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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 that 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 that will always be present in the form.

To create a Form:

From the main menu, choose File = New

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

Select the General Templates option to open the Templates dialog box.
Select the General tab.

Select the Blank Document option.

Select the Template option under the Create New area in the dialog box:

Templates HE
| . Publications | |

- U, © TR

u s 3

'web Page E-mail
Message

|
Create New .
lrrﬁoumﬂ Gﬁ}qmlahe .
o« | canca |

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

Specialiming i Custewn Bowquets and Arvangenats

T35 4pie Smeet
Motown, NT 12345

Fax: 3551254567 Phome: 3551254500

Affn:
Digta:
mvolce #:

LEO &

Subtotal:
Tax:
Total:

e From the main menu, choose File > Save As to open the Save As dialog
box.

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

e If not, select the Templates folder, name the file, and select Document
Template in the Save as type drop-down menu:

Save As HE
Save in: Ij Templates j - - & ¥ O E3 - Tools~

@ & IMormal

Hista

=

My

g

&
cuments:
v I

ﬁ"‘f |

4

e The template will now appear on the General tab of the Templates dialog
box:
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Templates [ 2]

Publications | Reports | ‘Web Pages |
General | Legal Pleadings I Letters & Faxes I IMail Merge I Memos I Other Documents

5 8 o @

—Preview
Blank. web Page E-mail 0
Document Message ]

Preview not available.

Create Mew
’7(3' Document ¢ Template
Ok I Caneel |

Form Template

Inserting Fields in a Form Template
e Form fields allow you to add a different level of interaction and automation
to a basic form template.

o The form fields are elements that 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 ¥ BB ' S OLE@| 2 &

o The Text Form Field button allows you to place a text form field anywhere
on the form/as a place-setter for users to enter text, humbers, symbols and
spaces. Text form fields can also support any calculations required from
entries in otherform fields:

Text Form Field

Digta:
Fvotee # T

e The Checkbox Form Field button allows you to place a checkbox on the
form, where users can select it or not, depending on the information
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required:

5| O i

ab| [V {8

Check Box Form Fielu:l|

A Shipping Fequested: | [<]

s

e The Drop-Down Form Field allows you to place a drop-down form field
allowing the user to select from a list of options, allowing entries in a
particular space to be regulated:

Jack
Paul —

b ary
& &I Joanne
Crop-Doven Form Field

e The Options button is only accessible when a field has been selected for
editing, and it will relate to the form field that is selected.
e Double click on a text field

Trmveon

abl & BB O LE(

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

Text Form Field Options EHE3

Texk Farm Field

Twvpe: Default text:

IRegular Lbext j I

Maimurn length: Texk Farmat:

ILInIimiteu:I ﬁ I LI
Run macro an

Enkry: Exit:

— -]

PLE

e 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:
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Current dake

Current time
Calculakion LI

Within the Text format drop-down menu, Regular text is the default
setting, and this allows basic text to be entered into the field:

Texk Format:

[

Uppercase
I |Lowercase
First 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 as a O:

Murnber Format:

0 g
“{o.00
E|#,##0
I'#,##n.nn
§, #A0.00;($4, ##0.00) -

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

Date format:

dddd, MMMM dd, vy
E| MMM d, ey

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

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

Tirne Format:

[ v
My himm amypm
[Midfey himmess amfpm
b arnpr

hmimess amjfpm
HH:mm -

—m

e Calculation allows calculations to be set within that text field:

Mumber Format;

| -
0
0,00

# 280
#,##0.00
$#, #2£0.00;($#, ££0.00) d

—_—m

e 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 Field Options dialog box:

Check Box Form Field Options HE

Check box size

g

" Exactly: |1EI pt 5‘

Default value

-\ A

MAacro an

Bookmarl:; ICheckl

¥ check box: epabled
[ Calculate on exit

&dd Help Text. .. | (0] 4 I Cancel

e The Check box size area allows you to select Auto, which is set for 10pt
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OR Exact, which allows you to select any size for the check box.

e The Default value area allows you to select Not checked, which will allow
you to select the check box on the form

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

e 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 Field Options dialog box:

Drop-Down Form Field DOptions

Drop-dovn item: Items in drop-down list:
Jack,

+*
Remove _|

Run macro on
Enkry: Exit:

! =l [

Field settings

Bookmark:; IDru:upu:h:uwnl

¥ Drop-down enabled
[ Calculate on exit

&dd Help Text., .. | O Cancel

e Manually type in the items to be selected from the drop-down list in the
Drop-down item field.

