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TUTOR SETUP INFORMATION

Please copy the samplefiles into the My Documentsfolder
© 1995-2010 Cheltenham Courseware Pty. Ltd.
All trademarks acknowledged. E&OE.

No part of this document may be copied without written pemission from Cheltenham Courseware unless
produced under the terms of a courseware site license agreement with Cheltenham Courseware.

All reasonable precautions have been taken in the preparation of this documernt, including both technical and
non-technical prodfing. Cheltenham Courseware and all staff assume no responsibility for any errors or
omissions. No warranties are made, expressed or implied with regard to these notes. Cheltenham Courseware
shall not be responsiblefor any direct, incidental or consequential damages arising from the use of any material
contained in this documernt. If you find any errors in these training modules, please inform Cheltenham
Courseware. Whilst every effort is made to eradicate ty ping or technical mistakes, we apologisefor any errors
you may detect. All courses are updated on aregular basis, so your feedback is both valued by us and will help
us to maintain the highest possible standards.

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
FOR TRAINING, SAMPLE, or similar, then it cannot be used as part of a training course, and is made available
purely for content and style review. This is to givey ou the opportunity to preview our courseware, prior to making
a purchasing decision. Samplev ersions may not be re-sold to a third party.

For currentlicenseinformation
This document may only be used under the terms 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

Contact Inform ation

Australia / Asia Pacific / Europe (ex. UK) / Rest of the World
Email: info@cheltenhamcourseware.com.au

Web: www.cheltenhamcourseware.com.au

USA/ Canada
Email: info@cheltenhamcourseware.com
Web: www.cheltenhamcourseware.com

UK
Email: info@cctglobal.com
Web: www.cctglobal.com
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Field Codes & Fill-in Forms

What are Word Field codes?

o A Microsoft Word field is a special type of object that you can insert into a
Microsoft Word document that can be updated. For instance, you could insert
a date field into a letter template that could automatically update to show
today’s date when you print the letter. There are many examples of fields
within Microsoft Word, some of which you use without even realising that
they are fields. For instance, if you insert automatic page numbering into a
Microsoft Word document, this in fact uses a Microsoft Word field to
automatically renumber the document as you add or delete pages.

Inserting a field code

e Open a document called Fields. Click to the right of the text ‘Today’s Date’.
Click on the Insert tab. Within the Text group, click on the Quick Parts
button. Finally click on the Field command.

Irisért Page Layout References Mailings Bléwiew ity Déveloger

e ElRl X =, Hypemnk d o 5 Yy |J Quikk Parls * || g Signsture Line ~ T Bqu
— =) od . \:‘ u AE: Bocamark ] . o u M Document Property r
Table Fiilure  Clip  Shaped SsartArl Charl Header Fooler Page Tesk P

- Art - 12 Cross-reference - Humber= | Box- b=l Field.
|:I:\|¢$. I Dlssteatedng Links Hesder & Footer u EU -illllij Blacks ':lruﬂl'lli!l . dl

s ————— Wi iiie iH Ll B et More an Office Cniline...
e You will see the Field dialog box displayed. Select the Date field as
illustrated.

Field ?X
Flease choose a field Field properties Field options

f;_fntegories: Diate Formats: ) [ Use the HijrifLunar calendar

[ (ally vi |

_Id_ : — [] Insert the date in last used Format From

Field names: Insert tab

| Author

|

futohum [ Use the Saka Era calendar

ButahiumLal

| AutkghltimOut

| AutoTes

| AutoTextList
\EarCode

a7
07:46:36

| DocProperky
| DocYatiable

""""""" — — | Preserve Formatting during updates

Description:
Today's date

) ==

You can select the desired format using the Date formats section of the
dialog box. Click on the OK button to insert the field.
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Use the same technique to insert the current time into the document.
Choose a time format that includes seconds, as illustrated.

Field @@

Please choose & field Field properties Field options

Cakegories: Drate Formats:

| (aln w | HH:mm:ss

Field names: 15/01 /2007

e — Monday, 15 January 2007

| ZEctinnPages & 15 Jaruary 2007

{5eq 15/01/07

i 2007-01-15

| SHipL 15-Jan-07

| StyleRef 15.01.2007

| Subject 15IJanl P Mo field options available For this field

{ Symbol 15 January 2007

|TA January 07

[TC ; Jan-07

E— || |30l 0758

= 15/01/2007 07:58:15

| Tikle :

| 7158 AM

108 7:58:15 AM

e 07:58

|Userfddress

| Userlnitials

| UserMame -

|%E | |

T - L Preserve Formatting during updates
Description:

The current time
Field Codes [ [0]4 | ’ Cancel J

When you click on the OK button the time will be inserted, but you will notice

that the time is not automatically updated on your screen.

Updating fields

Select the time field and press the F9 key. The F9 key is the Update key.
You will see that each time you press the F9 key the field is updated to the
current time. Make a note of the current time as displayed on the screen.
Try printing the document. You should find that the printed version has been
automatically updated as normally Microsoft Word will automatically update

fields when you print a document.

Editing and deleting fields

Righticlick/over the Date field within your document. From the popup menu

displayed; click'on the Edit Field command.

|: _” Upl‘ BE i
Today’s Date:‘ﬂ:&.-’[):?.-’ 7 |

Current Time: 05:03:21 -+

[ Paste

=F  Update Field
Edit Field...

Toggle Field Codes
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e You will see the Field dialog box displayed. Select a different format and
click on the OK button to apply your change.

Field ?X
Flease choose a field Field properties Field options

Categories: ) Date f_ormats: 3 [ Use the HijrifLunar calendar

| Cally | ldd,l'MM,l'yyw HH:mrm:ss | .

Eoid e, 03/0z/z2007 : [ 1nsert the date in last used Format from Insert kab

[auth | Saturday, 03 February 2007

i,c.,ut Er 2 03 February 2007 [ Use the Saka Era calendar

g0 03{02/07

| ukamunnLal 2007-02-03

| dutoMurOut 3-Feh-07

| AutoTexdt 013.02.2007

| AuboTextList 03 Feb, 07

ég;?:rliigf‘:phy 3 February 2007

|Bicioutline el

Feb-07

| Cikation

| Comments

| Campare

| CreateDate

| Database

|C1ate

| DocProperty

| Dockariable

[EditTime 2|

5:06:16 AM
05:06
05:0e:16

Preserve formatting during updates

Description:
Today's date

Field Codes ’ oK ][ Cancel ‘

e To delete a field select the field and press the Del key. Try deleting the date
field. Click on the Undo icon to reverse this deletion.

Locking or unlocking fields

¢ Fields can be locked so that they do not update until the field is unlocked.
Select the Time field within your document and press the F9 key to see it
update to the latest time.

e Select the time field within your document and press CTRL+F11. This will
lock the contents. Try selecting the time field and pressing the FO key. You
should find that the field is no longer updated.

e Unlock the time field by pressing CTRL+SHIFT+F11. You should now be
able to update the field by selecting it and pressing the F9 key.

Displaying thefield codes rather that the/effect ofa field

o “When you jnsert a field, you see the effect ofsthat field not the field code
itself. \Sometimes it is useful to see the actually field code within your
document. Press Ctrl+A to select everything within your document. Press

Alt+F9 ~You will now see the‘actualfield‘codes, similar‘to those"illustrated
below.

