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non-technical proofing. Cheltenham Courseware and all staff assume no responsibility for any errors or
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Sample versions of courseware from Cheltenham Courseware

(Normally supplied in Adobe Acrobat format): If the version of courseware that you areviewing is marked as NOT
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For currentlicenseinformation
This document may only be used under the tems of the license agreementfrom Cheltenham Courseware.
Cheltenham Courseware reserves the right to alter the licensing conditions at any time, without prior notice.

Please see the site license agreement available at: www.cheltenhamcourseware.com.au/agreement
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Installing the Sample Files

Use Windows Explorer to create a folder called Word 2003 Advanced Samples,
in the My Documents folder.

If you are installing the sample files from the CD-ROM, place the CD-ROM in the
CD drive and copythe files from the word_2003_advanced_eur\exercise_files
to the My Documents\Word 2003 Advanced Samples folder.

If these files have been copied to your network server, then ask your
trainer/supervisor formore information about how to copy these files to your PC’s
hard disk.

Notes for tutors:

The above instructions are for Windows that has not been set-up for a multi-user
environment (with individual profiles). The instructions above may require
modification within a Windows multi-user environment. Where possible pre-
install the relevant work files prior to use by students/delegates.
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Forms

When you have completed this learning module you will have seen how to:

Create Forms

Test Forms

Distribute Forms

Insert Fields into Forms
Protect Forms

Create Forms

Creating a Form

Creating a Form allows you to create a base for a document which will be used
repeatedly with the same required information, but different content, such as an
Invoice, Expense Sheet, or Calendar.

If a form is going to be used either as a hard copy or as an online form, a
template of the base form must be created. The base form will hold the text
layout and formatting which will always be presentin the form.

To create aForm

From the main menu, choose Fle > New

OR press the Ctrl + N key combination to open the New Document pane.

Under Templates, select the On my computer option to open the Templates
dialog box.

Select the General tab.
Select the Blank Document option.
Select the Template optiengunder thesCreate.Newsarea in the dialog box:

FOR USE AT THE LICENSED SITE(S) ONLY
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Templates |
Publications I Reports I Wb Pages I
General Leqal Pleadings I Letters & Faxes I Mail Merge I Memos I Cther Documents
] I N I ] (=] ||
" = . — Preview
Blank. #ML Docurent Web Page E-rnail
Docurment Message
= = g
Event Invvoice Sample Preview not available,
sched. .. Busine...
—iCreake Mew
" Documert % Template

|
b

Templates on Office Online (4 Cancel

Click OK.

A new document window will open, titted Templatel in the top header bar.

Using Tables, Text Boxes, Borders and Shading create the required form.
This could be an invoice, a general information request, or an expense sheet.

Make sure that enough empty space is left where the user can enter the required

information:

Jane’s Flowers

Specialimng 31 Custeon Bouquets and Dvem panents

Fi3 fpple et
NT 12545

Fax: 500 1354000 Phome: 300 T35 4000

Subtotal: ||

Tax:

Tatal:
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e From the main menu, choose Fle > Save As to open the Save As dialog box.

e Because the documentis a template, it should automatically select the
Templates folder in the drive to save the document template to.

e Ifnot, selectthe Templates folder, name the file, and select Document
Template in the Save as type drop-down menu:

Save As EE
Sawe int I.ﬁ Templates j @ - Q S [y i v Tods T

~4Mormal
JEvent schedule planiner
My Recent {9 Invoice
Documents ANDrmaI

,=JSam|:ule Business Template

SR

Desktop

L

My Diocuments

G

My Compuker

)

File name: IFIDwer Shop Irvaice j Save
Iy Metwork =

Flaces Save as bype: IDocument Template j Cancel |
&)

e The template will now appear on the General tab of the Templates dialog box:

Templates E
Publications I Reports I Weh Pages I
Gaeneral I Legal Pleadings | Letters & Faxes | Mail Merge | Memos | Cther Documents
] ] g = EIE|
=l == " —Preview
Blank. #ML Document Web Page E-mail
Dacument Message
[ .
e I
L = :
Event Imwoice Sample Pri niok lable.
|I. sched Busine. .. |.
] |
Creake Mew
" Document @ Template

Templates on Office Online QK I Cancel

Form Template
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Inserting Fields in a Form Template

e Form fields allow you to add a different level of interaction and automation to a

basic foom template.

e The form fields are elements which allow you to place information in the form
faster and more efficiently, as well as use the information on a form after it has

been placed.

To insert fields in a Form Template

e From the main menu, choose View > Toolbars > Forms to open the Forms

Toolbar:

abl 7 B | 3 [

e The Text Form Feld button allows you to place a text form field anywhere on the
form as a place-setter for users to enter text, numbers, symbols and spaces.
Text form fields can also support any calculations required from entries in other

form fields:

= Diafa:
Tveice # T
Text Form Field :

e The Checkbox Form Field button allows you to place a checkboxon the form,

where users can select it or not, depending on the information required:

Forms

abl|Z| B | & | £ 3 EE

Check Box Form Fielu:l|

The'Drop-D orm llows
the user to om a list of opti
ted:

abl 7 [ B o | A 3 EEE
g

: G
Joarne
Drop-Cawn Form Fielu:l|

Shipping Fecuested: | [<]

fomm fiel
articular s

ce a drc
g entrie;

lowing
to be

e The Options button is only accessible when a field has been selected for editing,

and it will relate to the form field which is selected.
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Once the form is completed, the form needs to be protected. Protection of forms
will covered in the later in this chapter.

