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Your Best STL Learning Tools

Welcome to your Best STL training course.

As part of your training, we provide you with the following tools and resources to support and
enhance your learning experience.

Thank you for choosing Best STL.

1 In-course
handbook

N

\_4
To guide you through your
training while you are on the
course.

Contains unit objectives,
exercises and space to
write notes.

- /

4 Delegate
account

Jo

Your delegate account
gives you access to:

» Reference material

« Course exercise files

* Advice & support forum

* Rewards programme

» Promotions & Newsletters

E&OE

Reference
material

Available online through
your delegate account.

Comprehensive reference
material with 100+ pages,
containing step-by-step
instructions.

- /

Trainer hints
and tips

/Hints and tips available

online from our Microsoft
qualified trainers for:

« All MS Office applications
* VBA

* MS Project

* MS Visio

24months
access to Microsoft

trainers

.

N

s

Available through online
support forum.

(-

Need help? Our team of
Microsoft qualified trainers
are on hand to offer advice
and support.

o p

- /

Save with
Promotions

£

Save on further training
courses you book with
Promotions.

* 30% off list price
(time limited)
* £50 off list price

(blue card discount)

Best STL reserves the right to revise this publication and make changes from time to time in

its content without notice.
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Using Mail Merge

Objectives:

1. Create letters for mass mailings using the Mail Merge Wizard.

2. Edit mail merge settings and data sources to update a form letter.
3. Create labels for mass mailings.

Starting the Mail Merge Wizard

1.
2.
3.

Create your letter ready for mailing, and save.
Go to Mailings/Start Mail Merge group and click the Start Mail Merge button.

Select Step by Step Mail Merge Wizard from the list provided.
The Mail Merge task pane appears on the right of your screen.

o (2] MAILINGS

& [

Start Mail Select
Merge = Recipients -
Start Mail Merge

9 [] Step-by-Step Mail Merge Wizard...

Using Mail Merge to create letters
Follow through the six steps in the Mail Merge Wizard to create a letter for a mass mailing.

1.

Select the type of document you are creating from the options provided, and click Next at
the bottom of the task pane.

Select the appropriate option for the starting document. If you have the letter document
open, select the ‘Use the current document’ option. Click Next at the bottom of the task
pane.

Select the data source containing the names and addresses of the letter recipients.
Typically this will be from an Excel file, database or Outlook contacts. Select the
appropriate option, click Browse to select the data source. You will be shown a preview
of the data source. Click OK, then click Next to continue to step 4.

Insert the fields to be used for addressing and saluation purposes by clicking the More
Items link. This allows you to insert the relevant fields from your data source into the
letter. Select a field and click Insert to enter the field into the document. Click Next to
continue.

Preview the letters to your recipients. You have the opportunity to exclude unintended
recipents at this step. Click Next to continue.

The letters are ready to be printed, edited or saved using the ‘Print’ or ‘Edit Individual
Letters’ options respectively.
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Mail Merge Wizard step-by-step

Mail Merge M3

Select document type

What type of document are
you waoarking on?

(®) Letters

() E-mail messages
() Envelopes

() Labels

() Directary

Letters

Send letters to a group of
people, You can personalize
the letter that each person
receives.

Click Mext to continue,

Steplofb
=» Mext: Starting document

Mail Merge S

Write your letter

If you have not already done
50, 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.

E Address block..,

B Greeting line...

IZI* Electronic postage...
Bl Mare items...

When you have finished
wrriting your letter, click Next.
Then you can preview and
personalize each recipient’s
letter,

Step 4 of &
=3 Mext: Preview your letters

& Previous: Select recipients

www.microsofttraining.net
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Mail Merge s

Select starting document

How do you want to set up
your letters?

(#®) Use the current document
() Start from a template
() Start from existing document

Use the current document

Start from the document
shown here and use the Mail
Merge wizard to add
recipient information.

Step 2 of B
=3 Mext: Select recipients

€ Previous: Select document ty

Mail Merge LS

Select recipients
(®) Use an existing list
() Select from Cutlook contacts
() Type a new list

Use an existing list

Currently, your recipients are
selected from:

[Sheetl 5] in "Total sales.xlsx”

[C] select a different list...