Today’s Date: { DATE " MERGEFORMAT }

Current Time: { TIME @ "HH:mm:ss" \* MERGEFORMAT }

e Press Alt+F9 again to toggle back to seeing the effect of your field codes.
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Converting fields to text

You can permanently convert a field code to text. To do this, press Ctrl+A to
select everything in your document. Press Ctrl+Shift+F9.

Press Alt+9 and you will see that your document no longer contains any
field codes.

Use the Undo icon to undo this conversion. Save your changes and close the
document.

Forms

What are fill-in forms?

You can create a document that acts as an online fill-in form. This fill-in form
looks just like the sort of printed forms that you use in daily life, but it has
the advantage that the data can be typed directly into the document.
Normally you create forms for others to use.

Also the document can be protected so that the text within the form cannot
be accidentally deleted or edited.

TIP: Pressing the Tab key within a fill-in form will jJump to the next fill-in
field within the form.

Creating and editing a form

Open a document called Online Form.

We need to display the Developer tab. If thisis not already displayed, click
on the Microsoft Office button, and then click on the Word Options button
displayed at the bottom of the drop down menu displayed.

] Word Options | | Exit Word

If'necessary click on the Popular option and then click to select the Show
Developer tab'in Ribbon.

B ! D y F
- I Ij% Change the mast po;.ar optiéns in Word.

Display
Proofing Topoptions for working with Ward
Save Show Mini Toolbar on selection '

Enable Live Preview (i

Advanced . .
iShow Developer tab in the Ribbon:

Click on the OK button and you will now see that an extra tab is displayed at
the top of your screen, called Developer.

FOR USE AT THE LICENCED SITE(S) ONLY
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(O1a) H9-8 )¢ Document2 - Microsoft Word

| Home | Insert Page Layout References Mailings Review View | Developer

e Clicking on the Developer tab will display new commands and options.
e Click to the right of the text ‘First name’. Click on the Text control, located
within the Controls group.

k!

(D:, \ H9-0 - or
Ciad
Hame Insert Page Layout References Mailings
. m— =] Record Macra Ail i‘g"ai I;I ﬁ g Design Made
= =3 1@ Pause Recarding - 3" Properties
Visual Macros =F ! il 4
Bkt i\ Macro Security ‘ EHE E = | 18] Group -

EDnE

Cantrols

You will see the control inserted into your document as illustrated.

First namd ;| Click here to enter text.‘

¢ Click to the right of the text ‘Second name’ and repeat this procedure to
insert another Text control.

e Click to the right of the text ‘Date you wish the subscription to start’ and
click on the Date Picker control.

Aa Aa I;l E MDesign Made
Z5r Properties

‘Lﬁlﬁ 8 | 18 Group ‘

Controls

You will see the following control is inserted into your document.

nter
a r month
o List contr

You will see the following control is inserted into your document.

2 Properties

‘[]E E @v EGroup

Controls

FOR USE AT THE LICENCED SITE(S) ONLY
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Do you want a 6, 12 or 24 month subscriptionl | Choose an item.‘v ‘

o Click to the right of the text ‘“Your contact details’. Click on the Text
control, located within the Controls group.

Your contact detail }| Click here to enter text.

¢ We have inserted the basic control fields, next we need to edit and format
these fields.

Editing and formatting fill-in form fields

e Click on the form control field which relates to the length of subscription
required. Click on the Properties button.

Oﬂqu:

Hame Insert Page Layout References Mailings

M Design Made

. ] Record Macro A I;I E
— =22 i@ Pause Recarding |f Properties |
Visual Macros - -
Basic _ﬁ Macro Security EE g ﬁ E}% % Group ~
' Code | | Controls

This will display the Properties dialog box for that form control.

Content Control Properties

General
Title: || |

Tag: | |
[] use a style to format contents

¢ We need to insert options for a 6 month, 12 month or 24 month
subscription renewal. To do this click on the Add button. The Add Choice

FOR USE AT THE LICENCED SITE(S) ONLY
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dialog box is displayed. Type in 6 Months.

Add Choice

Display Mame: |E Months

Value: |E Months

| ok

e Press the OK button. You will see the 6 Months option stored as illustrated.

Drop-Down List Properties
Display Mame Value
Choose an item. )
& Months & Months =
[ oK ] [ Cancel ]

Click on the Add button and add the 12 Months option.
Finally add the 24 Months option. The dialog box will look like this.

Drop-Down List Properties
Display Name Value
Choose an item, N
& Months & Months -
12 Months 12 Months Remaove
24 Months 24 Months -

to delete

field.

Protecting a fill-in form
Click on the Protect Document icon and from the drop down list, select the

Restrict Formatting and Editing command.

FOR USE AT THE LICENCED SITE(S) ONLY
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Jmkedoo - hicrosoit Word

(Cmy E -0
o
Heme ITmel Page Layuul Reference Faslingi Review Wiew Cevelupen

ﬂ Eﬂm:mnu-uu A ds = 8 L Ueisyn Moite E ﬁ:::,.-_p... ;a F‘_J] @L

_i-IU".l'JII Rregeding = — 5 reprtien . i
:I:l:; Lo I\ Mauro Sevurity HY H Hﬁ '*:.' E;n.uu ﬁ Erxpamiun Facks | gml * ':::T-I'l-:t umm
| Code Cembialy | AML | Restrict Revirwing Optians
.-I-.'J R R ‘E“-h-"l 3 R 4._5' R L;I I:'I i IGW Festnr Formarting and Faning
X BRI T
Restrict Permisson

[¥ | Unrestrcted Accest
B kit Aeeess

Kanage Credentialy

=]

¢ You will see options displayed at the side of your screen.

Restrict Formatting and Editi = x
1. Formatting restrictions

(] Limit Formatting to & selection of
styles

Settings. ..
2. Editing restrictions

] Allows only this bype of editing in
the docurment:

Mo changes (Read only)

3. start enforcement

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

later)
‘Wes, Start Enforcing Protection

Click on the second tick box relating to Editing Restrictions. Additional
options will be displayed. Click on the down arrow and select Filling in

forms.

2. Editing restrictions

Al only this type of editing in
the docurnent:

Mo changes (Read only) .|
acked changes

1 Forms
anges |Read

e Click on the Yes, Start Enforcement Protection button.

3. Start enforcement

Are you ready to apply these
setkingsy (You can burn therm of f

later)
[ ‘fes, Stark Enforcing Protection J

FOR USE AT THE LICENCED SITE(S) ONLY
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The Start Enforcing Protection dialog box will be displayed. Enter your
password as directed (in this case use the password Secret)

Protection method

%) Password

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

Enter new password {opkional’: ||

Reenter password to confirm:

) User authentication

(Authenticaked awners can remaove document prokection, The
document is encrypted and Restricted Access is enabled, )

i l [ Cancel

NOTE: In real life use a mixture of letters and numbers for your passwords.
Do not use common names as these may be insecure.

Click on the OK button.
Save your document and close the document.

Re-open a document called Online Form.
You will find that the form is now protected and that you can add data to the

form via the fill-in fields, but you cannot edit the other data within the
document.

Enter data into your form using the fill-in fields (just make up the details).

Save your document at a document called My Online Form. Close the
document.

FOR USE AT THE LICENCED SITE(S) ONLY
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Linking and Embedding

Linking and embedding objects

You can easily select objects created in other applications, (such as a chart
created in Microsoft Excel), and then paste those objects into a Microsoft
Word document. If you embed an object then the embedded copy is
normally independent of the original data. In the case of an embedded chart,
this means that changes made to the data within Microsoft Excel will not
necessarily be automatically updated within the Microsoft Word document.