Double click on a text field

OR place the cursor next to a text field and click the Form FHeld Options button
to open the Text Form Held Options dialog box:

Text Form Field Options EHE3
Text Form Field

Type: Default kext:

IRegular Lbext j I

Maimurn length: Texk Farmat:

ILInIimiteu:I ﬁ I LI
Run macro an

Enkry: Exit:

| 31| =l
Field settings

Bookmark: ITextE

¥ Fill-in enabled

[ Calculate on exit

Add Help Text. .. | Ik I Zancel |

The Type drop-down menu allows you to set what the text field will be used for,
and the Format drop-down menu alters with each Type selection:

Type:
Regular bext

Feqular bext

Current date
CUrFent time
Calcolakion

Within the Text format drop-down menu, Regulartextis the default setting, and
this allows/basicitext to be entered into the field:

mmat. ‘ .

[

Uppercase
|Lowercase
Firsk capital
Title case

0
4

Number format allows only numbers and number related characters, like $, to be
entered into the field. If anything other than a number is used, it will be entered
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as a0:

Murmber Format:

I 4

0 -~
“{o.00
E|#,##0
I'#,##n.nn
£ ##0.00;(£4,##0.00) -

Date format allows only a date or time to be entered into the field:

Date format:

fl

ddiMMfyyyy L
| dddd, dd MMM ey =
E| dd FMPMM ey
|' dd/ ey

wryyy-MM-dd hd

If anything else is entered, the user will see an error message:

Microsoft Word

& & valid date o time is required.

Current date will place a {DATE} field in the text field, which is updated
whenever the form is opened for use:

Date format:

ddiMr ey
dddd, dd MR sy

E| dd MMM ey
dd (M ey
-[r-dd

Current time williplace a{TIME} field in the text field,shichis updated whenever
the form is opened for use:

dd/rryeey HH:mm
[ ddfraraeeey HH: i 55
h:mm am/pm

h:mm:ss ampm
HH:rmim

—_— m

Calculation allows calculations to be set within that text field:

FOR USE AT THE LICENSED SITE(S) ONLY
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Mumber Format:

1]

~|0.00

#,##0
#,##0,00

—m

£# ##0.00;(£4,#40.00)

-

Double click on a check box field

OR place the cursor next to a check box field and click the Options button to
open the Check Box FHeld Options dialog box:

Check Box Form Field Dptions |

Check box size

™ Exactly:

|1n pt 5‘

Default value

& ot checked

i~ Checked

Run macro on
Enkry:

Exik:

! =l

Field settings
Bookmark:;

W Check box enabled

[ Zalculate on exit

Add Help Text... |

ICheckl

o« ]

Cancel

The Check box size area allows you to select Auto, which is set for 10 pt

OR Exactly, which allows you to select any size for the check box.

TheDefault value area allows you to/selectNot'cheek ed, which will allow you'to
selectithe check box on the'form

OR Checked, which will not allow you to alter the checkbox. This can be usedto
show available dates for courses,/or calours available for an item.

Double click on a drop-down form field

OR place the cursor next to a drop-down form field and click the Options button
to open the Drop-Down Form Held Options dialog box:

FOR USE AT THE LICENSED SITE(S) ONLY
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Drop-Down Form Field Dptions

Drop-down item: Items in drop-down lisk:

lack.

Remove

Fun macro an
Enkry:

Exit:

=l

[

Field settings

Bookmarl: IDru:upu:h:uwnl

[V Drop-down enabled

[ Calculate on exit

Add Help Text, .. | (nls Zancel

Manually type in the items to be selected from the drop-down listin the Drop-

down item field.

Click the Add button, and the item will be added into the Items in drop-down list

area.

Select an item in the Items in drop-down list area, and click the Remove button

to take an item out of the list.

When testing the drop-down button, this listshould appear beside the drop-down

field on the form:

Dafa: Jack
Invon
Paul

b ary
..... Jnanne R

The'Draw Table button will .open the Tables and Borders toolbar, allowing you
to easily build a variety of tahles, as/well as use the Draw Table tool:
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The Insert Table button allows you to insert a table based on a set number of

rows and columns, all the same width and height. This button is the same as
the Insert Table button on the Standard toolbar:

EEE P

Insert Table

The Insert Cells button will replace the Insert Table button when the cursor is
placed under the bottom row of a table:

abl ¥ (B | AE]EEE] 2 @
Wi
Insert Rows

The Insert Rows button will open the Insert Rows dialog box, where you can set
the exact number of row(s) to be created, and they will be added onto the bottom
of the existing table, including all border formatting:

Insert Rows EE
Mumber af rows: IS 5‘
(] 4 Cancel |

I"".l

The Insert Frame button allows you to place a free-floating boxin which text and
images can be placed. The boxcan be placed accurately according to size and
location:

n medium grey and

ahlﬁlﬁlﬁ‘liﬁﬂ%!gﬁéﬁ

Farm Figld Shading|

Form Helds With Shading:
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O - checkhox field
- text field
[ - drop-dowmn field

e Form Helds Without Shading:

O - checkhox field
- text field

[ ] - drop-down field

e The Reset Form Helds button allows you to remove all entries which were made
on a form, in its various fields:

mmﬁumaéﬁgﬁ
Reset Form Fields

e The Protect Form button allows you to automatically protect the form. Clicking
the Protect Form button again will remove the form protection:

ab| ¥ (B | 4 3 EE ] 2

Prateck Fu:urml

&3 Protecting the Form

e Word 2003 allows users to use the pemissions to protect the whole document

inst formatting changes.in the do ent
n will be applie
t to open the tect

FOR USE AT THE LICENSED SITE(S) ONLY
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Protect Document * W

1. Formatting restrictions

[] Limit Formatking ko a selection of
shyles

Setkings...