[# Edit recipient list...

Step 2 of B
= Mext: Write your letter

€ Previous: Starting document

Mail Merge s

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, click one of
the following:

Recipient: 1
E} Find a recipient...

Make changes

You can also change your
recipient list:

C# Edit recipient list..,

| Exclude this recipient

When you have finished
previewing your letters, click
Mext, Then you can print the
merged letters or edit
individual letters to add
personal comments.

Step5ofb
= HNext: Complete the merge

& Previous: Write your letter

Mail Merge a3

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 ariginal document.

Merge
DIEI! Print...
[y Edit individual letters...

Step 6 of 6

€ Previous: Preview your letter:

Tel: 0845 519 4797
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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).

Practice Activity: Using Mail Merge

Open Practice memo.
Resave as Practice memo merge.
Use the Mail Merge Wizard to create a letter from the Practice memo merge document.

At step 3, select the Use an existing list option and select the file Addresses.docx as
the source data. Exclude the employees who work in the Information Technology
department from the recipient list.

5. At step 4 of the wizard, use the More Items link to insert the following fields at the top of
the Practice memo merge document to create the mailing address:

First name Last name
Emp_address

City

State Postalcode

P w N pRE

6. Also at step 4 of the wizard, insert the First name field after the word Dear to complete
the salutation at the beginning of the letter.

7. Atstep 5, preview the merge results. You should have four letters, if you excluded the
employees in the Information Technology department at instruction 4 above.

8. At step 6, choose the Edit Individual Letters option, and save the document containing
the letters as Practice memo merge complete.

9. Close the mail merge documents.

10. If you wish to do so, start a new document and use the Mail Merge Wizard to create
mailing labels for the letters.

www.microsofttraining.net Tel: 0845 519 4797 Page 3
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Creating Forms

Objectives:

1. Creating a form using form controls.
2. Editing form control properties.

3. Protecting and testing a form

The Developer Ribbon

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 Office button and then click Word Options.

2. In the Popular category, check “Show Developer tab in the Ribbon” and click OK.
The Developer Ribbon appears at the top of the screen to the right of the other ribbons.

o m E (-_) - (._) 9 ‘Word Options 12 [t

General

E“E Customize the Ribbon and keyboard shortcuts.

Display
FILE HOME Choose commands from: i Customize the Ribbon: &

Proof

reetng Popular Commands [=] Main Tabs ]
Save
Language Accept and Move to Next - Main Tabs
= Align Left M B [VIHome
Advanced "= Breaks » Clipboard

I

i= Bullets »  Font
D t||5|"|s Customize Ribbon = Center  Paragraph
P Quick Access Toolbar = Change List Level 4 # Styles
Bz Copy [ Editing
X cut

Add-Ins
Define New Number Format...
Trust Center 7] Delete
[ Draw Table
Draw Vertical Text Box L4

(9 Email
% Find
Font iz (=
A Font..
A Font Color >

Font Size I
¥ Format Painter

A" Grow Font
@

&, Hyperink..
A" Insert Footnote
1= Line and Paragraph Spacing »
P Macros
B8 Muktiple Pages NewTeb | [ NewGroup | [ Reneme... |
New o
Cuomatons: [_Fger v 0

< I B

Form controls

Form controls are located on the Developer ribbon. Controls allow users to enter information
into the form.

Aa fa (= EB| B Design Mode
Eﬂ Bl & Properties
l__|n =i Group

Cantrols
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Creating a form

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 easy to control alignment.

Inserting a control into a form
1. Place the cursor where the control is to be inserted.

2. Select the icon for the desired control from the Developer ribbon/Controls group.
The control appears at the position of the cursor.

Modifying a control’s properties

1. After inserting the control, select the control to be modified (e.g. if you wish to add items
to a dropdown list control).