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

s Select an item in\the Items in drop-down list area, and click the Remove
button to take an item out 'of the list.

o "When testing the'drop-down button, this list'should appear beside the drop-
down field on“the form:

Jack
Paul

BT
W Joanne -
|

¢ The Draw Table button will open the Tables and Borders toolbar, allowing
you to easily build a variety of tables, as well as use the Draw Table tool:

Trveon
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abl ¥ &

?}raw Table

Tahles and Borders

s —— = ened

0-2- +y

8 -

EE-FH Ak g i s

e 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:

abl ¥ EH 7 =

= ]

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

abl| ¥ EB

o _BeliE @

In?ért Rows

e 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:

allows/you to -flo
int \The bax can be placed a
b
I

1

Inzert Rows

[ X]
Murnber of rows: IS 5‘

ng box th
ately according to

e
g

Insert Frame

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



Page 13 — Microsoft Word XP - Advanced Level Manual

e The Form Field Shading button allows you to switch between medium gray
and no shading for text, checkbox and drop-down fields:

abl ~ JOER] 2 &
Fl:nm Field Shadingl

e Form Fields With Shading:

O - checkhox field
- text field
L - deopedovn field

e Form Fields Without Shading:

O - checkhox field
- teat field

[ ] - drop-down field

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

Fles;t 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| ¥

o SO EE @

protection w ied

rom the main menu, choose Tools > Protect Document to open the
Protect Document dialog box:
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Protect Document EH

Praotect document For
™ Tracked changes

SECL NS, |

Password {optional):

K I Zancel

Select Forms in the Protect document for area.

A password is recommended, as this will not stop users from using the
form, but from doing any unauthorized editing to the form.

If a password has been added, but needs to be removed at a later date, open
the password protected form.

From the main menu, choose Tools = Unprotect Document to open the
Unprotect Document dialog box:

Unprotect Document EHE

Password:

(0] 4 I Cancel |

Enter the password, and click OK.

The document will now be completely unprotected.

From the main menu, choose Tools > Protect Document to open the
Protect Document dialog box.

Select Forms in the Protect document for area.

Click OK.

Testing'a Form
©pen the Forms dialog box.

Click the Protect Form|button to have the formappear in the protected
view;:

o
N

abl ¥ EE A=

Praotect Farm

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

This allows you to test forms to make sure that fields are appearing as
needed, and can be used as required.
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e Click the Protect Form button again to remove protection and continue
editing the form.

Distributing a Form

e 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.

¢ A form must always be password protected, before it can be accessed by
other users.

¢ This not only upholds the basis of actually creating a form, but also allows
only the original creator of the form to alter and edit it in any way.

o The form will be protected, without the password option

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

abl ¥ EB O

Prokect Form

B JOiEd

Review Questions

How would you:

e Create Forms?

e Test Forms?

o Distribute Forms?

e Insert Fields into Forms?
e Protect Forms?

SAMPLE
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Macros

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

e Administer Macros

e Record a Macro

e Edit a Macro

e Create a Macro Toolbar button Shortcut

e Create a Macro Keyboard Shortcut

e Create a Macro Custom Menu Item

¢ Remove a Macro Custom Menu Item

Tasks

Automating Tasks

e A Macro is arecording of a series of operations used within Word.

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

e 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 EHE
Macra name:
I By |
[—
% Stem It |
Edit |

Create |

iy W B W
I8 IP.II ackive kemplates and documents

Drescri
Macroreated 2602

Administering Macros

e Macros allow you to speed up the work process, if a document contains a
series of actions that have to be done again and again, and will combine
those actions into one step within a macro.