Linking objects is slightly different. In this case the linked object within a
Microsoft document will be updated to reflect changes made to the original
data within the Microsoft Excel workbook.

Embedding an Excel chart

Start Excel and open a workbook within Excel called Chart and Data. This
worksheet contains some basic numbers which are used to display a chart
within the worksheet. Click once on the chart to select it and then press
Ctrl+C to copy the chart to the Clipboard.

Sales

e

W Eat

Solth

o Marth

Switch back to Microsoft Word (or if necessary start the Microsoft Word
program). Open a Microsoft Word file called Embedding. Click whereyou
wish“to embed the chartand then jpress Citrl+V to paste the chart into the
document. /The chart will be displayed within the document.

You'can dragsthe: chart within the document to the desired location within the
document.

Save and close the Word document.

Switch back to your Excel workbook. The numbers used to generate the
chart look like this.

FOR USE AT THE LICENCED SITE(S) ONLY
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A B C
1
2 Region Sales
3 West 23
4 East 24
5 South 29
6 MNorth 41

¢ Change the Sales figures for the West region from 23 to 15. Notice that
the chart within Excel changes as soon as you type in the numbers and press
the Enter key.

¢ Change the figures for the East region from 54 to 8. Again the chart will be
modified as soon as you press the Enter key.

¢ Switch back to Microsoft Word (or if necessary start the Microsoft Word
program). Re-open the Microsoft Word file called Embedding. You will see
that the embedded chart has not been updated within Microsoft Word.

Formatting an embedded worksheet within a document

¢ Click once on the embedded chart within your Microsoft Word document. You
will notice that a Chart Tools tab is displayed on your screen.

i Chart Tools

View Developer Design Layout Farmat

¢ Double click on the chart and you will see the following chart tools displayed.

I'll'_l‘. d - ¥ Cham aad Cataalcs - Microsal Bl Draif Tech R
‘—--”'I Hams et Page Ligaid Frimmas Ihata Eraen e {beunttpen fiwisyn [T i - X

artreee o0/l OO

Chail Trge Templade | RawColumn Dada
Tyt Cata A Lapan Cnars Sryies Lzamion

options within t Layout group.
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e Experiment with using the options in the Chart Styles group. An example is
shown below.

Sales
- B
A

Y

e Clicking on the Change Chart Type group will display the Change Chart
Type dialog box allowing you to use a different type of chart.

Change Chart Type

2

[ Templates mn |

2
=

i M LTI
=x | U0 L ) A
< | o] ) 8] 04] b
I EEEEE
e -
[ose renpies.. ] _setasoefatchrt | C e

An example is illustrated below. Experiment with using different chart types.

Editing an embedded object

¢ Remember that the embedded chart in the Microsoft Word document is not
linked to the original data within Excel, so if you need to edit the data used to
produce the chart, then you need to edit the data within Excel. Click on the

FOR USE AT THE LICENCED SITE(S) ONLY
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Edit Data button within Microsoft Word.

(a N [ S I Embeddi
it | —
Home Insert Page Layout References

o @ TR

Change  Save As Switch Select | Edit' |Refresh
| Chart Type Template | Row/Column Data Data Data
| Typ= I Data J

e The screen will change so that the Microsoft Word document and the Excel
workbook are displayed side by side.

I BN R i Crh Taat - Ir'ni“lul-b R gl et R - ™ W
I v | W | bt | bt | B b | B Tirsgn | it | Wt | |5 et e i B | B | e B Bebiie | Lyt | Pt W T W
- = R =
3w T Dak e W W A e o
Crumgs lawds etk Gewd | WM Retweh | S Crura Chamge e i Sems  dewd T Gk A
Bk Tpe oty | Bimiiiees Oy DSl DHs  bmesit Byt Pt g Semiinly | Bem e Doy bt Lo
s [ P e i R
SRR | BN T INEE EXIT - Chiart | - i - ol
I " il B i ¥ [ i
1
s B T
Ernbedding an Excel Chart into s Word : ;u“_" w
| {
Pilaian i bl Then s woad e Cili i pase the © Ll [honh n
el bam pdnp b, Pl bl d L] Sth —
?
L]
Sales » -
- L1 L]
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e Change the data within Excel. Change the sales figure for the West region to
5 and then change the sales figures for the East region to 5.

e Click on the Microsoft Word document and click on the Refresh Data button.
The chart within the Microsoft Word document will be updated, as illustrated.

SAMPLE
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e Save and close all open documents

Linking an Excel chart to a Microsoft Word document
e Open a document called Linking an Excel Chart.

e Start Microsoft Excel. Open a workbook within Excel called Linking (this file
is contained in your sample files folder and you will need to navigate to that
folder and then open this file).

e Your Excel worksheet will look like this.

;i:_h e s Linkang.risx - Microsoft Excel — R
-~ [T Insel  Pagelsyeit  Formul  Data  Review  View  Dewelopes - x
B AW ; eneiat S ) 3ot - | E -
1 (I N T o T g 2 RS BT Pl
Ny | d| (W | A e e S| S| 2 o 2
||Cipbeara = Font = Aligrmsnt = Munibes = shiet Calts Editing |
L~ ~ Q] sales for 206 x
[ T c o E F G h 1 i K L M N
1 [sales for 2006
2
a Month Value of sales
4 January 129,285
February
March
April
May

June

S value of sales

SRS

September
December

1B

12

0

21

22

23

24

5

i | 1
M a0 n Shest1, Sheetz . Sheotd 73 .
Ready | 7] | R ) +

e Click once on the chart border, within the Excel workbook. The entire chart
should now be selected and look like the illustration below.
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I f
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e Press Ctrl+C to copy the chart to the Clipboard.

e Switch back to your Microsoft Word document. Click within this document at
the location where you wish to insert the chart.

e Within your Microsoft Word document, click on the Home Tab and then click
on the Office Button. From the drop down menu displayed, select the
Paste Special command.

H9-0)¢
| Home | Insert i
=]
LI ] Iﬁ Arial
__——_HAQ| | o=
[ Pa,ﬂe J ||| B I U-4d
\_i_ﬂg Paste
E!IE Paste Special...
. T
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Paste Special

Source:  Microsoft Office Excel Chart
Cri\Documents and SettingsiDavid MurrayiDeskkopl 2007y evel 3 workbo. ..

As:

Microsoft Office Excel Chart Object [ isplay as icon
Picture (Windows Metafile)
* | Bitmap

Microsoft Office Graphic Object

Result

Insetts the contents of the Clipboard as a picture.

-
@ Paste Link creates a shartcut o the source file, Changes to the source file will be reflected
in your document,

[ K J ’ Cancel ]

Switch back to the Excel workbook and modify some of the data used to

create the chart within the Excel workbook. The chart displayed within Excel
will change.

Switch back to your Word document and you will see that the chart displayed
within your Word document has also been updated.

NOTE: If the chart within your Microsoft Word document has not been
updated, select it and press the F9 (Windows Update) key.

Save your changes and close all open files.

Using the ‘Insert Chart' command

You can create a chart within a Microsoft Word document using the Insert
Chart command. You can edit the data to create this chart and format the
charts using a range of advanced techniques.

