tab page numbers if necessary. To do this,
2. Click on Page NumberE and select Format double-click on the page number to open
Page Numbers the header or footer, select the page
3. Alter the desired settings number, hover over it, and change the

4. Click on TOK]1 settings as desired using the tools on the




REMOVING PAGE NUMBERS

If you have inserted page numbers into your
document and then decide that they are not
necessary — perhaps your document is a fairly

short one and you feel that your readers will not
get lost reading it — it is a very simple procedure to
remove them. Three clicks and they’re gone.

Try This Yourself: :

Continue using the previous
file with this exercise, or -
open the file W715 Page -
Layout_9.docx... R

Same File

Ensure that the Insert tab
is open

TH

Click on Insert Page
Number ) - in the Header
& Footer group and select
Remove Page Numbers to

N =

C2Lc00 20000 19 18

remove the page numbers e

3 Scroll through the
document to ensure that
all page numbers have

been remove

What We Found

According to our studies, the amount of electricity that can be saved
over the lifetime of 2 commercial PV panel is about 2000 kWh per
square metre for thin film modules, with an expected life of 20 years,
single-crystalline silicon devices with an anticipated lifespan of 25 years
fare better preducing 4400 kWh per square metre. But, from our
studies, the initial costs are about 2.5 times the value of the electricity

that will be produced.

Tip: If you created your document with several sections, with odd
and even pages or with a different first page, you may need to
remove the page numbers from each section or from each
different header/footer.

For Your Reference...

To remove page numbers:
1. Click on the Insert tab
2. Click on Page Number =] -|and select
Remove Page Numbers

Handy to Know...

e The Remove Page Numbers command will
not remove page numbers that were
inserted in a document using the Current
Position option in the Page Number gallery.
To delete these page numbers, you must
select them and nress |1#1 ~.




UNDERSTANDING SECTIONS

Section breaks enable you to segregate parts of instance, having two sections in a document
a document, thereby applying different enables one section to have portrait orientation
formatting and layouts to different sections. For and the other to have landscape orientation. There

Ava fAanivr fuinac Af cartian hvAaalice Mlave Dama

What is a Section?

First of all, it is important to understand that some formatting and layout options available in
Microsoft Word are applied automatically to an entire document, irrespective of whether it
consists of one page or one hundred pages. Examples of document-wide formatting and
layout options include headers and footers, margins, page orientation and vertical text
alignment.

However, consider a situation where you want to change the orientation of a single page to
landscape, enabling you to neatly insert a table with thirty columns. Or perhaps you are writing
a book? In that case, you will want different headers and/or footers for each chapter.

The way to achieve this is to section off each part of the document that requires alternative
formatting or layout. By inserting section breaks, you create sections and effectively isolate
each part of the document and protect it from formatting applied to other sections.

Section Break Types

Next Page
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e Continuous

Elamundra: Protectingand Promoting

A Continuous section break enables you to isolate text within a o pndhan b
page and can be used, for instance, to create newspaper-style ;
columns. By default, text on a page is in one column, which
spans from the left to right margin. By inserting two continuous
section breaks (one at the beginning of the text you want to
isolate and the other at the end) you can apply a multi-column

o Even Page o '

The Even and Odd Page section breaks are used in documents

with double-sided formatting. In this case, an Even Page

section break will start the section on the next even page and is

useful, for example, to ensure that the next chapter begins on a
o Odd Page

An Odd Page section break will start the section on the next odd page and is useful to ensure, for

example, that the next chapter begins on a right hand page.




INSERTING A NEXT PAGE BREAK

The next page section break is probably the page section breaks you are able to control

most commonly used of the section breaks, pagination plus isolate and control the layout and

especially in large documents. By inserting next setup of the pages in each section; including page
nitmhAarvina haadave and FAAtAre nAarA AviAantA+ AL

. | N 1 1
Try This Yourself: , .
y Alpheius Global Enterprises
Before starting this exercise you Caring, Responsible and Attentive to Frogs for Today and
Yesterday

MUST open the file W728
Sections_1.docx...

Open File

Summary Report into Frog Populations

Click to the left of Introduction to
position the insertion point

o =

Click on the View tab on the o Bres (et Poge) e
ribbon, then click on Draft in the Introduction
Document Views group The current status of the world’s health is a largely unknown factor and the collection of
useful, comparative data is only in infancy. It is not yet peossible te determine meaningful
ThIS VIeW enables you tO see :;:jss,tid;:s.to this lack of data. One element of data collection invelves monitoring frog

section breaks clearly...

3 Click on the Page Layout tab on e
o

. . age Setu T
the ribbon, then click on Breaks — S2
argins aper Layout

[0e] in the Page Setup group and ldin =

SeleCt NeXt Page Section start: Continuous IZ|

The Status bar indicates that the Headersandﬂj;ers -

text has moved to page 2. We can [ oiferent oo nd even

now change the layout of just the D e T —

first page... From edg=: Eooter: [1.27em |5

Page

4 Press "= + cu] to position the ——— &

insertion point
5 Repeat step 2 to change the view Preview

back to Print Layout =

Click on the Page Layout tab then =S

click on the dialog box launcher =

Home
I: for the Page Setup g‘roup @ Apply to: | This section IZ| [ Line Mumbers. .. ] [ Borders... ]
display the Page Setup dialog box
= Cow )

7 —omthedroparrow-—forVertical

For Your Reference... Handy to Know...

To insert a next page section break: e You can also display the section number in
1. Position the insertion point the status bar. Right-click on the status bar
2. Click on the Page Layout tab to display the Customise Status Bar menu
3. Click on Breaks E in the Page Setup group and select Section. This will assist you in

and select Next Page identifying which section the insertion point

is positioned in.



INSERTING A CONTINUOUS BREAK

Unlike the other section break types, a
continuous section break does not alter the
pagination of a document. This section break

enables you to isolate text within a page and
change layout elements such as the number of
columns in which the text appears (text by default

icin AanAa ~Allman) Thic micht ha hanAdy fFA

Same File

ek

Try This Yourself:

Continue using the previous file
with this exercise, or open the
file W728 Sections_2.docx...

Go to page 5 and click to the
left of New York to position the
insertion point

Click on the View tab on the
ribbon, then click on Draft in
the Document Views group

This view enables you to see
section breaks clearly...

Click on the Page Layout tab
on the ribbon, then click on

Breaks = in the Page Setup
group and select Continuous

A continuous section break is
inserted. We can now change
the layout of the text following
the section break...

Ensure that the Page Layout
tab is still active then click on
Columns in the Page Setup

group and select Two

bbregk is now arranggd ir} two

reclr s now q;’rc;ri)lg | u; wo

c§ u'flnrngsw%aéihe%iﬁ( o

pPEECEHDg Ao REERR LEmaIns I
one cF/umn

one column

NS R R R R I R R R - D -

141+ 15 g6 e AT

of water. The overall reduction in the recordings of the Common Froglet is & clear
indicator that further analyses of these habitats should be undertaken.

Uncemmonly low levels of rainfall in arid regions would tend to account for the reduced
levels of the Desert Tree Frog, renowned for adopting a state of hibernation when
conditions are less than ideal.

For Further Information:

We can be contacted at the following locations

tion Break (CONtNUOUS) s

[NewYork

Alpheius Global Enterprises Inc
72 Gardner Avenue

Brooklyn

MNY11222

United States of America
Telephone: +1 {718) 387 5210
Facsimile: +1 {718) 387 5216
Web site: www.alpheiusge.com

Paris

Alpheius Global Enterprises

567 rue Lauriston

75116 Paris

France

Telephone: +331 35.66.02.56
il -

Uncommonly low levels of rainfall in arid regions would tend to account for the reduced
levels of the Desert Tree Frog, renowned for adopting a state of hibernation when
conditions are less than ideal.

For Further Information:
We can be contacted at the following locations
NewYark

Alpheius Global Enterprisesinc
72 Gardner Avenue

Melbourne
Alpheius Global Enterprises Pty Ltd
Alpheius House

Brooklyn 414 St Edmonds Road
NY11222 Melbourne

United States of America Victoria 3004
Telephone:+1{718) 387 5210 Australia

Facsimile: +1 (718} 387 5216
Web site: www.alpheiusge.com

Telephone:+613 9844 0000
Facsimile: +61 3 9844 0001

Web site: www.alpheiusge.com.au
Paris

Alpheius Global Enterprises

567 rue Lauriston

For Your Reference...

To insert a continuous section break:

1.

Position the insertion point

2. Click on the Page Layout tab

3. Click on Breaks = in the Page Setup group

=

and select Continuous

Handy to Know...

e If you want to change the number of
columns for text that is not at the end of a
document, insert another continuous
section break at the end of the text (to
isolate it from the rest of the document) and
then change the lavout.




UNDERSTANDING COLUMNS

A typical document has text in a single column, more than one column per page. In this case, the
spanning between the left and right margins of text flows down the first column until it reaches
the page. But you can create documents with the bottom and then it continues down the next

~Araliiman AanA fcA AR CAllimane Aava fumicalhr vicad fFAr

Why Arrange Text in Columns

One major reason for arranging text in
columns is that shorter lines of text are
usually easier to read, particularly if the text
is small. Narrower columns allow the readers’
eyes to pick out the beginning of the next line
of text more easily than in wider columns.
For example, text in magazines or daily
newspapers is usually quite small — much
smaller than what you would use in an
average single-column business document —
but because it usually appears in narrow
columns, most people can read it quite
easily.

Introduction

[, SR [ | IS SN [ DR of ¥ N oD | [ U (U R .

Another benefit of arranging text in columns is that columns
provide an increase in flexibility when adding photos, graphics,
mastheads, headlines, and other elements such as captions in text
boxes. For example, you can insert a photo or headline and have it
span more than one column; or you can insert a small image and
centre it within the column.

Recycling for Drinking Water

Wrapping Text

If you want to include an image that doesn’t fill the column or if
you want to insert a small text box to add text that is separate from
the main text of the document, you can set the text to wrap
around the element. An example of this is shown in the middle
diagram. Wrapping text means that you can insert odd-shaped
elements without breaking up the text.

Adjusting Column Widths

In Word, you can adjust the column width and/or adjust the
space between columns. This is handy if you want to stick to
a general rule of thumb for readability which suggests that
the length of a line of text should not exceed 40 — 60
characters or 7 — 15 words. (You can also alter the font size The drought and widespread water
so that more or less words fit on a line.) shortages have generated increasing

Introduction

interest in wusing recycled water fo
Justifying Columns augment water supplies for irrigation,
. . . industrial and drinking uses.
Justification means making a column of text line up evenly

along both the right and left margins. Although justification ~ This has raised the question of health

. . . - isks, which are clearly of concern t
may occasionally be used in business letters that comprise HIsRS, Wincll are cleatiy of concern o

. R . many members of the public.
nNno \AIIHD I‘f\lllmh IIIC"'I'F\IIY\‘T tavt in narrnwiar f‘l'\lllmnc ~anN -




CREATING COLUMNS

A typical document has text in only one column
— spanning between the page’s left and right
margins. But, you can create documents with

more than one column per page. Although you can
create columns in a document prior to typing the
text, it is often easier to convert the text to

Araliimane AafrAar thAa +avt hac hann fuinAdA

. o /z '_"\I = U = W770 Columns |
Try This Yourself: D‘_%E/ - :
Home Insert Page Layout References Mailings Review W
. ; . - — = . AW ]
o  Before starting this exercise j E J =N J "= Breaks A watermark
T ) === [a]- : Do . ¥ Line Mumbers ~ || <34 Page Color |
< you MUST open the flle Themes Margins Orientation Size (Columns| _
o = v < - - T R b Hyphenation = Q Page Bordel
8‘ w770 COIUmnS_l.dOCX... Themes Page 3¢ by I || Page Backgrour
=| | Cne |
— .
1 Click on the Page Layout tab | 1
= wo
on the ribbon, then click on
Columns =, in the Page J Three
Setup group to open the J - |
=| '€ i
gallery
=Z| Right
2 Select Three Int —
EE  More Columns...
The gromaznTamerwioEspread water shortas
columns
columns o
should also be applied to receiving waters and
the risks associated with can lassen risks to
recyclad water. downstream drinking
The Alpheius Glazal watar supplies whera
waste water effluent is
Comtre for Water dischargad upstream of
. Quality and Treatment a water supply off-take
Introduction But, the high cost of

The drought and

widespread water

shortages have
generatad increasing

inte

inusing

skills to assist the
IHMRC i developinga
similar framework for
managing and

monitoring the risks

ated with

transporting the

racycled water to whers

it is neaded may make

this approach

uneconomical in some

circumstances

recyeled water to ass
augment water supplies dalivering recycled Recycling for
for irvigation, industrial water that is safe for the . X
= Drinking Water

and drinking uses. Thiz
has raised the question

of health risks, which

are clearly of concern to

purpose for which it is
intended Recycled

water canbe used in a

number of ways as

The most significant

short term risk is

from

potentially pathogenic

many members of the discussed below micro-organisms. Waste
public RECVC]jllngI water, particularly
. ’ sewage, is likely to have
The industry manages - i
Non-drinking higher numbers of
the public health risks
associated with P‘l11‘p08?s MiCro-Organisms anda

providing safe drinking
water by the application
of the Safe Drinidng

Water Quality

Recyeling for irrigation
watering parks and
gardens and industrial

uses carries the lowest

greater proportion of

1k

sanisms will be

mfective to humans

thanisthe case in

For Your Reference...

To create columns:

1.
2.
3.

Click in the document
Open the Page Layout tab
Click on Columns |25 - in the Page Setup

group
Select the desired ontion

Handy to Know...

e The Left option in the Columns gallery
creates two uneven columns, where the left
column is just under half the size of the right
column. The Right option produces the
opposite result.




SPECIFYING COLUMN SETTINGS

If you want to specify an exact width for the
columns, reduce the number of columns on the
page to eliminate excessive clutter, increase the

amount of spacing between columns to increase
the white space on the page, or set the columns to
uneven widths, you can do all of these changes,

nhiie maAava via thA Faliinane Aialar Ay

Try This Yourself:

Continue using the previous

Ensure that the Page Layout
tab is open, click on Columns

ek

£ - in the Page Setup group
and select More Columns to
open the Columns dialog box

Celumns

Presets

L2 =S

[ ] [+97em B

Equal

Apply to:

T  file with this exercise, or open == Tao Three Left —

Y - Mumber of columns: |8 |2 [[] Line between
he file W77 = =

E t € f € 0 Width and spacing Preview

2 Columns_2.docx... ol = width: Sr=erE

1.25em (5

1.25cm

column width

-]

Whoale document

OK l ’ Cancel

Click on Two under Presets
and click on Line between
until it appears with a tick

Click on the down spinner

arrow | for Width until it
reduces to 7 cm, then click on
[OK]

The documen arin

will'ap
two cPIumns with a narrow
two cofumns with a harrow

bPIGENHBG BERESABEM

Introduction

The drought and widespread water

shortages have generated increasing

interest in using re d water to
augment water supplies for irrigation
industrial and drinking uses. This has
raised the question of health risks
which are clearly of concern to many
members of the public

The industry manages the public
health risks associated with providing

safe drinking water by the application

Recycling for Non-drinking
Purposes

Recveling for irrigation, watering
parks and gardens and industrial uses
carries the lowest public health risk
and is the most acceptable option for
augmenting water supplias It also has
the advantage of decreasing
environmental impact of waste water

effluent on receiving waters and can

lessen risks to downstream drinking
here waste water
effluent is discharged upstream of a
water supply off-take But, the high
cost of transporting the recycled water

towhere it is neaded may make this

approach uneconomical in some

of the Safe Drinking Water Quality circumstances
Management Frameworkin the Recycling for Drinking
International Health & Medical

Water

Research Council ([HMRC) guidelines
for safe drinking water. This risk
management approach should alse be
applisd to the risks associated with
recyeled water

The Alpheius Global Enterprises
Research Centre for Water Quality and
Treatment has the experience and

The most siguificant short term risk is
from potentially pathogenic micro-

Waste water, particularly

likely to have higher

rganisms anda
gt’:‘:“:‘l’pl’ on of those organisms

will be infective to humans than is the

For Your Reference...

Handy to Know...

To change column settings: °
1. Click on Columns . in the Page Layout

Only one column width setting is available if
Equal column width is ticked. To specify a
different width for each column, remove the
tick from Equal column width and adjust the
Width settings as desired.

group on the Page Layout tab
2. Select More Columns
Change the settings as desired
4. Click on TOK1

2




BALANCING COLUMN TEXT

Because Word fills one column before it begins
filling the next, you may find that your document
ends up with an uneven bottom edge.

Depending on how uneven the columns appear,
you can force Word to even them out by inserting
a continuous section break at the end of the

AAariimAant

Try This Yourself:

Continue using the previous
file with this exercise, or open
the file W770
Columns_3.docx...

Same File

Press |EE -~ +[ctr] to jump to

Industrial waste water is likely to

mtroduce other chem:

such as heavy metals and solvents.
Treatiment Issues

Conventional waste water treatment is

d on the reduction of

r human o
demands that 1
health risks. There is a ran

advanced treatment techr

have the

will depend on local circumstances
Ther:

waters that can imyp

natural

veral p

+ quality.

They includ 10UV, settling

and predation. Discharge of a small
propostion of highly treated racyeled

water into a athasalong

ratention time will provide a valuable

additional barrier. On the othe;

discharge of lar:
reservoirs, or ra
circuiting, will ¢

benefit. Undearstanding

ek

isks

the end of the document, then
scroll up the document a little
until you can see the top of
the second page

The most difficult challen,

ensure that the treatment as a barrier

to contamination

i, day out, under all

conditions. Systems must have multiple

barriers and it is critical that

management p Is are inplace to

ensure reliable operation

Direct Potable Reuse

Notice that the left column is
full of text, while the right
column is about half full...