FOR USE AT THE LICENSED SITE(S) ONLY
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A macro is best used in circumstances where an identical operation will need
to be performed either within the same document, or in future documents.

Macros can be used to:

e Apply formatting that is detailed and complex, like a mix of paragraph
formatting and font styles.

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

e Automate repetitive tasks within a long document created by other users,
or in 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.

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

Recording a Macro

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

Record Macro EH

Macro name:

Assign macro ko R

g ?'\ Toolbars @ | kevboard
m

Skare macro in:
I.ﬁ.ll Documents (Mormal, dok) j

Descripkion:
Macro recorded 2/6/02 by Meredyth Conn

0k, I Cancel |
| N A ;|

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

¢ wkhe' macro will immediately begin recarding, opening the StopsRecording
dialog box with the Stop and Pause commands available:

Stop Recording Pause Recording
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If you are not storing the macro in a toolbar or keyboard shortcut, simply
select OK in the Record Macro dialog box. The Stop Recording dialog box
will open and the macro will immediately begin recording.

Every activity can and will be recorded in the macro, except using the mouse
to navigate or select text. Use the arrow keys to navigate a document while
recording a macro.

However, any menu actions or toolbar selections made by the mouse will
be recorded.

Proceed with the process to be recorded in the macro.

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

This will close the dialog box.

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

Editing a Macro

At times, an error may happen while a macro is running, and an error
message will appear saying what the problem might be:

Microzolt Yizual Basic

Run-time error '4$605"

This method or property is not available because the object is empty.

Help |

(= | End |

To simply stop the macro:

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

Toloek into the problem with the macro in more detail, click Debug in the
error message dialog box to open the Microsoft Visual Basic Editor dialog
box:
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4 Microsoft Visual Basic - Normal [break]
- Fle Edit Wew Insert Format Debug Run Tooks AddIns  Window Help pe agquestion forhelp =

WMa-@ iR oo ), | o MEBEY2 0 -

‘. Normal - NewM acros [Code)

B g Normal I(General) ZI |Hacroi‘ Zl
[ (2] Microsaft '
[=-3 Modules End Sub j
Sub Macro6 i)

= g Project {Doc i
[#1- (23] Microsaft b Hacrof HMacro

[=-£4 Reference: Macro recorded 2/6/02 by Meredyth Conn

& Refere .
= g Project (Wor Selection. TypeBackspace
Selection. TypeText Text:="darling"
End Sub
Sub Macro7()

Macro? Macro
Macro recorded 2/6/02 by Meredyth Conn

Selection.Font.Bold = wdToggle
(= Selection.Cut I
End Sub

LI s pEELA |

e This dialog box will show the code that each command is listed as in the
macro.

e The macro is in Break mode, so to resume the macro process, click the
Reset button in the Visual Basic Editor dialog box toolbar

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:

Record Macro

name: y\
Macral

e This will open the Customize dialog box with the Commands tab active.
¢ From the Categories area on the left, select the required category that the
macro may be stored in.

¢ From the Commands area on the right, click on the macro name, and drag it
onto a toolbar to store:
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Cusztomize [ 7]

Toolbars  Commands | Options I

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

Cakegories: Commands:
m H& Mormal. MewMacros, Macrol |;|
[x]
e
J -
Description:

@l §avein:|NormaI j Kevboard. .. | Close I

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

Note: If you realize 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 Customize Keyboard dialog box.

Creating a Macro Keyboard Shortcut

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

o Click Keyboard button to store the macro as a keyboard shortcut:

Record Macro

Macro narme:
IMachE

Assign macro ko

'E 1o

—

17~
o

e This will gpenthe Customize Keyboard dialog box.

sn.Frem the Categories area on the left, select the required category thatsthe
macro may be stored in.
¢ From the Commands area on the right, select the required macro.

¢ Enter the desired keyboard sequence in the Press new shortcut key field
(Example: Ctrl+Shift+0 key combination):
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Customize Keyboard |

Specify a command
Categoties: Comrmands:
Macros ;I Maormal, MewMacros, Macro2

|- |-
Specify kevboard sequence
Current keys: Press new shorkout kew:
| cerishife+o
| -
Currently assigned bo; [unassigned]
Save changes in: INl:urmaI.l:Il:lt j

Descripkion

Assign I REMEVE Feset &l Close

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

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

Creating a Macro Custom Menu Item

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.

