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Using the Mail Merge Wizard

When used properly, mail merge can be one of the best time-saving tools in Word. Unfortunately,
it’s also the most misunderstood. Many people are put off using Mail merge because they believe it
is too complicated; we’re here to change that!

Mail Merge Basics

Mail merge is when you take a document (such as an e-mail message, a letter, or a label) and merge
it with a data source (such as a list of addresses). The finished result is customized to each entry in
the data source.

For example, let’s say you want to send a business letter to a number of different customers. You
would like to have it personalized for everyone, but you have 50 people on your mailing list! You can
use mail merge to create the letter and then merge it with your address list so that each letter is
addressed to the recipient.

Here's a list of terms you’ll hear in relation to a mail merge:

Merge fields These are the places where Word will insert your data. For example, the
<<Address Block>> merge field marks where each person’s address will go.

Data Source This is the file that contains the personalized information, such as a list of
addresses. Data sources can be existing files (such as Access databases), pulled
from an application (such as your Outlook contacts), or created during the mail
merge.

Record A record is one set of data in your data source. For example, a record from your
Outlook contacts could contain the person’s first and last name, mailing
address, and e-mail address.

The easiest way to perform a mail merge is by using the Mail Merge wizard, so we’re going to devote
this whole section to the various options in the wizard.

www.microsofttraining.net Tel: 0845 519 4797 Page 5
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Starting the Mail Merge Wizard

Create your letter ready for mailing, and save.

Go to Mailings/Start Mail Merge group and click the Start Mail Merge button.

1
2
3. Select Step by Step Mail Merge Wizard from the list provided.
4

The Mail Merge task pane appears on the right of your screen.

o J ©

= o w

by =

S RE=

Start Mail Select
Ik-1erge%Recipients ©

Letters

E-mail Messages
Envelapes..,

Labels...

Directory

Mormal Waord Document

Step by Step Mail Merge Wizard...

Mormal Ward Document

Step by S%Hail Merge Wizard...

o

Mail Merge

Select document type

What tvpe of document are vou

working on?
® Letkers
E-mail messages
Envelopes
Labels

Directory

Letters

Send letkers ko a group of people.

You can personalize the letker
that each person receives.

Click Mext ko continue,

Step 1 of &
% Mext: Starting %ument

For this example, we'll stick with letters. The remaining steps may differ slightly depending on the

document you’re creating, but the basic concept remains the same.

www.microsofttraining.net
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Selecting a Starting Document

Once you finish Step 1 and click Next: Starting Document, you will be able to choose which
document you wish to use for the mail merge.

Mail Merge * X

Select starting document

How do wou want bo set up wour
letters?

. ﬁe the current docurnent
tt from a kemplate

Skark From existing document:

Use the current document

Start From the document shown
here and use the Mail Merge
wizard to add recipient
infarmation.

Step 2 of B
2 Mext: Select recipients

@ Previous; Select document bype

In this case, we’ve already created a letter, so we’ll choose the current document.

Note that you can also use a template or an existing document i.e. a document that you’ve
previously created but isn’t currently open.

Once you've chosen the document, click Next.

www.microsofttraining.net Tel: 0845 519 4797 Page 7
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Selecting Recipients

Step 3 of the Mail Merge Wizard prompts you to choose who the mailings will be sent to. Depending

Word 2010 Advanced Reference

on the option you select, your choices will be different.

Mail Merge

Select recipients

® |se an existing lisk

Type a new lisk

Use an existing list

file or a database,

Browse. .

¥ Edit recipient lisk. ..

Step 3 of b

B Mext: Write wour letter

Select From Outlook contacts

Use names and addresses from a

4@ Previous: Starting document

Mail Merge - X

Select recipients

lse an exisking lisk
® Select from Qublook contacts
Twpe a new lisk

Select from Outlook contacts

Select names and addresses from
an Outlook contacts Folder,

8=| Choose Contacts Folder

" Edit recipient list, ..

Step 3 of B
% Mext: Write vour letter

@ Previous; Starting document

Mail Merge r X

Select recipients
Use an existing list
Select from Cublook contacts
® Type a new list

Type a new list

Type the names and addresses of
recipients,

lg Create...

Step 3 of B
& Mext: Write vour letter

4@ Previous: Starting document

Once you pick a source and choose the specific list (or type a new list), you will be prompted to

choose the recipients.

www.microsofttraining.net Tel: 0845 519 4797
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x|

This is the list of recipients that will be used in your merge. Use the options below to add to or change
your list. Use the checkboxes to add or remove recipients from the merge. When your list is ready, click
OK.

Data Source Last Mame w« | First Name - | Title ~ | Employee Num |
Fer ...................................................................................................
Personal Details.xls Ford Diane Ms 2
Personal Details.xls Kirby Rose Ms 3
Personal Details.xls Holt Frances Ms 4
Personal Details.xls Beager Anne Ms 5
Personal Details.xls Baker Denise Miss 6
Personal Details.xls Elloway Lorraine Ms 7 -
T e - ﬂ_l

Data Source Refine recipient list

Personal Details.xls :I 4] Sort...

4 Filter...
% Find duplicates...
21 Find recipient...

&l validate addresses...

[

Refresh |

Edit... |

e
n s

5

Simply check a contact to include it or uncheck a contact to remove it. Note that there are tools at
the bottom of the dialogue that can help you sort, filter, find, and manage your addresses. These

tools can be very useful if you have a large list.

Once you click OK, you can click Next in the task pane to proceed to the next step.

www.microsofttraining.net Tel: 0845 519 4797
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In the fourth step, you can create your letter.

Mail Merge v X

Write your letter

If you have not already
done so, write your letter
now.

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

=] Address blofk...

= Greeting line...

—Y Electronic postage...

Al More items...

When you have finished
writing your letter, click
Mext. Then you can preview
and personalize each
recipient's letter.

Step 4 of 6

% MNext: Preview your letters

#  Previous: Select recipients

If you haven’t already done so, you can type the text that will be the same for each document. You
can also click inside the document and then click each link to specify more information about the
field. For example, if we click Address Block, we will be prompted to format the address block:

www.microsofttraining.net
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/x|

Specify address elements Preview

v Insert recipient's name in this format: Here is a preview from your recipient list:
|1 [ I

Stephanie Corbett

Joshua Q. Randall Ir.
Mr. Josh Randall Jr.
Mr. Josh Q. Randall Ir.

Mr. Joshua Randall Ir. LI

¥ Insert company name
¥ Insert postal address:
(" HNever include the country/region in the address

(" Always include the country/region in the address

(% Only include the country/region if different than:

IUnited Kingdom LI Correct Problems

[¥ Format address according to the destination country/region If items in your address block are missing or out of order, use
Match Fields to identify the correct address elements from your

mailing list.
Match Fields... |

oK Cancel |
1]

These fields will then appear in your document with angle brackets around them. They will be
customized for each recipient when you perform the merge.

[Pick the date]

Sue Srnith
[ Type the sender company narne]
[Type the sender cormpany address]

gAddreszsBlocls

#Greeting Liney

Once your fields are in place, click Next.

www.microsofttraining.net Tel: 0845 519 4797 Page 11
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Previewing Your Document

Step 5 will show you a preview of your document. You can use the arrows in the task pane to scroll
through the recipients.

Mail Merge w x
e
27/6/2014 | Preview your letters
, One of the merged letters
Admin is previewed here. To
= preview another letter, click
Best STL one of the following:
<< | Recipient:1 |,
44 Find a recipient...
Make changes
Ms Stephanie Corbett You can also change your
recipient list:
16 Bentmead Grove = Edit recipient list...
London Exclude this recipient
When you have finished
Surrey previewing your letters,
click Next. Then you can
SE2 GT1 print the merged letters or
edit individual letters to add
personal comments.
Step 5 of 6
Dear Stephanie -
. % Mext: Complete the menqe
I am writing to seek your opinion on a couple of matters...| o @ Previous: Write your h;%
¥

If you need to make any changes to the recipients, click Edit Recipient List in the task pane. You can
also click the Previous link in the task pane to go back to any step. If you’re all set, click Next to
proceed to Step 6.

www.microsofttraining.net Tel: 0845 519 4797 Page 12
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Completing the Merge

In Step 6, the merge will actually be performed.

Mail Merge w X

Complete the merge

Mail Merge is ready to
produce your letters.

To personalize your letters,
click "Edit Individual
Letters." This will open a
new document with your
merged letters. To make
changes to all the letters,
switch back to the original
document.

Merge

2= Print...
L3 Edit individual[\stters...

Step 6 of 6

“@  Previous: Preview your let

These options will vary depending on the document type that you’re creating. In this case, we can
edit the individual letters (for example to add some personalization to each one), or we can simply
choose to print them. In either case, the merge will be performed to a new document so that you
can still make changes to the original letter and re-merge them.

Using Mail Merge to create labels

Labels can also be created using the Mail Merge Wizard as outlined in ‘Using Mail Merge to create a
letter’, with a couple of exceptions:
1. Select the Labels option at step 1.

2. Select the type of labels you are using by clicking the Label options link at step 2, if you are using
labels from a manufacturer that are a standard size (e.g. Avery).

In step 3 select recipients as before.

4. Instep 4 add address blocks and other items to the first label. Having set out that label
satisfactorily, press Update All Labels.

5. Instep 5, preview and complete the mail merge as for letters.

www.microsofttraining.net Tel: 0845 519 4797 Page 13
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Performing a Manual Mail Merge

Although the mail merge wizard is great for creating basic documents, once you become
comfortable with the process you may find the wizard too cumbersome and time-consuming. If
that’s the case, you may want to use the mail merge tools independently of the wizard. (You can also
use the Mailings ribbon to enhance a wizard-created merge.) In this lesson, we’ll talk about how to
manually insert fields into your document and perform a mail merge without the wizard.

Using the Mailings Ribbon

Microsoft Office Word 2010 has far too many mail merge features for us to cover them all in depth.
However, we will take a look at the Mailings ribbon, which does contain all the features you will
need.

Home Insert

Page Layout

References Mailing

-3, — \ - 1 =0 % Rules ~ o) N qd 11 | 2 |
¢ & it ! v 4 Match Field 1] Find Recipient
| Start Mail Select Edit Highlight Address Greeting Insert Merge Previev Finish &
Merge * Recipients * Recipient List  Merge Fields Block  Line Field * Results % Auto Check for Errors | Merge -
Group Command Description
Create Envelopes Click this button to open a special dialogue
that will allow you to create envelopes.

Labels Click this button to open a special dialogue

Start Mail Merge

Write and Insert Fields

www.microsofttraining.net
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Start Mail Merge

Select Recipients
Edit Recipient List

Highlight Merge Fields

Address Block

Greeting Line

Insert Merge Field

Rules

Tel: 0845 519 4797

that will allow you to create labels.

Choose what kind of mail merge you want
to start.

Choose the source for your recipient list.
Make changes to your recipient list.

Highlight fields that will be merged to each
record.

Create and insert an address block merge
field.

Create and insert a greeting line merge
field.

Insert other types of merge fields.

Create rules for an advanced merge. (We'll
look at these options in detail in a
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Group Command

Match Fields

Update Labels

Preview Results Preview Results
M 4] (2 |
Find Recipient
Auto Check for Errors

Finish Finish and Merge

Selecting a Starting Document

Description
moment.)

Match fields in your recipient list to merge
fields.

If you are creating labels and have made
any changes, click this button to update
them.

Preview your merge.

Navigate through merged records.

Find a particular recipient.

Check your mail merge for problems.

Complete the merge.

If you’re performing a mail merge on your own, you should choose a starting document so that
Word gives you the appropriate options. Simply click the Start Mail Merge button and choose the

document type.

N o
1| g8 g4

start Mail Select

=

Highlight

Merge ~ |Recipients ~ Recipient List | Merge Fields

S| Letters

= E-m fessages

=1 Envelopes..
Labels...

=
_il Directory

IEI Normal Word Document

ad Step by Step Mail Merge Wizard...

www.microsofttraining.net Tel: 0845 519 4797 Page 15
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Selecting and Editing Recipients

To choose your recipients, click the Select Recipients button on the Mailings ribbon and then choose
a source for your recipient list.

5 =
Select Edit Highlight

Recipients ~|Recipient List | Merge Fields
E Type New List...

Use Existing Li

85 Select from Outlook Contacts...

Once you choose a source, you will see a dialogue prompting you for more information. If you ever
need to edit the list, click Edit Recipient List (next to Select Recipients).

Adding Fields

To add fields, place your cursor where you want the field to appear and click any field name in the
Write and Insert Fields group of the Mailings ribbon.

2 2 A @

Highlight Address Greeting Insert Merge
Merge Fields Bloc Line Field -

Write & Insert Fields

You will then be prompted to customize that element, just as we did with the Mail Merge wizard.

2[x]

Specify address elements Preview

[¥' Insert recipient's name in this format: Here is a preview from your recipient list:
|1 > M

Stephanie Corbett

Joshua Q. Randall Ir.
Mr. Josh Randall Jr.

Mr. Josh Q. Randall Ir.
Mr. Joshua Randall Ir. LI

[¥ Insert company name
[v Insert postal address:
¢ Mever include the country/region in the address

(" Always include the country/region in the address

(% Only include the country/region if different than:

IUnited Kingdom LI

Correct Problems

[v' Format address according to the destination country/region If items in your address block are missing or out of order, use
Match Fields to identify the correct address elements from your

mailing list.
Match Fields... |
0K I Cancel |
www.microsofttraining.net Tel: 0845 519 4797 Page 16
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Adding Rules

Rules are like fields, except that they operate on conditions. To add a rule, first click to place your
cursor at the position that you want the rule. Then, click the Rules button on the Write and Insert
Fields group of the Mailings ribbon and click the rule that you want.

=? Rules % «;éb}a
Ask...
Eill-in...
If..Then..Else...
Merge Record #
Merge Sequence #
Mext Record
Mext Record If...
Set Bookmark...

Skip Record ...

Let’s take a look at each option.

Ask If you have created bookmarks, insert this field at the beginning of your
document. Then, Word will ask you what text you want to put in and place
that text at each bookmark as it merges each record. (Text can be
different for each record.)

Fill-in When you complete the merge, Word will ask you what text you want to
place in this field as it merges each record.

If...Then...Else... This dialogue box lets you set exceptions for your merge. If a field equals a
certain value, Word will insert a certain text string. Else, Word will insert a
different text string.

Merge Record # This will add a number to each label.

Merge Sequence # Counts the number of successfully merged records.

Next Record Inserts the next record into the current document.
Next Record If... Inserts next record into the current document if conditions are met.
Set Bookmark Sets a bookmark at a specified location. In a mail merge, bookmarks are

mainly used to indicate where to insert Ask text.

Skip Record If... Skips the record if certain conditions are met.

www.microsofttraining.net Tel: 0845 519 4797 Page 17
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Previewing and Finishing the Merge

To preview the results of your merge, click the Preview Results button.

<{;%ﬂu441 M

44 Find Recipient

Preview |
Results[\ 3 Auto Check for Errors |

Preview Results

_| View Merged Data

Replace the merge fields in your
document with actual data from
your recipient list so you can see
what it looks like.

@ Press F1 for more help.