Diract potable reu: rs where

recycled water is introd

into the water supply svstem. In this

2 Ensure that the Page Layout e
tab is open, then click on
Breaks in the Page Layout
group to open the gallery of
available options

Industrial waste water is likely to case the risks must be managed by

ncarn enginaerad treatment systams

such as heavy metals and selvents

IndirectPotable Reuse
Treatment Issues

Indirect potable re-use occurs where

Conventional waste water treatment is racycled water is added toa raservoir
focussed on the reduction of

't Re

or inte a waterway that becomes a

environmental imy drinking water source. Th

water for human c.

umption environmental buffer provides an
additional barrier, but the

demands that the hift to public

3 Select Continuous

health risks. Thers is a ran end on local circumstance

adva;

Word will insert a continuous have

d treatment techr

veral p natural

e capacity to minimise these waters that can imy

isks.

SSch DrGR WhIEH OILES
AL IS BT AL

The most difficult challen,

ensure that the treatment
hathasalong

nstantly and func

across

columns e
columns

barriers and it

wo

vide a valuable

day in, day out, under all
additional barrier. Ou the other hand,

Systems must have multiple

mes into small

discharge of large v

ritical that

management p: Is are in place to

circuiting, will ¢
ensure reliable operation Hrosiig, v

benefit. Understanding
Direct Potable Reuse hydre facto: case by case

as a barrier

to contamination

into the water supply system. In this

For Your Reference... Handy to Know...

To balance column text:
1. Position the insertion point at the end of the
document
2. Click on Breaks = in the Page Layout

e You can display single dotted-line
boundaries around columns for layout
purposes. These boundaries do not print. To
do this, click on the Office Button "= and
click on [Word Options]. Click on Advanced

then click on Show text houndaries under

group on the Page Layout tab
3. Select Continuous




INSERTING COLUMN BREAKS

If your document has multiple columns, there
will be occasions when you will want to force the
text from one column into the next. For

example, a paragraph may be split over two
columns and you want to keep the text together,
or you may require a gap at the bottom of a

~Araliiman cA thatr viAan fran nlacrAa AR TmaarAa Ak HhA

Try This Yourself:

Continue using the previous
file with this exercise, or open
the file W770
Columns_4.docx...

Same File

Scroll to the top of the first
page, then click immediately
to the left of Recycling for
Drinking Water to position
the insertion point at the start
of the paragraph

ek

Let’s move this heading onto
the next page...

2 Ensure that the Page Layout
tab is open, then click on
Breaks in the Page Layout 0
group to open the gallery of
available options

3 Select Column to insert a
column break

c|.é'|$'éﬁ%ﬁ yﬂﬂdtanﬁ
pharagraph group to see the
&H{H%ngﬁk

Introduction

interest in using

augment water supplis

1 irrigation
industrial and drinking uses. This has

raised the question of health risks.

which are concern to many

members of the public

The industry manages the public

health risks associated with providing

safe drinking water by the application
of the Safe Drin

Water Quality
sworkin the
Intern 1 Health & Medical
Researeh Counes! (IHMRC) guidelines

for safe drinking water This risk

management approach should also be
ed with

The Alpheius Global Enterprises
Research Centre for Water Quality and

Treatment has the experience and

The-industry-manages-the-public-
healthrisks-associatedwith providing:
safe-drinking-water by-the application’
ofthe Safe-Drinkig: WaterQuality:
eworkinthe:

[ Health-&:Medical

Recyclhing for Non-drinking
Purposes

Recycling for irrigation, watering
parks and gardens and industrial uses
st public health risk
ptable option for
es It also has

carries th

andis the

augmenting wate

the advantags of decreasing
environmental impact of waste water

effluent on re

iving waters and can

lessen risks to downstream drinking

‘water supplies where waste water
effluent i argad upstream of a
water supply off-take. But, the high
cost of transporting the recycled water

towhere it is needed may make this

approach uneconomical in some

circumstances

Fcych‘ngfor Drinking
Water

The most significant short term risk is

1 proportion of th

ganisms

will be infective to humans than is the

costoftransportingthe-recyclad water

Fmay-makethis
nicalursome

circumstances

[ Calumn Ereak ]

Research-Councif{IHMRC) guidelines

forsafedrinking water ‘This tisk

nent-approachshould-alsobe
associatedwith:
cycled-water 4

‘Global Enterprises:
Res=sarch-Centrafor Water- Quality-and-
Treatmenthasthe-es e
MRC:in-developing:

formanagingand

asimilarframew

monitoringther ated-with

led- waterthatis-safe

oseforwhichitis
intended anbe used
in-a-number of waysas-discussad:

below 9]

For Your Reference...

To insert a column break:
1. Position the insertion point where you want
the break
2. Click on Breaks | 9 in the Page Layout

group on the Page Layout tab
3. Select Column

Handy to Know...

e If you want to position a picture in the blank
part of a column below a column break,
insert the image, then click on it, click on
Text Wrapping )= in the Arrange group on
the Format tab and select In front of text.

Yai1 can then dras the imase tn the decired




HEADERS AND FOOTERS IN LONGER DOCUMENTS

In documents with onlé a few pages, creating however, you have the added compllcatlons of
headers gﬁa%o%srgvfs ya *'crgllly a P“Tber of pages, you WOUId E)\émca”slec%Poer?st tf{r?n elqunedlaej BIESs e({(()n a

straigRAETWAIS YEIe 1S 1RS¢ c?éﬁ“te'”c longer d°cume88%kh%‘“r’%‘é (O (RS F 2 RSERLYou to
varied headers and footers This mlght arise if you are qc\eﬂa\tug,a reporg,‘gb,a;ggws;s pfg,U;Iepqge

necessarily want headers and footers to appear on the title page, you wouId have odd and even
pages which might require mirrored headers and footers at the least and you might choose to have
the name of the chapter appear in each respective section of the document.

So, let’s see: you’'ve gone from having a document with the same headers and footers throughout,
to one with a First Page header/footer, different Odd Page headers/footers for different sections
and different Even Page headers/footers for different sections.

Don’t worry, it’s not really as bad as it sounds, as long as you understand the basics and plan your

EE - Exviranmnin] Fealth - Voter Gl

First Page Header -Section 1- Even Page Header -Section 1- Health Odd Page Header -Section 1- [

First Page Foater -Section 1- Even Page Footer -Section 1- |oe o s = 0dd Page Faoter Section 1

Bage |2 Pagz |3

Header and Footer Options

e First Page Header/Footer — in the sample shown above, a different header and footer has
been nominated for the first page. This enables you to construct a cover or title page.

e Odd and Even Page Headers/Footers — in the sample above, the option to create different
odd and even pages has been switched on. The facing pages (2 and 3) will print as such, so
it is logical to create mirrored header and footer text.

e Sections — if the document has multiple sections, created by inserting section breaks, then
you can have different headers and footers within each section. You can also nominate to
create a different first page for each section — this option is useful for long documents
containing chapters, where you might create a title page for each chapter and therefore




HEADER AND FOOTER POSITIONS

When you insert headers and footers, the top of
the header box and the bottom of the footer box
will be automatically positioned a set distance

(1.27 cm) from the edge of the page. As the page
margins are also set at a default position (2.54
cm), this leaves a small amount of space that the

hAaadar and fAantrar +Aavt fan Arriiaug ahAaua A halAag

Try This Yourself: o (T B st | @ (@] irmonoosn | Bommmsmings | @ mmommonton £ 2 g
) ) ) T i R v O (Sl - S [
o Before starting this exercise R e e e i
"Z you MUST open the file W730 -
§  Headers_1.docx. j , st ittt s
1 Move the mouse pointer over -
the header text at the tOp Of ALPHEIUS GLOBAL ENTERPRISES
the page, then double-click to
edit the header and display
the Header & Footer Tools > = =
Design tab [:i* Header from Top: 1.5 cm - ]7
Select the value in Header
from Top in the Position group Euoe T PR T—— - s ox
b Come  memr  Poplow: omews  MEIDE REEy Design @
3 Type 1.5 (cm) and press |~ 2| B o i =P [f—; &
to adjust the header position R e R
R N R RN N AL KN AR N L KN K AL KUY SRR KRS KT CN RSN INRETSMRE . (1IN E SR &
The header text is now slightly :
lower than before. Let’s also i AGE- Environmental Health - Water Qualiy
change the footer position...
4 Click on Go To Footer |enter] in : ALPHEIUS GLOBAL ENTERPRISES

the Navigation group to view
the footer

Select the value in Footer from
Bottom in the Position group

Type 1.5 (cm) and press |-£ to
adjust the footer position

The footer will move up
slightly, as the distance from
the bottom of the page has

q ﬁll G]T:”i::' -
J— ~AA €Ll Enter[ 11T

For Your Reference...

To change the header and footer position:
1. Double-click on the header/footer to edit it
2. Change the value in Header from Top
and/or Footer from Bottom in the
Navigation group
Press |-k

Handy to Know...

Rather than double-clicking on header text
to edit it, you can also click on the Insert tab,
then click on Header[Ener] in the Header &
Footer group and select Edit Header.




DIFFERENT FIRST PAGE

If you have created a document that requires a
cover or title page, you might want it to display a
different header or footer to the rest of the

document —in the case of a title page, you might
not want the page number displayed. By default,

Word applies headers and footers to all of the

namar Af A AdAariimant VAl ran hAaurAuar hava -

Try This Yourself:

Continue using the previous
file with this exercise, or open
the file W730
Headers_2.docx...

Same File

Ensure that the header is in
edit mode and that the
Design tab is active

ek

Double-click on the header
text if necessary...

Click on Different First Page in
the Options group, until the
option is ticked

The header label has changed.
It now reads First Page
Header...

3 Click on Next Section | 4 in
the Navigation group to move
to the next header

This header is labelled
Header...

Click on Previous Section |5,
in the Navigation group to
return to the first header

ASThiS Is a cover page, we wi
iJeave,t blank, but you could
o }¥RE AnY dext l you needed to
,and,it would not affect the

rest of the document

Click here to insert a

e different header and
footer for the first page

R B W30 Headers_2 docx - Microsoft Word

e Insert

eader & Footer Toals

Page Layout References Mailings Revigw ey Design

=] 3 Quick Parts - 5, Previous Section || [¥] Different First Page 3+ Header from Top: 1.5

e N
— & Picture ._lT_I:';Next Sectian Different Odd & Even Pages | = Footer from Botkom: 1.5
Date . Goto Goto .
ber | g Time (8] Clip Ark Header Footer 2o Link to Previous || @] Show Document Text |5 tnsert Alignment Tab
oter Insert Mavigation Options Position
\‘Z‘I-l-\‘§-I-1-\‘2-|-3-\‘4-|-5‘\‘B'I'7‘I'j_'I'?‘I'll]'I'11‘I'12'\‘13‘I'14'I'ISQI'JB'

-

First Page Header

The header (and footer)
labels indicate the
change

-4 = W30 Headers_2.docx - Microsoft Ward Header & Footet Tools
3 Insert Page Layout References Mailings Review Wiewy Cresign
3 2 Quick Parts ~ E 5 Previous Section || [¥] Different First Page = Header from Top: 15
D
— @ Picture E'f, Mext Section Cifferent Odd & Even Pages év Footer from Botkom; L5
Date Goto Goto
ber | g Time (&) Clip &t Header Footer o Link to Previous || @] Show Document Text (=] tnsert alignmert Tab
oter Insert Navigation Options Position
|-2‘|-1-w§-|-1‘|-2- RN R RN RN TR RS L N RS RS C B s

f AGE - Environmental Health - Water Quality

Header

AGE - Environmental Health

TESL U e uUuLurrreTic

For Your Reference...

Handy to Know...

To create a different first page header/footer:
1. Double-click on the header/footer to edit it
2. Click on Different First Page in the Options
group, until the option is ticked
3. Type the text (if required)

e When the Different First Page option is
selected, both the header and the footer of
the first page are isolated and can contain
text different to the rest of the document.

e If you untick the Different First Page option,



DIFFERENT ODD AND EVEN PAGES

Word enables you to create documents that books or manuals. This feature enables you to also
have different odd and even pages which is create varying headers and footers for facing
particularly useful for longer documents such as pages. You might, for instance, display the title of
+thAa AdarmiimaAant An AvtAan naadacr AanAd Aarhkh AhAantAr
Try This Yourself:

Continue using the previous file Eenrasreadr [CF - Fvironmental Health

with this exercise, or open the file
W730 Headers_3.docx...

Working Towards Improved Water Quality

Same File

Ensure that the header is in edit e

ek

mode
Double-click on it if necessary...
Cllck on Different odd & Even AGE - Environmental Health - Water Quality
H H 0dd Page Header Emsun’ptive and commercial uses of water resources. River contaminants are also a
Pages In the Opt'ons group major threat to receiving waters (estuarine, coastal, wetland and reservoirs) and some
- ecosystems under serious threat are of enormous national value e.g. the Great Southern
3 Click on Next Section |} in the Leke and Flinders River.

Navigation group to move to the
next (Even Page) header

4 Click on Next Section 1, to move
to the next (Odd Page) header

Let’s COpy thIS text to the Even AGE - Environmental Health - Water Quality]
(i)
Page Header... Evenpsetest |GF - Environmental Health

Working Towards Improved Water Quality

5 Select the text in the header
then press 3, +[ct] to copy it
6 Click on Previous Section in G

the Navigation group, then press
\J¢ +[ctr] to paste the text

Click on Go To Footer|v]in the
Navigation group 2|Pagel

contaminants for consideration.

A major review concluded that contaminants affect not only the health and ecological
Even Page Footer '!Iue of riverine systems (including wetlands and floodplains) but also threaten

8 Click on Page Number L in the
Header & Footer group, select Words 1444 | D Engls australa)
Current Position then select e

Y _Preview the.document to seethe

For Your Reference... Handy to Know...
To create different odd and even headers/footers: e The text in a document’s header area is
1. Double-click on the header/footer to edit it based on the style Header and the text in
2. Click on Different Odd & Even Pages in the the footer area is based on the style Footer.
Options group It is best to amend the respective styles if
3. Type the text that you require in the new you want to format the text in the header or

headers and footers the footer of a document.



CREATING SECTION HEADERS AND FOOTERS

Creating sections in a document enables you to
independently configure each portion. This also
extends to the creation of different headers and

footers. Consider a book that contains chapters; by
sectioning off each chapter you are able to create
a different First Page header and footer and also

AiffAavant NAA ~AnA Cunn Danca handave anAd fAantAarve

Try This Yourself:

Continue using the previous file
with this exercise, or open the
file W730 Headers_4.docx...

Same File

Scroll to, and click in front of,
the heading Affiliations (page 6)

Click on the Page Layout tab,

N =

The organisations with which Alpheius Global Enterprises is working to improve the
quality of the environment include:

Landcare Australia

click on Breaks | =1 in the Page
Setup group then select Next

Page

A section break forces the
heading to a new page. Let’s
check out the header & footer...

3 Click on the Insert tab, click on
Header in the Header & Footer
group then select Edit Header

First Page Header -Section 2-

The organisatio

quality of the environment inc

Landcare Australia

Same as Previous

vith which

n <ing to improve the

A new section header is created
(Section 2) but it is a First Page
Header — the option was set in

the previous section, which has
carried over. This is not quite
what we want, so let’s turn off
the First Page option...

4 Click on Different First Page in
the Options group until it is not
ticked

!

©dd Page Headsr -Section 2-

The organisations with *arpr

quality of the environme:

Landcare Australia

AGE - Environmental Health - Water Quality

Same as Previous

ises is working to improve the

nhggder,andy by defapit, Word
mgkes ltt* th%Same A%,Prewous -
makes 1t the Same As Previous —

—this transfers dit the header
For Your Reference...

To create section headers and footers:
1. Position the insertion point
2. Onthe Page Layout tab, click on Breaks =
in the Page Setup group then select Next
Page

Handy to Know...

If headers and footers are linked between
sections, changes to the text in one section
will be automatically transferred to the
linked sections.

The Same As Previous label only appears on



LINKING SECTION HEADERS AND FOOTERS

Inserting section breaks in a document enables break, Word automatically links the new section to
you to portion the document and thereby create the previous section, thereby carrying over the
multiple headers and footers. When you insert a configuration, including the header and footer
+avt D ssmlinbina tha haadAave AanAd FAArAve VAT AvA
6|Page

Try This Yourself:

o Continue using the previous file

S with this exercise, or open the file

E W730 Headers 5 dOCX .‘ AGE - Environmental Health - Water Quality

3 5.

| Odd Page Header -Section 2- | Same as Previous |
1 Ensure that the Odd Page
Header _ Section 2is Currently The organisations w'  Enterprises is working to improve the

quality of the environ

active

2 Click on Link to Previous =, in G
the Navigation group to turn the
option off

6|Page

The Same as Previous label no
longer appears on the Header
area, indicating that the text can i
now be changed without
affecting the previous header —
keep in mind that if there was a The organisations willl Enterprises isworking to improve the
section after this one, it would quality of the enviran

adopt the change we are about e

to make, unless it was first
unlinked also...

AGE - Environmental Health - Water Quality

| ©dd Page Header -Section 2-

6|Page
3 Select the header text then type
Affiliations

Click on Go To Footer| 32 in the

Navigation group Aitiationsf

| Ddd Page Header -Section 2-

The footer text is still the Same as
PreVious as we Only unlinked the The organisations w?’  Enterprises is working to improve the
header. Maintaining the footer

quality of the environ:

contains only page numbering, to

contains on y%gggnumrgerrng?to
ensure consistency.

pACIIFe roncictenri’

For Your Reference... Handy to Know...
To link/unlink section headers and footers: e If you have unlinked and changed a header
1. Edit the header or footer or footer and then click on Link to Previous
2. Click on Link to Previous |3 in the /44 in the Navigation group, the text
Navigation group contained in the header/footer will be

deleted and replaced with that of the

nreviniis header/fanter



UNDERSTANDING STYLES

When it comes to documents, not only should with the latter, Microsoft Word lets you use styles
they provide valuable and accurate information, - either the predefined Quick Styles created by
but they should also look great. And to help Microsoft or styles that you have created yourself

A Al by AanAd frAncickAanEh s FAvma At vALe

What Is A Style?