2. Go to Developer/Control group and click the Properties button.

Aa fa = B ¢ Design Mode
EE El & Properties
l__|n =i - E Group ~

Controls
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Protecting a form

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

1. Go to Developer/Protect group and click the Protect Document 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.

O  pevelorer ®  ectrict Editing < ©  3.startenforcement

Are you ready to apply these

settings? (You can turn them off
Limit formatting to a selection |EtEI’]
of styles

Settings... Yes, Start Enforcing Protection
1 2. Editing restrictions

+| Allow only this type of editing
in the document:

1. Formatting restrictions

Restrict
Editing
Protect 3. Start enforcement

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

Filling in forms b

Yes, Start Enforcing Protection

Seealso

Restrict permission...

9 Start Enforcing Protection [iléj

Protection method

@ Password

(The document is not encrypted, Malicious users can edit
the file and remove the passward,)

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 l l Cancel

Saving a form

As a form is used numerous times once created, consider saving the form as a template file
once it has been set up and is ready to use.

1. Go to the Office button, select Save as then select Word template.
2. Save the file to an appropriate location.

Testing the form
1. Start a new document from the template file.
2. Fill'in the form, checking that the control used are working as desired.

www.microsofttraining.net Tel: 0845 519 4797 Page 6
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Practice Activity: Working with Forms

1. Open the file Practice employee.
Resave the file as Practice Employee Form.
3. Inthe second column of the table, insert form controls (Developer/Controls group) as

follows:
Name: Text control
Address: Text control
Division: Dropdown list
Gender: Dropdown list
Date of hire: Date picker

4. Select the Text control for the Address, and change the Properties setting to
Allow Carriage Returns (multiple paragraphs).

5. Select the Dropdown list control for Division, and use Properties to create the following
items for the list: Finance, Information Technology, Marketing, Sales

Select the Dropdown list control for Gender, and create Male and Female list items.

Select the Date picker control and use Properties to check that an appropriate date
format is set for it (UK type date display instead of US type date display).

8. Protect the form, setting Filling in Forms under Editing Restrictions before applying the
protection so users will be able to use the form controls.

9. Resave the file as Practice Employee Form Test.
10. Test the form by filling in the form using Practice Employee Form Test.

11. Save and close all files related to this practice activity.

www.microsofttraining.net Tel: 0845 519 4797 Page 7
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Working with large documents

Objectives:
1. Create, edit and format using master documents and subdocuments.

2. Insert and delete footnotes and endnotes.

3. Mark index entries and use index entries to create an index.

4. Create and update a Table of Contents.

5. Create and use bookmarks and cross-references to locate text and objects in a

document.

Master documents

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.

Creating a master document

1. Create a new Word document, and save the document into the same folder as the files
that will become the sub documents of your master document file.

2. Go to View/Document Views group and click the Outline button. You are now ready to
insert the sub document files into the master document.

VIEW

| al |:| ] [=] Outline
L= = Draft
Read Print  Web

Mode Layout Layout

Views

www.microsofttraining.net Tel: 0845 519 4797 Page 8
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Inserting sub documents

1. On the Outlining ribbon, click the Show Document button in the Master Document group.

2. Click the Insert button in the Master Document group.

3. Select the first sub document file from the folder where your master document and sub

documents are saved, then click Open.

4. The sub document is inserted into the master document.
5. Repeat steps 2 and 3 above to insert other sub documents.

o _ o

[E] Create
ET; Insert

Show Show
Docurment Document
Master Document Master Document

= Show Level: -
(4] (% @] Levern - [ 9| = Showter g ﬁ
f V| Show Text Formatting
| @ = =] Show Collapse

Show First Line Only Document 'Subdocuments
Outline Tools Maste

L

]
a °

L
© Chapter 1: Introduction
L]

® The buyers at Great Outlander Spice pride themselves in locating premium "pure
wvegetarian” products. Nearly every one of our spice blends is vegetarian. These spices
will enhance any vegetarian meal because the ingredients are fresh and blended in
small batches.

® All products listed in our vegetarian section are guaranteed not to contain any meat or
meat by products.

® Vegetarian items are available and listed too!l! We know that you will be pleased with
our flavorful and tasty vegetarian foods.

@ The vegetarian section lists only a few of the items from our inventory that are
appropriate for vegetarian meal preparation. Check out the Great Outlander Spice Web

site.