Note that this command can be toggled on and off, giving you an easy way to check what the
finished product will look like. Once your document is ready to be merged, click the Finish and
Merge button and choose your option.

R
Finish &

Merge ~ %

153 Edit Individual Documents...

| 23 Print Documents... |

£

42 Send E-mail Messages... !

www.microsofttraining.net Tel: 0845 519 4797 Page 18
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People and companies are regularly using computers as a way of managing data. Microsoft Office

Word 2010 can help you with this task.

In this section, we will learn about how to create a form for data entry, how to add controls to it, and

how to format controls.

Using the Developer Ribbon

The Developer ribbon will be a key tool for many of our tasks in this manual. Tools for creating form
controls are accessed through the Developer ribbon. If the Developer ribbon is not visible at the top

of the Word 2010 screen, do the following.
1. Click the File tab and then click Options.

2. Inthe Customize Ribbon category, check “Developer” in the right hand pane and click OK.
The Developer Ribbon appears at the top of the screen to the right of the other ribbons.

o .I' Home In
i save
Bl save As
lF Open

4 Close

Recent

New

Print

Save & Send

Help

2] Options h
E3 Exit

www.microsofttraining.net
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& Customize the Ribbon and keyboard shortcuts.
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= [ Blog Past

# [ Insert Blog Posty

& [¥ outiining =
MNey Tab | !:wﬁ(nunl Rerame.. |
Caustomizations: Rgset ¥
Imgor/Export ¥
Detrop | # [
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Now you will see the Developer ribbon.

Insent Page Layout References

d Macr 3 : Aa

Aa =

i
@

Add-In

Mailings Review View

& Design Mode = g Schema

Let’s take a look at its features. Remember that we will cover most of these features in detail, so
don’t panic if you don’t understand the details of each command.

Group

Code

Add-Ins

Controls

Mapping

Protect

Templates

Command
Visual Basic
Macros

Record Macro
Pause Recording
Macro Security
Add-Ins

COM Add-Ins
Gallery

Design Mode
Properties
Group

XML Mapping Pane

Block Authors
Restrict Editing
Document Template

Document Panel

www.microsofttraining.net
© Best STL 2014

Description
Opens the Visual Basic Editor.
Opens the Macros dialogue.
Begin recording a macro.
Pause recording.

Opens the Macro Security dialogue.

Manage the available COM add-ins

Switch to form design mode.

Group selected objects.

Block Authors

Tel: 0845 519 4797

Open the properties of the current object.

Restrict permissions, viewing, and editing.

Opens the Templates and Add-ins dialogue.

Manage the Add-Ins available for use with a file.

Click one of these controls to add it to a form.

See the XML data stored in a document and create
content controls that are linked to it.

Add a custom template and/or show the Document
Panel.
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Creating a Form
To start with, let’s look at creating a basic form. | hal B8 @ ™=
When creating a form, consider using a table as the basis of the form as

form controls can be entered into their own cells in the table. This then
makes it easier to control layout and alignment.

]
]
]
L

The Table command can be found on the Insert ribbon.) HEEN

L]
L]
L

Sales Survey

Date of Purchase: Product (s) Purchased:

StorelLocation:

Wasthis your first time shopping with us?

How would you rate your shopping experience with us?

Would you shop with us againi?

HomePhone Number E-mail address

www.microsofttraining.net Tel: 0845 519 4797 Page 21
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Saving a form

As a form is used numerous times, consider saving the form as a template file.

Click the File menu, click Save As. Choose which location to save into and choose Word Template.
Be aware of which folder the template is being saved into (in Word 2010, if saving into the
Computer, this will normally be in the Custom Office Templates folder).

Then, enter a name for your file and click Save.

x|

|°(7:|v‘ | = Word 2010 Advanced ¥ ~ 23| search word 2010 Ad... @j
Organize ~  New folder = )
Hvc rep :I Name “ | Date modified | Type | Size | |
- Data (D:)
& DVD RW Drive (E2) | Completed Exercises DW 15/07/2014 07:16 File folder
8 BD-ROM Drive (G:) | Eggs 15/07/2014 07:16 File folder
% Documents (\\newmindfs.lan | Word 2010 Advanced course exercise files 15/07/2014 07:16 File folder
€@ Network | Word 2010 Advanced Post Course 15/07/2014 07:17 File folder
[ Control Panel | word_2010_advanced 15/07/2014 07:16  Fie folder
% Recycle Bin ] §
- _J Company Memo Template 29/06/2014 19:47 Microsoft Word Te... 13KB
2 Recent Places
Regents Park
‘Word 2010 Advanced
j
File name: | STL Form j
Save as type: IWord Template ﬂ
Authors: David Wils Tags: E‘dd atag Title: Add a title

[~ save Thumbnai

= Hide Foldersl Tools ~ §ave6\ | Cancel
4

A
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Inserting Controls

Now that we’ve created the skeleton of our form, it’s time to add some controls. These controls will
allow users to interact with our form, either in electronic or paper format. The basic controls can be
found on the Controls group of the Developer ribbon.

Aa Aa (= N b Design Mode

S EE

HE &R &

Controls

Let’s take a look at each command in turn.

Aa Inserts a rich text box control.

Aa Inserts a plain text box control.
|=]  Inserts a picture control.
g Inserts a building block.
Inserts a check box
Ed Inserts a combo box, where users can pick multiple items from a drop-down menu.
EH Inserts a drop-down list, where users can pick from a drop-down menu.
B Inserts a date picker, where users can pick from a calendar.
EZ  Repeating section content control
5 - This menu contains form Legacy controls (controls offered in previous versions of Word and
ActiveX controls).
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To insert a control, first place your cursor where you want the control to appear. Then, click the
desired icon in the Controls group.

1~ = R aings R Format )
pae e | ! : : An Aa o W Design N Schema
.IIJ:IHI'I l'lltl.klnl‘lr .llfslllllllx.-lllll f.(ls.l.llllml a ] es S u ['vey
Date of Purchase: Product (s) Purchased:
Storelocation:
Wasthisyour first time shopping with us?
The control will then display.
Sales Survey
+
Date of Purchast!| Click here to entera date.| ~ | | Product [s) Purchased:
StoreLocation:
Wasthisyour first time shopping with us?
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Modifying Control Properties

In the case of the date picker that we just inserted, the control is pretty much ready to go. But if you
insert a customizable item such as a drop-down list or a combo box, you need to tell Word what the

menu items will be.

To do this, first insert the control. Then, click it to select it and click the Properties command on the
Control group of the Developer ribbon.

Sales Survey

Date of Purchase: Click here to entera date Product [s) Purchased:

Store Location:

Wasthis your first time shopping with us?

Howr would you rate your shopping experien ce with us?

|:|Choose an item.|~|
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In the Content Control Properties window, click Add to add items to the list. (Note that this dialogue

may differ depending on which control you have selected.)

Content Control Properties 2| x|

General

Title: [Shopping Rating

Tag: IShopping
[ uUsea style to format contents
Style: IDefauIt Paragraph Font Ll

A4 New Style...

Locking

|7 Content control cannot be deleted
[v Contents cannot be edited

Drop-Down List Properties

Display Mame Value I
Choose an item.

viodity...

Remove

L

Maove Up

Move Down

0K I Cancel |

You will then be prompted to type a name and, if you desire, a value for the choice.

Display Name: IE:-{::eIIent

Value: |5

{}E Cancel |

Once you click OK, you will be returned to the Content Control Properties dialogue. Simply click Add

again to add more list items.

www.microsofttraining.net Tel: 0845 519 4797
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Content Control Properties 2| x|

General

X

Title: |Sh0pping Rating

Tag: IShapping
[T usea style to format contents

Style: |DefaL|ItF'aragraph Funt;I

A4 New Style... |

Locking
[v cContent control cannot be deleted
[T contents cannot be edited

Drop-Down List Properties

Display Name Value | ﬁfd... |
Choose an item.
Excellent 5 Modify... |
Very Good 4
oot : [ remoe |
Average 2 Move Up
FPoor 1

Move Down

OK | Cancel

Here, we have added a title to the control and added four list properties. Here’s what the control
will look like in the form once we click OK:

How would you rateyour shopping experience with us?

EShopping Rating

Choose an item.

Choose an item.
Excellent
Very Good
Good
Average
Poor

No comment

Note that you can modify properties for any control, even if it’s just to add a title.
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Finishing Forms

In our last section, we started creating a basic form. In this section, we’ll continue with the process,
learning how to group controls, test forms, protect forms, and distribute forms.

Grouping Controls

If you like, you can group a range of text and controls so that they cannot be edited. This is a good
way to lock down parts of your form while you’re developing it so that you don’t accidentally change
something that you consider finished. (We’ll discuss protecting the whole form in a moment.)

First, select the data that you want to group. Then, click the Group command on the Developer
ribbon.

(W & & O Normal - 9~ Aa - L == E s Document2 - Microsoft !
“ Home Insert Page Layout References Mailings Review View F
- = 2 Record Macro : Aa Aa = )esign Mode =4 b Schema 3 X 5
” W‘ | $ = 4 W g B = 3 (Wl Py
ol " 5@ s A Properties y -
Visual Macros Add-ins M S ~ tructure Restricc  Document Document
Basic i\ Macro Security Add-ns | B 8- |1 Group - #4 Expansion Packs Editing Template Panel

& Group tk

= Choose an item.

Click here to enter text.

= Choose an item.

Once grouped, although we can edit the properties of the control, we cannot edit the text itself.

Protecting a Form

Once the form is ready for use, it should be protected so users can only use the controls in the form
for the purposes of filling the form in.

1. Go to Developer ribbon/Protect group and click the Restrict Editing button.
2. Check the box underneath Editing Restrictions and select Filling in Forms.

3. Click the Yes, Start Enforcing Protection button.
4

Enter and reconfirm a password to apply protection.
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Document2 - Micosoft Word
o 9 e i e 3. Start enforcement
; Restrict Editing %
Are you ready to apply these
; 1. Formatting restricti h
_}j ﬂ"i_] Q. °r_"'_ mar - fctions - settings? (You can turn them off
' Limit formatting to a selection lat
Restrict  Document Document of styles = EI’]
Edting | Template Pane ) )
fk Seftings... Yes, Start Enforcing Prote:t%m
41 Restrict Editing * 2. Editing restrictions

i +/| Allow only this type of editing
estnct

inthe document:

specific pal

[ Filling in forms -
You can preve natting
changes, force all changes to be h
tracked, or only enable
commenting 3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

|
@ Press F1 for more help.

Yes, Start Enforcing Protection

See also

Restrict permission..

9 Start Enforcing Protection Ii‘ﬂ—hJ

Protection method

@ Password

(The document is not encrypted. Malicious users can edit
the file and remove the password.)

Enter new password [optional): %

Reenter password to confirm:

User authentication

(Authenticated owners can remove document protection.
The document is encrypted and Restricted Access is
enabled.)

OK ] [ Cancel

You should always enter a password; otherwise, users can easily unprotect the form. Once you click
OK, the Restrict Formatting and Editing task pane will change to let you know you can only fill in the
form.

Restrict Editing ™ %
Your permissions

This document is protected from
unintentional editing.

You may only view this region.

Find Mext Region [ Can Edit

Show All Regions I Can Edit
+| Highlight the regions I can edit

To stop protecting the form, click Stop Protection at the bottom of the Restrict Editing pane. If a
password has been used to protect the form, you will be prompted for it. (Without the password,
the document cannot be unprotected.) If a password has not been used, the document will be
unprotected and can be freely edited.

Stop Protemo%
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Testing a Form

Microsoft Office Word 2010’s form tools allow a user to see control results while editing the form.

How would you rateyour shopping experience with us?

EShopping Rating

Choose an item.

Choose an item.
Excellent
Very Good
Good
Average
Poor

No comment

However, before distributing the form, you should test it. To do so, first protect the form as shown in
the previous section. To fully test the form, you should save it as a Word document file (to protect
the template). Now you will be able to fill out the form just as a user would.

Sales Survey

Date of Purchase: Click here to enter a date. Product [s) Purchased:

 Electronics Department:
StoreLocation: Choose an item.

Wasthisyour first time shopping with us?

Entertainment Systems
Game Systems

How would you rateyour shopping experience with us?

Would you shop with usagain?

HomePhone Number Click here to enter text. | E-mail address Click here to enter text.

Distributing a Form

Once your form is perfect (and protected!) it’s time to distribute it. You can e-mail it to other people
for them to fill out, print it out to be filled out as a hard copy, or post it to a group workspace for it to
be filled out. You can also use a combination of these methods to reach your entire audience.
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Advanced Forms Tasks

So far, we’ve created a basic form and protected it. However, there are a lot more tasks you can
perform with forms. In this section, we’ll look at using legacy and ActiveX controls and assigning help
to a form field.

Using Legacy Controls
Legacy controls can be found on the Controls group of the Developer ribbon.
'V;%! i [ ] :
Leg% Forms 1
abl 2 B HEfa &
ActiveX Controls

MEA®ES
BaEmE I PR

Let’s take a look at the six controls offered.

[abl] Inserts a text field.
Inserts a check box.
£ Inserts a list box.
It Inserts a frame
a Shades form fields.
2 Reset form fields to empty; useful when testing.

Like other controls, simply click to place your cursor and then click the control.

And, like newer style controls, you can edit the properties of the legacy control by selecting it and
then clicking Properties on the Controls group of the Developer ribbon.

Note that you must click the Design Mode button to delete or edit ActiveX or legacy controls.
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Using ActiveX Controls

Below the legacy controls are ActiveX controls. These controls have the ability to use scripting.

Legacy Forms
abl [ B HE @ 2
ActiveX Controls

M @ A e & #
S SR

Let’s take a look at each control.

Inserts a check box.
Inserts a text box.
A Inserts a label.
= Inserts an option button.
[ Inserts an image control.
= | Inserts a spin button.
Eﬂ Inserts a combo box.
O Inserts a command button.
EH Inserts a list box.
o Inserts a toggle button.
= Inserts a box with a scroll bar.
® Opens a menu so you can choose a different type of control.

Like other controls, simply click to choose the location and then click the control.

Like other controls, ActiveX controls have properties that can be modified, but the properties sheet
looks quite different.
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Assigning Help to a Form Field

With legacy controls, you have the ability to add help to the field. Simply open the control’s

properties and click Add Help Text.

www.microsofttraining.net
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IDesc'lption Label ;I
Alphabetic | Categorized |

Desciption
Accelerator
AutoSize False
BackColor |:| BHOOFFFFFFE
BackStyle 1 - fmBackStyleC
BorderColor ] &Hs0000006¢
BorderStyle 0 - fmBorderStyh

Caption Labell

Enabled True

Font Times Mew Romi
ForeColor . &H000000008
Height 18

Mouselcon (Mone)
MousePointer 0 - fmMousePoin
Picture (Mone)
PicturePasition 7 - fmPicturePosi
SpecialEffect 0 - fmSpecialEffe
TextAlign 1 - fmTextAlignLs
Width 72

WordWrap True
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Check Box Form Field Options 2| x|

Check box size

" Bactly: IlD pt E‘
Default value

& Mot checked
(" Checked

Run macro on

Entry: Exit:
| = [

Field settings

Bookmark: ICheckl

[¥ Check box enabled
[~ calculate on exit

Add Help Iext..tl 0K I Cancel

You then have the option to display help in the status bar or in a pop-up box when the F1 key is
pressed.