2. Editing restrictions

[] Allows only Ehis Eype of editing in
the docurment:

Mo changes (Read onlyd | vl

3. Start enforcement

Are wou ready o apply these
sektings? (You can turn ther off
later)

Yes, Start Enforcing Prokeckion

See also

Restrict permissian. ..

e Select Allow Only This Type of Editing in the Document in the Editing
Restrictions section.

e SelectHlling in Forms from the drop down list.

e Click on the Yes, Start Enforcing Protection button. This will open a Password
dialog box:

Start Enforcing Protection

Protection method

% Password

(Users who know the password can remove document
prokection. The document is nok encrypted. )

¢ password (optional; ||

e Enter your password details in each password boxthen click OK.

e To unprotect the document select Tools > Unprotect Document to open the
Unprotect Document dialog box:

FOR USE AT THE LICENSED SITE(S) ONLY
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Unprotect Document E2

Passwiord;

(a4 I Cancel |

OR use the Stop Protection from the Protect Document Pane.

Enter the password, and click OK.
The document will now be completely unprotected.

Testing a Form

Open the Forms dialog box.
Click the Protect Form button to have the form appear in the protected view:

abl 7 B | 4 O @

Praotect Form

This is also how a user would be view the form.

This allows you to test forms to make sure that fields are appearing as needed,
and can be used as required.

Click the Protect Form button again to remove protection and continue editing
the form.

Distributing a Form

By saving a form in a Workgroup Template folder, you can allow other users on
the same network to easily access the form for use.

Aform must always be password protected ) beforenitcan belaccessed byother
users.

This not onlyupholds the basis of actually creating aform, but also allows_only
the'griginal creator of the form to alter and edititin‘any way.

The form will be protected, withoutthe password option

OR to simply protect the form, select the Protect Form button on the Forms
toolbar:

abl 7 (B | | 3 EE[E] < [E]
by

Protect Form

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 17 - Word 2003 - Advanced Level Manual

Review Questions

How would you:

e Create Forms?

e TestForms?

e Distribute Forms?

¢ Insert Fields into Foms?
e Protect Forms?

SAMPLE

FOR USE AT THE LICENSED SITE(S) ONLY
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Macros

When you have completed this learning module you will have seen how to:

Automate Tasks

Administer Macros

Record a Macro

Edita Macro

Create a Macro Toolbar button Shortcut
Create a Macro Keyboard Shortcut
Create a Macro Custom Menu ltem
Remove a Macro Custom Menu ltem

Tasks

Automating Tasks

AMacro is arecording of a series of operations used within Word.

Applying macros within a document allows you to automate tasks within Word,
and almost any task done manuallyin Word can be recorded.

Macros, once recorded, can be started by using a keyboard shortcut, selecting a
toolbar button, selecting a menu command, or by opening the Macros dialog box
by choosing Tools > Macro > Macros from the main menu:

Macros H |
Macro name:
[rsert | Bum l
F
Skep Inko I
Edit I

8l active templates and docurments
-_—" - -—

E_.l

Descripkion:
Insert a pickure

FOR USE AT THE LICENSED SITE(S) ONLY
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Administering Macros

Macros allow you to speed up the work process, if a document contains a series

of actions which have to be done again and again, and will combine those actions
into one step within amacro.

Amacro is bestused in circumstances where identical operations will need to be
performed either within the same document, or in future documents.

Macros can be used to...

Apply formatting which is detailed and complex, like a mix of paragraph
formatting and fontstyles.

Automate a task which requires several repetitive steps, such as creating a mail
merge, setting a page setup, or even setting up custom printing.

Automate repetitive tasks within a long document created by other users, orin
a document imported from another application. The macro recorded can be set
to find and replace particular characters, apply complicated formatting, or even
remove specified paragraphs.

Apply commands from Word’s dialog boxes, such as turning a display feature
on or off, or quickly applying formatting.

Recording a Macro

From the main menu, choose Tools > Macro > Record New Macro to open the
Record Macro dialog box:

Record Macro

Macro name:
IMacru:ul

Assign macro bo

Toolbars @ kevboard

e AR
.ﬁ.II Documents {Nu:urmal -:Iu:ut]l -

Macra recorded 3,1'12,1'2[!03 by Melissa Breker

ik Cancel |

Eﬁ»

Name the macro in the Macro name field.
Select where to store the macro in the Store macro in area.
Click Close to close the dialog box.

The macro willimmediately begin recording, opening the Stop Recording dialog
box with the Stop and Pause commands available:

FOR USE AT THE LICENSED SITE(S) ONLY
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Stop Recording Pause Recarding

e |If you are not storing the macro in a toolbar or keyboard shortcut, simply select
OKin the Record Macro dialog box. The Stop Recording dialog boxwill open

and the macro will immediately begin recording.
e Everyactivity can and will be recorded in the macro, except using the mouse to

navigate or selecttext. Use the arrow keys to navigate a document while
recording a macro.

e However, anymenu actions or toolbar selections made bythe mouse will be
recorded.

e Proceed with the process to be recorded in the macro.

e Once done, click the Stop Recording button on the Stop Recording dialog box.

e This will close the dialog box.

e The macro will be saved with the document which it was created in, but only once
the document or template has been saved.