-

&  Level: - o i
@ € [Body Text s » Show Level: [E Create

| Show Text Formatting |E|F;Insert
a v F = ) ) Show Collapse

Shaw First Line Only Document Subdocuments
Outline Tools Master Document

@® Chapter 1: Introduction

vegetarian meal because the mgredients are fresh and blended in small batches.
products.
flavorful and tasty vegetarian foods.

vegetarian meal preparation. Check out the Great Outlander Spice Web site.

@ About our spices

www.microsofttraining.net Tel: 0845 519 4797
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@ The buyers at Great Outlander Spice pride themselves i locating premmm "pure vegetarian”
products. Neasly every one of our spice blends i vegetarian. These spices will enhance any

O All products listed in our vegetarian section are guaranteed not to contain any meat or meat by
@ Vegetarian ftems are available and listed too!!! We know that you will be pleased with cur

@ The vegetarian section lists only a few of the tems from our inventory that are appropriate for

@ There's a big difference in spices. .. for years we've been involved m food service and
manufacturing where the finished product must be consistent week i and week out. All
major food manufacturers buy their spices from premier importers. So do we!! Every
Great Outlander spice iz of premmm quality. Great Outlander spices not only excelin
quality, flavor and freshness, but also are priced much lower than retail stores.
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Editing a sub document

1. Click the Collapse Subdocuments button
All subdocuments display as hyperlinks.

2. Hold down the Ctrl key and click on a hyperlink to a subdocument to open it.
The subdocument can now be edited. Any changes made will also appear in the master
document.

(1 0 =
T ] ®  D\Docurments and Settings\Office 2007\ Dezktop\Chapter 1.doc
Collapse ®
Subdocuments 2 o .. o \ -
= D:\Documents and Settings\Office 2007\Decktop\Chapter 2.doc
L]
= L]
= D-\Documents and Settings\Office 2007\Desktop\Chapter 3.doc
Notes:

= A subdocument can also be opened by double-clicking on the small page icon i
that appears next to each subdocument, in the master document.

= Editing changes made to a subdocument within the master document will be reflected in
the subdocument when it is next opened.

Moving and deleting a subdocument

Using the small page icon EE} a subdocument can be moved by dragging and dropping; or
deleted from the master document by clicking on the icon and pressing the Delete key.

Footnotes and Endnotes

Inserting a footnote or 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.

3. Enter the text for the footnote or endnote; then click away from where you have typed.

©  REFERENCES (2] AR M7y Insert Endnote
1 ﬁ'}lnsert Endnote Insert
. Footnote
AB Mext Footnote -
Insert
Footnote
Footnotes Ma
www.microsofttraining.net Tel: 0845 519 4797 Page 10
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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.

: L
0 A 1 ﬁ']lnsertEnante e AE, Next Footnote ~ -
'““1; Mext Footnote - F\E; Mext Footnote i
Insert
Footnote f Previcus Footnote
Footnotes ] Mext Endnote

Previous Endnote

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

2. Press Delete.

www.microsofttraining.net Tel: 0845 519 4797 Page 11
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Indexes

Marking index entries

1. Select the word or phrase from within the document text.
2. Go to References/Index group and click the Mark Entry button.
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
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.
O Cloves  ©  rererences © 2
Index
Main entry: | Cloves
D [ Insert Index I
— Subentry: I
Mark Ciptions
Entry " Cross-reference: ISEE
Index
* Current page
i Page range
Bookmark: j
Page number format
™ Bold
[ Halic

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

fark fark All
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Creating an index

1. Position the cursor where the index is to appear.
2. Go to Reference/Index and click the Insert Index button.
3. Select settings for index formatting using the Index dialogue box, and click OK.

(2] REFERENCES © _

ﬁ (2] Insert Index

Mark
Entry

Index

Updating the index

Print Preview

Aristotle, 2 ﬂ
Asteroid belt. See Jupiter
Atmosphere
Earth

exosphere, 4

H I’ 2 j
- Right align page numbers
Tab leader. I ....... j
Formats: IFrom template ﬂ

i| Table of Contents |TaIJI— of Figures |Ta|:||— of Authaoritie |

Type: & Indented ¢ Run-in

Columns: IAuto 5‘

2]

Language: IEninsh [United Kingdom) j

Mark Entry... I AutoMark... |

Maodify... |

o1

Cancel |

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.

www.microsofttraining.net
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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.