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 that the
macro may besstored ink

s From the Commands area on the right, click on the maero name, and drag

it onto the menu that it will be added to, this will also open that menu.
(Example:/Drag the macro to the Format menu):

Customize EH

Toolbars — Commands | options I

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

Cateqgoties: Commands:

Pﬂ I%Nnrmal.wewhﬂacmsﬂacrﬂ [
[x]
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e Drag the macro down the menu list to where it will be inserted. (Example:
Drag the macro under the Borders and Shading menu item):

Format | Tools  Table  Window

A Font...
=7 Paraagraph...

:— Bullets and Murmbering. ..

Borders and Shading. ..

== Columns... %

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

Format II::u:uIs Table ‘Window L

A Fort..,
=7 Paragraph...

:— Bullets and Numbering. ..

Borders and Shading. ..

Mormal.Mewiacras, Macro3 [: |

== Columns...

e To edit the 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 Item

e To remove the macro that has been placed in a menu, you must Reset the
original settings for that menu.

¢ 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:

Toole  ARBL
Reset P I
Deleta

e The macrois now removed from the/menu:

Formak II::u:uIs Table  Window

A Fork...
=7 Paragraph...

:— Bullets and Mumbering. ..

Borders and shading...

Colurnns, .. %
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How would you:

o Automate Tasks?

o Administer Macros?

e Record a Macro?

o Edit a Macro?

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

e Create a Macro Custom Menu Item?

¢ Remove a Macro Custom Menu Item?

SAMPLE
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References

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

e Insert Bookmarks

¢ Use Footnotes and Endnotes

e Insert Footnotes

¢ 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.

¢ Open the document that you want to insert the referenced document table
of contents into.

e Set an insertion point where the referenced table of contents will be placed.
e From the main menu, choose Insert = Field to open the Field dialog box.
e Select RD in the Field names list:

Field KHE

Please choose & field ———  Field properties —————  Field opkions
Categories: Filenarme;

I(.ﬁ.II) j | [ Path is relative ko currant doc
eate an im’x,table of conkents, table of figures, andfor

table of autharities by using multiple documents

Field Codes | ok I Zancel |

Field names:

MoteRef -
MumChars _I
MumPages
Murntyords
Page
PageRef
IPrint
PrintChake
Private

SaveDate
Seckion

n:

o Enter the entire path and name of the document to be referenced in the
Filename field under the Field properties area:
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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 document is either in the same folder as the
current document

OR in a subfolder that 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-Broeemf]
cC:—

Frorm:—e Jane-Smathi]
Diate:—= 277027

Re: — Chr-Conparmy-mfh-doonvent{]

Hi-Tack
[ wrarted o touchbase vathwuantenms of the conparey - mfh domumett . ~There -are-somme -areas that-

I'd-lkeqron to-ook-at,especiallrthe various - areas cf mformat onthat e placmz mthe plece. - We-
have-some -ismes -interns of placing - some -nuccess stores, or evencustorneroo rnerts, bt where?

f
From the main menu, choose Insert> Reference > Index and Tables to

open the Index and Tables dialog box.
Select the Table of Contents tab:
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Index and Tables 2 | x|

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

Prink Presiew Web Preview
Heading 1 -
Heading 2
Heading 3
V¥ show page numbers th_lse byperlinks instead of page numbers:
W Right align page numbers
Tab leader: I ....... - |

General
Formats: IFromtempIate vl Show |evels: |3 E“
Showy Dutlining Toolbar | Dptions. ., | todify. .. |

K, I Cancel |

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

e The current document will now have the referenced table of contents
placed within it:

Hi Tack,

Trararted to touch base writh yon i tenme of the comipary s doomrert.  There ate sorme ameac that I'd ke you
to look at, especialbe the dfonnation that e 're placiiz tthe piece — takie a look atthe table of cordets
gerwrated so far]

J& T Exvepd. Services: Who We Are
Seeing the Differetice..........
Blissiom Staternent

[x3
§-
e M Th T e i e e e e D B BO e e

Inserting Bookmarks

o Inserting Bookmarks allows you to be able to move quickly.threugh a;long
document to specific points, without having to know the exact page number

or heading.