Editing a Macro

e Attimes, an errormay happen while a macro is running, and an error message
will appear saying what the problem might be:

Microzoft Yizual Basic

Rur-time error '$605"

This method or property is nok available because the object is emply.

To,simply/stop the'macro

¢ If you already know the problem, click End on the error message dialog boxand
the macro will stop running, and the document page will be returned to active.

e To look into the problem with the macro in more detail, click Debug in the error
message dialog boxto open the Microsoft Visual Basic Editor dialog box:

£ Miciozolt Visual Basic - Word_2003_advanced_manual_eur
Fie Edit Wiew [Insert Format Debug Run  Took  Add-ins  Window  Help

TREER= I ) AR R 7] E

FOR USE AT THE LICENSED SITE(S) ONLY
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£ Microzoft Yisual Basic - Normal [break]

- File Edt Wiew Insett  Format  Debug  Run Tools  Add-Ins  Window  Help Tvpe a guestion for help |+

F-H fEBRERMA o e, s HEHES 2O

= - . - % Normal - NewMacros [Code)
EI ﬁ Normal I(General) j IMacru? j
[ Microsoft b
=t -@ Modules End Sub j
; 3 3ub Macro6()
E| @ Project {Doc '
| E-[07 Microsaft b ' Macroé Macro
EI-& Reference: ' Macro recorded Z/6/02 by Meredyth Conn
: ﬁ Refers I
. ‘gﬁ Project (Wor Selection. TypeBackspace
Selection. TypeText Text:="darling'

End Sub

Sub Macro? i)

|

' Macro? Hacro

' Macro recorded Z/76/02 by Meredyth Conn

|

Selection.Font.Bold = wdTogogle
o> Selection.Cut I
End 3Sub
-

1 MIEEA H

e This dialog boxwill show the code which each command is listed as in the macro.

e The macrois in Break mode, so to resume the macro process, click the Reset
button in the Visual Basic Editor dialog boxtoolbar

OR from the Visual Basic Editor main menu, choose Run > Reset.

Toolbars and Menus

Creating a Macro Toolbar Button Shortcut

e From the main menu, choose Tools > Macro > Record New Macro to open the
Record Macro dialog box.

e Click Toolbars button to store the macro as a custom toolbar button:

l /|

Record Macro

ACFD NAame:

Macrol

E Toolbars I @ KE':-“t"I!'j

e This will open the Customize dialog box with the Commands tab active.

e From the Categories area on the left, select the required category where the
macro may be stored.

e From the Commands area on the right, click on the macro name, and drag it
onto a toolbar to store:

FOR USE AT THE LICENSED SITE(S) ONLY
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Cosomize G|

Toolbars — Commands | Options |

To add a command to a koolbar: select a cakegory and drag the
command out of this dialog box to a toolbar,

Categaties: Commands:

M ,535 Nar%NewMacms.Picture :I

Descripkion:

iavein:lr'-h:urmal j Eeybu:uard...l Close I

Once done, click Close to apply the shortcut and begin recording the macro.

Note: If you realise that you want create a keyboard shortcut rather than a
toolbar shortcut, click the Keyboard button at the bottom of the dialog box to
open the Customise Keyboard dialog box.

Creating a Macro Keyboard Shortcut

From the main menu, choose Tools > Macro > Record New Macro to open the

Record Macro dialog box.
Click Keyboard button to store the macro as a keyboard shortcut:

Record Macro

This will open the Customize Keyboard dialog box.

From the Categories area on the left, select the required category where the
macro may be stored.

From the Commands area on the right, select the required macro.

Enter the desired keyboard sequence in the Press new shortcut key field.
(Example: Alt + Ctrl + H key combination):
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Cusztomize Keyboard [ x| |
Specify a command

Zakeqories: Commands:

Macros ;I rotmnal. MewMacros, Macral

E= E=
Specify kevboard sequence
Current keys: Press new shortcuk key:
o] Jaiecrr+H
=
Currently assigned bo: [unassigned]
Save changes in; Ir'-.lcurmal j

Descripkion

Assign I Remove | Reset Alll.. | Close |

Note: Make sure that your new shortcut keyis not Currently assigned to
something else.

Once done, click Close to apply the shortcut and begin recording the macro.

Creating a Macro Custom Menu Item

From the main menu, choose Tools > Macro > Record New Macro to open the
Record Macro dialog box.

Click Toolbars button to store the macro as a custom toolbar button.
This will open the Customize dialog box with.the Commands tab active,

From'the Categories area on the left, selectthe required category where the
macro may he stored.

Fromythe Commands area on the right, click onithe' macro name, and drag it
onto the menutowhich itwill be added, this will also open that menu. (Example:
Drag the macro to the Format menu):
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Cuztomize

Toolbars  Commands | Dptions I

To add a command ko a toolbar: select a category and drag the
command aut af this dialog box ko a toolbar,

Cateqoties: Commands:

= Mormal, MewMacros, Macrod ;I
(]

e Drag the macro down the menu listto where it will be inserted. (Example: Drag
the macro under the Borders and Shading menu item):

Format | Tools Table Window  Hel

A Font...