20x]

Status Bar  Help Key (F1) |

(" None

" AutoText entry: | PAGE - ~|

% Type your own:

By here, we mean at this location|

OK Cancel
I
by
Once you click OK, your help will be applied to the control. Note that the form must be protected to
display the help.
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Help

Wasthisyour first time shopping

By here, we mean at this location,

Yes
Mo

s

Using Multiple Sections

If you would like, you can have sections of your form protected while others remain unprotected.
This can be a good idea if you want the user to be able to add to the document, such as a comments
section at the end of the form. The entire form must be unprotected initially, for you to be able to

make these changes.

The first step to doing this is to move your cursor to where you want the unprotected section to
start. Once your cursor is in the correct location, click the Page Layout ribbon, click Break, and select

the appropriate Section Break.

W 5 | ) Norma
Home
Brse

Ins

A
3

ert Pag t References Mailings Review View Developer
¥= Breaks

Page Breaks
n Page

il f
’ Mark the point at which one page end
3 and the next page beg

Column

I
- break

Text Wrapping

==| oG, such as caption textfrom body te

t. Shopping C¢ Section Breaks
Next Page
’J Insert a section break and start the new
7] ection on the next pag:

Continuous

, Insert & section break and start the new
section on the same page. t
art the new

Even Page

Insert 3 se n break

Shopping Content (

shopping Cho

1. Shopping

1. Go to Developer ribbon/Protect group and click the Restrict Editing button.

2. As before, we're going to check the box in Step 2 and choose “Filling in forms” for the editing
type. Next, we’ll click on the Select Sections link (this link will only be available when sections are

in the document).

Check the sections that you wish to enforce protection over and click OK.

4. Click the Yes, Start Enforcing Protection button.

Enter and reconfirm a password to apply protection.

www.microsofttraining.net
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o @ revaromammitay | © 2]

@J a-lﬁ 1. Formatting restrictions Protected sections:
] {1 Limit formatting to a selection of
styles —
Restrict| Document Document FQSE‘I'U” 2
L. Settings...
Edm% Template  Panel
tect Templates 2. Editing restrictions LI
¥| Allow only this type of editing in the
document: Checked sections will be protected when

the document is protected for Forms.

0K | Cancel |

Filling in forms

Tracked changes
Comments
k3 Filling in forms R
o e o oo

(You can turn them off later)

ettings?

Yes, Start Enforcing Protection

@ | 3startenforcement ) 20|

Are you ready to apply these settings? Protection method
(¥ou can turn them off later)

% Password
Yes, Start Enforcing Protection (The document is not encrypted. Malicious users can edit the
% file and remove the password.)

Enter new password (optional): [**

Reenter password to confirm: I**

" User authentication

(Authenticated owners can remove document protection.
The document is encrypted and Restricted Access is
enabled.)

oK Cancel |
L4

Now, the Protect Document task pane will tell you what you can and cannot edit when the form is
protected. Here’s what the task pane will say when we are in a protected section:

Restrict Formatting and Editi v x

Your permissions

This document is protected from
unintentional editing.

You may only fill in forms in this region.

If we move to an unprotected section, we’ll see a different message.

Restrict Formatting and Editi w x

Your permissions

This document is protected from
unintentional editing.

You may freely edit in this region.
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Working with References

In this section you will learn how to:
=  Mark text using heading styles, outline levels, or the References ribbon
= Insert and update a table of contents
= Use footnotes and endnotes
= Use bookmarks
= Use cross-references
= |nsert citations
= Manage sources
= Use various bibliography styles
= |nsert and update a bibliography
=  Mark index entries
= (Create and update an index, table of figures, and a table of authorities
= Link to another document
= Create and work with a master document and sub-documents
=  Perform basic master and sub document tasks
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Master Documents

Creating and Working with a Master Document

A master document is a document that contains a set of related documents called sub documents.
The purpose of a master document is to break up a large document into sub documents for easier
organisation and manageability. This can be useful if several different people are working on
creating parts of the same document, e.g. a report.

Note: Master document and sub document files must all be saved into the same folder.

The first thing we need to do is create a location in Windows where all the documents for this
project (the master document and all the subdocuments) are going to be stored. In our example we
are going to create a folder called “Eggs” on the desktop.

Then, we'll create our master document. We’'ll start with a blank document and then switch to
Outline view (remember that we can do this using the View ribbon). Then, we’ll type up our
document in Qutline mode, assigning headings and levels to each of our topics. (You can also take an
existing document and format it using the outline view.)

@_}’ = ] Heading2 A M- ABREBHEEZ-s Eggs Master - Microsoft Word = @ 52

Outlining Home Insert Page Layout References Mailings Review View Developer & @

@- " A 5
g & i % Show Level: Level 3 - 4 Create
@ @ Level2 M = T

Show Text Formatting ﬁﬂ Insert =5
a v F = Show Collapse . y Close
D Show First Line Only Document|Subdocuments & Unlink —T‘J Lock Document Outline View

Outline Tools Master Document Close

@ INTRODUCTION

? @ Chapter 1:

@ About our spices

& Aboyt.our spice blends and sausage making supplies
@ About our other products
@ About our bulk packages

@ Helpdesk

@ Chapter 2: Our Products
@ Flavorings - Qils

@ Buffalo - Hot Wing Sauces
© Hot Sauces

@ Rubs and Marinades

[u] »

@ Chapter 3
© About our other products

@ About our bulk packages
@ Helpdesk

4[] 4
Page:4 of 8 | words: 1710 | 3 | EEIE 100% (=) [] (+)

“« o m 4

Then, save the document in the location you’ve decided on for this project. Your master document is
done!
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x|
N N
‘L)L) | | ¥ Users ¥ David v Desktop ¥ Word 2010 Advanced ¥ Eggs - ml Search Eggs @‘
Organze ¥  New folder = - @
| Word 2010 Advanced 4| pame - | Date modified | Size | |
| Completed Exercises
~5Qgs Master 15/07/2014 16:17 1 KB
| Eggs g /07
| Word 2010 Advance ~$TRODUCTION 15/07/2014 16:17 1KB
| Word 2010 Advance mj Chapter 1 27/06/2014 16:32 12 KB
| word_2010_advanc W Chapter 2 27/06/2014 16:50 13 KB
% word_2010_advanc__| WY Chapter 3 27/06/2014 16:51 13 KB
Downloads
o %9 Eggs Master 15/07/2014 16:09 16 KB
| Drivers @l
ok Dropbox 4] INTRODUCTION 15/07/2014 16:09 15 KB
. Google Drive ;l
File name: | Eggs Master j
Save as type: |Word Document j
Authors: Catalyst Tags: Add atag
[~ save Thumbnai
“ Hide Foldersl Tools ~ Save Cancel
I«; 2

Creating and Working with Sub-Documents

There are two ways to add sub-documents to a master document. Note that when you do so, Word
inserts continuous section breaks at each end of the subdocument.

Method 1
The first way to add a subdocument is to create a new one from existing text. First, switch to Outline
view and click the Show Document command on the Outlining ribbon.

[EH = I [ Header CE O U ARl L % %= = |5 EGGS[Compatibiity Mode]M.. = B 2
Outlining Home Insert Page Layout References Mailings Review Wiew Developer o @
@ @ BodyText e 9 - Show Level: Level 3 - é o B
= 3
Show Text Formatting o . -
- Co ose
v F [C] show First Line Only Docut&nt Subdocume Outline View
Cutline Tools Master Document Close
© Chapter 1 -
© The_Research (=]
@ The_Results
h
z
o
¥
4[] >
Page: 1 of 4 | Words: 876 | = | | = Ed EE = 100% 'f:_—-:] [} lf£]
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This will display an extra set of subdocument controls. Then, select the headings and text that you
want to split into subdocuments. Next, click the Create button on the Outlining ribbon.

W= d D = F U A @k M- 2% = = 2|+ EGGS[Compatbiity Mode]M.. = B
Qutlining Home Insert Page Layout References Mailings Review View Developer o @
@- el Ley - y Cregt Merge
“ & |Lovel2 e o 5 show Level: Level 3 . 5] reﬁ =] g E
Show Text Formatting = 33 nseMd =5 split |
- = Collapse _ ) . Close
v [C] show First Line Only subdocuments ) Unlink - & Lock Document | o) e view
Qutline Tools Master Document Close
Create Subdocument U_o
© Chapter 1 e R
© The_Research (=]
© The Results )
h
EY
o
¥
4[] »
Page: 3 of 4 | Words: 2/876 | X | | B E3 Eu = 100% (-— 1)

Once this button is clicked, the selected text will be turned into a subdocument.

(W]| = & O Normal CFE 9 O A ® Lk - % = =l 2|+ EGGS [Compatibiity Mode] - Micr.. = B 5
Cutlining Home Insert Page Layout References Mailings Review View Developer o @
o vel: - L s Creat Merge
4 @ BodyText oo oa 3 Show Level @ Create ] E
Show Text Formatting ) | [OR msert =5 split |
A v F = ) . Show Collapse \ L Close
[] show First Line Only Document|Subdocuments| = Unlink &l Lock Document Outline View
Cutline Tools Master Document Close
= i
Fs
© Chapter 1 (=]
L]
™ The Research
© The Results
v
£
o
¥
] »
Page:3of 4 | Words:876 | 23 | | B & I% = 0% (-F——1}—(+)

In the image above, note the light border around the text. Also note the small document icon to the

upper left of the heading.
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Method 2

You can also add a subdocument by using the Insert command on the Outlining ribbon.

First, make sure you place your cursor where you want the subdocument to go.

W& | O Normal CHE 9 - U A@ G - ® % = = - |5 EGGS [Compatibiity Mode] - Micr., o= B =
Qutlining Home Insert Page Layout References Mailings Review View Developer s @
@ @ BodyText s 9 Show Level; - - (@ Create 1 Merge g
Show Text Formatting (o IHSE% = split |
= Close
“ v % I:‘ Show First Line Only 8 Unlin® gl Lock Document Qutline View
Qutline Tools Master Document Close
. =
g Fs
© Chapter 1 (=]
a
@ The_Research
@ The _Results
=
t
o
¥
m b
Page: 3 of 4 | Words: 876 | &5 | | B E 8/z]= 10% ‘:' [ ':‘:_'E:'
Once you click Insert, you will be prompted to choose the subdocument. Remember that
subdocument(s) should be in the same location as the master document.
X
‘OO ‘ | ¥ Users ¥ David ¥ Desktop ¥ Word 2010 Advanced ~ Eggs = [@]I Search Eggs \[_ﬂ“
Organize ¥  New folder = o ] 0
| Recovery j Name = | Date modified | Size
| System Volume Informa
. Temp ~apter 1 15/07/2014 17:00
| Users ~$TRODUCTION 15/07/2014 17:00
@ Alusers ] Chapter 1 27/06/2014 16:32
| David W Chapter 2 27/06/2014 16:50 7 )
’ 'Z”'jdt“ J 1 Chapter 3 27/06/2014 16:51 mﬁ;ﬂ;ﬂlﬂf;iﬁ;ﬁv‘ﬂs
y ,.q” ot 4 Eggs Master 15/07/2014 17:03 Microsoft Word previewer.
) al
Agzrmm o Dota @ NTRODUCION 15/07/2014 16:09
]
| Applications
| Backup
I Contacts
& Cookies |4 [ ]
File name: |INTRODUCTION =] [anword Documens  +]
Took - Open |V| Cancel |
4
Once you click Open, you will see the subdocument added to the master document.
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(W]| 2 & O Normal CE M- 0 A Bk - E % = = - |+ EGGS [Compatibility Mode] - Micr.. o B &
Cutlining Home Insert Page Layout References Mailings Review View Developer o @
r T |
@- ol | e . y
& < BodyText e o3 - Show Level: Level 3 g ﬂ 4 Create E
Show Text Formatting " ; GP msert =4 I
a v & = ) . Show Collapse . I Close
[C1 show First Line Only e G R ol Lock Document Outline View
Cutline Tools Master Document Close
B
a © INTRODUCTION A
= E
© Chapter 1
© The_Research
© The_Results
v
£
o
¥
4[] >
fage: 5 of 6 | Words: 1374 | 3 | |EeE&z= w% (- v (+)

Note that a subdocument can be opened so that it displays in its own window by double-clicking the
document icon.

Note that although this document is separate from the master document, if you make changes in the
document and save it, those changes will be reflected in both the sub-document and the master
document.

Note that when you save a master document with subdocuments, the following things will happen:
= All subdocuments will be expanded.
= All subdocuments will be saved back to their original files.
= All subdocuments created from existing text will be saved in the same location as the master

document.

If you receive prompts for any of these tasks, you should click Yes to proceed.
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Other Master Document and Subdocument Tasks

The Outlining ribbon offers many tools to help you manage master and sub documents.

Edit a
subdocument

Move a
subdocument

Delete a
subdocument

Collapse all
subdocuments

Expand all
subdocuments

Merge
subdocuments

Split
subdocuments

Lock the master
document so it is
read-only

Unlock the master
document for
editing

&

7]

Collapse
Subdocuments

]

Expand
Subdocuments

=] Merge

= Split

&ﬁ Lock Document

o] Lock Document

www.microsofttraining.net
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Edit it in the master document, or open it in its own
window using the document icon in the left hand margin.

Click the document icon in the left hand margin and then
drag the subdocument to its new location.

Select the document by clicking the document icon in the
left hand margin. Then, press the Backspace key on the
keyboard.

You can collapse subdocuments so that just the link to it
is shown. Just click the Collapse Subdocuments button
on the Outlining ribbon.

If you find that some options are unavailable, it’s
probably because the subdocuments are collapsed. Just
click the Expand Subdocuments button on the Outlining
ribbon.

Select the documents you want to merge together by
holding the Shift key and clicking each subdocument’s
icon in the left hand margin. Then click Merge
Subdocuments on the Outlining ribbon.

Create a new heading in the subdocument and apply a
level to it using the Outlining ribbon. Then click Split
Subdocuments on the Outlining ribbon.

Click Lock Document on the Outlining ribbon.

Click Lock Document on the Outlining ribbon.
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Creating a Table of Contents

If you’ve never encountered a table of contents, it’s a map to your document. It contains a list of
each section in your document and also the main headings within each section indicating which page
they begin on. It can be as simple as a list of pages, or as complex as a list of chapters with sub-
headings.

Have you ever tried to create a table of contents in your document? If you’ve entered the page
numbers and headings manually, you’ll know that it’s a huge pain to try to keep everything updated
and to keep the page numbers correct.