Open a document called Insert Chart.
Click with the document at the location where you wish to insert the chart.

Click on the Insert tab and from within the lllustrations group, click on the
Charticon.

Tables || Iustrations

The Insert Chart dialog is displayed.
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Insert Chart

i
=
[

14 Templates

|

FE &=

Line

_ s3] 99 4
] 4]

b=

Bar

Area

ket
&
E
A

XY (Scatter)

=
=& E

fl Stock

Surface

el = =

Bubble

Radar Pie

|

A o | ol AR | an | ol vl
[ManageTempﬂates...] [getasDeﬁ:uItChartJ L OK J [ Cancel ]

B 2 @ &

¢ Click on the OK button to select the default chart type and you will see the
following window displayed.

o) H - Chart in Microsoft Office Word - Microsoft Excel -
- | HE| Insert Page Layout Farmulas Data Review View Developer @ - X
L'??—_" 4 | calibri N R == EHGE‘EEIL = i_E | Gemsert - | = - ﬁ [% |
| Paste + = |§;Y—%—’ ISi]rlrs .?de - Sart & Find &
S || I.|._- :'[‘Hl (7% || (RiFormat~ || &~ Fiiter~ Select >
Clipboard & || | Alignment = | Number | Cels | Editing |
A6 £
_."]A|BiCiD'EiFiGiHiIiJiKi
_i' ‘Series1 |Series2  Series3
2 |Category 1 4.3 2.4 2
3 |Category 2 2.5 4.4 2
4 |Category 3 3.5 1.8 3
| 5 |Category 4 4.5 2.8 5, 1
I3 ] |
L7
|85 To resize chart data range, drag lower right corner of range.

the Ch i ft Offi o ndiyou will se
displayed wi ent.
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B Seerines 1
B Series 2

H5Series 3

Category 1 Category 2 Category 3 Category 4

To edit this data, right click over the chart and from the popup menu
displayed, click on the Edit Data command.

5

I
Delete

Reset to Match Style

&
ﬁ Change Series Chart Type...
(& Edit Data..
)| 3-D Rotation...

Add Data Labels

Add Trendline...

% Format Data Series...

Category 1 Category 2 Category 3 Category 4

PLE
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This will display the data in a window.

A | B | C D
1 REGION 2005 2006 2007
2 North 1 5 9
3 South 2 6 10
4 East 3 7 11
5 West 4 8

© 1995-2010 Chektenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com



Word 2007 Advanced - Page 23

e Close the data window and the charts will be updated, as illustrated.

JJJI

Morth East West

u200%

e You can use the Chart Styles section to enhance the look of your chart.
Click on the down arrow (more) to display a range of options from which to
select.

Imhl bl bl I|'- il hd b
booh hedk hodk hedd bodd oo bood ko
bk bk bl bl hd bl hd kd
TETHETHET AT T TN
b bl bl bd bd bd b b

e In the example shown we have selected from one of the options in the
bottom row of choices.

e Save your changes and close the document.
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References Options

Table of Contents

Microsoft Word can easily create a Table of Contents for your document. This
table of contents can be updated to reflect changes that you make to your

document, such as inserting or deleting pages, and the page numbering
within the table of contents will be updated for you. If you delete sections of

text that contain a header item, this too can be reflected in an updated table
of contents in your document.
The easiest way to make use of a Table of Contents is to use header styles
within your document, marking each important element with a header style,
such as H1, H2 or H3 styles.

Creating a Table of Contents

Open a document called Table of contents. If you examine the document
carefully, you will see that each title within the document has been marked
using header styles.

NOTE: If you wanted to mark a section of text using a header style, click
within the text that you wish to mark as a header. Then you would click on
the Home tab select the required style from the Styles section as illustrated.

AaBbCcDe|| AaBbCcDe AaBbCi AaBbCc
Heading 1

T Normal | T Mo Spaci... Heading 2 =

As you can see there is currently no table of contents within the document.
To add a Table of Contents, click within the first page at the location where
you wish to insert the table.

Click on the References tab and then click on the Table of Contents
section. Click on the Insert Table of Contents command.

> CIRAE |
i
- Home ’15 Page

Text =

lnserfﬁ”hle of Contents... —

II E:‘n Remove Table of Contents L

The Table of Contents dialog box will be displayed, as illustrated.
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Table of Contents

Table of Figures | Tabls of Authorities

Print Preview eh Preview
Heading 1. 1 | | |Heading 1 ~
Heading2. ... ... ... 3= Heading 2 =
Heading3 ... 5 Heading 3

|
|

Show page numbers Use hyperlinks instead of page numbers
Right align page numbers

Tab leader: | ....... A |

General

Formats: From kemplate A

Show levels: |3 &

[thions... ] [ Modify. . ]

L oK JI_ Cancel ]

You can use a different tab leader by clicking on the down arrow to the right
of the Tab leader section within the dialog box. Select any format you wish.

Tab leader: |....... F

General - [-------

Farmats:

You can select a format of your choice by clicking on the down arrow to the

right of the General section within the dialog box. In this case select the
Formal format option.

General

Farmats: From template F

e OK bu d the"Table'of Contents will

illustrated.

You may see small right pointing arrow shapes. These are tab characters;

while they may be visible on the screen, they will not be visible when you
print the document.

FOR USE AT THE LICENCED SITE(S) ONLY

© 1995-2010 Chektenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com



Word 2007 Advanced - Page 26

PROOFING AND UPLOADING ..coveuiiiiianmsnsesns s s ssnsssnsnans RSN RRRAR 1

ALWAYS PROOF DOCUMENTS BEFORE PUBLICATIOMN ... e e e . 1
SPELL CHECKING INDIVIDUAL PAGES ...

SPELL CHECKING YOUR ENTIREWEB......
CHECKING LINKS AND PAGE FILE SIZES ..o
BEWARE OF USING LARGE PICTURES WITHIN AVWEB PAGE....
COMMON PICTURE FORMATS USED ONTHEWEB ...
VWHAT DOES PUBLISHING TO A WEB SERVER INVOLVE? oo
VWEB SERVER ISSUES - FILE NAME CAPITALISATION & FOLDER STRUCTURES. .o ccvee e e cemmereee e ceee e e s 9
PUBLICIZIMG YOUR SITE ... oo eeem e coem s e e e e e e e e 10

e Save your changes and leave the document open.

Updating and modifying an existing Table of Contents

e Look at the Table of Contents. You can see that the first item within the
table of contents starts on page one.

o Inserta page break after your table of contents (to do this, click where you
wish to insert the page break and then press the Ctrl+Enter keys).

e Scroll back up the document so that you can see your table of contents. You
may notice that the first item is still listed as being on page 1, when in fact it
should be listed on page 2.

e You need to update your Table of Contents. To do this, move the mouse
pointer to the left of the Table of Contents (until the pointer shape changes to
an arrow pointing upwards and to the right) and then click once. This should
select the entire table of contents, as illustrated.

PROOFING AND UPLOADING =

ALWAYS PROOF DOCUMENTS BEFORE PUBLICATION —*.

SPELL CHECKING INDIMDUAL PAGES —*.

SPELL CHECKING YOUR ENTIRE WEB. =

CHECKING LINKS AND PAGE FILE SIZES. =+

BEWARE OF USING LARGE PICTURES WITHIN AWEB PAGE =&
COMMON PICTURE FORMATS USED ON THE WEB .