A style is a set of character and paragraph formatting specifications that have been given a name. For
example, you may want all of the department names mentioned in your document to appear in
Garamond 16 point, bold. Rather than manually formatting each department name with the same
settings, you can define a new style with these formatting settings and then apply it to selected text.

In addition to defining your own styles, Microsoft has provided a large number of styles which you can
use to apply formatting. And to ensure that some of the more common styles are accessible, Microsoft
has grouped related quick styles into quick style sets and has displayed the selected set in the Quick
Styles gallery on the Home tab. (A Quick Style set is a collection of the main styles that may be needed
for a document - such as different heading levels and emphasising styles — which have been carefully
designed to work well together when used within the one document.)

Using styles consistently provides two benefits. First, it ensures that all similar items in a document are
formatted in the same way. Second, if you need to change the appearance of a particular style, you can
do so very easily, and everything formatted with that style will change immediately throughout the entire
document.

Paragraph Versus Character Styles

Paragraph styles control all of the characteristics of a paragraph, such as alignment, spacing and all other
settings that are included in the Paragraph dialog box. (You can open the Paragraph dialog box from the
Home or Page Layout tabs.) Paragraph styles can also determine bullets and numbering, borders and
shading, and tab settings.

Paragraph styles also define the default character formatting for all characters within the paragraph. For
example, you might define a new paragraph style called Note that specifies left-aligned paragraphs with
12 point spacing before, and with Calibri 12 point, bold, red characters. All text in a Note paragraph will
appear as specified unless you manually format the text or apply another character style to the text.

Character styles are similar to paragraph styles, except that they only specify character formatting. This
includes the font, font size, style, colour and other settings that are included in the Font dialog box. (You
can open the Font dialog box from the Home tab.)

Linked Styles

In addition to being able to create a paragraph or character style, you can also specify that a particular
style is a Linked style, which is both a paragraph and character style. You can identify whether a style is a
paragraph, character or linked style by opening the Styles dialog box from the Home tab. A paragraph
style includes a paragraph mark, |7, to the right of its name, a character style includes the symbol, 1, and
a linked style includes both symbols, a.

The Hierarchical Order Of Styles

With Microsoft Word, there is a strict hierarchy to character formatting as is shown in the following
example.

The quick brown fox jumps The entire sentence has the Normal paragraph style applied to it (Arial 9 pt).
over the fence

The ik herown fow The words ‘auick brown fox’ have the character stvle Eox annlied to them (Rritannic



MODIFYING STYLES

Microsoft has provided Quick Style Sets to help
you quickly and easily use styles for consistent
formatting within a document or group of

documents. You can, of course, add your own
styles and you can modify any styles too that

belong to the document or the template upon
wihicrh +hA AAaciimmAan +ie

Selecting a Style to be Modified

There are a number of different
ways that you can access the
Modify Style dialog box:

AABBCCI AABBCCI AA B AABBCC AcBbCcDdl  AABBCCDD %
Heading 2 Heading 3 T Update Title to Match Selection = (S::yalnge
es

4 Modify... =
Select All 1 Instance(s)

Styles

Rename...

e Using the Styles group on the Home
tab, right mouse click on the style
you wish to change and choose
Modify.

e On the Styles group, click the dialog box launcher to
display the Styles list. Click on the drop-down arrow e —— T2
on the style name you wish to change and choose

Using the Modify Styles Dialog Box

You can change the formatting for the selected style using either the

Remove from Quick Style Gallery
Add Gallery to Quick Access Toolbar

anseca aassca AAB

Heading 1 Heading 2 Heading 3 Title
Styles

'1"'5"'1; Styles - x

HEADING 3

| TITLE b

Update Title to Match Selection
Modify... I}

Clear Formatting of 1 Instance(s)

Delete Title...

hY
Select All 1 Instance(s)

Remaove from Quick Style Gallery
T Strone o]~

Formatting buttons, for the most general formatting, or you can use the
[Format] button to access individual formatting dialog boxes for each
main formatting category, such as Font, Paragraph, etc.

In the Modify Style dialog box, you can also
select which style the selected style is based on
and the style which is to follow it when the ga
key is pressed.

If you only want the changes you make to
affect the current document styles, ensure
Only in this document is selected.
Alternatively, to update the style in the
template that the document is based on, select
New documents based on this template.

Carefully consider the use of the Automatically
update check box. If you select this option and
change the formatting of any text based on the
selected style, those formatting characteristics
are automatically applied to the style
permanently. This is a little bit like changing
style formatting ‘on the fly’. It is only really

Madify Style (L2 |
Properties
Name: Title
Style type: Linked {paragraph and character’
Style based on: T Mormal |Z|
Style for following paragraph: | M7 Mormal |z|

Formatting

Calibri (Body)

A SURVEY OF MODERN CAR PARKING
HABITS

Font: 26 pt, Font color: Accent 1, All caps, Expanded by 0.5 pt, Kern at 14 pt, Space Before: 36 pt,
Style: Linked, Quick Style, Priority: 11, Based on: Mormal, Following style: Mormal

Add to Quick Style list  [~] Automatically update
@) Only in this document

|

_ New documents based on this template

J




SELECTING AND UPDATING STYLES

There may be occasions when you want to
locate every occurrence of text that uses a

want to see how the text would look using a
different style or to see how the text would look if

particular style. You might want to do this if you you changed its formatting. If you decide you like

+thAa ~rhAanaae

A

~ArantndAara tha chuda +A

Selecting All Instances

1. Inthe Styles group on the Home tab, right
mouse click on the style you want to find.

— AABBCCRTVY:
2. Choose Select All x Instance(s) — the number EW HEEMUpdateHeadingzto Maten selection

%4 Modify...

of instances will depend on the number of
areas of text that are formatted using the
selected style.

3. All blocks of text using the style will

Select All 4 Instance(s)

Rename... %

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

automatically be highlighted.
Note: You can also use the Select All Instance(s)

option in the Styles list. Simply click on the drop-

Updating Styles to Match the Selection

aaBbCcDd!

Subtle Em...

If you manually change the formatting of text that has a style applied and you decide that you want
the style to permanently update with the same characteristics, you can use the Update style name to
Match Selection option. You don’t need to use the Select All Instances option first. It may be that
you’ve simply clicked on a block of text that has a style applied. By updating the style, any other areas
of text based on that style will then in turn automatically update to reflect the new formatting

characteristics.

1. Apply new formatting tptovt that ic hacad an o ctula

Note: If you want to use

Calibri (Boc - (26 - A" a7 Ay
any of the Font o
y orhe rom BIj=w-A-EEis-
formatting options and
DIL/ICA, AEC A AAADNCD
apply them to a ASU ¥ ocut N CAR PARKING
Paragraph Style, make HAB B3| copy
sure you format the [ Paste
entire paragraph of text A Font.
. OWERVIEW| =
and not just a word or =7 Paragraph..
character. Overthe last| := Bullets ne arapid change from bustling busy
centresof cofl $= | Numbering if concrete car parks. Indeed, our research
2. Right click on the indicates tha ) ffices out of these cities into industrial parks
g X and estates o ?"‘ [iry AT e be infavour of green lawns and plentiful
style name in the trees. L LookUp..
Style group on the The purpose Synonyms times of the motor vehicle and to assess
Home tab and choose whether com Translate to highlight or make any monumental
Update style name to E:‘::f:::z;z Styles Update Title to Match Selection N
Match Selection. ) Save Selection as a Mew Quick Style...
“THE DEMAND FOR MORE INNER CITY LIVING AND THE Select Text with Similar Formatting

Note: You can also rlght THE WAY WE LOOK AT URBAN AREAS WILL NEED TO CH.

mouse click on the




CREATING A PARAGRAPH STYLE

If you need to create a new style and you have
to set more details than what can be specified by
preformatting text and then creating a style

from it, you can use the Create New Style from
Formatting dialog box. From this dialog box, in
addition to the normal character and paragraph

AttrviliitAac viAn fan At AthAar AAkaile ciich Ac A

Try This Yourself:

Continue using the previous file with
this exercise, or open the file W712
Styles_4.docx...

Same File

Select the subheading Flyer ZW6,
then click on the dialog box
launcher for Styles to open the
Styles dialog box

2 Click on New Style to open the
Create New Style from Formatting

dialog box

ek

3 Type ModelHeading in Name, then
click on [Format], select Font to

open the Font dialog box, then click 9

on the Font tab

4 Select Cambria, Bold, 12, Small caps
and set Font colour to Dark Blue,
Text 2, Darker 25% (5" row, 4"
column), then click on [OK]

5 Click on [Format], select Paragraph
to open the Paragraph dialog box,
then click on the Indents and
Spacing tab

6 Click on the up spinner arrow 4] for
Before under Spacing until 12 pt
appears, then click on [OK] twice to
close the dialog boxes and apply the
style to the paragraph

e new sivie

0 Styles v X

Clear Al =
BoldItalics b ]
Heading 1 Ta

| Normal 7|
Title Ia
Intense Emphasis a
Quote a

I:‘ Show Preview

[ Disable Linked Styles

PR New Style tool
|

Create Mew Style from Formatting @
Properties

Name: Stylel

Style type: Paragraph |z|

Style based on: T Normal |z|

Style for following paragraph: | T Stylel |z|
Formatting

Avial |z| 10 |z| B I U Automatic |Z|

E=s== (2= =2 = =

[

Indent: Left: O cm, Space Before: 0 pt, After: 0 pt, Style: Quick Style, Based on: Normal

Add to Quick Style list 7] Automatically update

@ Only in this document  (©) New documents based on this template

nnnonr in tho Ctuloc Ainlan hnav 1+

For Your Reference...

To create a paragraph style:
1. Open the Styles dialog box
2. Click on New Style x
3. Type a Name, select Paragraph in Style
type, then set other options as desired
4. Click on [OKI]

Handy to Know...

e If you want Word to automatically generate
a table of contents for your document, you
must use Word’s Heading # styles rather
than creating new heading styles.
Remember that you can change the
attributes for a stvle if desired.




APPLYING STYLES TO PARAGRAPHS

Microsoft is trying to encourage us to use styles made them very accessible by locating them on
in our documents. So much so that they have the Home tab on the ribbon. In this exercise, you
created several sets of Quick Styles and have will use the default quick style set to apply two of

NicrvAacAft c nrAadAfinAaAd navamranh chuldac +4

0 . El‘l'll‘l' RN R AR R AR AN RIS CRRIE RIS c RRINE E KNIRE CEMRE C

Try Thls Yourself‘ AGE New Vehicle Department
i i Excerpt from The Daily Newspaper regarding high-performance six-cylinder vehicles.
Before startlng thIS ‘Blame our vast spaces for Italy’s strong affinity with locally made V8 performance cars. But
K} 0 there has always been a strong six-cylinder following, harking way back. And now with our
iy exercise you MUST open upward spiralling fuel prices, many would-be V8 owners are now changing their minds towards
5 high-performance six-cylinder sedans.’
S the file W712 " .
8. And let's just look at the overall summary — our Flyer ZW& doesn't look too bad.

Styles_1.docx...

1 Ensure that the Home tab e A SR KR KA SR KRINENN AR KA A RIS R ERIE RIS T 7
is active, then click )
i s i AGE New Vehicle Department
AGE New Vehicle

Excerpt from The Daily Newspaper regarding high-performance six-cylinder vehicles.

Department ‘Blame our vast spaces for Italy’s strong affinity with locally made V8 performance cars. But
there has always been a strong six-cylinder following, harking way back. And now with our
upward spiralling fuel prices, many would-be V8 owners are now changing their minds towards

Notice that Normal is high-performance six-cylinder sedans’
currently selected in the
Styles group on the ribbon.

Let'sapp/yadlffefentstyle u EI‘I'II'Z‘I“E‘I‘I4‘I‘EI‘I‘5'II'T' RN RN IS R - RS - R SR

to the heading paragraph... . .
AGE New Vehicle Department
2 Click on the More button

E f I h Excerpt from The Daily Newspaper regarding high-performance six-cylinder vehicles.

A/ Tor Sty esto open the ‘Blame our vast spaces for ltaly’s strong affinity with locally made V8 performance cars. But

: there has always been a strong six-cylinder following, harking way back. And now with our

Quick Styles gallery P then upward spifaliing fuel prices, many would-be V8 owners are now changing their minds towards
pOint to the various qUiCk high-performance six-cylinder sedans.’
styles

Notice that the heading’s
appearance will change
based on the style to which
you are pointing...

3 Click on Title to apply the
Title paragraph style to the
heading

oBEIBRI3R" BER

Blame...,.then repeat
e...then repe

plam T dal
For Your Reference... Handy to Know...
To apply a quick style to a paragraph: e You can apply a paragraph or linked style to
1. Click in the paragraph a paragraph simply by clicking somewhere in
2. Click on the More button |~ for Styles, if the the paragraph and then clicking on the
desired style is not visible in the Styles desired style in the Quick Styles gallery. But,
group if you click on a character style in the gallery,

3. Click on the desired stvle onlv the word on which vou clicked will




APPLYING CUSTOM STYLES

When you create a new style, either from

preformatted text or via the Create New Style
from Formatting dialog box, it will be added to

the Quick Styles gallery by default. This means that
it is very simple to apply your custom styles to
text: select the text and then click on the desired

chiuda in thAa Nl Chulac Aallarms VAl ran Alea Akl

N =

Try This Yourself:

o Before starting this exercise you
E MUST open the file W712

&  Styles_6.docx...

Click in the text Seeker PL6

Click on the More button |~ for
Styles to open the Quick Styles
gallery, then click on
ModelHeading to apply the
paragraph style to the subheading

Repeat steps 1 and 2 to apply the
ModelHeading style to the other
two subheadings

Let’s use a different method...

Click on the dialog box launcher
for Styles to open the Styles dialog
box

Click anywhere in the paragraph
below the Seeker PL6 subheading,
then click on ModelText in the
Styles dialog box

Repeat step 5 to apply the
ModelText style to the two
paragraphs beginning Surprisingly
and Dull

Let’s apply a character style...

Select the text Very sharp, then

0 .- Microsoft Word - = x
W (7]
AH' q | . Find ~
|1z AaBbCcD 4zB5C:D: AaBb(Ci  AABBCCL Fepe:
E
- BoldItalics Emphasis Heading1l | T MaodelH.. Select +
I inc
“ || AaBbCcD: | AaBbCcDi | AaBbCeDd A@@}W
LE % ModelText | T Normal strang subtitle DR
= AabB s
Title T Mo Spaci.. OrangeText  Subtle Em...
AaBbCeDe  AaBbCcD AaBbCcD AABECCDI
Intense E... Quote Intense Q... Subtle Ref...
AABBCCD AABBCCD AaBbCch
-
e pd Intense R...  BookTitle T List Para..
Save Selection as a Mew Quick Style...
igh.perfor i’/l Clear Formatting 1
finity with | 4| apply styles. 1
winey harl
g"l' S 203l &c 1B 1B 1T+ 0B 151100 | 11c @ 12c 1 +13c @ - 1d- | 154

AGE New Vehicle Department

Excerpt from The Daily Newspaper regarding high-performance six-cylinder vehicles.

‘Blame our vast spaces for ltaly’s strong affinity with locally made V8 performance cars. But
there has always been a strong six-cylinder following, harking way back. And now with our
upward spiralling fuel prices, many would-be V8 owners are now changing their minds towards
high-performance six-cylinder sedans.’

And let's just look at the overall summary — our Flyer ZW6 doesn’t look too bad.

FLYERZWGE

rear grip 1s matched by the best steering ever featured by an ltalian car. ESPis
one of the best systems in the world. Starts.at €42.599.

SEEKERPL6

steering is balanced by excellent ride guality. Optional stability control is very keen to
get involved if you're not ultra-smooth. Starfs af £42.000,

TONGA490XYZ

n.the handling_department. Some rattle and kickback is the price for sharp
steering. Starts.at £41.375.

RuAP QR6

steering and non-switchable ESP are Rhap's biggest let-downs. Sfaris.af£39.999.

vidtlhA Mvmia i AT Aivd ~buil A

For Your Reference...

To apply custom styles:
1. Click in the paragraph or select the text
2. Open the Quick Styles gallery
3. Click on the desired quick style

Handy to Know...

¢ If you want to quickly remove all formatting
for selected text, open the Quick Styles
gallery and select Clear Formatting. This
command does not change the style that is
applied to the selected text — ie the Normal
stvle is not apbplied to the text during this




RENAMING AND DELETING STYLES

Word has a number of built-in styles which have
standard names, such as Heading 1, Heading 2,

are able to quickly and easily rename them and/or
delete them so that they are no longer available in

etc. However, if you create your own styles, you the document or even template.
Renaming a Style [Ep—
1. Using the Style group on the AsBbCcDdE | AaBbCcDdE | AaBbCcDE AABBCCI AABB
Home tab, right mouse click on o Normal | 7 statistil

Update Statistics to Match Selection

the style you wish to rename. Mody..

Select All 1 Instance(s)

Select Rename from the shortcut

menu. Repame. .

Eemove from Quick Style Gallery

When the Rena re Stvle box Add Gallery to Quick Access Toolbar

Rename Style @u

Fleasze type the new name of the style

Deleting a Style

1.

2.

3.

Click on the dialog box launcher button in the Styles group on the Home tab.
The Styles list will be displayed.

Click on the drop-down arrow of the style you wish to change and choose Delete
style name from the shortcut menu.