Luckily, Word has a tool to help you quickly and painlessly create and update tables of contents (also
known as TOCs). In this lesson, we'll learn about the basics of TOCs and we’ll also cover a few ways
of creating them.

|5 |l 0 ToCHeading - 55 9 - B Lk E- 2y Publisher 2007 Trial - Microsoft Ward =@ 8
Home Insert Page Layout References Mailings Review View Developer @ @
[Ew Add Text ~ AB" ;1 Insert Endnote ’é| ) Manage Sources ﬂ Y Insert Table of Figures ﬂ# ) Insert Index ‘2% G2 Insert Table of Authorities
(2 update Table AE Next Footnote = (@ style: APA Fiftt ~
Table of Insert Insert Insert Mark Mark
Contents ~ Footnote Citation - & Bibliography ~ Caption 8 Cross-reference Entry Citation
Table of Contents Footnotes Citations & Bibliography Captions Index Table of Authorities
o AR B WA R SRR BB RN BB, SRR RO RN MR . 5 A %
- -
-] Contents
- MICROSOFT PUBLISHER :GETTING STARTED 4
. LAYING OUT A NEW PUBLICATION 5
N About Publisher 2007 5
- Creating a New Publication 5
o
) USING A TEMPLATE 6
- Creating a business card 7
. Show/Hide the Task Pane 9
o
THE PUBLISHER WINDOW 10
- Elements of the Window 10
- Fi 11
- USING THE ZOOM TOOL 12
. SAVING, CLOSING AND OPENING A PUBLICATION 13
n
. Opening an Existing Publicati 13
-
PUBLICATIONS WITH MORE THAN ONE PAGE 15 ;
The Go To Page dialog bo 15 .
Page: 3 of 68 | Words: 11,043 | 3 | |Elaa z = 100% (=) [ (+)
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The ABCs of TOCs

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

First off, there are three parts to a TOC.

L L O LI, e e 2
E.Ef# the Workshop. o, 2 ........................................................ 32
1= = 2

1 This is the list of headings in your document.

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

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

3 This is the list of page numbers.

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

g1 B Tl o = P
E\iﬁjre the W OrESROE

Current Document
P8 Chr+ Click to follow link e,

Agen@a .............................................................................
Session One: Introduction and Course Cveryigw (8:30-9:30)

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

There are some other things to remember about tables of contents in Word:
= You should never edit the table of contents itself (either text or formatting) unless you are
creating a manual table of contents. Once the table of contents is updated, those changes
will be overwritten.
= [fyou click in your table of contents, it will appear in a grey box. This grey shading a visual
aid to separate the TOCs from other text, and won’t be printed.
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Marking Text Using Heading Styles

Marking your text using different heading levels will help readers navigate through the table of
contents. Word can generate a table of contents automatically, based on the application of Heading
styles in the document. In simplest terms, any headings with Heading 1, Heading 2 or Heading 3
styles applied can be included in the Table of Contents when it is generated.

To apply a heading style to text, simply select the text and click a style from the Quick Styles gallery.
(You can also click the option button on that group to open the Styles task pane. For more
information on styles, see our Word Intermediate manual.)

Home Insert PBQE Laym.lt References MEWI’VQS Review View DE\’E|DPEI’ @ @
=] & .- W oi= L 3= LT, | dE s= | A _— . A Find -
Arial <18+ A A A B == -tDe EECST \
B2 / AaBb AdBbC Aabc . A D10 @ 7Y
Paste B| 7 U +«ae x x L AL == 7o THeading1 | THeading2 THeading3 _ Change . Share WebEx
= ¥ F o e eading eading eading | siyles - [ select S
lipboard Font p h Styles Editing WebEx
| . X . D . 2 . T . 4 fing 1| - 5 - - . 6 2 "Egstyls - x
) - header verso T~
u . . .
: Microsoft Publisher :Getting Started Heading 2 T
= | | Heading 3 T
The Publisher Environment :eaj‘"g'; i
. Publisher is a powerful desktop publishing software application. It allows you to :ad‘"g ; v
; - - eadin
~ manipulate features such as page size, text, graphics, and borders to create ond 97 o
- : o ; . eadin
printable compositions of professional quality. N
B Heading & Al
F The Publisher Window esdng® :
. The Publisher window contains many parts that work together to make creating a I:d:z .
o document easier.
- Index 3 L
. . - . Index 4 Al
Understanding the elements you see in Publisher will help you become comfortable I"dexs .
_ . . ndex
with the application.
) Index 6 T
. NOTE: Use the View menu to make any of the following tools and toolbars appear or i”:“: . 1
° disappear. neex fieading
PP Ttalic
c Formatting toolbar tE:f DD:GL Rigne: 'D'.DGEX y
This toolbar contains buttons for common text formatting options in Publisher and LE . e e B
. - - h . ine Number
- throughout Microsoft Office (e.g., font, text alignment, or line spacing).
< Longmetstep T
: Objects toolbar :T"gsulr:m” ‘ 1
c This toolbar allows you to insert text boxes, tables, and shapes to your workspace. enue tiorme
. ManualNormal + 10 pt
i ManualNormal + 10 pt, Centerec
in ManualNormal + 14 pt, Bold
. ManualNormal + 9 pt, Ttalic, Righ
B s Show Preview
) ; Disable Linked Styles
: v AEFTIRE IRE Y Options...
Page: 7 of 68 | Words: 4711043 | 2 | |BlE R = = 100% (=) [} (1)

The Heading Styles will automatically have Outline levels assigned to them. Remember that the text
you mark is what will be displayed in the Table of Contents, so it should be concise yet clearly
explain what section the reader will be taken to.
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Marking Text Using Outline Levels

Another way to mark up text is using outline levels. First, switch to outline view using the View
ribbon or the Status Bar. Then, use the outlining tools to assign different levels to your text.

@ My Report on Australia
© Wildlife
@ Kangaroos
@ Echidna
@ Koalas|
@ Customs
@ Statistics
@ Major Cities

Marking Text Using the References Ribbon

A third way to mark text is to use the References ribbon. Simply select the text that you want, click
the References ribbon, click Add Text, and choose the level that you want.

W|| & i ) ManaiNormal + - 5§ 9 ~ ALl M-2s=s2Z-|7 Publisher 2007 Trial - Micros|
Home Inset  Pagelayout = References | Mailings Review  View  Developer

= (o Add Text ~ 1 r Insert Endnote o) 5 ) Insert Table of Figures 5 =) Insert Index
z AR J v 9

v | Do Not Show in Table of Contents ptnote = — @
Table of Insert
Contents * Level 1 Citation « &

Level 2

Lt Level 3

Microsoft Publisher :Getting Started

The Publisher Environment

Publisher is a powerful desktop publishing software application. It allows you to
manipulate features such as page size, text, graphics, and borders to create
printable compositions of professional quality.

The Publisher Window
The Publisher window contains many parts that work together to make creating a
document easier.

This will mark the text with the appropriate outline level and give it the proper heading formatting.
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Inserting a Table of Contents

Once your text is all marked and you're ready to create the table of contents, click to place your
cursor at the location that you want the table to appear. (This is usually at the beginning of the
document.) Then, click the References ribbon, click Table of Contents, and choose one of the entries.

Contents «
| Buittdn
Automatic Table 1

MEADING 1 ...c.... S

Wesrding 3

Automatic Table 2 R

Table of Contents

HEADING 1

rrrrrr

Manual Table

Table of Contents

TYPE CHAPTER TITLE (LEVEL 1), 1

Trpe chapter thtle (bewel 3) i . PELL T e
Vv chapter stke (et 3

© More Table of

The first two entries are automatic tables, meaning that the headings and formatting are pre-
defined. Word will change the text and page numbers to match the headings and corresponding
pages in your document.

The third choice, Manual Table, lets you create a table of contents where you can type in the
headings yourself.

(W] & 1 O Norma Fo-f0MBL W 22

v Publisher 2007 Trial - Microsoft Word g

AB' 2 >,
X Updste Table AE Next Foatnote v R = ¢

Table of Contents

TYPE CHAPTER TITLE (LEVEL 1) 1
Type chapter title (level 2). 2
Type chapter title (level 3). i
TYPE CHAPTER TITLE (LEVEL 1) 4
Type chapter title (level 2). 5

Type chapter title (level 3) . oo - ; p— 6

The problem with the Manual Table is that Word will not know where the headings you type are
located, so you must enter the page numbers manually and keep them updated.

The third way of creating a table is the Insert Table of Contents option at the bottom of the menu.
This will open the older-style Table of Contents dialogue, allowing you to customize a dynamic table
of contents.
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Index | Table of Figures | Table of Authorities |
Print Preview Web Preview
HEADING 1.eeeereresenseeseense 1 :| HEADING 1 :|
MANUALSUBTITLE...cccouuuuees 1 MANUALSUBTITLE
SECTIONHEAD1 1 |>| | [SECTIONHEAD1 Ad|

Word 2010 Advanced Reference

|7 Show page numbers
[v Right align page numbers

[ Use hyperlinks instead of page numbers

Tab leader: I ....... j
General
Formats: IFrom template j
Show levels: |3 5‘
Options... | Modify... |
oK Cancel |
V\

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

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

2 Paste Options:

Contents

A

MICROSOFT PUBLISHER :GETTI} & +
LAYING OUT ANEW PUBLICATIC ) p 5
About Publisher 2007 —— . 5
R Y O A A 5
BINESY-A-7

USING A TEMPLATE 6
Creating a business card 7

s

how /Mide the Task Pane ’ >

THE PUBLISHER WINDOW 10

A second way is to click to place your cursor inside the table and press the F9 key.

With either of these methods, you may see this dialogue:

Update Table of Contents 2| x|

Word is updating the table of contents. Select one of
the following options:

{® ‘Update page numbers only:
(" Update entire table

0K é | Cancel

If you have just made changes that affect page numbering, choose the first option. If you have added
or removed headings, however, choose the second option. Once you click OK the table will be
updated.

www.microsofttraining.net Tel: 0845 519 4797 Page 50
© Best STL 2014



Word 2010 Advanced Reference

Creating References within a Document

In the last lesson, we learned that a table of contents can help your readers navigate through your
document, and we learned that Word can help you create a table of contents and keep it updated. In
this lesson, we’re going to learn about some extra ways that you can add references to other points
in your document to make it reader-friendly.

Adding Footnotes and Endnotes to a Document

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

To insert a footnote or an endnote:

1. Place the cursor where the footnote or endnote number is to appear in the document text, and
go to References/Footnotes group.

2. Toinsert a footnote, click the Insert Footnote button; to insert an endnote, click the Insert
Endnote button.

Page Layout | References 2 AB‘I i Insert Endnote
ABJ [y Insert Endnote Insert
AE, Next Footnote - Fcatnc%
Insert
Footnote
Footnotes

3. The number will then be inserted and you will be taken to the location of the note so that you
can type in the information.

This is really what we want to do: have anew type of relationship with our emotions, a relationship

where we manage themn rather thanletting them manage ug

Many of us are alarmed at how anger is controlling our lives. Hovwever, anger is alearned response,

and the anger response can be urlearned, with commitment and effort.

Self-awareness is a key element for managing your own anger, because the use of angsr

management skills presupposes that youknow when you are angry and recognize that anger as a

cuethat something iz wrong,

Tounderstand and develop the skills associated with anger managernent, think of anger as five

interrelated dimensione, all operating simultaneously. These dimensions are:

1 Flease refer to Ms. Arapakis’ book for more information)
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Review footnotes or endnotes in a document

1. Go to References/Footnotes group.
2. Click the dropdown arrow to the right of the Next Footnote button.

3. Select from the options provided to proceed directly to the next or previous footnote or endnote
in the document.

@® T FOAMBLE-DHEE

Page Layout References elayout | References | Mailngs  Review  View 1
., [ Insert Endnote o) ) Manage Sources &
ABl 1] [i'] Insert Endnote 4B Next Footote h =V g syl apaFit . —
. ert Inse
te apti

AE Next Footnote ~ oomotes Citations &

Insert # [5] '| Next Footnote
Footnote click here to navigate to the
Footnotes
(3] R0 AMB L E S

Page Layout References Mailings

[i]

AB Next Footnote| -

AB  Next Foogqate 4

n

Previous Footnote ftions &

R Mext Endnote I

Previous Endnote

Delete footnotes or endnotes

1. Select the footnote or endnote number from within the document text.

2. Press Delete.

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

Cur thoughts when we are angry

The emotions that our anger arouses
Theways welet others
How we experience the

How we act when we are ang;rﬂ:ﬂ

kr !
VJ Fef E. Fudd’'s "Managing Anger,” 1997

2SR NENE NN
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Using Bookmarks

When you read a book, you often place notes to mark items you want to come back to, especially if
it’s a manual or educational text. Word has a similar feature, allowing you to bookmark places in
your document that you want to come back to later. These bookmarks can also come in handy for
advanced tools like mail merge and cross-references.

A bookmark identifies a location or a selection of text that you name and identify for future
reference. You can also add cross-references to bookmarks.

Creating a bookmark

1. Select the text to be bookmarked.
Go to Insert/Links group and click the Bookmark button.

3. Under Bookmark name, type or select a name.
(Bookmark names must begin with a letter, can contain numbers but can't include spaces.)

4. Click Add. The Bookmark dialogue box closes.

@ nsert © 21|

9 EBookmark name:

9, Hyperlink - - - I
= J Stuffed_Chicken_Re r:|pe| | Ad

/A& Bookm|
Header Footer AI
v * N

‘5 Cross-reXrence Delete |
Links jeader & Fo
Bookmark LTJ'

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

You can make hyperlinks that jump
directly to a bookmarked location.

@ Press F1 for more help. LI
: Sort by % MName

8 Location

r Hidden bookmarks

Cancel |
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Locating a bookmark

1. Go to Insert/Links group and click the Bookmark button.
2. Select the bookmark name from the list.
3. Click GoTo.

o ... e 2

9 Bookmark name:

& Hy i [ 5 5
= Hyperiink = 5 IStuﬂed_Chlcken_Retlpe Add
A Bookm. — — - p—— —_
~ % Header Footer - -
[+ Cross-refdrence . . N Delete

Links Header & Foi

Sortby: % Name
8 Location

[T Hidden bookmarks

Cancel |

Note: Pressing the F5 key opens the Go To feature in Word, where you can select a bookmark to go

to its location in the document.

Find I Replace  GoTo |

Go to what: Enter bookmark name:

Page ﬂ |Stuffed_Chicken_Recipe| ;I

Section

Line

Comment
Footnote LI

PrE'-.-'i-:uusQ Go To I Close
L

e
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Using Cross-References

A cross-reference directs a document reader from one point in the document to another. The cross-
reference can refer to any of the following: a numbered item, a heading, a bookmark, a captioned
table or graphic; a footnote or endnote. Cross-references help your reader navigate through the
document by adding links, similar to the links found in a table of contents. The reader can then hold
the Ctrl key and click the reference to go to that location.

Creating a cross-reference

1. To add a cross-reference, select the text that you want to contain the link. e.g. a recipe (see
[cross reference]).

2. Then, click the Insert ribbon and click Cross-Reference in the Links group, or click the Cross-
Reference command on the References ribbon. Under Reference type, select the appropriate
item.

3. With either command, you see the Cross-Reference dialogue. On the left hand side, you can
choose what type of object you are referring to. Then, you can choose the specific object from
the list. (Note that objects such as figures, tables, and equations must have a caption to be in the

list.)
4. Once you're ready, click Insert to add the link.
a recipe (see

(1) pe (see ® ..
& Hyperlink j >
A Bookmark = =

Header Footer
| Cross-rﬁrence . . N
Links Header & Foc

2| Cross-reference

Refer to items such as headings,
figures, and tables by inserting a L
cross reference such as, "See Table |
6 below" or "Turn to page 8."