Paragraph. ..
:=  Bullets and Mumbering. ..

Borders and Shading. ..

EE  Columns... ﬁ

¢ Release the mouse button, and the macro will appear on the menu:

Format | Tools  Table ‘Window He

Fonk...

Paragraph. ..

=

:=  Bullets and Humbering. ..

—

Borders and Shading. ..

Marrnal MewMacras, Macra3 [

Columns. ..

e To editthe macro name in the menu, immediately after placing the macro in the
menu, right click on the command to open the Name dialog box.

Removing a Macro Custom/Menu ltem

e Toremove thesmacro which has been placed in amenu, you must resetthe
original settings for that menu.

e From the'main menu,choose Tools > Customize to open the'Customize dialog
box.

e Right-click on the menu and select Reset from the context menu:

| Formak | Tonls  Tahle  Window

N | 4B Reset
L | ‘RS‘
Delete
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e The macro is now removed from the menu:

Formak iIu:u:uIs Table ‘Window  Hel

Fonk...

Paragraph. ..

i e

Bullets and MNumbering. ..

Borders and Shading. ..

EE  Columns... L}\

Review Questions

How would you:

e Automate Tasks?

e Administer Macros?

e Record a Macro?

e Edita Macro?

e Create a Macro Toolbar button Shortcut?
e Create a Macro Keyboard Shortcut?

e Create a Macro Custom Menu ltem?

e Remowve a Macro Custom Menu Iltem?

SAMPLE
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References

When you have completed this learning module you will have seen how to:
e Reference Document Information

e Insert Bookmarks

e Use Footnotes and Endnotes

e Insert Footnotes

e Insert Endnotes

e Add Captions

e Create Cross-References

Document Information

Referencing Document Information

e The Reference Document field in Word allows you to refer to a table of contents
in another document from within a current document.

e Open the document into which you want to insert the referenced document table
of contents.

e Setan insertion point where the referenced table of contents will be placed.
e From the main menu, choose Insert > Feld to open the Feld dialog box.
e SelectRDin the Field names list:

Field K3
Please choose afield ———  Field propertiess —————  Field options
Cakegories: Filename;
||:||:||||:| j I [T Pathis relative to current doc
Savelate
Section ;I

—MF

Create an index, table of contents, table of figures, andfor
Field Codes | (04 I Zancel

Figld names:

MokeRef -
murmChars J
hurnPages
Py ords
Page
PaneRef
. Prink
PrintDate

Private

FeseMunm

kable of authaorities by using mulkiple docurments
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Enter the entire path and name of the document to be referenced in the
Filename field under the Feld properties area:

Field properties
Filename;
IC:'I,JJ EventsiLayout Info.dod]

L3

If the reference document path is the same as the current document, select the
Path is relative to current doc checkbox:

Field options

¥ Path is relative to current doc

b

This means that the referenced documentis either in the same folder as the
current document

OR in a subfolder which has the same steps as the current document.
Click OK.

In the current document, click the Show/Hide button to be able to see the
inserted Reference Document:

Memorandum§]|

] To: =+ Jack Brownq

. Frome— Jang Smithy

" CCI —+ [Click here-andtype narme]y
. Dates— December 10 20039

Re: - ' Our-Companynfo documenty
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Memorandum€|

To: —  Jack-Broenf]
CC:—

Fronn—s Jane -Srnith{]
Date:—s 200021

Re: = Cur-Coppany-mfs-doonmert |

Hi-Jack ]

I wrarted to touchbase with - mtenns ofthe-conpany mit -domument - There - ave soome - areas that
I"d-like youto kook-at,-especlalby the various -areas-of mfbnmationthat we " placmg-mthe plece, - We-
hae-some 1saes - intenns of plaring soene -maccess stories, or e ven custorne roormnest s, bt where ¥

T

From the main menu, choose Insert > Reference > Index and Tables to open
the Index and Tables dialog box.

Select the Table of Contents tab:

Index and Tables

Index  Table of Contents I Table of Figures | Table of Authorities I

Prink Prewview Web Preview

Heading 1. 1 i’ Heading 1 i’

Heading 2. ... 3 Heading 4
Heading 3 ... 5 Heading3
¥ show page numbers Iv lise hyperlinks instead of page numbers:

Iﬁ{ight align

options... | F_I
(a4 I Cancel |

llmnw lining Tu:n:ull:uar‘

Apply settings as required for the table of contents to be inserted.
Click OK.

The current document will now have the referenced table of contents placed
within it:
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HH Jack,

Toararited to tonach base writh o tenmes of the comiparg rdo doomred.  There aoe come areas that I° like o
to look at, especialby the fonmation that we're placing Tthe piece —tabie 4 look af the table of cortends
gerierated so far]

Inserting Bookmarks

e Inserting Bookmarks allows you to be able to move quickly through a long
document to specific points, without having to know the exact page number or
heading.

To insert abookmark

e Selectthe text to which the bookmark will be applied

OR click in an area in the document where the bookmark will be applied.

e From the main menu, choose Insert > Bookmark to open the Bookmark dialog
box:
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B ookmark
Bookmark name:
Imissiu:un skatement
-
H

..............

[ Hidden bookmarks
add I [elEete | (& 1] I

Close |

e Enter a name for the bookmark, with no more than 40 characters. Abookmark
name cannot have any spaces or punctuation except the underscore (_)
character.

e Click Add.