Click [Yes] to confirm the deletion
dd-Ins

| AaBbCcDdE AsBbCcDdE AaBbCcDdE WWA::#® AABBCCI AABBCCI .IAABI AABBCC
T Narmal T Statistics Mo Spacing  Heading 1 Heading 2 Heading 3 Title Subtitle

Styles

R L N i Sl)rlﬁ

Statistics El B
Update Statistics to Match Selection
™ Modify...
Select All 1 Instance(s)
Clear Formatting of 1 Instance(s)
Delete Statistics... h -
F MODERN Rernove from Quick Style Gallery
ITTLE -
SUBTITLE Ta
Subtle Emphasis a
odern cities have undergone a rapid change fro EMPHASIS a




IMPORTING AND EXPORTING STYLES
Importing/Exporting Styles

Styles can be copied from one document to differ

andNREINEHIB 3 Ve, ufiwpydrcHaRisdhat need to behem

agdodBatiedingiasipucnne tepfaraear 4fhas a series Qopy
customised styles. Document B also has some customisesd:

styles but could benefit from the addition of some of the
styles from Document A. The styles can be copied from
Document A to Document B using the Organizer dialog
box.

1. While it is not essential, it is usually easiest to
have both documents (or templates) open at the

Title

AAB AABBCC AaBbCcDdl AABBCCDD % F
Subtitle  SubtleEm.. Emphasis - Change
Styles -
=
Styles - x EJ
Clear all ol B
Normal T
No Spacing Ta
HEADING 1 Ia =
HEADING 2 Ia

same time.

On the Home tab, click on the dialog box launcher
button on the Styles group to display the Styles
list.

3. At the bottom of the Stvles list. click the Manage Stvles button

Show Preview
[ Disable Linked Styles

* Options...

Select a style or Organizer

| You can copy from

multiple styles

Macro Project Items

this file to the other

(using |~ and

file if you wish as the

. In WK713 Style Technigues...: In Normal.dotm: oL
click) and then = il g = copy feature is bi-
Balloon Text - Default Paragraph Font - . i
click the [Copy] Book Title 9 No List directional. If the
Caption = Mormal P
button to add Default Paragraph Font Table Normal wrong f’/e is listed,
D t M
them to the other Enphass you can use the
document or Faoter il Il [Close File] button to

template. If the
wrong file is listed,
you can use the
[Close File] button
to close it and
then the [Open
File] button to

Styles available in:
WK713 Style Techniques_1.docx (Document) |z|

Close File

Description

Styles available in:
Normal.dotm (global template)

close it and then the

=TT [Open File] button
to open the correct
file
Templates and Add-ins @I&J1

open the correct

Using the Developer Tab

Templates | XML Schema | ¥ML Expansion Packs | Linked C55 |

Document template

Global templates and add-ins

C:\PH Share\ERProfiler \InFocus\Templates)_Des
[ Automatically update document styles

Attach to all new e-mail messages

Checked items are currently loaded.

[Fllvaco Codedot i

Full path:  V:\...Word\STARTUP\Macro Code.dot

If you have the Developer tab turned on (this is
activated using Word Options on the Office Button by
selecting Show Developer tab in the Ribbon) you can
use the Document Template button to open the




UNDERSTANDING A TABLE OF CONTENTS

Styles And The Table Of Contents
A taz e of contents is typica?y located at the page reference for each heading. The table of

frontTaf evdochegémta nid geesemtd talideobf contents, yowowrtahts &nabldhatrdaelente kaldipndvigaliegs

headfogmattedingthwitthés. thatodicd ompnty pduseat into a document and sggytfoutaditingetoltind dveadings
(e.g. bold, italics, font effects), but not styles, Word 4vill: mot identify-any textto: glace-inthe table 'of

contents.

The easiest way to achieve successful results is to apply Word'’s built-in Heading styles (Heading 1
to Heading 9) to the headings in your document. The built-in Heading styles offer nine levels of

headings and subheadings. You can then choose which of these heading levels you want to include
The buift-in Heading styles

View 7
= |[ 5 (4] ]} or . . o % &4 Find ~
ol P28 AaBbCcDe | AaBbCcD AaBbCi AaBbCc Ac.:”j daBbCc. ah peplace
2 -
o =~ L&y~ O ~ f Mormal | % Mo Spaci.. Headingl Heading 2 Title Subtitle - E:al:sg'e ) Select -
Paragraph rl Styles | Editing
by
e iy

An alternative method to ensure that your headings are incorporated into the table of contents is
to apply an appropriate level to each heading in Outline view. As shown below, there are 9 levels
available in Outline Level. By applying the appropriate level to each heading and subheading in
your document, you indicate which headings you want to include in the table of contents. By
default, Word will automatically apply the built-in style Heading 1 to each Level 1 heading, style
Heading 2 to each Level 2 heading and so on. Text formatted with the style Body Text will not be

,jn\ i - Styles Sample.docx - Microsoft Word
— Cutlining Home Insert Page Layout References Mailings Review View
| 9= show Level: | Level @ < .
[ | Level1 ESE = =
T ¥ Show Text Formatting —
a @ |Levell - Show Collapse Close
Level 2 | Show First Line Only Document Subdocuments || Qutline View
Level 3 Cutline Tools Master Document Clase
Level 4 i
Level 5
Level &
Level 7
Level @
Level 9
Bady Text

Two Means; One End

Word provides two methods for inserting a table of contents into a document: you can use a preset
table of contents, which produces an accurate but fairly limited result, or you can create the table
of contents using the Table of Contents dialog box.

The dialog box is a more advanced method and offers you greater control over the content and
appearance of the table of contents. To customise the table of contents (e.g. specify the number of

hoading loawvalc tn 11ca calart an altarnata tah loadar crharartar crhanoo tha chila Af tha tavt in tho




STEPS FOR INSERTING A TABLE OF CONTENTS

Word builds a Table of Contents (TOC) by corresponding page number. The hierarchy in the
gathering all the text that has been formatted TOC is determined by the level of the style, so it is
using specific styles and assigning to each the important that you understand how the TOC is

hiiilts hafAavaviAi ckavdk mmavlbina haadinae Av +Avt Ac
TG 111IVOL vl ivivul JL\.-H LWV Clioul Ills un u\.\,urate \UIIU HVHUIUL\‘UI LUNIC VI LUILILLCTIWD 10 WV IU\.IILIIY

the text that you want to appear in the table of contents. There are a number of ways to do
this, depending on how the document is formatted:

o Apply Word'’s built-in styles

If you are using Word’s built-in Heading styles (Heading 1 to Heading 9), simply click on
each heading in the document in turn and apply a style to indicate the heading’s level
(e.g. applying Heading 1 style would indicate a top level heading, whereas Heading 2
indicates the first subheading level).

o  Apply Custom Styles

If you are using styles other than Word’s built-in Heading styles (e.g. ones that you
have created), you can assign outline levels to them using the Styles palette. This will
then indicate to Word where you want to include that text in the TOC. To do this, click
on the Styles dialog box launcher, then right-click on the style name and select Modify
- this displays the Modify Style dialog box. Click on [Format] and select Paragraph then
select an Outline level in General.

e Apply Outline levels (or Promote and Demote text) in Outline view

Applying outline levels applies the built-in style assigned by default to each level (e.g. if
you click on a heading and apply Level 1, the built-in style Heading 1 will be applied to
the paragraph).

e Mark Text for entry into the TOC

This is useful for text that is formatted independently (or appears as body text) and you
do not want to apply a Heading style to. To mark text, select the text then click on the
References tab. Select a level from Add Text.

2. Position the Insertion Point

The TOC will be created at the position of the insertion point. A logical place for a table of

contents is on a blank page that has been inserted after the first page, especially if the first
page is a title page. The TOC should be placed in its own section, to ensure its integrity and
enable you to exclude or insert an alternate page numbering style, headers and footers etc.

3. Generate the Table of Contents

The TOC can be generated using either a preset or the Table of Contents dialog box. A preset is
a built-in, pre-formatted TOC design contained within Word, simplifying the creation of a TOC;




THE TABLE OF CONTENTS DIALOG BOX

There are many options available in the Table of
Contents dialog box and it is worthwhile having a
closer look at each of those options, to ensure

that the workings of the dialog box is clearly
understood. It is through the options in this dialog
box that the user is able to exert control over the

rAantAant AanAd AnnAArAanAA AfthAa +ahlAa AfF ~fAnEAREA

[ )=

| ghow page numbers
| Right align page numbers

Tab leader: ...

1,
o

(Genera

o Formats:

Show levels: 3

From template

AN

Table of Contents
'/?f:n: Preyiew Web Preview
Heading 1. ... ... ... .. ... . Heading 1
Heading 2 Heading 2
Heading3 ... ... ... ... Heading 3

¥| Use hyperiinks instead of page numbers

[ Options... [ Modify... |_._— o

[ ok || cancel

1 Print Preview

2 Web Preview

3 General

4 Options

This preview image displays how the TOC will appear in the document, as you
select from the various options in the dialog box, so that you know what to
expect when you click on [OK]. You can select whether to Show page numbers
for TOC entries and how to align them; directly behind the text or on the right
margin. Additionally, select the Tab leader character to use between the TOC
text and the page number - the default is dots, but you can choose from
dashes, a solid line or no tab leaders.

This preview image enables you to see how the TOC will appear when the
document is saved in a format compatible for online display and use.
Hyperlinks might prove more practical in an online document than page
numbers.

Formats offers a range of built-in style sets that you can apply to the TOC to
quickly change the appearance. Show levels enables you to indicate how many
levels of headings and subheadings you want to collect in the TOC (e.g. select 2
to build a TOC using text based on Heading 1 and Heading 2 styles).

Options displays a dialog box that enables you to indicate how to build the
TOC; whether to use the built-in Heading styles, custom styles, outline levels or
fields. Naturally, you can use a combination of all of these options for more
complicated documents.

5 Modify

Modify displays the Style dialog box, enabling you to format the styles used by
the table of contents. The different levels of TOC entries are formatted with
built-in Word styles: TOC 1, TOC 2, TOC 3 etc. It is these styles that you are able
to modify in the Style dialog box.



USING A BUILT IN TABLE OF CONTENTS

The table of contents that you include in your
document can be either a very detailed list of
topics, or simplified to display only top-level

headings. To create a table of contents quickly and

easily, you are able to use one of Word’s
predefined, built-in table of contents presets.

ThAacAa nracare ~nial

Try This Yourself:

Before starting this exercise
you MUST open the file W752
Table Of Contents_1.docx...

Open File

Scroll through and look at the
document, then click at the
top of the second page to
position the insertion point

ek

The table of contents will be
inserted here, after the title
page...

Click on the References tab on
the ribbon then click on Table
of Contents in the Table
of Contents group to display
the menu

The menu contains the built-in

6;\, = H W752 Tabl
‘a
—/) Home Insert Page Layout References Mailings Review Vi
|Z¢ Add Text ~ [y Insert Endnote 3 Manage Sour.

=

(R style: | apa
Insert
Citation = & Bibliography -
Ins & Bibliography

=¥ Update Table
Insert
Footnote J Show Motes

As MNext Footnote ~

Table of
Contents 7.

Built-Inl"?
Automatic Table 1

Contents
Heading 1
Heading 2
L L T T

Automatic Table 2

Table of Contents
Heading 1
Heading 2
[ T < T

Manual Table

Table of Contents
Type chapter title (level 1)
Type chapter title (level 2)..........ccccormmmmrmrsssnsees
Type chapter title (level 3).

Insert Table of Contents...

E}\ Remaove Table of Contents

=

table of contents presets...

Click on Automatic Table 2 to
insert a table of contents

A table of contents based on
the preset design is inserted at
the position of the insertion
point within a content frame.
The frame is used to control
the content. The information

h e of contents

listed'in'the ta )
R140%0eqdines

isH%E5%

Table of Contents
AGE - Commitment to the Environment.
ARACHNIDS
SPIDERS
SCORPIONS
TICKS & MITES
AMPHIBIANS
FROGS
TOADS
SALAMANDERS e 5
REPTILES
TURTLES & TORTOISES ]

{lt

jith the

wihinAbgosHIDE

elformatted with the

For Your Reference...

To use a built-in table of contents:
1. Position the insertion point
2. Click on the References tab on the ribbon
3. Click on Table of Contents :) - in the Table

of Contents group
Click on one of the nresets

Handy to Know...

e You can insert a static table of contents and
type the entries manually, by selecting
Manual Table in the Table of Contents
menu.

inecart A +fahlAa Af fAantAnt- ik




NAVIGATING USING A TABLE OF CONTENTS

In a long document, navigating to specific pages have a table of contents within the document, you

can be quite tricky; using the scroll bar can be can use this as a navigating tool. The list of

slow and tedious for instance. However, if you headings within the table of contents makes
ninnAaintina tha nama cinanla AanAd thAan i+ ie ek A

PE- j_u;mateTahle...|

Try This Yourself: ble of Contente
. R R AGE — Commitment to the Environment.__ 3
Continue using the previous ARACHNIDS oo 3
% file with this exercise, or SPIDERS oo 3
() . SO ORPION S e 4
£ open the file W752 Table Of TICKS & MITES .
(71

Contents_2.docx...

If the table of contents is not

ek

SALAMANDERS . 5
currently selected, display REPTILES e 5
page 2 and click on the table TURTLES & TORTOISES 6
of contents

The content frame should be T~ O Upaste abie..|

dISPIayed"' Table of Contents

Move the mouse pointer
over Amphibians

3 Hold down |2~

The mouse pointer will
change to a pointing hand
icon...

4 Click on Amphibians to
navigate to the heading in

the document , , , ,
o alliance with the research group South East Centre for Parasite Control, AGE is able to

receive feedback and thereby monitor the impact of local business practices on the
environment.

Word will display page 4 and
position the insertion point

AMPHIBIANS

Amphibians cover a broad spectrum of animals, including the frogs and toads,
salamanders and newts. Due to their moist skins, these animals typically dwell in
habitats that have a warm, moist climate. Because of their reliance on the quality of the
water, amphibian numbers and diversity are able to provide us with aninsight into the
condition of the environment.

FROGS

Except for the very cold regions of the world (e.g. Antarctic, Arctic, Greenland etc), frogs
are distributed broadly around the globe. Typically they are not found in high zltitudes,

For Your Reference... Handy to Know...
To navigate using a table of contents: ¢ If you have navigated to the wrong page
1. Click on the table of contents using the table of contents, you can quickly

- PR X X PR U TN B L PR T et b a2k o TN, e o RN U DU R |



UPDATING PAGE NUMBERS ONLY

The great thing about a table of contents in document. In a large document, updating the
Word, is that you are able to update it to reflect entire table (i.e. headings and page numbers)
any changes that you make within the might be time-consuming as all the details are
vafrarchAad CA if AnhirthA naminatrian har AlhAanaAA
Try This Yourself: 9

Continue using the previous file
with this exercise, or open the
file W752 Table Of
Contents_3.docx...

Same File

AMPHIBIANS

Amphibians cover 2 broad spectrum of animals, including the frogs and tog

If the insertion pOint is not salamanders and newts. Due to their moist skins, these animals typically d
Currently positioned at the start habitats that have a warm, moist climate. Because of their reliance on the

water, amphibian numbers and diversity are able to provide us with aninsi
of the heading Amphibians (On condition of the environment.
page 4) then navigate to and FROGS

. . . Except for the very cold regions of the world (e.g. Antarctic, Arctic, Greenl
click in front of the heading

ek

We will now Change pagination e Update Table of Contents @
by inserting a page break... Word is updating the table of contents. Select one of
the fall
. @
+[ctr °
2 Press [fs] to insert a page i i
break

[ OK ] ’ Cancel

The heading Amphibians should
now appear at the top of page 5.

EE \_,TQUpdateTable‘..|

Let’s update the TOC...
Table of Contents

3 Press Enterl + to diSp|ay page AGE — Commitment to the Environment 3
1 then SCFO” dOWﬂ to dlsplay the AZ??SS;&ZS .......................................................................................................... i
table of contents SCORPIONS 4
. TICKS & MITES . 4

Click on the table of contents to
i AMPHIBIANS . e .5
select it FROGS 5
. TOADS oo 5
The content frame is now SALAMANDERS o 5
visible... REPTILES. 6

TURTLES & TORTOISES 6

5 Click on Update Table [rome] at
the top of the frame to display
the Update Table of Contents

eAA X 4 =t AN A AN e
For Your Reference... Handy to Know...
To update page numbers only: e As well as appearing in the table of contents
1. Click on the table of contents frame, Update Table | 1! is available in the
2. Click on the References tab on the ribbon Table of Contents group on the References
3. Click on Update Table | 1! tab on the ribbon.
4. Click on Update page numbers only then

click on [OKI — e You can also press | ! to display the Update




UPDATING THE ENTIRE TABLE

those changes. This means that both the headings
and the page numbering will be updated. In very
long documents, it is important to know that this

mimht +albAa A Wik lanaar Aac W AvAd rAavanlatalg

If you have made more than just pagination
changes to a document, then you are able to
update the entire table of contents to reflect

- _,]?UpdateTame..w

Try This Yourself:

Table of Contents
AGE - Commitment to the Environment

Continue using the previous

ARACHNIDS
= file with this exercise, or open SPIDERS.........
S SCORPIONS
g the file W752 Table Of TICKS & MITES .
S e
“  Contents_4.docx... AMPHIBIANS .. 5
FROGS 5

. TOADS o

1 If the table of contents is not ( SALAMANDERS
REPTILES oo

currently selected, display
page 2 and click on the table
of contents

First we will navigate to and Some toads, such as the Cane Toad, are rapidly occupying large

change a heading...