0 TN © N 21

Reference type: Insert reference to:
Bookmark text

‘Eookmark text

EBookmark -

:Bookmark

Footnote
Endnote Paragraph number
Equation Paragraph number [no context)

Paragraph number (full context)
Above/below

-

Figure
Table El

Note that if you change the original reference (for example, the caption) you must update the
reference as well. Doing this is easy: just right-click the cross-reference and click Update Field to
update the reference as well:
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Indexes

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

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

Marking Index Entries

There are many ways to create an index in Word. To get you started, we’re just going to cover the
easiest and most commonly used methods. Indexes are like other forms of references: if you use
Word to create them, they are automatically updated and they’re easy to add to, saving you a big

headache.
First, we need to tell Word which words to include in our index.

1. Select the word or phrase from within the document text.

2. Go to References/Index group and click the Mark Entry button.

@ Cloves (2)

References

3 1) Insert Index

— =*

M% Mark
Entry Citation
AN

Bh1

| Mark Entry (Alt+Shift+X) '

Include the selected text in the
ndex of the document

3. Inthe Mark Index Entry dialogue box, click Mark to mark the selected occurrence of the
word/phrase. To mark all occurrences of this text in the document, click Mark All

The first section in this box is called Index. It lets you set entries and subentries for each topic. For
example, in a recipe book’s index you might see an entry for Chocolate, and then sub-entries for
Chocolate Cake, Chocolate Chip Cookies, and Chocolate Pudding. Under Options, you can choose
what will be listed as the reference for this index entry. You can choose a cross-reference (for
example, the reference may say “See Chocolate” for Baked Chocolate Pie), the current page, a
page range, or a bookmark. Then, under Page Number Format, you can choose to make your
page numbers bold, italic, or bold italics. Once your options are set, click the Mark button to
mark the text as an index entry. (You can also click the Mark All button to mark all instances of
this text in the document as an index entry.) The dialogue box will stay open so you can select
other index entries and click back into the box to repeat the entire process. Also note that once

you click Mark, the Cancel button will change to a Close button.
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© Mark Index Entry ______ 2| x|

Index

Main entry: IClLWES

Subentry: I

Options

. LCross-reference: ISEE
{* Current page
{" Page raﬂgk
Bookmark: | ;I

Page number format

™ Bold
[~ Italic

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

fMark MMark All

4. With the Mark Index Entry dialogue box open, repeat steps 1 and 3 to continue marking other
words/phrases in the document.

5. Click Close to exit the dialogue box.

Once you're done marking all your index entries, you may notice that your document looks a bit
different.

Shared-Visionq|

1

Leaders-cannotcommand-commitment;-they-can-onlyinspiredt.-Leadershipis-a-dialogue,-nota-

monaologue. v

1

ais-a-vehicle-for-building-a-sense-of-r:ommitment-in-agroup,-b\,r-

developing-g-shared-picture-of-the-futurewewantto-create-and-the-principles-and-practicesbyawhich-
wehopatoget-there,-Unfortunately-toomanypeoplastill believe-that-“vision”isthe-leader s job.-
Shared-meaning-is-a-collective-sense-ofwhatisimportantandawhy. -There-are-fivesteps-tothe-process
and-each-stage-adds-to-your-abil|'t\_,f-to-create-the-next-stage.h]

This is an indication that paragraph marking has been turned on; you can see that our Index entries
are marked with XE and curly brackets. To hide paragraph markings, just click the paragraph icon

(ﬂ ) on the Home ribbon. (When paragraph markings are hidden, your indexed text will look just like
any other text.)
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Creating and Updating an Index

Once your text is marked, it’s time to insert the index. First, make sure that paragraph markings are

hidden. (Remember that you can do this from the Home ribbon.)
1. Position the cursor where the index is to appear.

2. Go to Reference/Index and click the Insert Index button.

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

3. Select settings for index formatting using the Index dialogue box, and click OK.

ndex ?
2] References © 2
Table of Contents I Table of Figures I Table of Authorities I
Print Preview
9 D Insert Iﬂd% Aristotle, 2 ﬂ Type: & Indented ¢ Rup-in
‘ Asteroid belt. See Jupiter Columns: [auto =
Mlark Atmosphere Language: IEninsh [United Kingdom] j
Entry Earth
Index exosphere, 4 B
r Right align page numbers
Tab leader: I ....... j
Formats: IFrom template j
Mark Entry... | AutoMark.., | Maodify... |
oK Cancel |
L
Updating the index
To include additional index entries once the index has been created:
1. Mark the words or phrases to be added to the index (see ‘Marking index entries’).
2. Click within the existing index.
3. Go to References/Index and click the Update Index button; or press the F9 key.
2] Insert Index = =5 Insert Tz
l':_“_.'g:{}= =
=1 Update Index
Mark % Mark
Entry Citation
Index Table of Au
' * | Update Index
LIS 1
Update the index so that all the
ables entries refer to the correct page
1g out| number.
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Alternatively, right-click the index and click Update Field,
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tab
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[, Paste Options:

discor 37
Fill Dc Toggle Field Codes
Fill Rit A Font..
forma £ Paragraph..

B = Bullets | »
object _ _

o] i= Numbering | »

pas 19‘1 SB"ES »

manmamanasmer 0

Tel: 0845 519 4797

Page 59



Word 2010 Advanced Reference

Managing Document Revision

Tracking Changes

What if you want to do more, such as have a reader remove or add sentences from a document? In
this case, you can enable Track Changes, which will record every change (such as insertions,
deletions, or formatting) that the editor makes. In this section, we’ll learn how to use the Review
Pane, how to track changes, how to review changes, and how to control Track Changes options.

DELEGATION

WHAT IS DELEGATION?

| Effective delegation is one of the most valuable skills = manager can master. It reduces a manager's workload and_«.._ .- { Formatted: Font: Bold )

develops employee skills. Delegating prepares emplayees wha wark far you to be able ta handle your k'{Furmatted: Line spacing: single ]
responsibilities and simultaneously allaws you to advance to ather career apportunities within your organization.

| Back to the essence of supervision and management, which is—getting work done through the efforts of others, "‘"""‘[ﬁ]rmattgd: Line spacing: single )
Therefore the supervisar or manager can decide and must decide what they are responsible for directly, thase
| things they cannot delegate and empower others ta do and what others can do. They still maintain the autharity,

but have passed the responsibility to someone else. They have given them the power or empowered them to do
those things.

Delegating involves entrusting someone else to do a task for which you will ultimately be held responsible. It is not <------ {Fnrmatted: Line spacing: single )
givingthem “tasks”to do. Rather, delegation is systematically delegating whale johs to people whao wark for you.

*  What is responsihility?

@ The accountability for reaching objectives, using resources properly, and adhering to

organizational policy.

o The obligation of a persan to carry aut the assignments and functions given him ar her by a

person or persons of higher author\ty.l
®  What is accountability?

o The clearunderstanding that a person does his or her job or gets out of it

Turning Track Changes on
Go to Review/Tracking group and click the Track Changes button, or use Ctrl+Shift+E.
Track Changes is now turned on.

Review

:;r), 4% Final: Show Markup -
- = Show Markup ~

Track

&l Reviewing Pane -

Chang%*

Tracking
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To add a Track Changes indicator to the status bar, right-click the Status Bar and select
Track Changes.

Page: 62 of 95 | Words: 11,467 | Track Changes: On | e |

Once you have switched Track Changes on, you can work with the document as normal by editing
text, formatting text, adding graphics, and using all of Word’s other features. However, all of your
changes will be recorded in the document. These changes are called markup, as they mark up your
document as if you were editing it on paper.

Using Tracking Options and Balloons
Tracking options allows you to set how tracked changes in the document are displayed.
Typically changes are displayed in the following way:

= |nsertions (where additional text is entered) are shown with an underline flavours

= Deletions (where text is deleted) are shown with a strikethrough =

= Changed lines (marks all changes) are shown as a vertical line to the left
of the line or paragraph where a change has been made.

Spices ¥
| unforge
need fo
| cinname
cabinet

Reviewing Changes

So let’s say you've received a document with tracked changes. Now it’s time to take a look at what's
been done to your document. One way to check out the changes is to place your mouse over any
markup item; you will see a pop-up window appear with more details.

DELEGATION

WHAT |5 DELEGATION ?

Andy Woynar, 17122007 12:31:00 PM
Tos matted:
Font: Bold

develops employee skills, Delegating prepares employees who work for you to be sble to handle your
responsibilities and simultaneously allows you to advance to other career opportunities within your organization.

The Changes group on the Review ribbon can be used to review, accept and reject tracked changes.
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ﬁ}’ ﬂ%} ¥} Previous

*3 Mext
Accept  Reject

- -

Changes

Here's a brief overview of each command in the group.

Accept Accept the current change and moves to the next change. Drop-down arrow offers
options to accept this change, accept the change and move to the next change, accept
all changes shown, and accept all changes in the document.

Reject Reject the current change. Drop-down arrow offers options to reject this change,
reject the change and move to the next change, reject all changes shown, and reject
all changes in the document.

Previous Move to the previous change.

Next Move to the next change.

You can also right-click any markup item to see options for dealing with the change.
Once you accept a change, that text becomes part of your document and any markup (including
vertical lines in the left margin) is removed. If you reject the change, the change and its associated

markup is removed.

When all changes have been reviewed, the following message appears to indicate that there are no
tracked changes left in the document.

x|

! The document contains no comments or tracked changes.

Help |

Turning Track Changes off

When you turn off change tracking, you can revise the document without marking what has
changed.

To turn off Track Changes:

1. Go to Review/Tracking group and click the Track Changes button; or

2. Use Ctrl+Shift+E; or

3. Click the Track Change indicator on the status bar once.

Note: turning off the Track Changes feature does not remove any changes that have already been
tracked. To remove tracked changes, use the Accept and Reject commands on the Review tab in the
Changes group.
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Using the Reviewing Pane

The Reviewing Pane is another tool that you can use to review changes made to your document. To
turn it on, click the arrow next to the words Reviewing Pane on the Review ribbon and choose

whether you want the pane to be horizontal or vertical.

Review

=

= @ Final: Show Markup -
= Show Markup ~

Track —
Changes ] Reviewing Pan .
E Reviewing P Vertical... L
' 3 = Reviewing Pane Horizontal... I

For our purposes, we'll place it vertically.

(W] 5 |J ) Normal 9. g A BB [ - % 3 2= Zimbabwe [Compatibility Mode] - Microsaft Word o @ B
Home  Insert  Page layout  References  Mailings | Review | View  Developer o @
: = a
. B ABC W (% . B 2% Final: Show Markup - o 8} Previous 2 Y
Ev 20N (< I EIE v ¥ @ =@t |22 <z 1
R = 2 show Markup - = = 93 Next - =&
spelling & Research Thesaurus Word | Translate Language = New | Track (=———T1 Accept Reject Compare Restrict
Grammar Count - - Comment changes -| [F] Reviewing Pane| - - - - Editing
Proofing Language Comments Tracking Changes Compare Protect
Summary: 6 revisions 2 a x ([ A 1 Tesv@oseloorgosoloseg -5 - -6 AT
Insertions: 0 Deletions: 1 Moves: 0 il
Formatting: 5 Comments: 0
‘A
[Deleted David wills | Victoria Falls
il - We have selected a number of hotels offering a range of facilities from the Sprayview to the _..-{Formatted: Font:Bod Tle |
= Davidwills || | |- legendary colonial splendour of the Victoria to the legendary colonial splendour of the
Font Bold_Ttalic? : Victoria Falls Hotel itself. You may also elect 1o spend a portion of your stay at one of the
various options listed below.
[Formatted David Wills_| -
Indent: Left:-0.5"] | Victoria Falls Hotel:The Victoria Falls Hotel has rightly eamed intemational acclaims -~
o v ||| forits Edwardian clegance, cham and tranquil atmosphere. Situsted in acres of privare
garden the hotel's 141 rooms are elegantly appointed cool and comfortable
Bulleted+Level:-1+-Aligned-
0o iy
at:-0.25"+Indentat-0.5 - |+ Maskasa Sun-This modem intemational hotel is the closest hotel to the Victoria Falls «
[Formatted David Wills | ~ There arc 97 hoxuriously appointed rooms. In the evening guests can visit the casine or Algned at: 0.25" + Indentat: 0.9
Bulleted + Level- -1+ Aligned- . the formal Baccarat restaurant offers a dinner dance whilst for those wanting something
at--0.25" + Indentat:-0.5€ less formal, barbecues, light snacks and buffet meals are served on the pool patio
[Formatted DavidiWills [ © The Rainbow-Only walking distance from one of the world's most spectacular scenict
Bulleted +Level: -1+ Aligned- wonders, the Rainbow Group’s Rainbow Hotel is one of the most attractive in Aigned ati 0.25" + Indentat: 0.5
at:-0.25" +Indent-at:-0.5"] o Zimbabuwe. Its appeal centres on its Moorish design with its white walls. cool rambling
‘ ‘ . arcades and well appointed fully air-conditioned en suite bedrooms.
= o Zambezi River Lodge:The largest thatched hotel complex in Southem Africa, thes
(none) Zambezi is the only hotel at Victoria Falls to be situated on the banks of the beautiful Algned at: 0.25" + Indentat: 0.5
‘ ‘ - Zambezi River. A dation of 95 conditioned rooms with en-suite
(none) facilities. The Victoria Falls are a short five kilometre ide away by the hotel’s own
courtesy bus. Whilst at the hotel guests may use the restaurant, one of three bars or
‘ ‘ - relax by the pool with its own poolside bar and barbecue.
L -
(none) B Optional Visits B
o
‘ Il Hwange National Game Park:Full day with moring game viewing with game fees and lunch. ‘ *
(none) =< 0 I />
Page: 1 of 2 | Words: 418 | Track Changes; on | 23 | IEEE U &)

As you can see, this pane summarizes and categorizes every tracked change made to the document.

Simply click any change to go to it and select it.

Note the three commands at the top of the pane.

B oa x

These commands hide the summary; close the pane; and update the revision count respectively.
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Changing the Changes that You See

Whether you’re the reviewer or the owner of the document, there are a few ways to change how
you view your document. The first way is to use the Display for Review menu on the Review ribbon.

Review

- T
_;:ﬂ), v Final: Show Markup ©

Final: Show Markup
Track

Changes - Bl Final

COriginal: Show Markup
Original

This menu contains four options:

Final: Show Markup Markup  Simple Markup provides an uncomplicated view of your document
but shows indicators where tracked changes have been made.

Final Shows the document as if all comments and changes have been
accepted.
Original: Show Markup Shows all comments and changes on top of the original document.

Insertions are listed before deletions.

Original Shows the original document with all changes and comments hidden.

The important thing to remember about these choices is that they do not remove any changes or
comments. They may temporarily hide markup, but the markup is still there. These changes will also
not affect reviewer settings.

The same thing applies to the Show Markup menu. You can use this menu to control what markup
elements are displayed in your document, but even if you hide a markup element it is still present in
your document.

3 Show Markup ~

Commadqts
Ink

Insertions and Deletions

T

Formatting

Markup Area Highlight

Pl s =]

Ealloons LN
Beviewers »

v | Highlight Updates

Let’s take a closer look at this menu. This menu is a bit different than others; you check items to
show them and uncheck them to hide them.
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Comments Shows or hides comments.