To find a bookmark

e From the main menu, choose Insert > Bookmark to open the Bookmark dialog
box.

e Selectthe bookmark to view and click the Go To button.

e The current document which is open behind the dialog box will alter to show the
bookmarked area

OR double-click on the page number at the bottom left of the document window:

[gage 2
(2 T|:||

o “Thiswill open the'Hind and Replace dialog boxmSelect the Go To tab.

e SelectBookmarkinthe Go towhat list, and select the required bookmark from
the.Enter bookmark hame drop-down menu:
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Find and Replace
Find I Replace G0 To |

Go ko what: Enter bookmark name:

Page
Section
Line

Carment
Fooknoke

Endnoke i
_I Preyinus | a0 Il:u,: I Close
bt

To view a bookmark

From the main menu, choose Tools > Options to open the Options dialog box.
Select the View tab.

Select the Bookmarks checkboxin the Show options area:

Wig General I Edit I Print | Save |
Shiow
¥ sStartup Task Pane W Smart tags v windows in Taskbar
V¥ Animated bext [ Eield codes
) j ¥ Horizontal scroll bar Field shading:
%tatgs bar ¥ “ertical scrall bar I'-.-'-.-'hen selected j
¥ ScreenTips [™ Picture placeholders

e Anybookmarks which are within the document will appear with a grey or black
bracket showing its location:

ﬂ Mission Statement

e The bracket should not print, but to be safe, deselectthe Bookmarks option
before printing.

To delete a bookmark

e From themain menu, choose Insert >'Bookmark to open the Bookmark dialog
box.

e Selectthe bookmark to be removed.
e Click Delete.
e Click Close.
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Footnotes and Endnotes

Using Footnotes and Endnotes

Adding Footnotes and Endnotes to a document allows you to provide extra
information on a topic, from source location, to extra details not necessarily in the

main body of the te xt.
Footnotes always appear at the bottom of the current page.
Endnotes always appear at the bottom of the last page of a document.

When inserting a footnote or endnote while the documentis in the Normal
view, the Note pane will open at the bottom of the document window:

Footnotes | Al Footrotes - ggsel
1 Enter information for reference.. il
t
]
]
K1 2
Draw ™ Autoshapes ™ x [] A 7 8 = \.‘ﬂ'g'ﬂ.'E:EEJJB
Page Sec 5 I Ln Col 35 RE EXT OWR Englsh(Us (O3 Y

This allows for easy editing of footnotes and endnotes.

When inserting a footnote or endnote while the documentis in the Print view,
the Note pane will not open. Footnotes and endnotes are simple editing on the
document page. Increase the Zoom percentage to make editing easier.

Inserting Footnotes

Place an insertion point in the sentence for which the footnote is being created,
and where the footnote mark will appear.

From the main menu, choose Insert > Reference > Footnote to open the
Footnote and Endnote dialog box:
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Footnote and Endnote
Lacation
* Footnates:; |Bottom of page 7]

" Endnotes: ['\XS IEnd of document: j

EanVErE . |

Farrnak

Mumber Farmat: |1 2,3,

Cuskom mark; I Symbal. .. |
Skart at: I 5

Mumbering: ICnntinuDus j

apply changes
Apply changesto:  [whole document >

Insert I Cancel | Gl |

e Selectthe Footnotes or Endnotes option in the Location area.
e Once done, click Insert

OR press the Alt + Ctrl + F key combination.

¢ Anote reference mark will be inserted with a number showing what number
footnote this is. Ifit is the first footnote, the number will be a “1”:

VEnter information for re ference..]:

e Thefootnote wilkbe placed at'the bottom of the page that the footnote is on, and
the cursor will also move there'for instant editing.

Inserting Endnotes

e Place an insertion pointin the sentence for which the endnote is being created,
and where the endnote mark will appear.

e Press the Alt + Ctrl + D key combination.

e Anote reference mark will be inserted as a lowercase letter showing which order
of endnotes this is. Ifitis the first endnote created, the mark will be a lowercase
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1Enter endnote information...|

EIEI i 4| |

e The endnote will be placed at the end of the document, on the last page, and the
cursor will also move there for instant editing.

Adding Captions
e Click and place an insertion point on the page where the caption will be inserted.

e From the main menu, choose Insert > Reference > Caption to open the
Caption dialog box:

Caption HE
Caption:
|Figure 1
Opkions
Label: |Figure j
Position: IBE|DW selected item j
Mew Label, ., | eletellahe | mumbering. .. |
.“DCEDUDI‘I... h @ Can. |

o Inthe Caption field, Figure 1 is the default option..Replace as required withya
different namegorany other piece of information that the caption will be
describing.

¢ “The Labeldrop-down'menu allows youto select altemate labeltemplates:
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Opkions
Label: Figure
Equation
Position:
Mew Label. .

If the needed label is not in the Label drop-down menu, click the New Label
button to open the New Label dialog box:

Mew Label

Label;

o

] | Cancel I

Simply type in a new name and click OK.
The new name will be inserted into the Label drop-down menu.

The Position drop-down menu allows you to select where the caption will be
placed in relation to the image, table or figure which itis describing:

Options
Label: IFigure j
Position; Below selected item

above selected item
Felow selecked jtem

Click the Numbering button to open the Caption Numbering dialog box:

Caption Humbering

Here you can select from the Format drop-down menu how the captions will be
automatically numbered:
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i i, i, ...
LILI, .