To insert a bookmark:
o Select the text that the bookmark will be applied to

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

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



Page 27 — Microsoft Word XP - Advanced Level Manual

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

B ookmark
Bookmark name:
Imissiu:un skatement
=
H
Sork by ﬂame[% ¢ Location
[ Hidden bookmarks
Add I [elete | (&0 ] I
Close |

¢ Enter a name for the bookmark, with no more than 40 characters. A
bookmark 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.

Select the bookmark to view and click the Go To button.

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

OR

Double-click ompgthe pagegnumber atythe bettomgleft of the; documentywindow:

This will"open the Find and Replace dialog box. Select'the"Go To tab.

Select Bookmark in the Go to what list, and select the required bookmark
from the Enter bookmark name drop-down menu:
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Find and Replace EHE

Find |Reg|ace Go To |

Go ko what: Enter bookmark name:

Preyiols I Go Io; I Close
b

To view a bookm ark:

From the main menu, choose Tools = Options to open the Options dialog
box.

Select the View tab.
Select the Bookmarks checkbox in 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
¥ Horizontal scroll bar Field shading:
V¥ Vertical scroll bar I'-.-'-.-'hen selected j
¥ ScreenTips [™ Picture placeholders

Any bookmarks that are within the document will appear with a gray or black
bracket showing its location:

ﬂ Mission Statement

The bracket should not print, but to be safe, deselect the Bookmarks option
before printing.

To delete a bookmark:

o _oFrem the maingmenu, cheese Insert> Bookmark to open the Bookmakrk
dialog box.

o Select the bookmark to be'removed.

o “Click,Delete.

o Click Close.

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 text.
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e Footnotes always appear at the bottom of the current page.
¢ Endnotes always appear at the bottom of the last page of a document.

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

Footnotes |F'.II Fooknotes j EI
1 Enter information for reference..]: ;I
17} o
ioraw= [ | Auoshapes= . W [ 1O E 4l B[ d-Z-A- == B g .
Page 2 Sec 1 2/5 at Ln Cal 37 REC TRE ExT ovrR (O3 4

e This allows for easy editing of footnotes and endnotes.

o When inserting a footnote or endnote while the document is 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

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

e From the main menu, choose Insert > Reference > Footnote to open the
Footnote and Endnote dialog box:

Footnote and Endnote

Location

IEh:uttu:um of page j

" Endnotes: % IEnu:I of document: j
(R ET |

Format
Murmber Format: Il, 2,3, .. j

ko mark:
Stark &t

bering:
Apply
ch

Insert I Cancel | Fpa iy |

I'-.-'u'hu:ule document vI

o Select the Footnotes or Endnotes option in the Location area.
¢ Once done, click OK.
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OR press the ALT + CTRL + F key combination.

A note reference mark will be inserted with a number showing what number
footnote this is. If it is the first footnote, the number will be a “1”:

1 Enter information for reference..]:

= a::—-ﬂ

The footnote will be placed at the bottom of the page that the footnote is on,
and the cursor will also move there for instant editing.

Inserting Endnotes

Place an insertion point in a sentence that the endnote is being created for,
and where the endnote mark will appear.

Press the ALT + CTRL + D key combination.