Ink Shows or hides ink markings (made by people with Tablet PCs or other
handwriting devices).

Insertions and Deletions Shows or hides all insertions and deletions.
Formatting Shows or hides all formatting changes.

Markup Area Highlight Highlight the margin area where all balloons appear.
Balloons Show revisions in ballons / inline.

Reviewers Shows or hides certain reviewers.

You can use these options to control what markup you see. For example, let’s say your assistant John
told you that he added a really important part to your document. You can uncheck all items except
Insertions and Deletions, and then uncheck all reviewers except for John. This will show you all of
the insertions and deletions that John made. Don’t forget, though, to re-check all of the options
before you “finish” your document!

Finishing Your Document

If you think your document is finished and ready to distribute, hang on a moment! Remember that
checking or un-checking an item from the Show Markup menu doesn’t remove it; only accepting or
rejecting a change removes the markup. You need to make sure that there aren’t any hidden
changes lurking around, waiting to embarrass you.

As part of your final check, you should click the Show Markup menu and make sure everything is
checked. You’ll also want to click Reviewers and make sure all your reviewers are checked too.

B4 ¥4 Final: Show Markup

3 Show Markup ~
Track
Changes ~ Lomments

Ink R

. 'I' . v | Insertions and Deletions

S s

ady-to-dit v | Formatting

ow-Marki Markup Area Highlight
‘need-to- 3= Balloons ’
s-you.-9| Reviewers »

he-Show- v | Highlight Updates

ind-make

Then, click to place your cursor at the start of your document and click the Next button on the
Changes group of the Review ribbon. You should see a message saying that there are no further
changes or comments to review.
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x|

! % The document contains no comments or tracked changes.

Lastly, it is recommended that you carry out a last thorough inspection of your document.
To do this:
1. Goto File tab

2. Select the Check for Issues dropdown in the Backstage view.

W) " oA 4 < Word 2010 Adv reference manual - Microsof Word = ® 8
Mome Inset  Pagelmout Rederences  Malings. Review  View  Developer o
d Save .
. Information about Word 2010 Adyv reference manual
e As
CAUsers\David\Desktop\Word 2010 Advanced\Word 2010 Advanced Post Course\Word 2010 Adv
& open
o dloze
5 Permissions
P
_ B | rcioncho opi sous e i s ot G ocuni
Protect
Recent Document + Properties -
New
. P%are for Sharing
Print 77 B#e sharing this file, be aware that it contaire:
Rev s
Check for
Save & Send fssues - Document properties, author's name, related dates and cropped out image
data
Help Headers and footers
] Options Characters formatted as hidden text Related Dates
= ustom XML data 2
Bt e ople with disabilities are unable to read
Versions
v = Related Peopie
A 4] Today
Manage
Versions -
Related Documents
/
[ 7start | 7 e Desitop |2 [ ]
e | A i

From the options click Inspect Document.

Prepare for Sharing

22 Before sharing this file, be aware th
Check for Revisions
sees Document properties, author's
Aata

=k Inspect Document
E — !I
= Check the document for hidden properties
or personal information.

n  Check Accessibility

|_® Check the document for content that people
with disabilities might find difficult to read.

] ﬁ Check Compatibility
Check for features not supported by earlier
versions of Word.

ak
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Ensure the appropriate items are checked and click Inspect.

Document Inspector

To check the document for the selected content, click Inspect.

[¥ Comments, Revisions, Versions, and Annotations

[¥ Document Properties and Personal Information

[+ custom XML Data

Inspects for custom XML data stored with this document.

[¥ Headers, Footers, and Watermarks

Inspects the document for information in headers, footers, and watermarks.
|7 Invisible Content
does not include objects that are covered by other objects.

[¥ Hidden Text
Inspects the document for text that has been formatted as hidden.

Inspects the document for comments, versions, revision marks, and ink annotations.

Inspects for hidden metadata or personal information saved with the document.

Inspects the document for objects that are not visible because they have been formatted as invisible. This

Inspe: Close |
v\g

If any tracked changes or comments remain in your document, you will be informed and given the

opportunity to remove them.

Document Inspector

Review the inspection results.

2%

& Comments, Revisions, Versions, and Annotations
No items were found.

¥ Document Properties and Personal Information

The following document information was found:
* Document properties

* Author

* Related dates

* Picture crop information

* Template name

¥ Custom XML Data
Custom XML data was found.

? Headers, Footers, and Watermarks

The following items were found:

* Headers

* Footers

Headers and footers may include shapes such as watermarks.

& Invisible Content
No invisible objects found.

& Hidden Text
No hidden text was found.

/1% MNote: Some changes cannot be undone.

Remaove Alt

Remove All
Remove All

Reinspect | Close I
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Working with Multiple Versions of Documents

Let’s say that you’ve sent a document off to a co-worker to be edited with tracked changes.
However, instead of using tracked changes, they simply edit the document. Luckily, Microsoft Office
Word 2010 offers many tools to help you deal with multiple versions of documents, including
comparing documents, combining documents, and viewing source documents. We’ll also look at
protecting your documents to make sure the right changes are made.

Comparing Documents

To compare two documents against each other:
1. Go to Review/Compare group, click the Compare button and select the Compare option.
2. Select the Original document and the Revised document at the top of the Compare Documents

dialogue box. Select the Comparison Settings and Show Changes options you wish to use, and
click OK.

3. The original, revised or new document shows, with changes to or from the original marked as
tracked changes.

P _ o /x|
REI‘IIIEI"\"- QOriginal document Revised document
IWeather -v1 j = IWEather -v2 j =
:j _?‘i‘l Label changes with l— Lapel changes with IDW—
Compare Restrict o
- Edltlng i =<less 1% Cancel
Comparison settings
1 l EOH‘IPETE--- | |7 Insertions and deletions |7 Tables
| ﬁg Compare two versions of a [ Moves [ Headers and footers
1 document (|Egﬂ| b|a%eJ |7 Comments |7 Footnotes and endnotes
v FEormatting ¥ Textboxes
! 4= Combine... [ Case changes [ Fields
ﬂ*ﬂ Combine revisions from multiple [ whte space
authars into a single document. Show changes
Show changes at: Show changes in:
3 (" Character level " Original document
® Word level ¢ Revised document
@ New document
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9 W & W O Normal - = FOAMAGLRE- LI dZ-|s Documentz - Microsoft Word o @ R
Home Insert Page Layout References Mailings Review Wiew Developer o @
= ABC o% ’ oy D4 Finak Show Markup . : he ¥} Previous
| 1 * | » a 2 [ i
1 123 © i °d Td T4 ; 4 | !
. % ol - 3 show Markup - = = *} Mext
Spelling & Research Thesawrus Word Translate Language New Track T Accept Reject Compare
Grammar Count . - Comment Changes - 12| Reviewing Pane - . - -
fing Languag — T mpar T
Summary: 10 revisions 8~ x l.L [ 4 [ 7 i
. -
Insertions: 5 Defetions: 5 Moves: 0 Formatting: 0 —
Comments: 0 -
Inserted ow | :
now After days of disruption caused by snow, ice is now expected to bring more problems to the UK.
Delated ow | Almast 56,000 schools were closed at the start of this week:, and many more continue to remain
5 closed. Travel for many people has been affected, with some reports of disruption on roads and
ow | trains-widespread. Thi_s evening's forecast offers ever-more light flurries of snow followed by a
6 hardheavy frost overnight.
| Delated ow |
Inserted ow |
, and many more continue to remain
closed. e
*
Tnserted ow | -
some ¥
[nalatnd rrrm Il . L4
Page: 1 of 1 | Words: 67 | Track Changes: off | T BEHR z = 1w (- 5

On the left hand side, we can see the Reviewing Pane, which details every change that was made.
The document on the right (Compared Document) shows the original document as if tracked
changes had been made. Simply navigate through the document and reject or accept the changes.

4. |If desired, use the Show Source Documents button in the Compare group to change the display
of documents on screen.

Compare...

Compare two versions of a
document (legal blackline). Hide Source Documents
Combine...

E)= B ) Show Qriginal
‘#=l Combine revisions from multiple

authors into a single document. Show Revised

_:J Show Source Documents % » v | Show Eoth
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(W] 5 | O Normal M FOAMBLE BHEEEZ |- Compare Result 2 - Microsoft Word o @ =
Home Insert Pagelayout  References  Mailings | Review View  Developer = @
{ = ABC W A= a B 2% Final: Show Marku - ¥} Previous 2
AN TR B S g ) & B
lie 123 i B 7\
Lu @ 3 4 2 [ J & show Markup - = = W Next —
Spelling & Research Thesaurus Word | Translate Language | Mew Track [T Accept Reject Compare Restrict
Grammar Count - - Comment Changes | I2] Reviewing Pane - - - - Editing
Proofing Language Comments Tracking Changes Compare Protect
summary: 10 revisions & a x || Compared Document X || Original Document (Weather - v1 - Andrew Hewertson) x
Insertions: 5 Deletions: 5 Moves: 0 Formatting: 0 . . L. . . L .
F— After days of disruption caused by snow, ice is now expected to After days of disruption caused by snow, ice is expected to bring
||| bring more problems to the UK. Almost 56,000 schools were closed more problems to the UK. Almost 5,000 schools were closed at
[ ||| at the start of this week-, and many more continue to remain the start of this week. Travel for many people has been affected,
closed. Travel for many people has been affected, with some with reports of disruption on roads and trains widespread. This
‘ Inserted DW | reports of disruption on roads and trains-widespread. This evening's evening's forecast offers even maore light flurries of snow
now _ || |forecast offers ever-more light flurries of snow followed by a followed by a hard frost overnight.
[Deleted ow | hardheavy frost overnight.
5
[nserted ow || | Revised Document (Weather - v2 - DW) x
6
[Deleted ow | After days of disruption caused by snow, ice is now expected to
bring more problems to the UK. Almost 6,000 schools were
closed at the start of this week, and many more continue to
[Inserted Dw | N .
" N remain closed. Travel for many people has been affected, with
, and many more continue to remain N R R ) .
closed some reports of disruption on roads and trains. This evening's
. forecast offers more light flurries of snow followed by a heavy
[1nserted bw frost overnight.
some
[hatatad P I —
ords:0 | Track Changes: off | 3 | | B BRl= = 100% (=) I} (+)

Combining Documents

Let’s say that you have sent a document out for revision. However, this means that you now have
multiple copies of the same document, each with their own comments and revisions.

To combine these revisions into one document, open both documents. Then, click the Review
ribbon, click Compare, and click Combine.

] )

= =1

Compare Restrict
- Editing

Compare...
=g _
=1 Compare two versions of a
document (legal blackling)

Combine...

Combine revisions from mul[%le
authors into a single document.

] |
| _L-J

&

Show Source Documents 4

Then you will see a dialogue very similar to the Compare dialogue. Simply choose your documents
from the drop-down lists and click OK. (Note that you can see more options by clicking More.)
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2|

Original document Revised document
IWeather - vl j =] IWeather -2 j =
Label unmarked changes with: IAndrew Hewertson Label unmarked changes with: IDW1

<< Less | 0K |:| Cancel |

Comparison settings

|7 Insertions and deletions |7 Tables

[¥ Moves [¥ Headers and footers
[v comments [+ Footnotes and endnotes
[v Formatting [v Textboxes

[v case changes [ Fields

[v White space

Show changes

Show changes at: Show changes in:
( Character level " Original document
® Word level (" Revised document

™ New document

The results that you will see are very similar to when we compared documents.

(W]| & & 0 Normal -5 FUOABLRE- BHEEHEZ-| Combine Result 5 - Microsoft Word o @ =
Home Insert Page Layout References Mailings Review View Developer s @
’i = ABC a" 't ] - b & Final: Show Markup - Bye ¥ Previous =
v o @ 3 EY z 2 & B
& o - =2 4 = 2 Show Markup ~ = = 2} Next —
spelling & Research Thesaurus Word  Translate Language New Track & — Accept Reject Compare Restrict
Grammar Count - - Comment Changes - (L] Reviewing Pane| - - - - Editing
Proofing Language Comments Tracking Changes Compare Protect
Summary: 10 revisions & & x || Combined Document x || Original Document (Weather - v1 - Andrew t x
Insertions: 5 Deletions: 5 Moves: 0 Formatting: 0 Comments: 0 . -of-di ion- -by- iz}
L a !After-days-of-disruption-caused-by-snow,-ice-is-mw-expected-to- After d.ays.of dlSrUptlan c;l..ised by -
. \icedis ted-to- . .
‘ | | |bring-more-problems-to-the-UK.-Almost-65,000-schools-were- sno;\;’, icets E;pec € IO Ting-more
. . roblems-to-the-UK.-Almost-5,000-
[Tnserted bw | closed-at-the-start-of-this-week,-and-many-more-continue-to- P! ! .
. . schools-were-closed-atthe-start-of-this-
now-1] remain-closed.-Travel-for-many-people-has-been-affected, with-
. . . . . week.-Travel-forr-many-people-has-been-
some-reports-of-disruption-on-roads-and-trains-widespread. This- ) N A
[Inserted DW | - . . affected,-with-reports-of-disruption-on-
o9 = | |evening's-forecast-offers-ever-more-light-flurries-of-snow- a ' rai d A Thi -
followed-by-a-heavyhard-frost-overnight.q roa ?-an trains-widespread. This- +
[Deleted | evening's-forecast-offers-even-more- o
59 light-flurries-of-snow-followed-by-a-hard- =
‘ Inserted DW | Revised Document (Weather - v2 - DW) x
,-and-many-more-continue-to-remain-closed. P After-days-of-disruption-caused-by- iz}
-
‘Delehsd DW | snow, -ice-is-now-expected-to-bring:
9 more-problems-to-the-UK.-Almost-6,000-
[inserted bW | schools-were-closed-at-the-start-of-this-
some-] week,-and-many-more-continue-to-
remain-closed.-Travel-for-many-people-
[Deleted bw | . v
” d has-been-affected,-with-some-reports- .
-widesprea y . . .
P! " of-disruption-on-roads-and-trains.-This- e
[Deleted ow |+ evening's-forecast-offers-more-light- =
Words: 67 | Track Changes: off | & | | B EIE 100% (=) U (+)

On the left, you have the Reviewing Pane which lists all the changes. In the middle pane, you have
the document that you chose as original with both sets of comments combined. To the right, you
have both original documents, unchanged. You can now work with the document in the center pane.
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Showing the Source Documents

So let’s say that after combining or comparing documents, you close the original documents so that
you have more space to edit the new document.