WHAT DDES PUBLISHING TO AWEE SERVER INVOLVE? =+

WEB SERVER ISSUES - FILE NAME CAPITALISATION & FOLDER STRUCTURES. =&
PUBLICIZING YOUR SITE —*

=T RN AT

=
(=]

e Press the FO key. This is the Update key. You wilhsee the following dialog
box:

Lpdate Table of Contents E|[E|

word i updating the table of contents, Select/one of
the Fallowing options:

{%)ipdate page numbers only:
) Update entire table

l ok l [ Cancel

We have not added or deleted any items that would be displayed within the
Table of Contents. We have simply changed the number of pages. In this
case we can use the default setting of Update page numbers only. If you

FOR USE AT THE LICENCED SITE(S) ONLY
© 1995-2010 Chekenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com




Word 2007 Advanced - Page 27

have added or deleted text, you should use the Update entire table option.
Click on the OK button and the Table of Contents will update, as illustrated.

PROOFING AND UPLOADING ..cvuveveiressrersssnssssanss s s snssannsnnnes e 2

ALWAYS PROOF DOCUMENTS BEFORE PUBLICATION oo e oo e eme e ememe s eee T ettt s ettt et e 2
SPELL CHECKING INDIVIDUAL PABES oo eecee e seceeme s e e e em e e T et ettt e em st e et ee e e et e 2
SPELL CHECKING YOUR ENTIRE WEBL....cu e reeeeers e reeceresme e emessemem s enssc resncenms e smems e T e e e et e e s e e e e et e 2
CHECKINGLINKS AND PAGE FILE SIZES oo e S 4

BEWARE OF USING LARGE PICTURES WITHIN AWEB PAGE.....c.ooeeeereees e secess e snmcessss e esns e T e cess s s e s s s e s 7
COMMON PICTURE FORMATS USED ONTHEWEB ..o s sem s e ee e s e s e s e e 7
WHAT DOES PUBLISHING TO AWEB SERVER INVOLVET ... oooeoieeemeccrcceeecceemeeememee s mes ettt et 8
WWEB SERVER ISSUES - FILE NAME CAPITALISATION & FOLDER STRUCTURES. 10

P UL NG YR ST e e OO

Scroll through to the end of your document to the section called ‘Publicizing
your site’. Delete the entire section. Update the Table of Contents, but
this time, select the Update entire table option. You will find that this
section has been automatically removed from your Table of Contents.

e Save your changes and close the document.

Bookmarks and cross references

e You caninsert a bookmark within a Microsoft Word document which can then
be used in the same fashion that you would place a bookmark within a real
book (i.e. you can use the bookmark to find an item of interest within your
document). You can insert a cross-reference from one part of a document to
a bookmark at another location within the document.

Adding a bookmark

e Open a document called Bookmarks. Scroll to the second page and select
the header as illustrated.

Spell checking individual pages

a— (nenthe Indax htm nane of this weh cite (bw.rn

e Click on the/lInsert tab and click on the Bookmark option (within the Links
group).

I [nseﬂ; ﬂlayuut -&ererﬂ “ !emew. WVie
ot 2 A of X

A~ Bookmark
Table Picture Chip. Shapes SmartArt Chart
< art - I'n) Cross-reference

Tables Dlustrations Links

e This will display the Bookmark dialog box. In the Bookmark name section,
type in the name spelling. Click on the Add button to insert the bookmark.
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Bookmark

Bookmark name:
speling [ Add J

Delete

Go To

Sart by: (%) Name
O Location

[ Hidden bookmatks

Cancel

Deleting a bookmark

e To delete a bookmark, click on the Insert tab and click on the Bookmark
button. Select the name of the bookmark that you wish to delete, in this
case Spelling, and click on the Delete button.

Going to a bookmark

e Scroll back to the start of your document. Press the F5 key which is the
keyboard shortcut to display the Find and Replace dialog box. If necessary,
within the Go to what section of the dialog box, click on Bookmark. In this
case there is only one bookmark, called Spelling and you should see it listed.
Click on the Go To button and you will go to the bookmark location. Asyou
can see, bookmarks can be very usefull

Find and Replace

Replace

o ko what: Enter bookmark name:

¢ Close the dialog box before continuing.

Cross-references

e You can easily create a cross-reference from one part of your document to a
bookmark in another part of the document.
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e Scroll up to the first page within your document. Click at the end of the line
containing the text “Always spell check your work”. Type in the words,
“Please see page”. Press the Spacebar to inserta space. Click on the
Insert tab and click on the Cross-reference button.

Insert Page Layout References Mailings Review Wi
j .—J.EJ Ll—_i'l. -}'—T E =, Hyperlink
- I—I = s A& Bookmark
Table Picture Clip Shapes Smart&rt Chart

B Art - '#) Cross-reference
Tables THustrations Links

o This will display the Cross-reference dialog box.

Cross-reference E]@

Reference bype: Insert reference bo;

Murmbered item % | |Paragraph number w

Insert as hyperlink [ Include abovejbelow

Far which numbered iterm;

Cancel

o Select Bookmark from the Reference type drop down list.
e Select Page Number from the Insert Reference to drop down list.
¢ Click on the Insert button and then close the dialog box.

e If the number of pages changes, you can update the cross-reference field to
display the updated cross-referenced humber."To see this in action, insertan
extra'page break (by pressing (Ctrl+Enter) after the first page. Then select
the cross-referenced number within the document and press the F9O key.

update key. The cross-referenced page will'now be displayed as page 3.

e wlordelete a cross-reference, select the cross-reference fieldandpress the Del
key. Try this now. Use the Undo icon to reverse this deletion.

e Save your changes and close your document.

Indexes

e Provided that you have marked entries within your document as items to be
displayed in an Index, then Microsoft Word can automatically create an Index
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for you. As changes are made to the document and more pages are added,
deleted or inserted into the document, the Index can be updated to take
account of these modifications within the document.

Creating or editing an index

Open a document called Indexes. We will create an index entry for a word

called Wikipedia within this document. Search for a word called Wikipedia
and select the word.

Click on the References tab and click on the Mark Entry button (contained

within the Index section of the References tab). This will display the Mark
Index Entry dialog box.

Index
Main entry: | Wikipedia
Subentry:

Opkions
() Cross-reference: | See
{3} Current page
) Page range

Page number Format

[ ]Bcld
[ ] Italic

This dialog box stayvs open so that wou can mark multiple
indes: entries,

[ Mark. l[ Mark Al ][ Cancel

Click on the Mark button. Click on the Close button. You cannot see any
echange but Microsoft Wekd has inserted angindex.mark field into the
document. To 'see fields, click on the Home tab and\then click on the Show
/ Hide icon/(Jocated within the Paragraph section of the Home tab).

)

You will now see the code displayed as illustrated

Wikipedlaf- XE-"Wikipedia"-}Web-s

~ar

Re-click on the Show / Hide icon to hide this code again. We have now
marked a word as an index entry. Next we need to create the index. Scroll
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through to the end of the document. Insert a page break (Ctrl+Enter).
Type in the word Index and press the Enter key a few times to insert some
spaces. Format the word Index so that it is displayed more prominently.

e To create the index, click at the location where you wish to insert the index
and then click on the References tab. Click on the Insert Index button.

| References Mailings Review View Developer
nsert Endnote (j Manage Sources (21 Insert Table of Figures [T | (2] Insert Index|
— (e
lext Footnote ~ |.|_3|=»| Style: APA - =]f Lipdate Tahkle = Update Index
Insert Insert Mark
ihow Notes Citation = ﬂj Bibliography ~ Caption [ Cross-reference ‘ Entry
otes (] Citations & Bibliography Captions | Index |

e The Index dialog box is displayed. You can modify the format using this
index and set the number of columns used to display the index. In this case,
just click on the OK button to accept the default formatting.