Hold down 2] and click on the
entry Salamanders to
navigate to this heading in the
document

have become recognised as a pest species in this country. The p
back of their neck manage to kill any unsuspecting predator look
this way, they are resisting any natural means of contrelling thei

SALAMANDERS &NEWTSl

Salamanders are an unusual amphibian that demonstrates a wid
forms. Some are terrestrial, some display life stages in water or
purely aquatic — for example, there are the aquatic giant salama

Press[ctri] then press [end] and
type & NEWTS

Type this in capital letters.
Now let’s update the TOC
again...

Locate and click on the table
of contents to select it

Click on Update Table at
the top of the frame to display

the Update Table of Contents

iE- _,]'@UpdateTable..‘l

Table of Contents
AGE - Commitment to the Environment

ARACHNIDS .
P D E RS e
SCORPIONS e 4
TICKS & MITES L 4

AMPHIBIANS L 5
R D G S e 5
TOADS o e 5

dialog box [

SALAMANDERS & NEWTS..

Click on Update entire table

A
17]

REPTILES
TURTLES & TORTOISES 6

Tho homdia~ il bho 1n
AU IR WMILY VTS U

For Your Reference...

To update an entire table of contents:

1.

2
3.
4

Click on the table of contents

. Click on the References tab on the ribbon

Click on Update Table | 3!

. Click on Update entire table then click on

foki

Handy to Know...

e As the table of contents is actually
regenerated when updated, if you have
made any manual changes to the table of
contents (e.g. text formatting), it will be lost.



MARKING A PARAGRAPH FOR INCLUSION

(e.g. Heading 1, Heading 2 etc). However, it is also
possible to mark a paragraph for inclusion into a
table of contents that is either not a heading, or

A table of contents is, by default, generated
using the text in that document that has been
formatted using Word’s built-in heading styles

+hat viAan

AA nAat vinnt +A ~rhAaneaa tha crhuda AF+A

Try This Yourself:

o Continue using the previous file

S with this exercise, or open the file
§ W752 Table Of Contents_5.docx...

If the table of contents is not
currently selected, display page 2
and click on the table of contents

(U

First we will navigate to and mark
a paragraph for inclusion...

Hold down | ! and click on the
entry for Turtles & Tortoises to
move to this heading, then click in
the next paragraph that starts
Turtles and tortoises exist...

This is the paragraph we will
mark...

Click on the Reference tab on the
ribbon then click on Add Text
in the Table of Contents group to
display the menu

Click on Level 3
Now let’s update the TOC...

Locate and click on the table of

contents, then press |[2# to
display the Update Table dialog

(8).4
@ cKlick on Y ged&t entire table then
dcéu%ﬁft

~ (2 Update Tab\e...l

Table of Contents
AGE — Commitment to the Environment............. 3
ARACHNIDS 3
SPIDERS 3
SCORPIONS e
TICKS & MITES A4
AMPHIBIANS 5
5
5
SALAMANDERS & NEWTS 5
REPTILES.. . .6
TURTLES & TORTOISES 6
’Fy\ = L] W752 Table Of Co
- Home Insert Page Layout References Mailings Review View
’W AR Uiy Insert Endnote ) Manage Sources
m;e:d V| Do Mot Show in Table of Contents [ptnote = ;m AR style: | APA ~ ;
Contents ~ Level 1 otes Citation ~ @ Bibliography ~ Ca
Table Level 2 I Citations & Bibliography
Level 3 e —————
N affected by any changes in their populati
; TURTLES & TORTOISES
= Turtles and tortoises exist on all of the ¢
% Turtles
- Turtles are heavily dependent on water f
k) 1o habitat destruction or deterioration &

i [~ (2P Update Tab\e...l

Table of Contents

AGE — Commitment to the Environment.......... e

ARACHNIDS
SPIDERS
SCORPIONS
TICKS & MITES

SALAMANDERS & NEWTS e

REPTILES
TURTLES & TORTOQISES .

Turtles and tortoises exist on all of the continents except Antarctica

[ = R BN S I S RS TS B S S JE R SV 74}

For Your Reference

To mark a paragraph for inclusion:

Handy to Know...

e If you want to mark more than one

1.
2.
3.

Click on the paragraph to include
Click on the Reference tab on the ribbon
Click on Add Text [ro ] in the Table of

Contents group
Select the level then undate the TOC

(contiguous) paragraph as a single inclusion
in the table of contents, select all the text
first and then select the level at which you
want to include it.



REMOVING A TABLE OF CONTENTS

When a table of contents has been inserted into beauty of this is that when you want to remove
a document using a built-in preset, it is the table of contents, the procedure is the same
contained within a content control frame. The as for any object in Word. The frame enclosing the
+ahlAa Af frAantAante AffFARtiuALT mAAL AR i+ A flaAlA
() = LN W752 Table Of Conte
Try This Yourself: G - = Home Insert Page Layout References Mailings Review View
3 [t Add Text ~ iy Insert Endnote =L f) Manage Sources = | Inse
. . . 2 Update Table A;Naxt Footnate = = 3 Style: apa - \j 2 upd=
Continue using the previous | e o Show tes iyt @ibiogasny~ | Coppan (3G
% file with this exercise, or Buttin s &Bibliography car’
Automatic Table 1
& open the file W752 Table Of
(~]
“©  Contents_6.docx... R .
Heading 2 1
Heading 3 .........oooereoeorerr 1
1 If the table of contents is not Automatic Table 2
currently selected, display B
page 2 and click on the table A !
of contents HORIG 3. !
Manual Table
2 Click on the References tab
. . Table of Contents
on the ribbon, then click on Type chapter ttie level 1) 1
. Type chapter title (level 2) 2
Table of Contents |3+~ in the Type chapter e level 3 3
Table of Contents group to [Z] | InsertTable of Contents...
. E& Remaove Table of Contents
display the menu B
You could also click on the e — —
same option located at the | | [
top of the TOC frame... >
3 Select Remove table of
contents to delete the table
Bl GeEs ENVIRONMENTAL
Th24& 25FLSR e_.’tg 45,90 IMPACT
longer a pears,in the
longer apg arsin the REPORT
document
document
The table of contents has
been deleted from page 2
For Your Reference... Handy to Know...
To remove a table of contents: e If you have inserted the table of contents
1. Select the table of contents using the Table of Contents dialog box (i.e.
2. Click on the References tab on the ribbon not based on a preset) the deletion process
3. Click on Table of Contents -] - inthe Table is slightly different. In this case, the TOC is
of Contents group not in a frame so you will need to

4. Select Remove tahle of contents select/highlight the TOC text manuallv (i.e.



USING THE TABLE OF CONTENTS DIALOG BOX

There are a couple of different techniques for
inserting a table of contents into a Word
document. The built-in presets enable you to

quickly insert a table of contents based on
predefined settings. The Table of Contents dialog
box however offers you more flexibility and

~rantral vuihAan thnecarbtina A A AfF fAntAnEs AnA

Try This Yourself:

Continue using the previous
file with this exercise, or open
the file W752 Table Of
Contents_7.docx...

Open File

If the insertion point is not
currently positioned at the top
of page 2 then navigate to and
click at the top of this page

ek

Ensure that the References tab
is active, then click on Table of
Contents in the Table of
Contents group to display the
menu

Select Insert Table of
Contents to display the Table
of Contents dialog box

Click on the up spinner arrow

'3 for Show Levels in
General and change the value
to4

Click on [OK]

A table of contents will be
inserted, based on four levels

eadin otic he

o) | gs. € tha

tSBRIS PESOREEREs S5 not
conta/ngd within a content

contamed within a content

rame, as.it is %/hen ou use a
frame, as1t is when you usé a

TORGPLEsE!

Table of Contents ==
Index | Table of Contents | Table of Figures | Table of Authorities |
Print Preview Web Preview
Heading1 ... 1|+ | |Heading1 -
) L . L
Tille 1 | Title B
Heading2 ... 3 Heading 2
Subtitle ... 3 Subptitle
Heading3 .. 5|~ Heading 3 -
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: | IZ|
General
Formats: From template IZ|
Show levels: |3 $
[Qpﬁons... ][ Modify... ]
[ OK ] [ Cancel ]
AGE - Commitment fo the Environment 3
ARACHNIDS 3
SPIDERS 3
SCORPIONS 4
TICKS & MITES e
SALAMANDERS & NEWTS. . D
REPTILES B8
TURTLES & TORTOISES B8
Turtles and tortoises exist on all of the continents except Antarctica B
Turlles 6
TOMOISES .t O

For Your Reference...

To use the Table of Contents dialog box:
1. Position the insertion point
2. Click on the References tab then click on
Table of Contents .
3. Select Insert Table of Contents
4. Make vour selections and click on [OK]

Handy to Know...

e Using the Table of Contents dialog box to
generate a TOC enables you to customise
every aspect of it, such as the number of
levels displayed, text styles, tab leader
character and overall format of the table.
Word's table of contents presets do not



CHANGING THE STYLE OF THE TABLE OF CONTENTS

When you construct a table of contents, it is select from a number of styles to change the
formatted using the default style set associated format of the table of contents. These formats
with that document. You are, however, able to enable you to quickly change the style of the table
Af rAantantr in An AnnAaalina maAannAr AnnrARriARA
Try This Yourself:

Open File

ek

e: u;:, angl e
sdgrmat ef the Tahle of

Before starting this exercise
you MUST open the file
W?752 Table Of
Contents_8.docx...

Display page 2 and click on
the table of contents

The content frame around
the TOC will be displayed...

Click on the Home tab on
the ribbon then click on
Change Styles | :) - in the
Styles group and point to
Style Set to display the
menu

Hover the mouse pointer
over some of the options
to see the effect of the
style set on the table of
contents

Click on Formal to change
the style of the table of
contents

o]

cgr‘??éﬁ?fﬁ_‘sﬂ%”g’%ﬁ’e’% S
oBPHRM boHESRleRtgY

FEABeILRiso,appIY SO

thOS et PHADSGoSHR e

o .ents_J7.docx - Microsoft Word — = x

44 Find =
| daBbxCcl AaBbt AaBbCc AaBbCcD AaBbCc .
Change|

®

2ac Replace

Emphasis  THeadingl THeading2 THeading3 THormal =
P 9 9 9 = |stytes-|| k Select -

Default (Black and White} gy Style Set r

Distinctive H Colors 3
: ‘ 3
Elegant Faonts
Set as Default
Fangy 5
Formal
Manuscript

Modern
Simple
Traditional
Word 2003
Word 2007

Reset to Quick Styles from Template

Save as Quick Style Set...

o Eﬂ-_,]@UpdateTable..“

AGE - Commitment to the Envirorment

ARACHNIDS

SPIDERS

SCORPIONS

TICKS & MITES
AMPHIBIANS

FROGS

TOADS

SALAMANDERS & NEWTS
REPTILES

TURTLES & TORTOISES

TABLE OF CONTENTS

[ S S T R N N FUN PV V)

Turtles and tortoises exist on all of the continents except Antarctica.

For Your Reference...

Handy to Know...

To change the style of the table of contents: ¢ If you have created the table of contents
1. Click on the table of contents

-

using the Table of Contents dialog box, then

Fal HPN PSS R I P TR SR 1] R PR S e ke ke e e LA s T L



FORMATTING TEXT IN A TABLE OF CONTENTS

Having created a table of contents and applied a
style set to it, you find that there is still
something not quite right in its appearance!

Perhaps you want to change the font used in the
title, or maybe you would prefer a touch of bold
here and there, or a bit of colour. Never fear: you

Ava AhlAa +A FAavimmant tha tavt in ~nbtnhila Af rAantnnts

Try This Yourself:

Same File

ek

Continue using the previous
file with this exercise, or open
the file W752 Table Of
Contents_9.docx...

If the table of contents is not
currently selected, scroll to
page 2 and click on the table
of contents

Select the heading Table of
Contents

Click on the Home tab on the
ribbon and change the Font in
the Font group to Calibri

This will change the font
format of the selected text...

Double-click on the heading
Arachnids to select it

Ensure that the Home tab is
active, then click on Bold |4 -
in the Font group

This will apply bold formatting

&

O the 1ext...

R?SBSF‘EtS?:E?h%% 58%%0
foPr%@?%ﬁ.e%eae&nm;S "
ANTBRIRiaDs A0kBsesdes

i 5] - 2 Update Table...

TABLE OF CONTENTS

AGE - Commitment to the Environment

ARACHNIDS

SPIDERS

SCORPIONS

TICKS & MITES
AMPHIBIANS

FROGS

TOADS

SALAMANDERS & NEWTS
REPTILES

TURTLES & TORTOISES

Turtles and tortoises exist on all of the continents except Antarctica.

[ SO SO T R R R N N VI VR )

H ERd =¥ Update Table...

TABLE OF CONTENTS

AGE - Commitment to the Environment

ARACHNIDS

SPIDERS

SCORPIONS

TICKS & MITES
AMPHIBIANS

FROGS

TOADS

SALAMANDERS & NEWTS
REPTILES

TURTLES & TORTOISES

Turtles and tortoises exist on all of the continents except Antarctica.

[ S o O o O R B T ¥ T N N PR VR )

For Your Reference...

Handy to Know...

To format text in a table of contents: e If the table of contents is updated, the
1. Select the text contents will be rebuilt and any additional
2. Use the options in the Font and Paragraph formatting is removed. To prevent this,
groups on the Home tab to apply formatting either apply formatting when the document
is totally complete, or format the styles
(TOC1. TOC2. TOC3 etc) used to format



UNDERSTANDING CAPTIONS

To enable you to identify and refer to objects
within a document, such as tables and figures,
you can add a caption to each of these objects. A

caption is usually located beneath the object and
consists of a label and a number. Each object has a
unique combination of label and number, making

tham idantifinhla VAl ran rhAaacaA framm A nvracat

Captions enable you to identify objects in a document. This is particularly useful, for instance, in a
long document or in a business document. The caption consists of two parts: a label which
identifies the type of object that it is (e.g. table, figure etc), and a number to distinguish objects of
the same label type. The number part of the caption is automatically applied and is sequential,

ensuring that each caption is unique.

Following the caption number, you can provide a brief description of the object, adding a bit more

RO SO R R WP [ S SO U SO SR

Figure 1: Agriculture versus native ecosystems

One benefit of using captions to label objects in Word is that, if you move or delete an object, the
caption numbers are automatically adjusted to reflect the new order. Another benefit is being able
to generate an automatic Table of Figures. A Table of Figures is similar to a Table of Contents, in
that each item is listed in the table along with the respective page number. By listing each
captioned object in a long document, you enable a reader to locate information more readily. It
also provides a means of referring to specific objects in the document text (e.g. ....as shown in

Figure 1).
AGE - Environmental Health Water Quality
Table of Figures
Figure 1: Grazing activity can lead to erosion.......... 2
Figure 2: DUCKWeERd. 2
Figure 3: Wetlands act as natural aquaticfilters ... 3
Figure 4: Native vegetation is crifical to ecosystems ... 3

Table 1: Pollution Levels of Local Waterways . 1




CREATING A CAPTION FOR A TABLE

Tables can be used for displaying a wide array of to provide a caption for the tables — this enables
information. In more formal documents, the author to indicate which table the text refers
however, it is often appropriate and convenient to. Word allows you to generate a caption
+tAarAathAav aiith A crnAanial Tahla lalhAl AnA AW
T . 0 Caption @
ry This Yourself: Caplion:
) ) ) [Table 1| |
v Before starting this exercise you —
E MUST open the file W757 Label:  [Tabie B
8 Cap tiOﬂS_l.dOCX... Position: | Above selected item E
L. [ Exclude label from caption
1 Click inside the table, located at
the top of the document
2 Click on the References tab on [ e l [ - ] [ Canes ]
the ribbon then click on Insert
Caption| B in the Captions o G R
group Caption:
This will display the Caption J;:;Le 1 Frog Recordings 2002 to 2006 |
dialog box... obel:  [Table B
3 Press| 2] and type Frog Ll Econ selecteditem |14
Recordings 2002 to 2006 in [ Exclude label from caption
Caption
4 Ensure Table is selected in [ avtoCaption... | [ ok ][ cancel |
Label then click on the drop
arrow for Position and
click on Below selected item G Sept2002 | Sept2003 | Sept2004 | sept2005 | Sept2006
Click on [OK] Quarry 22 24 24 34 32
Pong EE] EE] 39 B B
T%-Qecg,gggrqnw.' //AQ?AggF{ggd River 66 15 15 15 14
bg%%mﬁgesg%lggetgcﬁgpele Stream 13 13 17 17 13
Turf/Grass 12 1 1 13 12
[ TOTAL 157 106 106 114 112
Table 1 Frog Recordings 2002 to 2006 )

WG

For Your Reference... Handy to Know...
To insert a table caption: e You can also display the Caption dialog box
1. Click in the table then click on the References by right-clicking on the table’s move handle
tab and click on Insert Caption [~/ 2] and selecting Insert Caption from the
2. Type the text for the caption shortcut menu.
3. Choose the Label and Position

4. Click on TOK1 — e To change the way a caption looks, alter the



CREATING A CAPTION FOR A PICTURE

A picture in Word can include clip art, drawings might still find it useful to include a caption with
and smart art illustrations for instance. And, that picture to identify it. Picture captions are
although a picture tells a thousand words, you typically identified by the label Figure and, like

~Arantinane annliand +A FahlAac AleAa frAncictd AF A

o Caption @

Caption:
|Figure 1 Bronze Froglet |

Try This Yourself:

Continue using the previous file

2 Options

g

y  With this exercise, or open the ebet [T - |
] file W757 Captions_2.docx... Position: | Below selected item E

[ Exdude label from caption

Click on the first picture (on = :

page 1) to select it

Ensure the References tab is [ autocapton.. | o [ coned |

active, then click on Insert
Caption ... in the Captions

group

N =

This will display the Caption
dialog box...

3 Press| 4] and type Bronze
Froglet in Caption

Currently the caption reads
“Table 2” so let’s amend that...