A note reference mark will be inserted as a lowercase letter showing which
order of endnotes this is. If it is the first endnote created, the mark will be a
lowercase “i”:

iEnter endnote i.-nfu::rmatiu:un...]:

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

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

Capkion:
|Figure 1

Opkions
Label: IFigure j

Paosition: IBeIn:nw selecked ikem j

Mew Label, .. | eletelahe | Mumbering. .. |

AutoCapkion. . | Ik I Zancel |

¢ In the Caption field, Figure 1-1 is the default option. Replace as required
with a different name or any other piece of information that the caption will
be describing.

e The Label drop-down menu allows you to select alternate label templates:

Options
Label:

Position:

Hew Label. .

o 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

5 ok d Zanc

e 1Simply type In a'new name'and click OK.
o The'new nameywill be inserted into the Label drop-down menu.

e The Position drop-down menu allows you to select where the caption will be
placed in relation to thelimage, table or figure that it is deseribing :

Opkions
Label: Figure j
Position; Below selected item

above selected item

Below selecked tem
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e Click the Numbering button to open the Caption Numbering dialog box:

Caption Humbering EHE

Farrnak: |1J 2,3, .. j

%@Include chapker number
hapter skarks with skyle IHeading 1 j

Use separakar: I- ihyphen) j

Examples: Figure II-1, Table 1-A

(04 I Cancel |

e Here you can select from the Format drop-down menu how the captions will
be automatically numbered:

i i, i,
IIL IO, .

e 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
it is contained in.

Creating Cross-References

e Cross referencing within a document allows you to locate relevant material
that may be connected through content, but not necessarily location, within a
document.

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

e From the main menu, choose Insert> Reference = Cross-reference to
open the Cross-reference'\dialog box:
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Crozs-reference
Reference tvpe: Insert reference to;
INumI:uereu:I itermn j IF‘aragraph number j

V¥ Insert as hyperlink [ Include above/below
For which numbered item:

s

B

|-

Irisert: Zancel |

With the Cross-reference dialog box still open, click to place an insertion
point in the document where the cross-reference will be placed.

Do not place a cross-reference with original information, only with areas that
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 that 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 that will be
referenced:

Reference bvpe:

Bookmark,
Fooktnote
Endrote
Equation
Figure
Table

A list of the yarious elements will appear in the Foriwhich 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. Onhe must be
selected:
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Cross-reference EHE
Reference tyvpe: Insert reference ko
IHeading j I.ﬁ.l:u:we,l'l:uelnw j

W Insert as hyperlink [ Include abovebelow
Far which heading:

J2J Event Services: Who We Are
Seeing the Difference
Mission Skatement

Skaff

Ewvent Varieties
Weddings
Birthdays
Corporate Events
Special Events j

Insert I Cancel |

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

Insert reference to:

Above/below Eh

Heading kext "

Page number

Heading number

wWHeading number {no context)
Heading number (Full conke:xt

J:l| W i)

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 checkbox allows 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.

Once, done, click Insert to place the cross-reference,in the document.

Review Questions & WA H & i B

How would you:

Reference Document Information?
Insert Bookmarks?

Use Footnotes and Endnotes?
Insert Footnotes?

Insert Endnotes?

Add Captions?

Create Cross-References?
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SAMPLE
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T

ime 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 Documentusing a Wizard:

From the main menu, choose File = New to open the New Document pane.
Click on General Templates to open the Templates dialog box.

Select an item tab for the document to be created.

Select a Wizard for the document and click OK:

|
Templates HE

Publications I Reports I Weh Pages I
General I Legal Pleadings I Letters & Faxes I Iail Merge Memos | Other Documents I

5] @] gy =
== == —_
I. Conkemporary  Elegant/Memo, {65
Merno Mermo ’

Create hew
[F Cocument ¢ Template

K I Cancel |

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

This wizard creates a memo that 15 tailored
Title to vour preferences.

Heading Fields
Recipient
Closing Fields

Header/Footer

mjnim

Firish

Einish |

@ | Cancel | = Bach

o Every Wizard dialog box shows on the first page the steps that 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:

Memo Wizard [ |

Start which style would you like?

Style € Contemparary " Elegant

Title:

AT R

Heading Fields

Recipient

Closing Fields

Header /Footer

Finish

@l Cancel | < Back | Mext = | Einish |
| N

o Every Wizard offers a selection of styles to base the' new document an.
¢ “Once,doneg; click Next to open the next page:
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Memo Wizard

Do you want to include a title?

" Yes, Use this text:

Title
- + Mo, Tl use my own memo Form,
Heading Fields
Where on the page is the memo heading?