Table of Contents || Table of Figures || Table of Authorities
Print Preyiew
Aristotle, 2 ~ Type: (* Indented ) Rup-in
Asteroid belt. See Jupiter = Columns: |2 e
Atmosphere
Language: |English (U.5. -
Earth Languag | glish {L.5.)
exosphere, 4
ionosphere, 3
mesosphere, 3—4 v
[J right align page numbers
Tableader: |.......
Farmats: |Fr0m template e
Mark Enkry... ] ’F\gtoMark... ] ’ odify,.. l

ex . i ord is displayed, as
we o ed o . To create a proper ind
es/a lot of ti

INDEX

Wikipedia, 3

Save your changes and close the document.
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Footnotes and Endnotes

¢ Footnotes are often used at the bottom of a page to explain a point in more
detail. For example, in a student edition of a Shakespeare play, footnotes
might be used to explain the content of a plot or to provide more information
about an ‘old English’ word used in the play.

e Endnotes are commonly used for the citation of sources used within a
document, especially within the academic or research fields.

Creating Footnotes

e Open a document called Footnotes. Click at the end of the first sentence in
the second section of text (which has been highlighted for your convenience).
e Click on the References tab, and then click on the InsertFootnote button.

|'.TE!§!, Hq == A8y *

[
.- Home Insert Page Layout References |
' [ZpAdd Text [y Insert Endnote
| |2 update Table | AB Next Footnote =
Table of | Intest | .
Contents ~ Footnote Q Show Motes
! Table of Contents Footnotes Ta

e This will display an area to the bottom-left of the screen where you can enter
the detailed information making up your footnote.

Page:1of1 | Words: 284 | o35 English (UK} | 2 |

d Metscape Navigator.

Page:1o0f1 | Words: 292 | %  English(Us) | & |

5 Paink Shop Pro - [Ima... ‘E;I o

Z007_manual_... '@ Footnote

¢ We will add another footnote. Later in the text section you will see the word
PDF. Click immediately after this word and use the procedure detailed above
to insert a footnote explaining that PDF is short for “Portable Document

File”, as illustrated. The word PDF will be marked with a 2 to indicate the
footnote.
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! Examples include Microsoft Internet Explorer and Netscape Navigatar.

2 portable Document File

Page:1of1 | Words: 295 | 4  English [US) | |

Formatting Footnotes
e To change the footnote formatting, click on the References tab and then
click on the Footnotes Dialog Box Launcher.

Document3 - |

o

i

'n
5
G

.., l;: e e —
Home Insert Page Layout I References | Mailings Review WView
[ Add Tesut - [y Insert Endnote =% 5 Manage Sources
= | =¥ Update Table n‘“_?t Mewt Footnote = *
Table of Insert N
| Contents - Footnote ﬁ Show Nofes CIiCk Here
Table of Contents i Footnotes ]

|

T T — P — o = o ]

E[ll ;|l.24|l:ll-g-l-1-l-2-l-3-l-
i = ot ' e

o This will display the Footnote and Endnote dialog box.

Footnote and Endnote

Lacation

@ Fooknotes:

Endnotes:

Farmnak

Apply changes to: | Whole document

L Insert ][ Cancel ] Apply

e To alter the location of the footnotes, click on the down arrow to the right of
the Footnote option within the Location section of the dialog box. Your
options are ‘Bottom of page’ or ‘Below text’. Experiment using these
options and see the effect on your document.
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Footnote and Endnote
Location

@' Fooknotes: Bottom of page |'V-

e You can customise the Number format, options are illustrated below.
Experiment with using a different number format.

Format
murmber Format: 1,23 .. I'v-
Custom mark: -
Start at:

Mumbering:

e The ‘Start at’ section is useful if your document is composed of Microsoft
Word sections. If required you can restart the footnote numbering at the
start of each Microsoft Word section.

Mumbering: Continuous l'v-

‘Continuous
start each section
Restart each page

Apply changes

Apply changes ko:

Deleting Footnotes

e To delete a footnote, you need to delete the footnote number as displayed
within the body of your document. Select the second footnote number 2 (as
illustrated) and press the Del key.

fthe Web browser. In
atted in PDFZ format w
arry. vou wilksoon cg

e This will also delete the text in the footnote at the bottom of the page.
e Savewour/changes and close the'/document.

Creating Endnotes

¢ Endnotes are created and formatted in much the same way as Footnotes.
Open a document called Endnotes. Click just after the word PDF. Click on
the References tab, and then click on the Insert Endnote button.
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Page Layout References

ABl [y Insert Endnote

Ag Mext Footnote -
Insert )
Footnote Show Motes

il

Footnotes

o Type inthe text ‘PDF is short for Portable Document File’. Unlike a
footnote the endnote is displayed at the end of the document (not at the
bottom of the page it relates to).

Formatting Endnotes

e To change the footnote formatting, click on the References tab and then
click on the Footnotes Dialog Box Launcher. The dialog box will refer to
Endnotes, as there are no footnotes in this document. You will see the
following dialog box.

Location

(%) Endnotes: End of document w
Convert,.,
Farrnak

Mumber Format: i, il il ...

b
L

Custam rark: Symbal, ..
Start at: [ =
Mumbering: Zonkinuous
Apply changes
Apply changes bo; | Whole document A
| nsert | [ Cancel ]

The formatting gptions are'similar/to those for footnotes. Experiment with
formatting/the endnote using some of the options'available within the dialog
box.

Deleting Endnotes
e The technique for deleting an endnote is the same as for deleting a footnote.

Delete this endnote by selecting the numbered reference in the body text and

pressing the Del key.

e Use the Undo icon to reverse this deletion. Save your changes and close the

document.
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Captions

A caption is a numbered label, such as Figure 1, which can be attached to a
picture, chart, table, equation, worksheet or similar object within a Microsoft
Word document.

Adding or updating a caption to an image, table orworksheet

Open a document called Caption. Select the first picture within the
document. Click on the References tab and then click on the Insert
Caption button.

NOTE: Do not accidentally click on the Insert Citation button.

N B S IR Document2 - Microsoft Ward
tag

il

—F/l Home Insert Page Layout References Mailings Review View Developer

|=p Add Text = [y Insert Endnote . l’ gﬂ Manage Sources ﬂ ] Insert Table of Figures

L =¥ Update Table F@Nmﬂ: Footnote - = AL Style: APA 4 =If Update Tahle

Table of Insert ) Insert IR in o Insert
Contents ~ Footnote =l 3how Nots Citation = ﬂ]BmImgraphy' Caption [f] Crass-reference

Table of Contents Footnotes T Citations & Bibliography Captions

This will display the Caption dialog box.