By selecting the Include chapter number checkbox, you can have chapter
heading numbers added to the caption, to link it more closely to the chapter itis
contained in.

Creating Cross-References

Cross referencing within a document allows you to locate relevant material

which may be connected through content, but not necessarily location, within a
document.

With the Cross-reference dialog box, even if references are set, and then editing
occurs and page numbering is altered, the dialog box will track and keep any
cross-referencing up to date.

From the main menu, choose Insert > Reference > Cross-reference to open the
Cross-reference dialog box:

Crozs-reference
Reference bype: Insert reference to;
INumbered item j IF‘aragraph number j

W Insert as hyperlink [ Include abovebelow
Faor which numbered ikem:

&

=

an — e 2
AR Al
With'the Cross=reference dialog box still open, click to place an insertion pointin
the document where the cross:reference will be placed.
Do not place a cross=reference with onginal information, onlywith areas"which
briefly mention the information. The cross-reference is to connect a brief mention
in one place to a longer explanation elsewhere in the document.

Add any text as required after the insertion point which will be connected to the
cross-reference. If directing to a page, enter see page.

In the Reference type drop-down menu, select the element which will be
referenced:
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Reference type;

Mumbered ikem

Mumbered irermn
Heading
Bookmark,
Foaktnote
Endnote
Equation
Figure:

Table

Alist of the various elements will appear in the For which heading view. If
Heading was selected in the Reference type menu, then all headings in the
document will appear in the For which heading view. One must be selected:

Crozs-reference
Reference bype: Insert reference to;
IHeading j IP.I:u:uve,l'I:uelnw j

W Insert as hyperlink ™ Include above/below
Faor which heading:
Ja&J Event Services: Who We Are

Seeing the Difference

Mission Skaternent
Skaff

Weddings
Birthdays
Corporate Events

Special Events ;I

Insert I Zancel |

From the Insert reference to drop-down menu, select the particular aspect of the
document element selected in Reference type which will be referenced. Note
that the Insert reference to options will be different for every selection from the
Reference type area:

reference tn:n-
Abovebelow
Heading kexk
Page,number

Heading nurmber
Heading number {no context)

Selecting the Insert as Hyperlink checkbox will allow a reader to simply click on
the cross-reference note to jump to the reference elsewhere in the document.
The Include above/below checkboxallows you to add the word “above” or
“below” within the cross-reference indicating that the cross-reference is being
placed before or after the text being referenced.

Word will automatically switch the words if the cross-reference or references text
is moved.
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e Once done, click Insert to place the cross-reference in the document.

Review Questions

How would you:

e Reference Document Information?
e Insert Bookmarks?

e Use Footnotes and Endnotes?

e Insert Footnotes?

¢ Insert Endnotes?

e Add Captions?

e Create Cross-References?

SAMPLE

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com




Page 39 - Word 2003 - Advanced Level Manual

Time Savers

When you have completed this learning module you will have seen how to:

Create a New Document using a Wizard
Insert Symbols

Insert Date or Time

Check Spelling and Grammar

Change a Word using the Thesaurus
Change the Set Language

Timesavers within Word

Creating a New Document Using a Wizard

Wizards are available for creating a Fax, a Letter, Envelopes, Mailing Labels, a
Memo, an Agenda, a Legal Pleading, a Calendar, a Resume and a Web Page.
Not all document wizards open the same wizard dialog box. For the letter wizard,
the Microsoft Help Assistant program will open, working through a basic layout
of the document.

To create a New Document using a Wizard

From the main menu, choose Fle > New to open the New Document pane.
Click On my computer to open the Templates dialog box.

Select an item tab for the document to be created.

Selecta Wizard for the document and click OK:
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Templates |
Publications I Repaorts | “Web Pages
Genetal I Legal Pleadings I Letters & Faxes I Mail Merge Memos I Other Documents
= | 2] [ =]
G ] = ==
= = = 2 — Preview
Conkemporary  Elegant Memo [QENRGE=g Professional
Mema [Mema

—iCreate Mew
f* Document ¢ Template

Templates on Office Online | o] I Cancel |

This will open the Wizard dialog box as well as a new document window:

Memo Wizard |

Memo Wizard

Style

This wizard creates a mero that 15 talored
Title to your preferences.

Heading Fields
Recipient
Closing Fields

Header/Footer

Finish

Every Wizard dialog box shows on the first page the steps which will be taken to
create the base for the new document. If a correction needs to be made a couple
of steps back, click on one of the boxes on the left of the dialog box, rather than
having to click the Back button multiple times.

Click the Next button to begin the first step of creating the document, and to
open the next Wizard page:
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Memo Wizard
Start Which style would you like?
Style *Professional " Contemporary  (” Elegant
Title
Mimombam
Heading Fields E :
Recipient
losing Fields
Header [Footer
Finish
@ | Zancel | < Back | Hext = | Einish

Every Wizard offers a selection of styles on which to base the new document.
Once done, click Next to open the next page:

Memo Wizard

par Do you want to include a title?
Skart

(" ¥es, Lse this bext:

& Mo, I'l use my own memo Form.

Style

Title

Heading Fields

Where on the page is the memo heading?
Recipienk "

Closing Fields

T Header/Footer
Finish

@ | Cancel | < Back | Mexk = L% Einish

The point of the Wizard is to offer generic samples of items, like titles, if you're
not sure of what to enter.