E & I 1 MNorma - 5 MA@k H-25 = Combine Result 5 - Microsoft Word o@ B8
Home Insert  Page Layout  References Mailings Review View  Developer = @
; { ABC g% b o P4 Final: Show Markup |2 e ) Previous Iy
v @ ny ¢ ] ta 5 VR ]
o L-J _‘ ﬁ - _J — o - 3 show Markup - - . *} Mext . =
spelling & Research Thesaurus Word | Translate Language  Mew Track - Accept  Reject Compare Restrict
Grammar Count - - Comment Changes = [E Reviewing Pane| - - - - Editing
Language Tr
Summary: 10 revisions g s x &
-
Insertions: 5 Deletions: 5 Moves: 0 Formatting: 0 N
& Combine...
Comments: 0 & - . . .
"®] Combine revisions from multiple
™~ authors into a single docurnent,
¥ | Hide Source Documents | & Show Source Documents
[ Inserted ow | P\fter-davs-nfdisruplinn- caused by snow,-ice-isnow-expected-to-br Show Qriginal LK.
now-q| Almost: 65,000-schools-were-closed-at-the-start-of this-week,-and-n Show Revised main
Inserted Dw | closed.-Travel-for-many people- has-been- affected, with- some-repc Sha s-and-
61 trains-widespread.- This-evening's- forecast-offerseven- mure-lighl-ﬂurries-u[-snu\n%lluwed-bv-a-
[Deleted ow | heavyhard: frost-overnight.q
51
Inserted ow |
,-and-many-more-continue-to-remain:
closed.q)
Debeted Dw |
A ol
+
| inserted ow | O
some-|| *
I yr— ] R [ L4
|BHE 2 = 1wo% (- [ +

Page: 1 of 1 | Words: 67 | Track Changes: Off | 23

If you later change your mind and want to see the source documents, just click the Show Source
Document command on the Review ribbon. Here, you can choose to hide the source documents,
show the original document, show the revised document, or show both.

Protecting Documents

The last command on the Review ribbon that we’re going to look at is Restrict Editing.

3
0l
Restrict

Editing
Protect h

Restrict Editing

Restrict how people edit or format
specific parts of the document.

You can prevent formatting
chan force all changes to be
tracked, or only enable
commenting.

@ Press F1 for more help.

To protect your document, click the Restrict Editing Command in the Protect group.
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This will cause the Restrict Editing Pane to display.

Restrict Formatting and Editi w x
1. Formatting restrictions

Limit formatting to a selection of

styles
Settings...
2. Editing restrictions

Allow only this type of editing in the
document

3. Start enforcement

Are you ready to apply these settings?
(You can turn them off later

See also

There are three steps to this task pane. You can choose any options in Step 1 or 2, and then finalize

your choices with Step 3.

The first step lets you limit formatting to a certain set of styles. Once you check the box, you can click
the Settings button to check styles that you want to be used in the document and uncheck those
that you don’t want people to use. You can also click the All, Recommended Minimum, or None

buttons to check any, all, or a minimum of styles.

Formatting Restrictions

2| x|

Styles
|7 Limit formatting to a selection of styles

By restricting formatting to the styles you select, you prevent the ability to modify
styles and the ability to apply direct formatting to the document. Select the styles

you want to allow to be used in this document.

Checked styles are currently allowed:

[v EBalloon Text (recommended)
[ Bibliography (recommended)
[v Block Text (recommended)
v Body Text (recommended)
v Body Text 2 (recommended)

¥ Body Text 3 (recommended) LI
All | Recommended Minimum |
Formatting

I_ Allow AutoFormat to override formatting restrictions

I_ Block Theme or Scheme switching
I_ Block Quick Style Set switching

o]

Cancel
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The bottom of the dialogue also offers you options to enable or disable AutoFormat, schemes,
themes, and style sets. Once you’ve put your restrictions in place, click the OK button to apply them.

Step 2 of the Protect Document task pane lets you allow only certain types of editing in the
document. You can choose from:

= No changes (read only)

= Tracked Changes

=  Comments

=  Filling in forms

Depending on the option you choose, you may have additional options to specify. For example, if
you choose “Filling in forms” you’ll have options to unprotect certain sections. If you choose No
Changes or Comments, you’ll be allowed to set exceptions for these rules. (This exception list is most
effective on a network; it allows you to list users who will be able to freely edit the document.)

Once you're done setting your restrictions, click the button in Step 3: Yes, Start Enforcing Protection.

Restrict Formatting and Editing v x
1. Formatting restrictions
¥/ Limit formatting to a selection of styles
Settings...

2. Editing restrictions

v| Allow only this type of editing in the
document:
Comments -

Exceptions (optional)

Select parts of the document and choose
users who are allowed to freely edit them.
Groups:

[~ [Everyone ] =]

ﬁ More users...

3. Start enforcement

Are you ready to apply these settings? (You
can turn them off later

Yes, Start Enforcing -"otec:mk

b

You will then see this dialogue:

Start Enforcing Protection ilil

Protection method

™ Password

(The document is not encrypted. Malicious users can edit the file and
remove the password.)

Enter new password (optional): I** I}.

b
Reenter password to confirm: I**|

(" User authentjcation

(Authenticated owners can remove document protection. The
document is encrypted and Restricted Access is enabled.)

oK | Cancel
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The Start Enforcing Protection box offers two protection methods. No matter what environment
you’re in, you should have the option for password. You can enter a password that will be required
for users to remove document protection, or you can leave this field blank if you don’t want a
password to apply. Without a password, however, anyone can unprotect the document and edit it
freely.

If you’re on a network, you may have the option to protect by user authentication. If you require
sophisticated document protection and encryption, you may want to talk to your system
administrator to see if this option can be made available for your organization.

If you’ve received a document that has these restrictions, you can click the Restrict Editing button.
This will open the Restrict Editing task pane so you can see what those restrictions are.

To remove document protection, click the Stop Protection command in the Restrict Editing task
pane. If you chose to protect your document with a password, you will be required to enter it at this
time. If not, the document will simply be unprotected.

Restrict Formatting and Editing W x

Your permissions

This document is protected from unintention
editing.
You may only insert comments into this regi

Find Mext Region I Can Edit

Show All Regions I Can Edit

¥| Highlight the regions I can edit

Stop Prote ctionk
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Macros

If you frequently use the same series of commands, you’ll want to get to grips with macros, which
are several commands grouped together. This lets you perform an entire series of actions just by
running that macro.

Although you can create a macro using Microsoft’s Visual Basic Editor, in this section we’re going to
focus on creating a macro using Word’s macro recorder. At the end of the lesson, we will take a
quick look at using the Visual Basic Editor to edit a macro.

The Developer Ribbon

Tools for creating macros are accessed through the Developer ribbon. If the Developer ribbon is not
visible at the top of the Word 2010 screen, do the following.

1. Click the File button and then click Options.

2. Inthe Customise Ribbon category, check “Developer” and click OK.
The Developer Ribbon appears at the top of the screen to the right of the other ribbons.

@ Wsdon @ TN x|
“ - Genaral . -
Home Ins onars “@| Customize the Ribbon and keyboard shortcuts
Display
I save Profing Shoose commands from: Custamize the Ripban:
” [Poputar commands =l Main Tabs =
B save As Save
anguage “F Accept and Move to Next - Main Tabs =~
[&F Open ; E  align Left = [ Home
aAdvanced = Ereaks . # Cliphoard
S = Bubets = Font
Close ) = Bullets '
- Customize Ribban B center 5 Paragraph
Tk Arcess Toolbar T Change List Level » 3 Styles
Info ’ a capy @ Editing
— Add-ing & = WebEx
Defing New Number Format. # [ wnsert
Recent st Center @ osles + [7 Page Layout
o Oraw Table 3 [ References -
[H  Oraw vertical Test Bax 3 [ Mailngs
New g1 E-mail 4 7 [ Review _J
¥ Find
Font
: A Font.
Print A Font Calor a
5 Font size 1= 3 [7 ksent (Bag Past
Format Painter % Cutinin -
. &z u 9
Save & Send & comeront |
& Hyperlink.. < Ney Tab | Iew Group. | Rename... |
Help artIrsert Faotnate PR
Keyboard shorcuts:  Custamize... R
2] Options
| J o |
B3 Exit ’

Setting Macro Security

If you’re going to be using macros, you will want to make sure your security level in Word doesn’t
prohibit this. As macros can contain malicious code (such as a virus), Word lets you choose how to
deal with them.
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To access macro security options, click the Macro Security command in the Code group of the
Developer ribbon.

Developer

== 3 Record Macro
== sg -

1@ Pause Recording

Visual Macros

Basic /M Macro %urﬁ:}r

Code

You will then see the Macro Security section of the Trust Center open. (You can also access security
options through the Trust Center section of the Options dialogue.)

(x|

Trusted Publishers

Macro Settings

Trusted Locations . . .

" Disable all macros without notification

Trusted Documents ® Disable all gcros with notification

Add-ins " Disable all #cros except digitally signed macros
o

Enable all macros (not recommended; potentially dangerous code can run)
ActiveX Settings

Macro Settings Developer Macro Settings

protected View l_ Trust access to the VBA project object model
Message Bar

File Block Settings

Privacy Options

oK | Cancel |

|

You can see that you have four security levels to choose from. The recommended level is “Disable all
macros with notification.” This way, if you open a document containing a macro, you will be notified
via the message bar.
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W)\ 5 i ) Normal -H -4 v Zimbabwe
Home  Inset  Page Layout Vie
= == 3 Record Macr ) = g nema W
! & &5 e
yal Macro Add-In =4 tructure
B Macr u 2 K G 8l Group @ Expansion Pack
1 SECURITY WARNING Macros have been disabled. Enable Content

Victoria Falls

We have selected a number of hotels offering a range of facilities from the Spray view to the
legendary colomal splendour of the Victonia to the legendary colomial splendour of the
Victoria Falls Hotel itself You may also elect to spend a portion of your stay at one of the
various options listed below.|

Victona Falls Hotel: The Victonia Falls Hotel has nightly earned intemnational acclaim for its
Edwardian elegance, charm and tranquil atmosphere. Situated in acres of private garden the
hotel’s 141 rooms are elegantly appointed cool and comfortable.

You can click Enable Content on the message bar to choose whether or not to run the macro.

As well, macros are not supported in the default Document (.docx format). Documents containing
macros must be saved as Word Macro Enabled Documents (.docm format, the “m” indicating that

the format supports macros).
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Recording a Macro

Let’s say that after you complete a document, you always add a watermark and run a spell check.
Rather than repeat those commands over and over, you can create a macro to do the tasks for you.
Note that not all commands can be recorded, including many formatting commands.

1. Go to Developer/Code group and click Record Macro or go to View/Macros group and click
Record Macro.

2. Inthe Record Macro dialogue box, enter details for the macro.
You will be prompted to name the macro, optionally assign it to a button or keyboard shortcut,
choose where it is stored (all documents or just the current one), and enter a description
(optional). Note that the name cannot have any spaces or special characters.

3. Click OK. Word starts recording the actions you are performing. Your cursor will then h
have a small tape recorder attached to it, indicating that all actions are being recorded. X3

4. To stop recording your actions, go to Developer/Code group and click the Stop Recording
button.

0o Developer (2] Record Macro il ﬁl
’ Macro name:

ﬁ 3 4 Record Macro (3) IFinishDocument
= =3 % Assign macro to

Visual Macros ) A ? Gt @ Keyboard
Basic A Macro Security dmm | - -

Code Store macro in:

IAII Documents (Mormal.dotm) j

Description:

Alen e @ Stqg Recording i =]
, L )
= =g ne Pa%‘\ecoxdmg

Visual Macros Add-Ins COM
Basic £\ Macro Security Add-Ins

Add-in I:QK | Cancel

e ]

o

Adds Title Page and watermark

7 of 24 - Clipb{ Stop Recording

‘-3 Paste All ‘ Start or stop recording a macro.

If in the process of recording a macro, you need to perform an action that you don’t want recorded,
click Pause Recording on the Code group of the Developer ribbon or on the Macros group of the
View ribbon.

Developer

A @ Stop Recording

— -2 1@ Pause Recording
Visual Macros
Basic A Macro Security
Code
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Running a Macro

To run a macro, click the Macros command on the Developer ribbon or click the Macros — View
Macros command on the View ribbon.

Developer

s eCon acro
|J DJ__T 25 Record M ;:?

Pause Recarding

Visual Macros Add-Ins
Basic %c! Macro Security
ode Add
View Macros (Alt+F8)

See a list of macros you can work
with.

@ Tell me more

Then, a dialogue will open showing you all macros available in the document. Simply choose the
macro that you want and then click Run.

-

Macros I
s

| Macro name:
FinishDocument
FinishDocument "
Macrol Step Into
Macrol
Macros in: | All active templates and documents |E|
Description:
This macro will add a watermark and run a spellcheck.

N
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Here’s a description of the other commands on the right hand side:

Step Into
Edit
Create
Delete
Organizer

Cancel

Lets you run the macro line by line in Visual Basic Editor.

Opens the macro in Microsoft Visual Basic Editor so you can edit it.

Creates a new macro in the Visual Basic Editor, overwriting the selected one.

Deletes the selected macro.

Opens the macro organizer.

Closes this dialogue without making any changes.

Editing a Macro’s Code Using the Visual Basic Editor

When you select a macro and click Edit, the macro will open in Microsoft Visual Basic Editor:

] T
Properties - NewMacros

NewMacros Module

MewMacros

@ Project (Name)
&% Project (Word 20134
-8 Proiect (Word 20134 ™

Alphabetic | categorized

# Microsoft Visual Basic for Applications - Normal = | 5 |
File Edit Yiew [Inset Format Debug Run  Tools Add-Ins  Window Help
W E - 9 ponom B BEY 0 @ nag cols ,
Project - Normal x|
= % MNormal - NewMacros (Code) EI@
= {General) «  FinishDocument -
=] ﬁ Normal -
--[:l Microsoft Word Obie| Selection.EscapeHey f
| =3 Modules E End Sub
H L NewMacros Suk FinishDocument ()

' FinishDocument Macro
' This macro will run a spellcheck and add a watermark
s
If Options.CheckGrammarWithSpelling = True Then
ActiveDocument .CheckGrammar
Else
heotiveDocument .CheckSpelling
End If
Ipplicacion.Templaces( _

x|

-

) .BuildingBlockEntries ("URGENT 2") .Insert Where:=3election.Range, _
RichText:=True
End Sub|

"Ci:\Users\Admin\AppData\Roaming\Microsoft\Document Building Blocks\1033\15\Built-In L
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The Visual Basic Editor is a very powerful program capable of a lot of tasks. We’re not going to delve
into it in depth as there are entire books written on this program alone, but let’s take a look at each
of its menus to get an idea of what you can do.

File

Edit

View
Insert
Format

Debug

Run

Tools

Add-ins
Window

Help

Save, export, print, or delete this macro, or import a new macro.

Contains basic editing commands such as cut, copy, paste, find, replace, undo, redo,
and indent and outdent. You can also view properties, values that remain constant
(called constants), quick info, and parameter info. Bookmarking tools (which are used
in queries) are also in this menu.

Allows you to change your view and open toolbars.
Add other elements to your project, such as forms, files, procedures, and modules.
Change the alighment, grouping, size, spacing, and order of items with this menu.

Compile your project, run certain parts of the script, watch for a part of script, toggle
or clear breakpoints, and set statements.

Run the macro, reset the macro, add a break, or enter design mode.

Add references, additional controls, or a digital signature. You can also enter the main
macro dialogue box, edit project properties, or set Visual Basic Editor options.

Manage add-ins using this menu.
Split, tile, cascade, arrange, or toggle between open Visual Basic Editor windows.

Contains Visual Basic Editor help.

In the main part of the Visual Basic Editor screen, each line of your macro is broken down in a list of
code. As each line is shown here, this is a good way to see exactly what a macro will do before you

run it.