Applying a style
1. Click into or select the paragraph (heading) you wish to apply the style to.

2. Go to Home/Styles group. Click the dropdown arrow ~ to view all the styles available in
the Styles gallery.
3. Click on the style you wish to use to apply the style to the selected paragraph.

Creating a Table of Contents

1. Position the cursor where the table of contents is to appear.

2. Go to References/Table of Contents group and click the Table of Contents button.

3. Select from one of the preset options in the list; or select Insert Table of Contents for
further options, and click OK. The Table of Contents appears at the cursor position.

REFEREMCES

% % Add Text -

| Update Table
Table of D P

Contents =

Table of Contents

Updating the Table of Contents

If headings or page numbering changes, the Table of Contents needs to be updated to
reflect these changes.

3. Click within the Table of Contents.

4. Press the F9 key. The following message appears:

Update Table of Contents d |

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

[y {Update page numbers only
i Update entire table

oK Cancel

5. Select Update page numbers only or Update entire table, and click OK.

Remove the Table of Contents
1. Go to References/Table of Contents group and click the Table of Contents button.
2. Select Remove Table of Contents.

www.microsofttraining.net Tel: 0845 519 4797 Page 14
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Bookmarks

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.
2. Goto 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.

O  seRT © 211
e Bookmark name:
%H}fperlink ituffed_Chlcken_Rempd ;I | Add I
|* Bookmark SR
Ej Cross-reference LI
Links
Sortby: % Mame —I
" Location
[ Hidden bookmarks
Cancel |

www.microsofttraining.net Tel: 0845 519 4797 Page 15
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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  juserT (2] 2 x|
Bookmark name:
P . [Stuffed_chicken_Recipe Add
oo Hyperlink
Delet
|* Bookmark LI

El|_:| Cross-reference
Links

Sortby: % Name
" Location

| Hidden bookmarks

d

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 | Replace GoTo |

Go to what: Enter bookmark name:

Page - IStuffe d_Chicken_Recipe| ;I
Section

Line

Previous | Go To I Close

www.microsofttraining.net Tel: 0845 519 4797
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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.

Creating a cross-reference

1. Enter the text that will be the preamble to the cross-reference — e.g. (see [cross

reference]).

a M wD

@ arecipe (see

@O  jserT

%H}fperlink

|" Bookmark

El._:l Cross-reference
Links

°omn

Insert reference to:

Bookmark text

Page number
Paragraph number

Paragraph number (no context)
Paragraph number [full context)
Above/below

www.microsofttraining.net
© Best STL 2014

Go to Insert/Links and click the Cross-reference button.

Under Reference type, select the appropriate item.

Under Insert reference to, select what will be displayed in the cross-reference itself.
Click Insert, then Close. The cross-reference appears in the text.

9 Cross-reference

Reference type:

Bookmark

Footnote
Endnote
Equation
Figure
_Table

2ix O 2/

Reference type: Insert reference to:

[CERTIEIT - | | 5ookmark text =

¥ Insert as hyperlink [T Include above/below

r Separate numbers with I

For which bookmark:

Stuffed Chicken Reci

-
Insert I Cancel |

recipe (see below)
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Practice Activity: Working with large documents

Create a new document and save it as Practice master.
Change into Outline view.

Insert the files Chapter 1 and Chapter 2 as subdocuments.
Close Outline view.

Within the Chapter 1 text, find the heading Helpdesk. Enter a footnote after the word
‘email’ which reads: sales@outlanderspices.co.uk

Create bookmarks for the headings Chapter 1 and Chapter 2.

To test your bookmarks work, place your cursor at the beginning of the document, and
use the bookmark for Chapter 2 to go to the beginning of Chapter 2. Then use the
Chapter 1 bookmark to go to the beginning of Chapter 1.