Caption

Caption:
Figure 1
Options

Label: Figure w

[ ] Exclude label From caption

Mew Label, .. Mumbering.. .
AutoCapkion, . I Cancel

There are various options and formats that you cam select. Clicking ongthe
down, arrowsto.the right ofithe Label section'will display these options. In
this case use Figure. We will look at some of the other options later.

y 4 A Y —— —— -
Label: Figure v
Pasikion: ME pation
Table

[JExclude |

ew Labg

Click on the OK button and you will see the picture is labelled as Figure 1.
Captions are actually inserted into documents as Microsoft Word fields. To
see the field code, press Ctrl+A to select everything within the document.
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Press Alt+F9, which toggles Microsoft Word fields to show the field code
rather than the effect of the field code, as illustrated.

Figure { SEQ Figure \* ARABIC }

Press Alt+H-9 again to toggle back to showing the effect of the Microsoft
Word field rather than the field code. Click within the document so that
everything is no longer selected.

Use the technique outlined above to add captions to two more pictures within
the document.

Delete the second picture and its caption. You may find that the other two
caption numbers are not updated to take account of your changes to the
document. If the caption numbers do not change, press Ctrl+A to select
everything and then press the F9 (update) key. You should find that the
caption numbers are now updated. Click within the document so that
everything is no longer selected.

NOTE: When you insert new captions, Microsoft Word automatically updates
the caption numbers, but if you move or delete a caption, you must manually

update the captions, by pressing Ctrl+A (to select everything within the
document) and then pressing the F9 (update) key.

Save your changes and close your document.
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Collaborative Editing and Security

Document password protection

e You can password protect your document so that they cannot be opened
unless the person trying to open the view knows the correct password.

o If you need less security, you can protect your document so that it can be
opened as a read-only document. l.e. it can be opened, viewed and
modified, but not then saved back to overwrite the original document. It
would need to be saved using a different file name.

To password protect documents

e Open the document called Confidential. As you can see, you could open
this document. Itis not protected in any way. We can add a password to
restrict access to the document. Click on the Office Button and click on the
Save As command. This will display the Save As dialog box. In the bottom
left corner of this dialog box you will see the Tools button displayed. Click
on the Tools button and from the menu displayed select the General
Options command.

Map Metwork Drive...
Properties

Save Options...
General Options...

Web Options...

Compress Pictures...

Tools -

¢ Thisywill display \the General Options| dialog box.
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General Options EJE|

General Opkions

File encryption options For this docunment

Password bo open: [

File sharing options for this document

Password ko modify:

[] read-only recommended

Prokect Document. ..

Macro securiby
Adjust the security level For opening Files that might Macro Sacurity. ..
conkain macro viruses and specify the names of —

trusted macro developers,

You can specify a password to open the document by typing a password into
the Password to open field. Enter the password 28364. When you click
on the OK button you will be asked to confirm the password.

Reenter passwaord ko open:

Caution: If vou lose or Forget the password, it cannot be
recovered, (Remember that passwards are case sensitive. )

I Ok l [ Cancel

Read and remember the warning that is displayed. If you use this password
protection technique, you MUST make sure that you remember your
password, or you will not be able to reopen the file later within Microsoft
Word. Click on the OK button and close the document.

Reopen the document that you have just password protected. As you will
see, you must enter the password to open it. Close the document.

You can add other types of protection to your document. Open a document
called Modify Only. Click on the Office Button-and,click on the Save'As
command. This will display \the Save As dialog box. In the bottom left
eorner of this dialog box you will see the Tools button displayed. Click.on
the Tools button '‘and from the menu displayed select the General Options
command.
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Iy Sk

X Delete 3

Rename pil

Map Metwaork Drive... 5t
T s P

Save Options..
General Options...

Web Options...

Compress Pictures...

Tools A

e Within the dialog box displayed, enter a password of 8374 within the
Password to modify field.

File sharing options For this document

Password to modify:

[] read-only recommended

e Click on the OK button. A dialog box is displayed, asking you to confirm your
password. Re-enter the password and click on the OK button.

Reenter password o modify:

Caution: Passwaord ko modify is not a security Feature, This
document is protected From unintentional editing, Howewver,
the document is naok encrypked, Malicious users can edit the
file and remove the password.

(0] 4 l [ Cancel

e Save your changes and close the document.

o Reopen the document. You will see a password dialog box displayed. If you
type in the correct password you can edit the document. If you did not know
the password you could read but not edit the document.

s Close your documents.

Usingleomments\withinia dociment |8 i

e wY-ou canjnsert comments into'a document, for instance in agdoecume nt thatsis
supposed to be in a pre-release, draft format. These comments are for the
benefit of other members of your team working on a draft document.

Inserting, editing and deleting comments

e Open a document called Comments. This is a draft memo. It has been sent
to you to suggest changes before it is emailed to all the staff within the entire
company. You can add your comments and suggestions. To insert a
comment in this document, select the text ‘contact your local support
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staff’ and then click on the Review tab. Click on the New Comment
button.

Page Layout References Mailings Review View
) Delete - :27, ] —_'J Final Showing Markup -
ﬂPrevious = =] Show Markup =
Mew e Track  Balloons o
Comment o Mext Changes = - E Reviewing Pane -

Comments Tracking

You will see a comment field displayed to the side of your document.

Pleasekontactyour local technical support staff]Fcr details of changeover dates and exactly hardware __—{ Comment [DM1]:

sharifiratinns

Enter your comment, in this example type in the following text ‘Rather than
bothering tech support at this stage, just list the technical details in
the memo’.

bothering tech supportat this stage, just

_.--1{ Comment [DM1]: Rather than
list the technical details in the memo

You can edit a comment at any time. Try adding the following text to your
comment ‘See Lucy for a full list of technical details’.

To delete a comment, right click over a comment and from the popup menu
displayed, select the Delete Comment command. Try this now, and then
use the Undo button to reverse the deletion.

I hntherine fech sunng

|2, Paste

7] Delete Comment

Save your changes and clese your document.

Checking documents for sensitiye 'hidden’ information

If you are sending ‘an electronic copy. of your document, i.e. a file copy, to
someone-else, you can remove data that may be hidden‘within‘'your

document. To do this you use the Document Inspector. The Document
Inspector can remove items such as comments, document versions, tracked
changes, annotations, document properties and many more such items that
you may not wish to share.

Open a document called Inspect me. To inspect this document click on the

Office button and from the menu displayed, click on the Prepare command.
Select the Inspect Document command.
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H9-0 -+ word_2007 manual_e

Prepare the document for distribution

New
[ »  Properties
\gg_l View and edit document properties, such
Open as Title, Author, and Keywords,
Inspect Document
Coruer | Check the document for hidden metadata

or personal information.

(171 Encrypt Document
Save LﬂE

Increase the security of the document by
adding encryption.

Restrict Permission

Grant people access while restricting their  *
ability to edit, copy, and print.

Print b | I  Add a Digital Signature

Save As  F

Ensure the integrity of the document by
adding an invisible digital signature.

ﬂ @ @ % ﬂ: ) [s-* D@

Prepare *
| [ Mark as Final
Let readers know the document is final and
Cand " make it read-only.

e This will display the Document Inspector. You can use the controls within
this dialog box to tell Microsoft Word what sort of items to check. In this
case leave all the options selected and click on the Inspect button.

Document Inspector

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

iC ts, Revisions, Versions, and Annotations:
Inspects the document for comments, versions, revision marks, and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

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.

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

i L Inspect 5 [ Close ]

o This will display a window allowing you to remove any items.
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Document Inspector, EJE'

Review the inspection results.