Recipient

" Top
Closing Fields 0+ Left

™ Right

Hear How much space does the memo heading
require?

Finish ,T %%

Cancel | < Back | Mext = | Finish |

e The point of the Wizard is to offer generic samples of items, like titles, if
you’'re not sure of what to enter.
e Once done, click Next to open the next page:

Memo Wizard

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

Stark

Style W Date [zizi02

Title Bl i |

Heading Fields W Subject

Recipient: I Priarity

Closing Fields

Hear

Finish

Cancel | < Back | MNext = | Einish |

o Make selections as needed.
e 2Once done, cliek the Nexitgbutton togepen thegnext page;
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Memo Wizard

who should receive this memo?

address Book. ..

[V Ta |office List
Title

Heading Fields

Recipient

Closing Fields

Do you want a separate page for your
distribution list?

Finish ~ Yes

* Mo

Cancel | = Back | Next = | Einish |

If a document is being created for the purpose 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:

Memo Wizard

Start Which closing items would you like?

Style ¥ friter's initials:: |10
Title [ Typist's initials:
Heading Fields ™ Enclasures:

Recipient ™ Attachments

Closing Fields ['\\\

Header/Footer

Finish

@ Cancel | < Back. | Mexk = | Einish |

savAilse if the doeument is being createdyto begsentyout to others, you can
specify any Closing names.or Attachments.

e _Once done,/click Next to open the next page:
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Memo Wizard

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

[ Date
THe [V Topic: |Summer Barbeque!!
[~ Page Mumber
Heading Fields
Recipient L. —
Which items would you like in the footer for all
Clasing Fields pages?
[ Date
Header,/Footer %
Finish ¥ Page Mumber
Cancel | = Back | Mexk = | 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:

Memo Wizard

Title
Heading Fields M e m o Wi za rd

Recipient Those are all the answers the wizard
nieeds to create your metno [ Click
Closing Fields Fimish to wiew the document.

HeaderjFooker

Finish

O

@ Cancel | < Back | |

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

Click Finish fo'close the Wizard, and create the decument in the new
document window:
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Do more with the memo?
Date: = 2EN 2T ® Change header or fioober
Te: = OfficeLig] ® Changs mama styls
RE: —s Summer-Barbecgus] @® Send the memo to someons
® Get Help on Something else...

Chok: here and type-your memo-test |

Cancel

sm@:ﬂ

o At this point, the Microsoft Help Assistant will appear, to guide you
through the remainder of the document creation, as well as help you in
editing any information entered within the Wizard.

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.

¢ From the main menu, choose Insert > Symbol to open the Symbol dialog

box:

Symbol HE
§ymbolsl%| Special Characters |

Eant: [¢normal text) =l Subiset: |Currency Symbols =]
prs| | o [ 9] ¢ (Mo Q[ e [14]24] ]334 ] 74
o B 0 Rt A A K XD 0 1Y e P R A
L=z |=|<|=lo[~|[|]]|=]]|r]7
TR I = el el /A lnla Lk
Recently used symbols:
€ LI¥|Q® ™ x| £|<|>|+|x|oojpu|la|f

IEIGN - Character cod

Shorkcl

v,

&!rect... |
|

o Thedont drop-down.menu allows you to alter the font of the symbols listed
in“‘the dialog box. This allows you to'viewthe 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:
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Subset: |Basic Greek -

Basic Arabic -
X Ll- &rabic Extended o
Latin Extended Additional
e General Punctuation

Superscripts and Subscripts
Zurrency Symbols
Y Letterlike Symbols ~

e Under the main symbols list is the Recently used symbols area:

Recently used symbnls:h

€£|¥|0|® ™ +|#

1A
v
I
X
8
—

ajp

o This area will store up to 16 symbols last used, allowing you easy access
without having to search for a symbol if it is frequently used.