Once you're done making your changes, click the File menu and click Close and Return to Microsoft
Word. Your changes will automatically be saved.
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Advanced Macro Tasks

Now that we know how to record and run a basic macro, we’re going to learn how to copy macros
from a template, assign keyboard shortcuts and toolbar buttons to macros, and how to use macro
names.

Copying a Macro from a Template

Macros are often included in templates as a way of ensuring consistent formatting and to help speed
up tasks. If you need a macro but not the entire template, there’s an easy way to extract the macro
to the current document. First, click the Macros command on the Developer ribbon.

Developer

= = P Record Macra s

LAE aUusc LU Al
Visual Macr - ) AddIns
Basic /1y Macro Security

Code Add

Mavigal] view Macros (Alt+F8)

Search| Wiew the list of macros, from which
you can run, create, or delete a
= | o macra.

0

9 Press F1 for more help.

Now, choose the Organizer command.

" B
Macros m
Macro name:
FinishDocument
FinishDvocument -
Macrol Step Into
Macrol
Macros in: | All active templates and documents IEI
Description:
This macro will run a spellcheck and add a watermark
b
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Click Close File to close the current template.

-

-
Crganizer M
styles || Macro Project ftems

In Drocumentl: In Mormal:
- Copy MewMacros -
Macro Project Items ayailable in: Macro Project Items available in:
Documentl [Document) |z| Maormal.dotm [global template} IZ|
Close File Close File
Description

Now, the Close File button will turn to an Open File button. Click it to open a Browse window where
you can choose another template.

Crganizer ? ®

Macro Project Items

i R
TIOPT o —————————— -
- #| | « Thaw5.. » Custom Office Templates w | 43 ||| Search Custom Office Templates 0 |
G-l T4 ]|

Organize w New folder =~ 0 @

[&5] Pictures o0 MName Date modified

Type
B videos

M5 Lessonl2 07/07/2014 15:14 Microsoft] |
il Computer

[=]
& 2013 ()

]

—a 2010 (D)

a 2007 (E2)

e DAVE (G:)

g ThawSpacel (Z:) |=

Close

Gh MNetwork

- ¢ 1 | ¢

File name: R ’AIIWord Templates v]

Tools ~ [ Open k—] ’ Cancel ]
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ick Copy.

-
Organizer

Macro Project Items

To Documentl:

In Lessonl2:

MewMacros

MIEP»

Macro Project Items ayailable in:

Documentl (Document)

Description

Macro Project Items available in:

Close File

Lessonl2 (Template]

Close File

Close

Now, click Close. If you re-open the Macros dialogue, you should see the macro there that you can

run.

-
Macros

Macro name:

FinishDiocument

~
(2 oo

FinishDocument - k

Macrol Step Into

Macro2

Macrod =

e

Macros in: | All active templates and documents El

Description:

This macra will run a spellcheck and add a watermark

Cancel
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Assigning a Macro to a Keystroke

Macros are supposed to save you time, and there’s no greater timesaver than keyboard shortcuts.
To add a keyboard shortcut while creating a macro, click the Keyboard button in the Record Macro

dialogue.

Record Macro

- R

Macro name:
FinishDocument

Assign macro to

é !'\ Button
[==]

Store macro in:

Description:

All Documents (Mormal.dotm) Izl

This macro will run a spellcheck and add a watermark.|

EKeyboard

’ oK ] ’ Cancel

Then, simply press the shortcut keys that you want for this macro.

-

Customize Keyboard

Specify a command

Categories:

Macros -

Commands:

Normal.Newbkacros. Macro5 -

Specify keyboard sequence

Current keys:

Currently assigned to:

Save changes in: | Normal

Description

|y

[unassigned]

Press new shortcut key:
Alt+D,R

Close

Word will tell you what the keys are currently assigned to, if anything. Then, you can delete the

current keys from the text box and type new ones, or just click Assign to accept the keys.

If you decide to add keyboard shortcuts to a macro after you’ve created it, you will have to do it
from the Options dialogue, which can be opened from the Backstage view.
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Click the Customize Ribbon category and then click the Customize button next to Keyboard
Shortcuts.

I i (8 [t
Word Options p - N s - e — - o
General H . .
Customize the Ribbon and keyboard shortcuts.
Display
Choose commands from: (i) Customize the Ribbon: (i)
Froofing Popular Commands EI Main Tabs El
Save
7 Accept and Move to Next - Main Tabs
Language = Align Left i Home
=1
Advanced "= Breaks 4
:= Bullets 4
Customize Ribbon = (Center
= Change List Level 3
Quick Access Toolbar 3 Copy Review
% cut 3 View
fl | Adddns Define New Number Format.., = |#| Developer
|| Trust Center %] Delete Code
i E(j’ Draw Table Add-Ins
% Draw Vertical Text Box Cantrals
[l
{1 E-mail L EML
|| 34 Find Add > > Protect E
" Font I~ Templates
A Font. << Remaove [¥] Add-Ins E
A Font Calor |>
Font Size I-
i f Format Painter
| A GrowFont
@, Hyperiink...
B Insert Footnote
1; Line and Paragraph Spacing 3 L
| F Macros
] New
|| d Mew Comment
|| P Next Mew Tab ] [ Mew Group ] [ Rename... ] |
= Numhberina b ™ N "
Customizations: i
Keyboard shartcuts: Import/Export ¥ [
[ ok ][ cance
= e e = = =
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In the Customize Keyboard dialogue, choose Macros from the category list and then click the specific

macro that you want to edit. Now, click in the “Press shortcut keys” text box and type in a shortcut
like before. Then, click Assign.

-

.
Customize Keyboard - - @&J

Specify a command

Categories: Macros:
Background Removal Tab - FinishDocument -
All Commands Macrol
Macrol
\Magrgs | Macro3
Fonts Macrod
Building Blocks |_| Macros
Styles -
Commaon Symbols . N
Specify keyboard sequence
Current keys: Press new shortcut key:
| |AteAq

Currently assigned to: [unassigned]

Save changes in: | Mormal |Z|

Description

This macro will run a spellcheck and add a watermark

You can always edit the shortcuts later on from this dialogue box.

Assigning a Macro to a Quick Access Toolbar Button

You can also add a macro to the Quick Access toolbar via the Create Macro dialogue.

Record Macro m

Macro name:

Formatting

Assign macro to

Eeyboard
Store macro in:

All Documents (Marmal.daotm] E

Description:

This command will open the Customize section of the Options dialogue. Here, you can click the
macro and click Add to add it to the Quick Access toolbar.
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-

-k s @ - !.—-

Word Options
ok ¥ e &
[
General ' -
2 ‘ﬂu‘ Customize the Quick Access Toolbar
Display
Choose commands from: Customize Quick Access Toolbar
g
Proofing Macros 3 For all documents (default) Z]
Save
<Separator> i save
Language
. NormalNewMacros.Formatting ) Undo ’
Advanced ™ Redo
[+ Crop
Customize Ribbon #
Quick Access Toolbar
Add-Iny
Trust Center
| Ade> h
Customizations set ¥
Show Quick Access Toolbar below the ‘ Re
Ribbon lw,,n |
([ox ][ conce

If you choose to add the macro to the toolbar after it has been created, simply open the Quick
Access Toolbar section of the Options dialogue. Then, in the “Choose commands from” list, choose

Macros. Now you can click any macro and click Add.

You can then use the Modify option to change the name and appearance of the button for the
macro if required.

F N
Modify Button L2 [

Symbol:
£2Q00@A ! @9H@HE -
OF =L JNEERAT CRCESR 3
sv3@AQTIOPr@EAY
YEEL DO L &0HNLE |z
OELCOY—mOENE
O EEE mEgH
ED ............ EDEE'E'||‘ =
DxmBBERE=0 @ E%E
ABNXVEONMT Ok i
P IS EEOLAVES -

Display name: |Formatting

| ok || cancel |
[ :
L\
Deleting a macro
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Occasionally, you may wish to delete a macro. To do so:
1. Go to Developer/Code Group and click the Macros button.

2. Select the macro you wish to delete from the list of available macros.

3. Click Delete.

o Developer

—= B Record Macro
1==1R D=z Recardino

visual Maoms .
Basic %i\,rﬂacro Security
Code tdd

Add-Ins

¥

Mavigal] view Macros (Alt+F8)

Search| Wiew the list of macros, from which
you can run, create, or delete a
o macro.
ERE

g Press F1 for more help.

(3) Delete

About Macro Names

0 [N

Macro name:

2

x

IMaclul

WZ

Macros in:  [All active templates and documents

Description:

Ll

Step Into
Edit
LCreate

Delete

Rkl

Organizer...

d

Cancel

You can also use macros to change how Word behaves. If you give a macro a name for an already
existing command, that macro will run when that command is executed. Let’s say that you create a
macro called “FileClose” that adds formatting to your document. By naming it FileClose, it's now

attached to the Close command.

If you do this by accident, choose the Edit option from the Macros dialogue box.

Maces 2]
Macro name:
IFiIe Close Bun I
e -
Step Into |
Edit [ |
LCreate |
Delete |
Organizer...
-] Orgenizer. |
Macros in:  |All active templates and documents j
Description:

Cancel

d

Then all you need to do is rename your macro in the Visual Basic Editor and the original command

will be restored.
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Case Study 1 Macro - NewMacros (Code),

|[General) j |FiIeCIose

Sub FileClose(}
]

' FileClose MNacrd

ketiveDocument . Tables. Add Range:=Selection.Range, NumRows:=5, NumColumns:= _
4, DefaultTableBehavior:=wdlWordSTableEehavior, AutoFitBehavior:= _
wdluroFicFixed
With Selection.Tables(1)
If .5tyle <» "Table Grid" Then
.Style = "Table Grid"
End If
JApply3tyleHeadingRows = True
.ApplyStylelastRow = False
.hpplyStyleFirstColumn = Trus
.ipplyStylelastColumn = False
.ipplyStyleRowBands = True
JApply3tyleColumnBands = False
End With
Selection.Tables(1) .Style = "Light List - Locent 17
Selection.Tables (1) .kpplyStyleHeadingRows = Not Selection.Tables(1). _
LpplyStyleHeadingRows
End Sub

www.microsofttraining.net Tel: 0845 519 4797
© Best STL 2014

Page 91



BoOKMArkS ....ccovvviiiiiiiiiee e 55
Combine Documents.......ccccevevevveeeencveeneennnne 72
Compare Documents ......ccoceeeeeieieieeeiieeieenns 72
Cross-References .......cccvevveeevevieeeencviene e 57
ENdNOtes ...ccooeviiiieeee e, 38,53
FOOtNOtES ...cvvveeiiiiiieieeeeee e, 38, 53
Forms
ActiveX controls .......ccoveeevciieeicciiee e, 33
Adding help to...cccceeecvieeeciee e, 34
Control OVervieW ........cccccveeeecieeeecciieeeeans 24
Control properties......ccccccvveeeeecveeeecciveenenns 26
(=T | ] o - S 22
DistribUting .....ccoecvveeeeiiieeecee e 31
Drop-down menu control ..........ccueeeneee. 28
Grouping controls .....cccceecvveeeeecieeeeeciieeeenns 29
Legacy controls ......ccceecvveeeviiieeeecieee e 32
PassSWOrds ......cceeecveeeeeciiee e 30
Sections and......ccceecveeeiiviiiee e 36
TESHING.eeiiieeiei ittt 31
T Yo =) 38, 58, 59, 60, 61
Marking entries.......cccecvvveeeeicveeesrcieee e 58
MaACIOS ..ovvviiieeieeeiieicee e 78,79, 80, 85
Assigning shortcut........ccoecveeiiicineennns 88, 90
Copying from template......cccecvveiiiineenns 85
DialogUE ..ceeeeieeeeeeee e 83
Editing code ...cccvviieeieiiee 83
File formats supporting.......ccccceeeevveeeenneee. 80
NAMING .ceviieieiiieieierereeereeer e 92
Recording .....cococvviveeeeieeeciieeeee e 81
RUNNING ccevvviieieiieiceeeeeeeeeeeeveeeeeeevevevevevenenenes 82
Y =Tol U1 41 AV 78
What are?......ccccvveeevciieeeeieee e, 78
Mail Merge
Adding fields .......cccoeeeveeeeecieeeeieee, 10, 16
Choosing document ......ccccceeecvvvieeeennnn. 7,15
Choosing recipients.......cccccceeeeecvveeeennnee. 8,16
Completing.....ccoceeveieee e 13,19
GlOSSANY...uveeeeecieee et 5
PrevieWing.......uuveeveeveeeveeeeeeeeeeeeeennnnnnn. 12,19
RUIBS ..ttt 17
Mailings Ribbon ......cccccccvvevciieeeennee, 14, 16, 17
Master Documents ......... 38, 39, 40, 42, 43, 45
And subdocuments........... 40,41, 42,43, 44

www.microsofttraining.net
© Best STL 2014

Tel: 0845 519 4797

Collapsing subdocuments...........cccuveeeee... 44
Creating.....ooccceveeeeeeeeeeeeee e 39
Deleting subdocuments..........ccccceeeeennnnee 44
Editing subdocuments ..........cccceevrciieeennnne 44
Expanding subdocuments...........cccoueeeennne 44
LOCKING c.evviee ettt 44
Merging subdocuments..........cccccecvveeenns 44
Moving subdocuments .........cccccceecvveeennns 44
Splitting subdocuments...........cccccvveeenneen. 44
Office MENU ceeeeiieeeeeeee e 88
Options Dialogue ........cccceeeuvveeennenn. 20, 78,79
Trust Center ... iiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeens 79
Outlines
VIBW e 39, 40
Protect Documents........cccceu....... 37,74,76,77
Quick Access Toolbar.......ccccceeeeeeerrnennn.. 90, 91
Ribbons
Developer 20, 21, 24, 26, 29, 32,79, 81, 82,
85
HOME o, 59, 60
INSEIT. it 22
OULTINING vvreveeeeeeeeeereeen 40,41, 42, 44, 45
Page LayOuUt..........uuuuueeeeiiiiiiiie 36
References ......coevveeevevevevevenennnnnnnns 38,49, 50
REVIEW ...ovveiiiiieeieiieee e 65, 66, 67,72,74
VIBW ceeiiiieciee et see e 39,49, 81
SEYIES e 48
Table of Authorities ........cccccveeeeciieeeecineenn. 38
Table of Contents 38, 46, 47, 51, 52, 53, 57, 58
2010-style dialogue .......cccveeeecvveeeecrieenn. 50
Creating from dialogue.......c.ccccccuvveeennenn. 51
Creating manual........ccccceeeecieeeeeciiee e, 50
Creating pre-defined.........ccccceeeevieeennnenn. 50
Marking text for.........cccceveeeeecieecennen. 48, 49
Updating ...cceeeeeeeeciiieeee e 52
What is? .o, 47
Table of Figures.......cccecvveeeeciveeeciieee e, 38
Track Changes........cccevcvveeecciieeeccieee e, 62
OPLIONS coiiiiiiiiieieieeeeeeeeeeeeeeeeeeeee e 66
Reviewing Pane.......cccccccevvvvvnnnnnne 65,71,73
Show Markup menu ......ccccceveeeevcieeeeennen. 66
Visual Basic Editor................. 21,78, 83, 84,93

Page 92