¥ Comments, Revisions, Versions, and Annotations

The following items were found:
* Comments

¥ Document Properties and Personal Information
The following document information was found:
* Document properties

!  Custom XML Data

Custom XML data was found.

Q Headers, Footers, and Watermarks
Mo headers, footers, or watermarks were found.

& Hidden Text
Mo hidden text was found.

_L Note: Some changes cannot be undone.

| memspect | [ Close |

Remove all the hidden data, and then re-run the Document Inspector
again to make sure that it has gone.

Save your changes and close the document.

Tracking changes within a document

You can track changes made to a document, so that later you can accept or
reject some of the editing changes that are made to a document. This can be
very useful when you have written a document and then someone else edits
the document. If you have the final say over content, you can review each
change made and either accept or reject individual alterations to the
document. To use this facility, you need to first activate the tracking feature.

Open a document called Tracking changes. Click on the Review tab.
Within the Tracking section click on_the upper, part of the, Track Changes
button. This/will start tracking your changes.

Nilings " Reuiea View I [‘oper’
i E,_‘j Final 3howing Markup fr
7 =] Sho ku
ons
e Pa 7

Track
IIChanges' hs E Revi

Tracking

TIP: There is no visual indication that you have started to track changes and
you may forget that you have activated this feature. To solve this problem,
right click on the Microsoft Word Status Bar. The Microsoft Word Status Bar
is the horizontal bar normally displayed across the bottom of the Microsoft
Word window. This displays a popup menu from which you can select the
Track Changes option.
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|z| Signatures Off
E Information Management Policy Off
7 Permissions Off
| Track Changes Off |
Caps Lock Off
Overtype Insert
Selection Mode
IE Macro Recording Mot Recording
7 View Shortcuts
[V Zoom 113%
—IE Zoam Slider
T—
=x
g cha... T Document4 .., @ word Help EMN & Mo

Once selected, this option will display the current status of the document
tracking option.

| —
L Page:1 of1 | Words: 0 | English (LK) | Track Changes: Off | 75

[ Page:1 of 1 | Words: 0 | English (LLE) | Track Changes: On | E

Once you see this feature displayed within the Status Bar, you can toggle the
document tracking feature, on or off, by clicking on the item in the Status
Bar.

Before continuing make sure that Status Bar displays the message:

Track Changes: On.

¢ Make alterations to the document. For instance, delete the last four lines
(containing sources of further information). Apply bold formatting to the
document headers and also use a larger font size for these headers. Add
your name to the start of the document, followed by pressing the Enter key
a few times. Experiment by making a few more editing changes to your

cument. Your screen will now look somethinf like this.
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N Tracking thanges.docy « Micresoft Word - = x
= .mm|m Fagelaout  Refesences  Maiingt  Revew  View  Developer o
j A e e KW E-E- T el AR AaBEC: mhc:'mm] ::‘:ﬂ
Fale ’ '8 £ n-mx. i'a.-lig A*' m".l[k|a-5 | H a Headingd | Thormal | = m,‘, 'um-'

Tracking changes

I David Murray

| Hn_t_i_qrﬁ_t_ansl_i_ng_!h.?._t_?rm__f_-i?mp!mr_xi_rﬂs______________________________,- emermrpe

What are computer vinuses?

Vinuses are small programs which hide themselves on your disks (both diskettes and
your hard disk). Unless you use vinis detection software, the first ime that you know
that you have a virus is when it activates. Different viruses are acfivated in different
ways

Viniges hide on a disk and when you access the dick (either a diskatie or another hard
disk over a network) the virus program will start and infect your computer

thing about a computer virus is that it can spread from one computer A

via use of infeded floppy disk, or over a computer network. The Intemet allows you o
access files from all over the world and you should never connedt to the Intemet uniess
you have a virus-checking program lr'slslledonmcumm lusvnal bo heepyour

Pouet 3 h ] R 7. T gy MY T v B BT

e If necessary click on the Review tab. Within the Tracking section click on
the Reviewing Pane button.

es Mailings Review View Developer

'?;?E| Final Showing Markup -
5 show Markup ~
" Track | Balluuns
E Reviewing Pane u

Tracking

e The screen will now look something like this.

SAMPLE
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I':) ™ B Bt R Tracking changes.dook - Microsoft Word =i i
- Home et Pagelmyoit  Reference  Mailings | Beview | View  Drveloper £
4, Researmn %= \..] ] Deiwix @ N 4% Final Showing Markup ~ ~ ﬁ il Reject - _ﬂ i | 5
S mesavius B o evisn | [ j 3 Shaw Mans 2 ) previons i =0
Spelling & New s Track | Balloons Arcept Compare Show Soune Protect |
| Grammar 3 Tanstate §F  Comment T et Changes=| = E_ mmq o W) Nent = Documents © || Documents
Froeting Comments Change: Compare

Summary: 5 revisiars . s X R T TR R e e L R T L e
e r

David Murray
| ComputerViruses
'F""':’;' Bold Lo | Understanding the term computer virus
one- 20, T e mea Lo L] B B
e Whatsre computer viruses?
Bemstted David q Viruses are grams which b o your disks (bolh disketies and
Font: 18 pt, Bold your hard disk), Uniess youuse virus detection software, the first time that youknow
thalyou Maves virus iswhen it sctivates. Different viruses sre activated in different
Farmatted David Hurray | LU
Font: 18 pt, Bald -
Deleted David Murray | E

| How do viruses infect PCs? :
irises fide on & deek andwhen you sccess fhe disk (dher a diskefis oranctherhard

More Information

'_-F: disk over ihie wirus p and infect your compuler The worst

McAfee Anti-virus software 3 thing about a compuler virus is that it can spread from one campuer fo ancther, either
hitpiiwww mcafee com =1 viguse of disk, oravers network The youto

i - fides fr Ll th id never Ini l
Norton Anti-virus software 2 ety el pndi (e gy
hitp /iwww symantec com/avce " wirus mor 1o date. Many an such ns Nortan Anti
Dr Solomon anti-virus o Virus aliow youto update e program sa thal the program can chack for recently

AECOVEred WiNses

software o
hitp:www drsalomon com 2

(nane)

Fogelall  Werde 187 | EnglihiLLK) | Tiack Changes On ]

¢ You can see each change detailed at the side of your screen. Examine each
change. Right click over the details of the first changes made to your
document (as displayed at the side of your screen), and you will see a popup

menu, allowing you to accept or reject the change. In this case accept the
change.

Main document changes and
comments

Cut
Copy

Paste il

Accept Insertion |

Reject Insertion ay |

&

Ea

F:

7
[Fomate 3
Font: IE Track Changes
@ & Hyperlink... il

er flagge
on throug

p for

e Before continuing remove the Tracking information from the Microsoft Word
Status Bar (by right clicking on the Status Bar and turning off this feature).
| . ;Iacic Changes Crl'f||
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End of the preview sample

‘ 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:/Mmwww .cctglobal.com

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

The IT Computer Courseware Library

m
A complete library of quality training courses na j Q

Includes Windows 7 and Office 2010 Courseware j & \

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES * ADD YOUR OWHN MAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each
course, included w ith our printable coursew are. OVer

Invest in a complete Computer Coursew are Library, 7 000
including Windows 7 & Office 2010 )

The most cost effective courseware solution for your IT
training needs. Get ALL our courses, and all new courses web Pages
released w ithin 12 months. Included when you purchase

the 'IT Courseware Library'.
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