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

€£

YEM STk

GEE

COPYRIGHT SIGN

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

e The AutoCorrect button will allow you to open the AutoCorrect dialog
box, where adjustments can be made to any autocorrect settings, or words:
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AutoCorrect: Englizh [U.5.) EHE

AutoCorreck |

[ Show AutoCarrect Cptions buttons

¥ Correct TWwio INitial Capitals Exceptions. .. |

v Capitalize First letter of sentences

V¥ Capitalize First letter of table cells

¥ Capitalize mames of days
W Carrect accidental usage of cAPS LOCK key
—|7—Replace text as wau kype

Replace: with: " Plain ket {*' Formatted kext

[ £

L] ﬂ
ir} (B

() ™ L\\S

i =] j

Al | bz [== |

W automatically use suggestions From the spelling checker

oK I Cancel |

e Once a symbol has been selected for insertion, click Insert.

Inserting the Date or Time

o Place the cursor on the document and click to create an insertion point where
the date and/or time will be added.

¢ From the main menu, choose Insert > Date and Time to open the Date
and Time dialog box:

Date and Time

fvvailable Formats:

Language:

Fridas), February 08, 2002
February &, 2002
2152002
2002-02-05
a-Feb-0z
28,02
Fehd8, 0z

PlE February 200z
February 02
Feb-0z

2)5/02 2:19 PM
2/5/02 2:19:57 PM
2119 PM

21157 PM

14:19

14:19:57 | I Update automatically

Default, ., | K I Zancel
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e Select from the Available formats list the required format for the date
and/or time to be inserted into the document.

¢ Once done, click OK.

Languages

Checking the Spelling and Grammar

To check one word or sentence for spelling and grammar:
e Select the word, or sentence to be checked.

e From the main menu, choose Tools > Spelling and Grammar to open the
Spelling and Grammar dialog box:

Spelling and Grammar: Englizsh [U.5.] HE

Motk in Dictionary;

Sim:npatiun ﬂ Ignore Once |
Ignore All |
LI Add ko Dickionary |

Suggestions:

Svncopations

Change al |
LI AutoCorreck |

¥ Check grammar
Qphions. .. | 7o | Cancel |

o The dialog box will offer in the Suggestions field various suggestions for
correct spelling, sentence structure and grammar.

e Select the correct spelling, and click the Change button.
o This will automatically alter the word in the document.

sglAlMicrosoft Word spellimg messagesbox wilhalserepen,pequesting toscheck
the remainder of the document for/any spelling or.grammar corrections:

Microzoft Word

e remainder

e If you know that the particular word is elsewhere in the document, and it is
wrong everywhere, click the Change All button, and all of the words will be
corrected.

o Be careful of the Change All button, at times, a word may be pluralized, and
even if also spelled wrong, the pluralization of the word will be removed, and
the original corrected word inserted in its place.
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To check the Spelling and Grammar for an entire document:

e Simply place the cursor at the beginning of a document.

e From the main menu, choose Tools > Spelling and Grammar to open the
Spelling and Grammar dialog box.

¢ This will automatically begin checking of the document.

Changing a Word Using the Thesaurus
¢ Select the word that you want to alter with the thesaurus:

=

¢ From the main menu, choose Tools > Language = Thesaurus to open the
Thesaurus dialog box:

Thezaurus: Englizh [U.5.] EHE
Looked Up: Replace with Synonym:
IExcited j -brilled
Meanings:
agitated {adj.) animated
Related Words energized
wound up
bored (Ankomym)
= -

Replace | Look Lp I Erewinus Zancel |

¢ The Looked Up field displays the word that has last been searched for the
last time the Thesaurus was used.

e The Meanings list displays the various meanings of a word, if applicable.
Select a meaning to view different synonyms in the Replace with Synonym
list.

s The Replace with Synonym list shows all applicable synonyms attached to
a word.

o “Select a new synonym, and'click /Re place| toichange the word in the
document:

Thillcd N

o |If a word is selected from the Replace with Synonym list, then the Look
Up button is clicked, the word will appear in the Looked Up field, and the
new meanings displayed in the Meanings list.
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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:/Mmwww .cctglobal.com

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

The IT Computer Courseware Library

Includes Windows 7 and Office 2010 Courseware

m
A complete library of quality training courses ﬂa ’ ! @

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES ~ * ADD YOUR OWHN NAME 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. 0ver

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

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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