Click on the drop arrow [ space]
for Label and click on Figure

Figure 1 Bronze Froglet

Not only does the caption text
change, the number is amended
as this is the first Figure caption
inserted...

Ensure that Below selected
item is selected in Position then
click on [OK]

A Figure caption is inserted

Figure 2 Cane Toad

elow the picture...

Repeat steps 1 tq 6 to apply the
A aBgReatateps 11g 6o applyth

For Your Reference... Handy to Know...

To create a picture caption: o Click on [New Label] in the Captions dialog
1. Select the picture then click on the box to create a new type of label
References tab & click on Insert Caption B (e.g. Picture) that can be used as an
2. Type the text for the caption alternative to the defaults: Table, Figure or
3. Choose the Label and Position then click on Equation.

foki



USING AUTOMATIC CAPTIONS

If you intend to add several tables or other the captions for you. The AutoCaption feature will
objects that require captions in your documents, place a caption label and sequential number with
you can configure Word to automatically create any new table (or other indicated object) inserted
intA A AdAaciimAan + AllviAais mAand +A +thAan AA e AAA
e AutcCaption @
Try ThIS Yourself: Add caption when inserting:
i . i : [ Microsoft Office PowerPoint Presentation -
e Continue using the previous file [] Microsoft Office PowerPoint Slide
i . . . . [C| Microsoft Office Ward 97 - 2003 Document
g with this exercise, or open the f’le [C] Microsoft Office Word Document
9 [ Microsoft Office Word Macro-Enabled Document =
S W757 Captions_3.docx... e e |i|
|| Package
Package A

Ensure that the References tab is
active, then click on Insert
Caption | 2] in the Captions group
to display the Caption dialog box

ek

Options

|Use label: | Table

KN KN

Position: | Below item

IMew Label. .. l [Ngmbering... l

Click on [AutoCaption] to display
the AutoCaption dialog box [

oK J[ Cancel l

Scroll to and click on Microsoft
Word Table until it appears with a

(Y

tick

Click on [OK] to turn on
AutoCaptions for Word tables

N

Click at the end of the caption
Figure 2 Cane Toad, then press
| 4] to position the insertion point

N

Let’s insert a table...

6 Click on the Insert tab then click Tabie 2
on Table 1]in the Tables group

and click on the grid to insert a 4 x 0
3 Table

A caption is automatically inserted Figure 2 Cane Toad
and is numbered “2” as this is the
second table...

Table 2 Frog Species Recorded|

Click at the end of the caption,

pPéS?SShv.dﬁ yEBFrog&pRaESS
- a

For Your Reference... Handy to Know...
To turn on AutoCaptions: e The label part of a caption is inserted as text,
1. Ensure that the References tab is active, whereas the number part of a caption is
then click on Insert Caption inserted as a field. The field enables Word to
2. Click on [AutoCaption] and tick the boxes insert sequential numbering.

for the objects to automatically caption
3. Click on TOK1




GENERATING A TABLE OF FIGURES

In documents containing a number of figures,
tables, charts and the like, it might be necessary
to provide a list of these objects and the relevant

page numbers. Word enables you to construct a
table of figures, generated from captions that
have been appended to the various objects within

tha Adanciimaan + Tha tnhla Af fimiivne AnA hlAe A
0 Table of Figures @
Try This Yourself: Tndex. | Table of Gontents | | Table ofEqures | | Tobe of Authontes
Print Preyiew Web Preview
o Continue using the previous f/[e Figure 1:Text. ... 1 Figure 1: Text
t with this exercise, or open the Figure 2: Text ... 3 Figure 2: Text
§ file W757 Captions_4.docx... Figure 3: Text. ... 5 Figure 3 Text
Figure 4 Text ... 7|~ | [Figure 4: Text -
= Show page numbers Use hyperlinks instead of page numbers
1 Press | il + to move to the [¥] Right align page numbers
end of the document, then Tl leadert [ [=]
press[end] to start a new line .
This is where we will add the .t
. Caption |abel: |Figure |Z|
Table Of F/gUrES--- [#] include label and number
-thinns. = -Modify. =
2 Ensure that the References tab
is active then click on Insert
Table of Figures in the
Captions group — this will
display the Table of Figures Tables and Figures
dialog box .
Figure 1 Bronze Froglet B
. Figure 2 Cane Toad 2
3 If necessary, click on the drop g
arrow | for Caption label in
General and click on Figure
4 Click on [OK] to create the
listing o
Now let’s add the tables...
. Tables and Figures
5 Repeat step 2 to display the &
Table Of Figures diaIOg box Figure 1 Bronze Froglet 1
again Figure 2 Cane TOad. .. 2
Click on the drop arrow F] for Table 1 Frog Recordings 2002 10 2006 .o R
— Table 2 Frog Species Recorded. 2
CaF I.r(on t_;_ elm
CIICK O e
click onnl'agﬁe
lick o to create a.list of o
’77 Click onrf(.[)RHo LS 2 %isPof
7 Tables

For Your Reference... Handy to Know...

To create a listing of figures:
1. Ensure that the References tab is active then
click on Insert Table of Figures E]
2. Choose the required Caption label
3. Click on [OK]

Default settings are as follows;

o A table of figures looks for the label ‘Figure’
generated by ‘Insert a Caption’.

_* Atable of tables looks for the word ‘Table’



CHANGING CAPTION LABELS

Having inserted captions into your document for
images, tables, figures, equations and the like,
you can then easily change the caption labels at

a later date. You can either change the label for a
single caption by deleting it and recreating it, or

you can simultaneously alter the labels for all

ek

Captions_5.docx...

Select the entire caption Table
1... then press | (]

Let’s recreate this caption...

Ensure that the References tab is
active, then click on Insert
Caption in the Captions

group
Let’s first add a new label type...

Click on [New Label], type Item
and click on [OK] — this label is
now selected in Caption

Press| 4| and type Frog
Recordings 2002 to 2006 to
complete the caption, then click
on [OK]

Let’s now change all Figure
captions simultaneously...

Scroll down and select the entire
caption for Figure 1 ... then
repeat step 2 to display the
Captions dialog box

Click on the drop arrow | space] for

(dRIL SR s RbRIs A oo

Pasition:

[ Exdlude label from caption

[ IHew Label, .. ] l Delete Label ] l Mumbering. .. ]
[&utnl:aption... ] [ QK l [ Close l
HABITAT Sept2002 Sept2003 Se
Cluam,f 22 24
Pond 39 38
River 66 15
Stream 18 18
Turf/Grass 12 11
TOTAL 157 106

Item 1 Frog Recordings

Iitem 2 Bronze Froglet

AantiAane ith +hA cAanan +Aavtk ThAa fantiane aiill +hAan
e Capticn @
Try This Yourself: F—
i i i |Item '1| |
© Before starting this exercise you —
E MUST open the file W757 Label: [T ]
Q
o

changed

For Your Reference...

To change all caption labels of the same label:

1.
2.

Select a caption with the label to change
On the References tab, click on Insert
Caption B in the Captions group

. Change the Label and click on [OK]

Handy to Know...

e If you do not delete the caption before

changing the label, all captions of the same

label will be changed automatically.

e You can change the number format for

— captions by clicking on [Numbering] in the



UPDATING CAPTIONS

If you insert a new object in amongst current Similarly, if you move or delete an object with a
document text and apply a caption to it, the caption, the other objects’ caption numbers are
caption numbering will initially be out of order. not immediately updated. Word requires you to

1inAdatrA tha niimahar FlAlAd-c maaniialhs +A AdLc+ +hA

. 0 Item 3 Cane Toad

Try Thls Yourself: The following table shows the number of species recorded in each habitat:

o Continue using the previous file WABTAT | sept2onz | sept200 | sept200s | sept20os | septaos |

S with this exercise, or open the B 2 2 2 4 3

S file W757 Captions_6.docx... perd ; 10 ° . 2

@ River 6 5 5 5 4
Stream

1 On page 2 select the table plus : : - - ’
Turf{Grass 2 1 1 3 2

the line of text above it and the
table caption Item 4... below it,
as shown

Item 4 Frog Species Recorded

Press| 4] +[cu1] to cut the i : . ; ‘ : .
2 o |

selected information [rom= | | s | s | | w

Item 1 Frog Recordings

The following table shows the number of species recorded in each habitat:

Let’s now move it to page 1...

. HABITAT Sept2002 Sept2003 Sept2004 Sept2005 Sept2006
3 Press [ ]+ [cu] then click to the p— - - . . 5
left of the second paragraph P ; " ; " "
starting: As you can see... River . - - - .
4 Press [Home] + [ctrl] to paste the - : : 0 0 ?
. . Turf/Grass 2 1 1 3 2
information here
TOTAL 27 26 27 33 31
Notice that the Caption has not Item 4 Frog Species Recorded
been renumbered Il'\s you can see, the pond h%tet‘tended to be the most desired aquatic habitat for frog

5 Press [V ]+ [cu] to select the ° i — i . w . . i

157 106 106 114 112
entire document ftem 1 Frog Recordings | ‘ | |
nght click on the document to The fellewing table shows the number of species recorded in each habitat:
dISp|ay the Shortcut menu HABITAT Sept2002 Sept2003 Sept2004 Sept2005 Sept2006
Quarry 2 2 2 4 3
7 Select Update Field then click pond ; » ) a i,
on any part of the document to River s 5 5 5 4
see the effect more clearly Stream s s 10 10 5
Turf/Grass
ou scrol hrougi% the e pages, - - : ’ ’
/ u scro hrou he TOTAL - - = = @
v ou v //gggggggig,ggecggggggs
hn P%ng,}’ggﬁ#': ere gq fo
vAaflart +lha navis AvAAr AfF itAanac
For Your Reference... Handy to Know...
To update caption numbers: e You can also press|A | to update fields.

1. Press[A ]+ [ct1] to select the document
2. Right-click on the document and select
Update Fields

e Inlong documents, it could be time-
consuming to update all fields (remember:
tables of contents & indexes etc also consist

- — of fields and will also be updated). So, simply
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UNDERSTANDING MASTER DOCUMENTS

Bigger is not always better when working with and reliably. And the same goes for word

computers - in fact, by keeping things smaller processing — smaller documents are more efficient

your computer will often work more efficiently and more stable. So, how then do you write the
..... 1A’ nAavt hact ENN nacA nAavial AanAd LAaan i+

o Master Documents — A Simple Concept

There will be times when you want to use Microsoft Word to create a long document such as
a novel, a thesis or dissertation, an annual report, or even a training manual! When working
with a long document, you can maximise Word’s performance by dividing the document into
portions and storing each portion in a separate file. A novel, for example, might have
chapters which could be stored in separate files. An annual report might have different
sections for each of the business entities. These too could be stored in separate files.

A master document can also be used to pull the work from several authors into one
publication. An annual report, for example, may require input from several departments.
Each department can create its own mini-report which can then be compiled into one overall
report using the master documents concept.

In Microsoft Word, a master document can then be used to pull all the pieces (known as
subdocuments) together into a single cohesive unit (with consistent page numbering, styles,
headers & footers etc) and to generate a single table of contents and index. A master
document contains links to each individual subdocument and will display their content in the
order that they are inserted or created.

o In essence, master documents are the “smoke and mirrors” of word processing. What you
see is not necessarily what you have. While a master document appears as a long and
sometimes complex document, in actuality you have a series of smaller subdocument files
that give the appearance of one maxi-document.

How The Master Document Concept Works

A master document is usually just a shell document — like an outline of a long document. The
shell may itself contain text but often it is used for things like a cover page, headings, a table
of contents, and even an index.

The main body of the long document is stored in one or more other word processing files

that are linked into the master document and become subdocuments of the master

document. You can use a pre-existing word processing document as a subdocument and

insert it into a master document, or you can actually create a subdocument from within a
e master document.

What is really cool about the concept is that while a subdocument exists in its own right is a
separate word processing document it can be created and edited within a master document.
When you then save the master document, the shell will be saved as a document, and all of
the subdocuments also will be updated as separate documents.

Another cool feature of master documents is that the subdocuments can be expanded or
collapsed. When a subdocument is expanded you can see its contents within the master
document. When a subdocument is collansed all vour’ll see is a hvnerlink showing the




WHY MASTER DOCUMENTS ARE MISUNDERSTOOD

Master documents have, over the years, earned
themselves a bad reputation, based primarily on
producing somewhat unpredictable results.

However, if you follow a couple of basic rules,
master documents should operate smoothly. The
two main limitations with master documents

inunahia ciithAdAariimmAant fila lacratian AanA tha nmAathAA

Subdocument File Locations

Subdocuments can be displayed in
one of two ways in a master
document: either they are displayed
in an expanded format enabling you
to see the document text, orin a
collapsed format whereby they are
simply displayed as hyperlinks
indicating each file’s location (see
picture to the right). The collapsed
view is the default view when you
open a master document. Make sure
you keep all files in the same folder
where possible. If the file’s location
or name is changed or the file
deleted, the master document will

Section Breaks

When you create a subdocument in
a master document, Word uses
continuous section breaks at the
start and the end of the
subdocument to separate it from
the rest of the document.
However, when you insert an
existing document as a
subdocument, Word separates it
with a next page section break at
the start of the document, and a
continuous section break at the
end.

In effect, inserted subdocuments
will begin on a new page. You can
view the section breaks either by
clicking on Show Document 1 in
the Master Document group on
the Outlining tab to turn off this
option (see picture below). Or, click

- P -— -

© Alpheius Global Enterprises

B

- ® C:\Course Files for Word 2010\Helping Tg Protect Our Environment.docx ‘
[ ]

B

- ® C:\Course Files for Word 2010\Protecting Local Fauna.docx

® C:\Course Files for Word 2010\AMPHIBIANS.docx ‘

® c:\Course Files for Word 2010\REPTILES.docx ‘

® c:\Course Files for Word 2010\Frog Studies 2010.docx ‘

- ® c:\Course Files for Word 2010\AGE & EEE.docx

Rule 1:

If you intend to rename, move, or delete a subdocument from a
folder, you will first need to delete it from the master document
and then reinsert it if necessary.

MLLQM Global Enterprises

Section Break (Continuous)

Protecting Our Environment
AGE is committed to ensuring that our processes conform to the highest standards, with little or no
impact on the natural environment.

Section Break (Continuous)

Section Break (Continuous)

Environmental Protection Projects

AGE demonstrates its commitment to the protection of our environment by working with
environmental welfare groups to identify the issues, and to develop sustainable long-term
solutions.

ection Break (Continuous)

ection Break (Next Page)

Rule 2:

Protecting Local Fauna

At Alpheius Global Enterprises we are committed to minimising the impact that our methods
have on the environment. Research into the practices currently in place have shown that there
are a number of vulnerable species existing within these environments, and it is the intention
of AGE to ensure that the effects of operating businesses in these areas are not detrimental to
the welfare of this local fauna.

Do not delete the section breaks that Word creates to control
the flow of the master document; you will be treated to a whole
new range of weird and wonderful experiences if you do!
Unfortunately, deleting section breaks does not produce the
results that you would expect and reinstating the original
format is next to impossible.




CREATING A MASTER DOCUMENT

In Microsoft Word, a master document is one
that contains links to other Word documents, or
subdocuments, enabling you to pull content

together from multiple files to create one long
document. Outline view is initially used to create a
master document, and the tools on the Outlining

+ah wiill Aaccict viAan i ckriirtivina tha mackAr

T —

Try This Yourself:

Before starting this you
MUST open a new, blank
document...

Open File

Click on the View tab,
then click on Outline in
the Document Views
group to switch to
Outline view

ek

Ensure that Show Text
Formatting in the Outline
Tools group is ticked and
that Show First Line Only
is not ticked

Type Alpheius Global
Enterprises and press

Click on the File tab, then
click on Save or Save As

Cutlining Home Insert Page Layout References
5. Show Level: | Level 9 -
@ @ Levell v B G ¥ L
| Show Text Formatting
A v & = . . Sho.
Show First Line Only Docum
Cutline Tools Mo
@ Alpheius Global Enterprises
r o
@ Save As g
U@ [0l » Computer » VistaO5 (C:) » Course Files for Word 2010 = [ #3[ Search Course Files for Word 2.. P |
Organize New folder g= - @
@ Courseware “* | MName - Date modified Type *
@ Documents &P o L
dm 4] AGE & EEE.docx 30/08/2010 223 PM  Micre
usIc i
. Carbon Footprint.docx 19/10/2007 12:48 ...  Micrc
%’ V‘d ures @ Energy and Business.docx 19/10/2007 12:48 ... Micre
aeos (&) Frog Studies 2010.doc 30/08/2010 223 PM  Micre
@ Green Energy.docx 19/10/2007 12:48 ...  Micrc
1% Computer =
PE_AutoMark (Sample).docx 19/10/2007 12:48 ... Micrc
&, vieta0s (C) &
#i| PE_AutoMark.docx 19/10/2007 12:48 ... Micrc
a DATA (D)) m e
PE_Bookmarks (Sample).docx 30/08/2007 4:53 PM  Micre

¥ Customised (\\WP-SB5) (W:)
L marketina MWn-<hs) (X

[ W,

- L

r

File name: | My Master

Save as type: [Wmd Document (*.docx)

Authors: Ron Krupa

Save Thumbnail

Tags: Add atag

to open the Save As
dialog box

{4 Hide Folders

Tools = I Save Cancel

J

Type My Master in File
name

Save i Ioc'{atior%t
Saveinlocation to
CSISPskré‘?iﬂ'e's? JRIdeTt
cI?c'Ig ORr[éasl\alt‘E’f]

en
n

Note: It is important that you correctly specify the location for saving your

e master document. This location is then “hard wired” by Microsoft Word as the
location of created subdocuments. For the remainder of this chapter you
should use the master document that you have created in this exercise.

For Your Reference...