8. Within the Chapter 1 text, find the highlighted sentence under the heading
About our other products.

9. Insert a cross-reference at the end of this sentence, which refers to Chapter 2.

a s wbd e

N o

Optional activities

1. Mark four different words or phrases in the Practice master document, and create an
index at the end of the document.

2. Create a Table of Contents at the beginning of the document, based on applying
Heading styles to Table of Contents entries in the document.
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Managing document revision
Objectives:

1. Use the Track Changes feature to mark changes.

2. Review a document to accept and reject changes.
3. Compare documents for changes.

4. Combine documents from multiple authors together.

Using Track Changes

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

E‘j. LS |simple Markup  ~

“ B Show Markup -
Track P

Changes - Reviewing Pane -

Tracking P

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

PAGEL1 OF1 O0WORDS  TRACK CHAMGES: ON

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 (see the section on ‘Reviewing Changes’, page 21).
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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:
= Insertions (where additional text is entered) are shown with an underline  flawvours

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

= 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 for
| cinname
cabinet-

To change how tracked changes are displayed:
1. Go to Review/Tracking group and select Change Tracking Options.
2.

= [,E Simple Markup -

T *zk E Show Markup ~
rac
Changes - 3] Reviewing Pane ~

Tracking
Change Tracking Options

You can also opt to have changes displayed in balloons which appear outside of the
document text. Options for display of balloons can be changed using the Show Markup
button.

5| Simple Markup  ~ £ Previous I:B,

[ Show Markup ~ -:)j Mext

~rent Reject Compare Restrict
v Comments - - Editing
v Ink Changes Compare Protect
+ Insertions and Deletions
v Formatting
b Balloons 3 Show Revisions in Balloons
Specific People L4 Show All Revisions Inline
v Show Only Comments and Formatting in Balloons
_______________________________________ Admin
essential part of the kitchen cabinet woday Deleted: int=gral
ands is bark, buds, fruit of plants and trees
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Reviewing Changes

The Changes group on the Review ribbon can be used to review, accept and reject tracked
changes.

- = €| Previous
.
3] Next
Accept Reject

- -

Changes

The Next and Previous buttons selects the next or previous change in the document.
Use Accept to accept the change that has been made.

Use Reject to reject the proposed change, and change the wording or formatting back to
how it was originally.

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

Microsoft Office Word P§|

! E The document contains no comments or tracked changes.
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Comparing Documents

To compare two documents against each other:

1.
2.

Go to Review/Compare group, click the Compare button and select the Compare option.
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.
marked as tracked changes.

display of documents on screen.

REVIEW (2]
Compare Block  Restrict
@ Authors - Editing
Compare...

ES

Compare two versions of a
document (legal blackline).

(_S Combine...

h

=% - - -

= Combine revisions from multiple
authors into a single document.

|Spi-:t"s

Spbcer ik ks i e Ehohen, i demeieg o med T widsiagaided e
| wrdnepenable Smoll smaeme of qroes cae enlack sibde flavergin food | deereace the
e fre aale avd pless shaTalne Spess like prpper allcice, eleres Treneg

Frmaren givger, exfimn e and oo e an esernal par of the krche
supheard toduy. Speco aee made from soons, Lavees, wems, seod, bark, bude, md fnes

sf placts xad ireos dhai maely praw iz the ssether hemiphere. The bears of ik gice
femin it acora, ockick can he revaireed if the e 0 mored el Chrend epices remaen
(ot Dweon G aleannl woyesas il i wir Lighl cualsives, avay oo Beal and Light
Lisboad brcdaw we a fow comrnes iy fhal oo Bele you

| Spicesmon only a0 Havers o Food, BEr can dlso be ussd ra oure alrgans dian ake o ol +---

eaviroenennal chainges St a5 Ll pestion aied Broa ckitis
| Whem isiiag winle seoes imsiead ol gusand spives, o ays we Lt the quaatily
e ied in the reone

Compare Documents

Original document

The original, revised or new document shows, with changes to or from the original