Once done, click Next to open the next page:
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Memo Wizard

Which header items do you want to include in
your memo?

Skart

Style W Date 207112003

Title W e |

Heading Fields W Subject |Summer Picnic

Recipient [ Priarity

Closing Fields

He:ader Footer

Finish

@| Zancel | < Back | Mext = | Finish

e Make selections as needed.
¢ Once done, click the Next button to open the next page:

Memo Wizard

Who should receive this memo?

&ddress Book... ‘

v To |Office List
Title

Heading Fields

[ Cc
Recipient
Clasing Fields
HeaderFooter U vran e page
utio
Finish
Cancel < Back fext = Einish

e Ifadocumentis being created for the purmpose of other recipients receiving it, the
Wizard has an area where you can not only manually enter names, but also

access your Address Book if using Outlook.
e Once done, click Next to open the next page:
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Memo Wizard

Sart Which closing items would you like?

Style IV wriber's initials: | |10

Title [ Twpist's initials:
Heading Fields [ Enclosures:

Recipient [ &ttachments

Closing Fields [%
Header/Footer

Firish

@| Zancel | < Back | Rlext = | Finish |

Also if the document is being created to be sent out to others, you can specify
any Closing names or Attachments.

Once done, click Next to open the next page:

Memo Wizard

Shart Which items would you like in the header after
e the first page?

Style [ Date!

Title [v Topic: |5ummer Ficnic

[ Page Mumber

Heading Fields

Recipienk
he foo for all

Closing Fields

Header /Footer

Finish

@| Zancel | < Back | Mext = | Einish

In some of the documents, Headers and Footers can also be set, from generic
samples within the Wizard dialog box.

Once done, click Next to open the next page:
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Memo Wizard
Skart

Style

Title

Memo Wizard

Recipient Thoze are all the answers the wizard
needs to create your memo ! Chek

Closing Fields Firush to view the document.

Headet/Footer

Finish

O

@l Zancel | < Back | [dEmh = |

If this is the final Wizard page, it will display that all information has been
entered to create the base of the new document.

Click Hnish to close the Wizard, and create the document in the new document
window:

- Date: —+ 20/11/20037]
I' . To: + [ Clickhergandtype names 19
- et v [Clckheresanttype names ]9

- RE: + SurmmerPignich|

[Ghick here and typeyourmama-text 4
I'l
| L] 'T

At this point, the Microsoft Help Assistant will appear (if it has already been
activated), to guide you through the remainder of the document creation, as well
as help you in editing any information entered within the Wizard.
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Inserting a Symbol
e Place the cursor on the document and click to create an insertion point for the
needed symbol or character to be added.

e From the main menu, choose Insert > Symbol to open the Symbol dialog box:

Symbol

Svmbols | Special Characters |

Fonk: Il{nu:urmal kexk) ;I Subset: ICurrenc';.f Symbals j
I _ @ = i # EE e . ~|— : » L ﬂﬂﬂ
IERRNNEEEEE R <
No|™M[ Qe |4 ]35] v 36 ] 35 % [ 1 [
TIOIATIIZ =/ - | Vo] ] 7| = e

Recently used symbols:

ELRC SIGH Character code: IZIIIF'.C From: ILIniu:u:u:Ie (hex) j
AuktoCorrect, .. | Shortcut Key. .. | Shortcut kew: Alt+Ckrl+E

Insert I Zancel

|

e The Font drop-down menu allows you to alter the font of the symbols listed in the
dialog box. This allows you to view the symbols before inserting them into the

document.
e The Subset dialog box allows you to navigate quickly through the various
symbols, without having to scroll:

' [Currency Semibols

Spacing Modifier Letters
Basic Greek

Cyrillic

Latin Extended Additional
aeneral Punchuation
|Superseripts and Subscripts

e Underthe main symbols listis the Recently used symbols area:

Recently used syml:u:uls:[\r‘

€ £ |¥|O|® ™ +|#

IA
v
I
X
8
—
o
g
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This area will store up to 16 symbols last used, allowing you easy access without
having to search for a symbol ifitis frequently used.

At the bottom of the Symbols dialog box, between the Recently used symbols
area and the AutoCorrect button, there is an area which will describe a selected
symbol:

ELIRCr STGH

£|€|¥

COPYRIGHT 3IGMN

Note: A very useful tool, if a description will be required at a later point.

The AutoCorrect button will allow you to open the AutoCorrect dialog box,
where adjustments can be made to any autocorrect settings, or words:

AutoCormrect: English [U_K_] |

AutoCorreck |

V¥ show AutoCorrect Options butkons

IV Correct TWo IMitial Capitals Exceptions. .. |

Iw Capitalize firsk lekker of sentences

I Capitalize First letter of table cells
¥ Capitalize names of days
¥ Caorrect accidental usage of caPS LOCK key

—F—Replace text as yvou type
Replace; With: " Plain text {* Formatted text

[elete

Cancel

Once a symbol has been selected for insertion, click Insert.
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End of the preview sample

J CHELTENHAM

This sample is approximately half of the full course. Please see the table of contents
at the beginning of this document to see the full list of topics covered in the full
course.

To purchase the rights to use the full training manuals at your training centre please
see our web site at:

http:/MWwww.cctglobal.com

A courseware licence allows you to make unlimited copies for use at your training
centre.
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