To create a master document:
1. Click on the View tab, then click on Outline
in the Document Views group
2. Type any required text (such as a heading)
3. Save the document

Handy to Know...

e |tisimportant to remember that the master
document is the control document, where
the subdocuments contain the bulk of the
content. Typically, the amount of content
placed into the master document itself
should be limited.




CREATING SUBDOCUMENTS

The main body of text in a master document is
typically stored in one or more subsidiary
documents known as subdocuments. Links are

created to these subdocuments which are
subsequently placed into special subdocument
holders within the master document. When the

mAactar daciimant ic cavind Anrh crithAdAaciinmmant ic

My Master.
Home Insert Page Layout References Mailings Review View

;- Show Level: - d] Create
=L : S = E
| IE Show Text Formatting @alnserl E

Show Collapse

Show First Line Only Document|Subdocuments| ‘9] Unlink &

Outline Tools Master Document

WH9- G-
. Outlining
Try This Yourself: ’
& 4 |BodyText
vy Continue using the previous SRS
g & file with this exercise...

Ensure that Show First Line
Only is not ticked in the
Outline Tools group on the
Outline tab, then press +
to move to the end of
the document

ek

If not already selected, click
on Show Document in the
Master Document group

then click on Create g

A new subdocument frame
will appear with a selector
icon & in the top left corner...

Click inside the box next to
expand €, then click on

Demote |T to demote to
Level 2

Type Helping To Protect Our
Environment then press Enter|

Click on Demote To Body

Text # and then type the
text as shown

Press [ctrl] + End] to move to
the end of the document

+) Alﬂgheius Global Enterprises
L ]
] ‘

4]

© Alpheius Global Enterprises

2]
-] Helping To Protect Or Environment

o
L4

© Alpheius Global Enterprises

B
+] Helping To Protect Or Environment

® AGE is committed to ensuring that our processes conform to the highest
standards, with little or no impact on the natural environment.l
L ]

© Alpheius Global Enterprises

=]
[+ Helping To Protect Or Environment
® AGEis committed to ensuring that our processes conform to the highest
standards, with little or no impact on the natural environment.
| ®
[
=]

© Environmental Protection Projects
® AGE demonstrates its commitment to the protection of our environment by
working with environmental welfare groups to identify the issues, and to
develop sustainable long-term solutions.l
®

For Your Reference...

Handy to Know...

To create a subdocument:

When you save a master document, each

1.
2.

Position the insertion point
Click on Show Documents 1 in the Master
Document group then click on Create 4

. Click in the subdocument frame and type

subdocument created will be independently
saved. The filename for the subdocument is
automatically based on the first line of text
e.g. if the subdocument heading is AGE
Proiects then the subdocument will be




WORKING WITH MASTER DOCUMENTS

A master document is simply a shell of a
document, containing links to subdocuments
that contain the actual document content. Using

the different views and tools available in Word,
you are able to alter the way you look at and work
with a master document. For instance, it is

nAaccihla +A AvaanA Av frAllaneca tha maAactAr

WEHD- 0|+ My Master.d
Try This Yourself. Outlining Home Insert Page Layout References Mailings Review View
% @ |Levell -l W %’_ Show Level - @ Create a
h l M M t d Show Text Formatting n — \_LIBInsert '[j
2 Open t Efl e lvVly Miaster.docx SRS Show First Line Only Document|subderuments 7 Unlink a
E that you Created In the Iast : Outline Tools - Master Document
8_ exercise... (+] izlphelus Global Enterprises
=
] ° C:\Course Files for Word 2010\Helping To Protect Our Environment.docx ‘
1 Take a moment to look at the p
=
d ocument ] ® C:\Course Files for Word 2010\Environmental Protection Projects.docx ‘

When opened, a master

document will display
subdocuments as hyperlinks...

Ensure that Show Document is
selected, then click on Expand
Subdocuments in the Master

The subdocument text will be

4@ @ |Levell e ﬁ‘.Show Level: - @ Create lﬂ;
Document grou [@ Show Text Formatting Binsert
° i fTro ShowEiCLlRe 0Dk Document|Subdocuments| 8 Unink &

My Master.c

Outlining Home Insert Page Layout References Mailings Review View

Master Document

Outline Tools

displayed, and the name and

[+] mlgllw Global Enterprises
[ ]

g g =
funCtlon Of the command will © Helping To Protect Our Environment
Change to Collapse ® AGE is committed to ensuring that our processes conform to the highest
standards, with little or no impact on the natural environment.
Subdocuments... | °
[ ]
Click on Collapse Subdocuments E . i )
© Environmental Protection Projects
tod |Sp|ay the hype rlinks then ® AGE demonstrates its commitments to the protection of our environment by
i X working with environmental welfare groups to identify the issues, and to
click again to expan d the develop sustainable long-term solutions.
[ ]
subdocuments | |

Click on the View tab on the
ribbon then click on Print
Layout in the Document Views

group

The document will appear as a
coherent single document...

On the View tab, tlick'on

) Diifline in the Doariiment Viewe

For Your Reference...

To work with the master document views:
Click on the View tab, then click on:
1. Print Layout to view the document as a
whole, or
2. Draft to view section breaks, or

2 Nuitlinos A viaw tha Aacriimant ctriictiira

Handy to Know...

e If you click on Expand subdocuments in
Outline view and you only see the first line
of text click on Show First Line Only in the
Outline Tools group until the option is not
ticked to view all of the text.




INSERTING SUBDOCUMENTS

As well as creating new subdocuments within a document —in fact, this process is usually
master document, you can also insert existing considered the most appropriate way to develop
Word files as subdocuments into a master master documents. The link created to each

ciithAdAariimant anahlac thAa mackar AdAaciimmAant +A

0 Insert Subdocument .
Try This Yourself: O[5« Microsoft Word 2010 » BrercieFies <[4y | Search beriseFies P
. . Organize v New folder =~ 0 @
o Continue using the .
E 3 . . i (8 pownloads | MName Date *
v previous file with this S Recent Places ) AGE & EEE oo o
(] eXEI’CISE 00 o AGE & Environment.doc 10/11
(71 Libraries n .
= Carbon Footprint.docc 19/1C
Courseware &P R
S Energy and Business.doox 19/1C
If the subdocuments are : ) Frog Studies 2010.docx 30/0¢
t d d I k J ::usl[ Green Energy.doox 19/1C
not expanaeaq, click on EV::‘:SE @) PE_AutoMark (Sample).docx 19,1
Expand Subdocuments in ] PE_AutoMark (Solution).doc 19/1¢
B Comput B PE_AutoMark.docx 19/1C
the Master Document & ::;O;'(m PE_Bookmarks (Sample).docx 30/0¢
group on the outlining o DATA (D) Eéil PE_Bookmarks (Solution).doc 31,08
b 8 Customised (\WP-SBS) (W) (k] PE_Bookmarks.docx 30/08 -
ta SEH Rl —— C
File name: || v| All Word Documents o
Press Ctrl| +|End | to move
Tools = I Open ] [ Cancel ]
to the end of the
document then click on
. [
Insert 12 in the Master =
D © Working with EEE
ocument group to open © Summary
the Insert Subdocument ] Envir_onr_nental Equilibrium for Earth (EEE) is an environmental
. monitoring group that has, for the last decade, conducted research
d lalog box into the frog populations of the South East region. The results of the
census enable an assessment to be made of the water quality in the
Click on Protecting Local region and repeated surveys provide a means of monitoring the
o ongoing health of the waterways in the region. The census is due to be
Fauna.docx (this file can conducted in September.
be f di h | @ The frog census takes place over the period of a week and relies on |
e found in the course the voluntary assistance of approximately 1500 people. Recordings are
files folde r) then click on made of frog calls in over 1200 aquatic locations, including natural and
man-made sources. From these audio collections, experienced
[Open] herpetologists identify the species recorded. Volunteers are also
responsible for collecting visual data and recording and photographing
A question box m[ght any frogs or tadpoles that exist in the body of water they are assessing.
. . @ The collected data is analysed and compared to previous years to |
appear, asklng If you determine the condition of the environment and, in particular, the
want to rename a style quality of the bodies of water. This information assists EEE to lobby
o local government agencies for their support in programmes to
. maintain or achieve good health in local waterways and reservoirs.
4 Click on [No to All] ‘ o
The subdocument will °
now be inserted... :
Repeat ste to,4 to
Rgpga%‘ste pgi%o 410
nser e Tiles Froa~
For Your Reference... Handy to Know...
To insert a subdocument: e To ensure consistency in styles, a master
1. In Outline view, position the insertion point document will redefine any subdocument
2. Click on Insert |4 in the Master Document style of the same name. If there are styles
group with conflicting definitions, Word will enable
3. Locate and click on the subdocument you to rename the subdocument style prior

4 Click on TOnenl to inserting it into the master document.




FORMATTING A MASTER DOCUMENT

Master documents often need a bit of spit and
polish before they are ready for publication.
When subdocuments are inserted, the master

document automatically redefines the styles that
they have in common, however you might still
experience some style inconsistencies. The best

+irma tAa annhi FAavmanttina +a ~n namctav Adariinaant ic

Same

ek

File

Try This Yourself:

Continue using the previous
file with this exercise...

Press ctrl] + to move to

the beginning of the
document and if necessary
click on the Expand
Subdocuments command to
see the content

Click on Show First Line Only
so that you see only the first
line of each paragraph

Click on the Home tab of the
Ribbon to see the styles, click
on the Protecting Local Fauna
heading and click on Heading
2

Click on the line below the
heading (At Alpheius...) and
click on Normal in Styles

Repeat step 4 for the next line

Click on expand ) next to
ARACHNIDS to select all the
text in the subdocument and
click on Normal in Styles

Apply the Heading 3 style to
ARACHNIDS, and Heading 4
style to SPIDERS, SCORPIONS

-
© Protecting Lotal Fauna
ius Global Enterprises we are committed to minimising the impact ...

® In particular, there are three Classes of animal that require further and close ...
© ARACHNIDS
® Arachnids are easily recognisable by the fact that they have eight legs. |..

® Arachnids are a wide spread, solitary creature and prefer warm ..

Lt aill
-, A 1 4 A L to ...

A

|| naebcede AaBbeeDc AaBbCi | AaBbCc | AaBbCel .
o TMNormal T Mo Spaci.. Headingl | Heading2 | Heading3 Hﬂﬁnge
Styles =
] Styles (F]

e impact ...

® At Alpheius Global Enterprises we are committed to minimisin
i erand close ...

® In particular, there are thl’ee Classes of animal that re

ARACHNIDS

® Arachnids are easily recognisable by the fact that they have eight legs. |..

® Arachnids are a wide spread, solitary creature and prefer warm ..

® Arachnids are a small creature and, as such, are susceptible to ...
© SPIDERS

© Protecting Local Fauna
® At Alpheius Global Enterprises we are committed to minimising the impact ...
@ In particular, there are three Classes of animal that require further and close ...
® ARACHNIDS
@ Arachnids are easily recognisable by the fact that they have eight legs. Many ...
® Arachnids are a wide spread, solitary creature and prefer warm to hot, ...
@ Arachnids are a small creature and, as such, are susceptible to minute ...
@ SPIDERS
@ In this country, these include the harmless Daddy Long Legs spiders to ...
@ In the South East region in Australia, large numbers of the Trapdoor ...
@ SCORPIONS
@ Scorpions primarily live in arid regions of the world such as deserts, ...
® There are two businesses sharing habitat space with the Striped ...
@ TICKS & MITES
® These parasitic arachnids are renowned for carrying disease. They ...
@ Ticks and mites typically live in bushy or shrubby vegetation. This aspect ...
@ Their mouth parts enable the tick or mite to penetrate the skin of the ...
@ Although decreased numbers of ticks and mites is not a huge concern, ...
© AMPHIBIANS
® Amphibians cover a broad spectrum of animals, including the ...
© FROGS

& IVITTEDS

For Your Reference...

To format a master document:
Click on the heading to change

1.
2.

Use the options on the Outlining tab to

change the heading level (styles)

Use the Font options on the Home tab to

apply other font formatting

Handy to Know...

® You can prevent formatting changes being applied
to a subdocument. To do this, make sure that Show
Document and Expand Subdocuments are selected,
then click in the box of the relevant subdocument
and click on Lock Document 2 . Click on Lock

Document = again to enable updates.




EDITING SUBDOCUMENTS

Subdocuments exist independently of a master
document as separate files, and as such they can
be opened and edited like any other document.

However, when a subdocument has been inserted
into a master document, it can also be edited from
within the master — any changes made here will be

AtitAarmaticalhis caviad TntA tha cithdAaciimant uhAan

Try This Yourself:

Continue using the previous
file with this exercise...

Same
File

If the subdocuments are
not expanded, click on
Expand Subdocuments in
the Master Document
group on the Outlining tab

ek

Select the heading text, as
shown

Type Protecting

You can also open the
subdocument in a separate
window...

Double-click on the
selector icon & for the
subdocument titled Frog
Population Studies... to
open the subdocument in a
separate window

Double click on Population
in the heading and type
Impact

Use File > Save to save the
changes, and File > Close
the subdocument window

rLplected bagk inthe
master,document
master document

e © Alpheius Global Enterprises
°

=]

(+] Helping To Protect Our Environment
® AGE is committed to ensuring that our processes conform to the highest ...
]

© Alpheius Global Enterprises
°

© Protectingl()ur Environment

e ® AGE is committed to ensuring tha
L

ur processes conform to the highest ...

|

Frog Population Studies 2010
Caring, Responsible and Attentive to Frogs for Today and Yesterday

Summary

Alpheius Global Enterprises is working closely with Environmental Equilibrium for Earth (EEE) to
monitor the local frog population in the South East region. The studies are being conducted in
September. AGE has assisted financially over the previous five years and also awards each member
of staff a day of leave to volunteertheir time for the collection of data.

© Frog Impact Studies 2010
® Caring, Responsible and Attentj

to Frogs for Today and Yesterday

® Alpheius Global Enterprises is working closely with Environmental ...
The frog population study takes place over the period of a week and ...
The collected data is analysed and compared to previous years to ...

For Your Reference...

To edit a subdocument:
1. Expand the subdocuments

Handy to Know...

e A subdocument opened in its own window
for editing will probably be faster, as Word’s
performance tends to suffer when working

2. Make the required editing changes as a part
of the master document, OR double-click on
a selector icon & and edit the subdocument

in it nwn windnw

with complex master documents.




MERGING SUBDOCUMENTS

If you find that you have more subdocuments where the first subdocument holds all of the
than is practical, you can merge subdocuments. content of the merged subdocuments. Reducing
This merges the subdocuments into a single file, the number of subdocuments keeps the master

Aariimant lace rarmnlicatad __uihich maAaane lace

. © Alpheius Global Enterprises
Try This Yourself: °

Continue using the previous file
with this exercise...

Same
File

Click on the Outlining tab on

e

the Ribbon, and press [cu1] +
to return to the start of the
document

2 Click on the selector icon & for
the first subdocument, titled
Protecting Our ...

This will select the entire

subdocument...

3 Hold down and click on the

selector icon & for the
subdocument titled
Environmental Protection
Projects

Subdocuments you want to
merge must be adjacent to

(above or below) one another... E - -
4 Click on Merge -1 in the °
Master Document group
The two subdocuments will now
sit within a single subdocument
frame and therefore a single
file...
5 Click on Collapse Subdocuments
in the Master Document group
For Your Reference... Handy to Know...
To merge subdocuments: e Just as you can merge subdocuments, you
1. Press + click on the selector icons & of can also split them. This is useful if you want
each subdocument to select to remove content from a subdocument and
2. Click on Merge =1 in the Master Document store in a separate file. To split a
group subdocument, select the text that you want

to senarate then click on Snlit =3 The snlit




SPLITTING SUBDOCUMENTS

Just as you can merge subdocuments to combine smaller subdocuments. You might find it useful to
them, Word enables you to reverse the process split subdocuments if you want a portion of text
and split a subdocument into two or more within a subdocument to be in a file of its own, for

1iea AleauithAavra fFAv inctkanca | Aamicalhs cAmmA

H . =]
Try This Yourself: © Protecting Local Fauna
@ At Alpheius Global Enterprises we are committed to minimising the impact ...
o Continue using the @ |In particular, there are three Classes of animal that require further and close ...
S previous file with this
1 .
v°~. exercise...

If the subdocuments are
not currently expanded
click on Expand
Subdocuments in the

o

Master Document group
2 Click on the plus icon € for © AMPHIBIANS
ARACHNIDS ® Amphibians cover a broad spectrum of animals, including the ...

© FROGS

This will select the heading e

and associated text...
3 Click on Promote to e

. & .
change the top heading © Protecting Local Fauna
@ At Alpheius Global Enterprises we are committed to minimising the impact ...

level to Level 2 ® In particular, there are three Classes of animal that require further and close ...
4 Click on Split|= in the

Master Document group

to create a split above the
selected text

5 Repeat steps 2 and 4 for
the headings
AMPHIBIANS and
REPTILES

Each of the headings and
their associated text will
now be separate

© AMPHIBIANS

stbdocluments...”
A .Savethe master

) A VETITCTTITaSTET

For Your Reference... Handy to Know...
To split subdocuments: e New subdocuments, created by splitting a
1. Click on the split location and create/format subdocument, will be saved using the first
a heading based on a heading style line of text for the file name.