If desired, use the Show Source Documents button in the Compare group to change the

|

Revised document

IWeather-\rl j

Label changes with I

<< Less |

—
=

Weather w3
Label changes with IAndrew Hewertson

OK | Cancel |

Comparison settings
¥ Insertions and deletions
v Moyes
v Comments
v Formatting
¥ case changes
V White space

v Tables

|7 Headers and footers

|7 Footnotes and endnotes
v Textboxes

[V Fields

Show changes

Show changes at:
" Character level

% Word level

Show changes in:
" Original document

" Revised document
' New document

- Tkt

kA e

Debstnd w

{Tabad g d

kA e

Pl il LAt Dow, Fea |
[

+ | Hide Source Documents

Show QOriginal

Compare

-

Show Bevised

Show Both
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Combining documents
To combine two documents together:

1.
2.

www.microsofttraining.net

REVIEW (2]

Original document

Go to Review/Compare group, click the Compare button and select Combine.

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.
The original, revised or new document shows, with changes to or from the original
marked as tracked changes.
Review the changes using buttons from Review/Changes group (see the section on
‘Reviewing Changes’, page 21).

Revised document

IWeather -vl

Label unmarked changes with: IAndrew Hewertson

[

=

IWeather -2 j
Label unmarked changes with: IAndrgW Hewertson

Show changes

Compare Elock  Restrict =
T Authars Editing << Less oK | Cancel |
gompare... Comparison settings
Compare two versions of a IV Insertions and deletions [¥ Tables
document (legal blackling). ¥ Maoyes ¥ Headers and footers
. v Comments ¥ Footnotes and endnotes
E."E Combine... ¥ Formatting ¥ Textboxes
f=| Combine revisions frem multiple [¥ Case changes ¥ Fields
authors into a single document. ¥ White space

Show changes at
" Character level
* Word level

Show changes in:

" Original document
¢~ Revised document
¢ New document

|Spi-:t"s

Spives ok magic it kindhen, mfimeing a med from wdsiguished e

| wrdnepenable Smoll amaeme of qroes cae enlack sibde flavergin food, deereace the
mewdd for exle avd plesn ke qalne Sppess like preper all leree wreneg

| Frmareee ginger exffma_preneic snd o seean eoeenalpore of The dnche
apl

2 the szethere hemisphere. The bears of ik grice
if thespeee i mored el Chrard epices remsen

mad irec draimaely graw

irmin its acoma, which ran e rera
theis Dhevona Gonadeaanl w var il alvesd 2 el Ughl vualaiens, arvay am Brad asd Light

Listod bodare mx a fovw comnmas. iy ikal oo Bz roe

| Spicesmon only a0 Havers o Food, BEr can dlso be ussd ra oure alrgans dian ake o ol +---

el Changes Al ax elipstion wed oo ckinis
I When wiag whole gos iastead of grousa spices, alvays we LD Ges the qualiny
s find in e recne
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Practice Activity: Managing document revision

1. Open Practice herbs.
Ensure Track Changes is turned on in the document.

3. Review each of the changes, accepting or rejecting them until there are no tracked
changes remaining in the document.

4. Use the Combine feature (Review/Compare Group — Compare button) to combine
Practice herbs and Practice herbs revised into a new document.

5. Save the Combine result document as Practice herb combined.
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Automation and customisation

Objectives:

1.
2.
3.

Record and run a macro.
Modify and delete a macro.
Customise the Quick Access Toolbar and Ribbon display in Word.

Macros

Frequently used tasks or performed routines can be automated by creating a macro. A
macro is a series of commands and instructions that you group together as a single
command to accomplish a task automatically.

Typical uses for macros are:

To speed up routine editing and formatting

To combine multiple commands — for example, to insert a table with a specific size and
borders, and with a specific number of rows and columns

To make an option in a dialog box more accessible
To automate a complex series of tasks

To record, run, modify or delete macros, the Developer Ribbon must be showing in Word
firstly (see the section on ‘The Developer Ribbon’, page 4).