2. Select the heading
3. Click on Split | in the Master Document

orolin

e After splitting a master document, if you try
to collapse Outline view, Word will ask you




DELETING SUBDOCUMENTS

Sometimes you might need to delete a the link to the subdocument; it does not delete
subdocument from a master document. This the actual file itself. The separate file still exists
process is easily achieved and merely removes and will remain until you delete the actual file.

e © Alpheius Global Enterprises

Try This Yourself: —
- ® C:\Course Files for Word 2010\Helping Tg Protect Our Environment.docx ‘
e Continue using the o
o 5 o g g =
t previous flle Wlth thls a ® C:\Course Files for Word 2010\Protecting Local Fauna.docx ‘
S exercise... °
2 =
- ﬂ ®  ¢:\Course Files for Word 201 0\ARACHNIDS.docx ‘
1 Click on Collapse . e
Subdocuments in the ‘ﬂ ® ¢\Course Files for Word 201 0%AMPHIBIANS.docx ‘
Master Document group -
to dlSpIay the ‘ a ® ¢\Course Files for Word 201 0\REPTILES.docx ‘
. o
subdocument hyperlinks "
‘ a ® ¢\Course Files for Word 2010\Frog Studies 2010.docx ‘
2 Move the mouse pointer o
=3
to the left of the ‘ & ® c\course Files for Word 201 0\AGE & EEE.docx ‘
ARACHNIDS hyperlink until -]

it changes to a right-

pointing arrow and then
click to select the hyperlink e © Alpheius Global Enterprises

3 Press to delete the ‘%E ® c:\Course Files for Word 2010\Helping Tg Protect Our Environment.docx ‘
hyperlink —
i ‘ ] ® c:\Course Files for Word 2010\Protecting Local Fauna.docx ‘
Now that the link to the o
document is removed, the = e
SUdeCUment WI// no ] ° C:\Course Files for Word 2010\AMPHIBIANS.docx ‘
longer appear in the = °
master ] ° C:\Course Files for Word 2010\REPTILES.docx ‘
L ]
4 C||Ck on EXPand EE} ® C\Course Files for Word 2010\Frog Studies 2010.docx ‘
L ]
ubdocuments In the =
’%gggﬁbg?_ﬁg_pgsgg%agp - ® C\Course Files for Word 2010\AGE & EEE.docx ‘
-]
Save the,document —
§ Save%he documen{1
For Your Reference... Handy to Know...
To delete a subdocument: e You can also delete subdocuments and
1. Click on Collapse Subdocuments @ in the blocks of text in Expanded view. To do this,
Master Document group if required to click on the expand icon £ next to the main
display the subdocument hyperlinks heading of the subdocument to delete, then
2. Select the subdocument press [0el].

2 Precs|pell




NAVIGATING DOCUMENTS

When you open a document, the Navigation
pane will display by default (unless you’ve
turned off this feature). This handy pane lets you

quickly navigate documents by clicking on a
heading in the outline to move to that heading or
by clicking on a page thumbnail to move to that

namAn Tha Mawinmtinnm nana ic idaal +A 1iecA

(1]
If the Navigation pane is not e
displayed to the left of the

document window, click on the
View tab of the ribbon and tick

Navigation Pane in the Show group
as shown

(U

Click on the Browse the pages in
your document tab @ near the top
of the Navigation pane

Browsing the page thumbnails gives
you a bird’s eye view of a document
— this document has 16 pages as
shown by the 16 thumbnails...

Scroll down to and click on
thumbnail 14 to display page 14

Click on the Browse the headings in

your document tab E

The document’s headings and
subheadings will display in a clear
top to bottom arrangement. They
are indented based on their heading
level which range in this case from
Heading 1 (top-level heading) to
Heading 4. You can quickly navigate

to the desired section in a

document
goctment—

Home  Insert  Page layout  References Mailings Rewiew | Wiew | Add-I
Try This Yourself: - 5
0 = Ruler ! &l one Page @
“—|__J| E Gridlines Q - @Two Pages =iy
Print |Full Screen Web  Outline  Draft = . Zoom  100% X Mews
Before starting this exercise you Layout] Reading Layout i Page Width | windo
% i Document iews | Show | Zoam |
‘s MUST open the file W813
Y . .
& Navigation Pane_1.docx...

Navigation Mavigation

- v g

Search Document

EREE

Search Document

=

=5 Y

oo | =
oo | =

4 Alpheius Renovations Ma...

Mission Statement

4 Current Market Position
Product

Flace

Price
Promation

People

26 Processes

Physical Evidence
Market overview
[» SWOT Analysis
4 Strategy
Strategy Introduction
Target market
Positioning stateme...

Branding strategy

Product strategy

Pricing strategy
Distribution strateg...
[> Promotional strategy
[» Services marketing
4 Objectives
Sales
Revenue

Customer Base

Ansoff's Matrix

4 Resource requirements..,
Evaluation and con...

Business growth and ...

4 Financial forecasts

Exploratory costs

Initial costs

Capital costs

Possible direct/reno...

[+]

Possible overhead e...

Ariiment

For Your Reference...

To navigate with the Navigation pane:

Click on a heading in the Browse the
headings in your document tab to move to
that heading in the document

Click on a thumbnail in the Browse the
naaes in vour document tabh to move to that

Handy to Know...

e You can close the Navigation pane by
clicking on close[x .

You must apply Word’s heading styles (eg,
Heading 1, Heading 2 and so on in the
Styles gallery on the Home tab) to each




VIEWING HEADINGS

You can use the Navigation pane to quickly
check that you have applied the appropriate
heading style to each heading in a longer

document, such as a business plan. You can do this
by collapsing all headings and then progressively
showing the various heading levels. If a heading is

indAantad incrAarracths cimmnhs nvrAamAtAa Av A Ara i+

Try This Yourself:

Same File

o =

Continue using the previous file with
this exercise, or open the file W813
Navigation Pane_1.docx...

Ensure the Navigation pane is
displayed

Right-click on any heading in the
Navigation pane and select
Collapse All

All Heading 2 and lower headings
will collapse. Only the document
title should be listed but as you can
see, the Supporting Documents
heading is also displayed — you can
fix easily this ...

Right-click on Supporting
documents, select Demote then
scroll down to the bottom of the
Navigation pane and check that the
heading has been indented from a
level 1 to level 2 heading

Let’s check the heading levels of the
various headings now — this makes
it easy to ensure the correct style
has been applied to each heading...

Repeat step 2 to collapse all
headings and then right-click on the
top-level heading and select Show
Heading Levels > Show Heading 2

For Your Reference...

To view heading levels:

1. Right-click on any heading in the Navigation

Mavigation v X
Search Document 2 -
EREENE . v

e

[ [> Alpheius Renovations Ma... ]

Supporting documents

croprrorranronny—cormey
Initial costs
Capital costs
Possible direct/reno...
Paossible overhead e...
Initial funding of th...
Break even analysis

Costing

Records

Supporting documents | |w

Mavigation * X
Search Document 2 -
B (& |3 =

[ 4 Alpheius Renovations Ma... ]

Mission Statement

[» Current Market Position
Market overview

- SWOT Analysis

[» Strategy

- Objectives

[ Resource requirements...
Business growth and ...

I> Financial forecasts
Costing
Records

Supporting documents

o Both Heading 1 and

Heading 2 level headings
will be displayed when you
show Heading 2 headings

Mavigation * X
Search Document 2 -
B (& |3 =

[ 4 Alpheius Renovations Ma... ]

Mission Statement
4 Current Market Position
Product
Place
Price
Promotion
People
2.6 Processes
Physical Evidence
Market overview
4 SWOT Analysis
Strengths

Weaknesses

Opportunities

Threats

e And consequently, Heading

1, Heading 2 and Heading 3
level headings will be
displayed when you show
Heading 3 headings

Handy to Know...

e When you promote (outdent) or demote

(indent) a heading in the Navigation pane,

pane and select Collapse All

2. Right-click on the top-level heading and
select Show Heading Levels > Show
Heading #

Word will also automatically apply the
appropriate heading style such as Heading
1, Heading 2 and so on to the headings in
the document.




EDITING HEADINGS

If your document has lots of headings, chances
are that they will not be named consistently
throughout the document. For instance, you

may have used plurals for some headings (Editing
Headings vs. Editing A Heading), used different
cases (Editing Headings vs. Editing headings) and

mAara Tha Mavinntinn nana nvavidac A Alaav lict i

Try This Yourself:

Same File

(U

Continue using the previous
file with this exercise, or open
the file W813 Navigation
Pane_2.docx...

Ensure all headings are
displayed in the Navigation
pane

Originally when we created
this document, all headings
were numbered. If you look at
the Level 3 headings beneath
Current Market Position near
the top of the Navigation
pane, you’ll see that we
missed removing the numbers
from the Processes heading...

Click on 2.6 Processes to move
to that heading in the
document, then press four
times to delete 2.6 and the
space from the left of the
heading

ThBS,8840ing inghe Ngvigation
pane /ll ugdgte as you Ci(lt
P the heading in the docum

tﬁe%egglﬁg%r}he%oggynee

o Mavigation - X
Search Document o -
g8 | & . v

Mission Statement
4 Current Market Position
Product
Place
Price
Promotion

People

[ 4 Alpheius Renovations Ma... ] B

o]

[ 2.6 Processes

Physical Evidence

Market overview

MNavigation - X J T2 i-n -1 1 1 213 i
— || T T
Search Document B2 - L Processes
o= . - Alpheius Renovation
== hd - - Il
oo | = s written a set of guidt
[l - . |
4 Alpheius Renovations Ma... | [ N site at the end of eac
Mission Statement o work sites.
4 Current Market Position ; As of the busine
Product Z employ the services ¢
Place -
= - -
Price - Physical Evidence
Promation - Alpheius Renovation
People z This will identify the
[ Processes ] = approach.
Physical Evidence - . .
= Initially, staff will no
Market overview = Bz .
= PRy [pupespp—p———_Y B |

For Your Reference...

To edit a heading using the Navigation pane: °
1. Click on the heading in the Navigation pane
2. Edit the text in the document as desired

Handy to Know...

(including an

You can delete a heading and its content

y subheadings under the

heading) using the Navigation pane. To do

this, right-click on the desired heading and
select Delete. You cannot delete the last

heading in a

document using this method.




ADDING HEADINGS

The Navigation pane makes it easy to insert new insert a heading either before or after a specific

headings and subheadings into a document heading and Word will format it in the document

formatted using Word’s heading styles. You can using the same style as the selected heading.
WhAanvnaitinecark A cithhaadina i+ wiill ha tneAariAd

e Opportunities -
. o Threats
Try This Yourself: i :
Key issues 0 * new car sales yard in area
. ) 3 . Key opportunities N . i
Continue using the previous file e - increased number of DIVs and supported throug
o . . . :] . + disgruntled ex-employee suing for unfair dismis
= with this exercise, or open the 2
t . . . 4 Strategy | -
E fl/e W813 NGVIthIOI’l Strategy Introduction ;
19, P(Jne_3.dOCX. . ';arg:t market; - _ Strategy
'05tioniNg stateme... ™
" g B Strategy Introduction
Branding strategy - Market h ed tbyth et
. - ar. TE5Car Carrl ou 12 Proprictors reveals af
1 Ensure all headlngs are ::i?:;:::;iy 7|  amonghome owners in their target market. Such owne|
displayed in the Navigation Distrbution strsteg... ||| “b“rbsts?bc‘;;ﬁ“ﬂ‘bigﬁ“Cm‘filzw‘gkmb“ﬂdf’
pane 4 Promotional strategy N rf'any ‘Lg t,:n, - ‘oomf:l un rlyrmova N
. . Opportunities -
2 Right-click on Strategy e Toreats "l Threats
(Heading 2) and select New Key issues = «  new car sales yard in arca
. Key opportunities N . i
Headlng Before Competitor Analysis - mcr mumber of Dleaf]d Supporte.d tl.1r01.1{
- + disgruntled ex-employee suing for unfair dismis
A new blank heading will be 4 strateqy | Assumptions
inserted into both the Strategy Introduction z This plan is based on the following assumptions.|
Target market -
NaVIgatlon pane Gnd the Positioning stateme... E StratEgV
document... :::::2::::&“ . Strategy Introduction
e strategiy j Market research carried out by the proprietors reveals a
3 Type ASSUmptiOﬂS, press ETRGIEIEEED - among home owners in their target market. Such owne
. . - _ suburbs, subcontract the more complex work to builder
and type This plan is based on 4 Promotional strategy : ot L b Tonel P
the following assumptions. o T T Threats
Threats N
Notice that the head/ng in the Key issues z * new car sales yard in area
document is formatted as a Key opportunities L + increased number of DIYs and supported throug
) f Competitor Analysis - + disgruntled ex-employee suing for unfair dismis
Heading 2 (same as Strategy) 4 Assumptions é _
Jth | e |||7|  Assumptons
and the text as a Norma 4 Strategy = This plan is based on the following assumptions.
paragraph' Notice also that the :tratetgyln::dumon ; Kitchen renovations only
. arget market -
heading text has been added to roatomasome 2| !
the Navigation pane. Branding strategy % strategy
Product strategy =
You can also add subheadings Pricing strategy Z]  Strategy Introduction
Distribution strateg.. ] Market research carried out by the proprietors reveals a
4 Right-click on Assumptions in
the Navigation pane, select
—renovations only and press
For Your Reference... Handy to Know...
To add a heading or subheading: e When you insert a new heading before or
1. Display the Navigation pane after an existing heading, it will be
2. Right-click on the heading either before or formatted with the same heading style as
after which you want to add the new the existing heading. You can check this in
heading the Styles gallery on the Home tab. If this is

3. Select New Heading Before, New Heading not the correct stvle. vou can then either




MOVING HEADINGS

Reorganising the content of a long document is
very simple using the Navigation pane. For
example, you can quickly change the order of

the headings in your document by dragging a

heading to a new location in the Navigation pane.

The heading and its content (including all

ciithhAaadinae tindar tha haadins) wiill ha mmAuAA +A

Same File

ek

Try This Yourself:

Continue using the previous file
with this exercise, or open the file
W813 Navigation Pane_4.docx...

Ensure all headings are displayed
in the Navigation pane

After reviewing the document,
we’ve noticed that the Objectives
have been included after
Strategy. The order of this
content needs to be reversed ...

Click on the black triangle 4 to
the left of Objectives in the
Navigation pane to collapse
(hide) the headings subordinate
to Objectives

Although you don’t have to
collapse the heading for the move
to work correctly, it just makes it
clearer what you’re moving...

Drag Objectives in the Navigation
pane until a solid black horizontal
line appears immediately above
Strategy as shown

Release the mouse button to
complete the move

Notice that Word automatically

Key opportunities
Competitor Analysis

4 Assumptions

[ Kitchen lenmfatiuns...]

4 Strategy
Strategy Introduction
Target market
Positioning stateme...
Branding strategy
Product strategy
Pricing strategy
Distribution strateg...
[ Promotional strategy
[ Services marketing
[» Objectives
4 Respurce requirements...
Evaluation and con...
Business growth and ...

4 Financial forecasts

Key opportunities

Competitor Analysis
4 Assumptions

Kitchen renovations...
4 Objectives

Sales

Revenue

Customer Base
Ansoff's Matrix

4 Strategy
Strategy Introduction
Target market
Positioning stateme...
Branding strategy
Product strategy
Pricing strategy
Distribution strateq...

[» Promotional strategy

[+ Services marketing

Key opportunities
Competitor Analysis

4 pssumptions

[ Kitchen lencwatiuns...]

4 Strategy %%
Strategy Introduction
Target market

Positioning stateme...

Branding strategy
Product strategy
Pricing strategy
Distribution strateg...
[> Promotional strategy
[» Services marketing
[ Objectives
4 Resource requirements...
Evaluation and con...
Business growth and ...

4 Financial forecasts

Objectives
Sales
Over the next 12 months, Alpheius Renovations will -
* 25 renovation jobs valued at $12,000 each
» include built-in equipment in 12 jobs
Revenue

Over the next 12 months, Alpheius Renovations will:

* generate $300,00 in sales
» have a working capital of $41,000 by the end .

Customer Base
Over the next 12 months, Alpheius Renovations will:

+ have served 30 new clients
» have quoted a further 200 clients
+ completed projects of $10,000 plus for 50% of

ays ail neadi unaer.
oPhiegtives inthe JNavigation pane
PSS SN AR S-S Sy )R

For Your Reference...

To move a heading (and content) in a document: °

1. Display the Navigation pane

2. Collapse the heading to be moved if

necessary

3. Drag the heading to the new location as

indicated bv the solid black line

Handy to Know...

If you want to select a particular heading

and its content in a document — perhaps you
want to copy the text to another document
—right-click on the heading in the

Navigation pane and select Select Heading

and Content.




INSERTING A COVER PAGE

Microsoft Word 2010 includes 19 cover page papers and the like. You simply choose the desired
designs that you can apply to long documents, cover from the Cover Page gallery and replace the
such as annual reports, financial reports, white sample text with your own. Cover pages are part

~Af+hA Disildine Dlacl ~AllAan,

Try This Yourself: o

o Before starting this exercise you MUST [7ype the company name]
"é open the file W816 Page

&  Techniques_1.docx...

[Type the document
title]

ek

Click on the Insert tab, then click on

[Type the document subtitle]
Cover Page ]~ in the Pages group Natalick
to display the Cover Page gallery

2 Click on Cubicles to insert the cover |
page at the start of the document ‘ [Year]

Cover pages are always inserted at '
the start of the document no matter
where the cursor is positioned...

3 Click in Type the company name and
type Alpheius Global Enterprises

Click in Type the document title and G
type The Economics of Installing
Solar Panels

Alpheius Global Enterprises

5 Click in Type the document subtitle
and type For All AGE Operations, and The Economics of
then type 2010 for Year Installing Solar Panels

For All AGE Operations

6 Click on Author below the document
subtitle, then click on the blue Author
tab and press [pe]. Click outside the
selection to see the result

2010

Let’s remove the original title now
that you have added the cover page...
Scroll to the next page, select the

For Your Reference... Handy to Know...

To insert a cover page: e If youinsert a second cover page in a

1. Click on the Insert tab, then click on Cover document, it will replace the first cover
Page 11~ in the Pages group page.

2. Click on the desired cover page option

3. Replace the placeholder text with your own 0 Ve in Snllsd ol eyl (e el

from Office Online. Click on Cover Page 11~