Recording a macro

1. Go to Developer/Code group and click Record Macro.
2. Inthe Record Macro dialogue box, enter details for the macro.
3. Click OK. Word starts recording the actions you are performing.
4. To stop recording your actions, go to Developer/Code group and click the Stop
Recording button.
o DEVELOPER 9 Record Macro 2]
Macro name:
j D ® Record Macro [Macro1
Assign macro to
Visual Macros . | Butt Keyboard
Basic ! Macro Security & = @| SR
Code Store macro in:
IAII Documents (Mormal.dotm) j
Description:
(4] B Stop Recording
OK I Cancel
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Notes:

= If you give a new macro the same name as a built-in macro in Office Word 2010, the new
macro actions will replace the built-in macro. To view a list of built-in macros, on the
Developer tab, in the Code group, click Macros. In the Macros in list, click Word
Commands.

= When you record a macro, you can use the mouse to click commands and options, but
not to select text. You must use the keyboard to select text instead.

Running a macro
1. Go to Developer/Code Group and click the Macros button.
2. Select the macro you wish to run from the list of available macros.

3. Click Run.
O  DEvELOPER 0 =N 20|
Macro name:
Macrol
] B & RecordMacro T —— \LII
Step Into
Visual Macros i
Basic ! Macro Security $I
Code Create |
Delete |
;I Organizer... |
Macros in:  |All active templates and documents j
Description:
Cancel |
©
www.microsofttraining.net Tel: 0845 519 4797 Page 26

© Best STL 2014



Modifying a macro
Macros are written in Visual Basic for Applications (VBA) code. An example is shown below.

Once a macro is recorded, it can be modified or edited however this is done in the Visual
Basic Editor. You may be able to make small changes to the code without having knowledge
of VBA code, otherwise it is advisable to delete the macro and record it again.

Sub table()

1
' table Macro
1

hotiveDocument . Tables. idd Range:=Selection.Range, NumRows:=1, NumColumns:= |
6, DefaultTableBehavior:=wdlWordSTableBehavior, AutoFitBehawvior:= _
wdbutoFitFixed
With Selection.Tables (1)
If .5tyle <» "Takle Grid" Then
LStyle = "Table Grid"
End If
.Apply3tyleHeadingRows = True
JApplyitylelastRow = False
JApplySscyleFirscColunn = True
JApply3tylelastColunn = False
JApply3tyleRowBands = True
JApply3tyleColumnbBands = False
End With
Gelection. InsertSynbol Font:="Wingdings", CharacterNunber:=-3956, Unicode _
:=True
Selection.MoveRight Unit:=wdCharacter, Count:=2
Felection. Insert3ymbol Font:="Wingdings", CharacterNumber:=-3955, Unicode _
:=True
SGelection.MoveRight Unit:=wdCharacter, Count:=2
Felection. Insert3ynbol Font:="Wingdings", CharacterNunber:=-3954, Unicode _

:=True
Selection.Moveleft Unit:=wdllord, Count:=1, Extend:=wdExtend
Selection.Font.3ize = 14

SGelection.Moveleft Unit:=wdCharacter, Count:=3
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Deleting a macro

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  DrveLoPER (2] 2|
- Macro name:

Macrol -

] D .ljFlecu:urd Macro I_jcm = \_I—u”

Step Into |
Visual Macros ;

Basic ! Macro Security Edit |

Code Create |

Delete |

Jrganizer... |

=
Macras in: |All active templates and documents j

Description:

Cancel

d

9 Delete

Customising Word

The Word 2010 interface can be customised to provide quick access to the features of Word
you use most often.

Customising the Quick Access Toolbar
By default, the Quick Access toolbar contains three buttons: Save, Undo and Redo.

N EIDE
Buttons can easily be added or removed from the toolbar.

= To add a button to the toolbar, right-click on the feature you wish to add and select
Add to Quick Access Toolbar.

= Toremove a button from the toobar, right-click on the button you wish to remove and
select Remove from Quick Access Toolbar.

The dropdown arrow to the right of the Quick Access Toolbar provides access to further
options, including the options to:

=  Show Below the Ribbon which moves the toolbar underneath the ribbon

= Minimize the Ribbon which shows just the tabs for each ribbon. The whole ribbon will
display when the tab is clicked.
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Practice Activity: Automation and Customisation

This is a self-directed activity where you can create and run your own macro.
Your trainer may give you some guidance on this before you begin.
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