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Introduction

This guide outlines the main features and functions of Microsofovihat you will need to
use when working with long documents such as dissertations and. thbieis not a basic
introductory manual to Microsoft Word, and it is assumed that yoe aagasonable
working knowledge of the basics of word processing.

The guide covers a number of areas such as templates, grdp@@ders and footers,
footnotes, Styles, section breaks, table of contents, buildimgdar, document map, master
documents and outline view.

Tips for Creating Large Documents

Planning the Document

There are a number of things that you should do before you begimgréegidocument.

Decide on a general outline for the document. Divide the wookheadings and
subheadings, which could equate to chapters, topics etc. Uselthe wietw to plan,
organise and reorganise the document as required.

You will need to decide on which printer will be used forfihal copy. Prepare a few
samples of the text, graphics and illustrations that dpe tacluded and print them as
samples. Make sure that any special symbols or fonts you neuateiprintable.

Get confirmation on the required layout of the final documis would include such
things as the font to be used, text to be included in theereadd footers, introductory and
declaration pages, specific page layout such as marginsagedhumbering. You also need
to consider the final binding requirements.

Think about and set up some templates and Styles that vglkbep your work consistent
and save time. Any Styles will need to be tested.

Developing the Document

Concentrate on the words at first. Don’t waste time fiddlindp Wie formatting. If you have
to make drastic changes to the document later on then you welvasted time, which you
may not be able to afford.

Use a specialist program such as EndNote to organise your balpliog references. There
are other programs available. You will need to look into thetlogiesuits your needs the best
and is also supported by the institution.




Managing the Document

A long document can be managed more effectively if it is Bpib several files. Try not to
have files longer than about 15 — 20 pages.

You may find it more efficient to work on sections as sepdits and combine the files into
a Master Document. This will enable you to take advantagetofratic features such as the
Table of Contents and Outline View.

File Management and Backups

Have at least three backups. Rotate these and number the Bkeskapcordingly. Keep the
backup disks or media in different physical locations. You cowdauSD, a thumb drive
(USB storage device) and UNE's file server storageespabold the backups. Call the first
backup file Backup_1 and put it on Disk 1, put the second backup#itkup_2, on Disk 2
and the third backup file, Backup_3, on Disk 3. What ever you @anesningful file names
and back up names.

You may find it useful to keep a paper copy of each file. iRefirese at regular intervals.
Keep the paper copies in a safe location.

Graphics

Create any pictures and graphics as separate files (appebpladielled) and keep them
together in a folder to be added to the document later. iInge@taphics will greatly increase
the file size of a document and will slow you down when working.on

Insert captions into the document at the appropriate place pusiader of which graphic to
insert later. You could type in the file name of the graghid highlight the text in another
colour to make it conspicuous (use the Highlight button).

If you are working on a personal computer and have the requiredatfpis you can link
items such as illustrations and tables from the original progFor example, an Excel chart
can be linked directly into a Word document. Whenever thénatigxcel data is changed
the updated chart appears automatically in the document.

Automated features

If you use Styles and Captions in your document you can automatieaklyaje Tables of
Contents and Figures.

Only very large documents require an index. Think carefliyut whether you actually need
one, as it is a big undertaking even when using the automatedtaudiex




Timing

It always takes a lot longer than you think! Allow plenty aifdifor the final formatting and

printing.
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Working with Long Documents

When documents grow longer and longer, it can be become imglyadifficult to see the
overall structure of your thesis. There are three essémtiahiques, which you can use in
different combinations, to keep the big picture in mind:

Use the Document Map
Use New Windows
Use the Outline View

Document Map provides an interactive table of contents that remainkleisis you work
with your document. To move quickly from topic to topic in the doaumeu simply select
headings listed in the document map.

New Windows provide separate views into your document, so that you easingsecompare
the content of separate sections at the same time, makin@adeons and cross referencing
between chapters quite easy.

Outline View allows you to work at a range of heading levels, for instdnaai are trying

to re-organise the sequence of topics in a chapter you dapsmthe view so that it displays
only topic headings. You can then quite easily move empies around each other. You can
also rearrange the structure of your document, for instardentote a topic to a sub-topic,
so that your text is more logically organised.

The Document Map and Outline View require that you make useadikig Styles, as these
identify and locate headings and sub-headings in your documentnbieztglies can be
created, modified and applied by using Styles (tools facsired formatting) or by
promoting and demoting text in the Outline View. Heading Stgle also essential for the
automation of your table of contents.

Using Document Map

The Document Map displays a list of the headings in the dexunihe advantage of using
Document Map is that it enables you to click the headings tgatavwquickly around a
document.

To Turn Document Map on

From theView menu, in the Show/Hide panel, selBctcument Map.

References Mailings Review View Ao

| Ruler Document Map

Gridlines umbnails
Zoom 100%

Show/Hide Zoon

Document Map

Open the Document Map, which
allows you to navigate through a
structural view of the document.

m
[




When Document Map is turned on, a list of headings is disglan a separate pane on the
left of the screen. This provides a quick overview of the doatiotline. You can move
quickly to different parts of the document by clicking on headimgise Document Map.

If you don’t see any headings in your Document Map, it is becausbave not applied a
Heading Style to any part of your text. Heading Styles laeessential for basic tasks such
as inserting a table of contents. &kng Style®n page 34.

Them an= symbols next to the headings in the DocumegnsMav that there are sub-
sections within sections. Clicking orma  =3r w ill expandollapse headings to show or

hide sub-sections. Right-clicking oima =ar gives furtiptions for expanding or
collapsing the sections to a particular heading level.

To Turn Document Map off

From theView menu, in the Show/Hide panel, de-seleotument Map.

Using New Windows

A New Window provides a means of working in different sectiores @écument at the same
time without losing your place. You can switch easily betwaiffarent sections or chapters
of your document, for instance to create cross-references betvasensections and thus
improve the connections and consistency between differentgigmsir thesis.

Another use of New Window is to keep key sections of your deatirsuch as the Reference
List, open at all times so that you can record citatiortherly as you work, without losing
your place.

To open a New Window:
From theView menu, in theVindow panel, seleddew Window.

View Acrobat

"'i JOnePage _&l %
----- 22 [1d Two Pages —

yom  100% _ MNew |Arrange
= Page Width || 'window Al
Zoom Window
"E"'l'l"z"l'E"NewWindDw

Open a new window containing a
view of the current document.

A new instance of the document opens at your current placédaézanent Map to browse
to another topic or chapter within the document. You now have two Winiddovgour
document, ie views of two separate topics.




Switch back and forth between the two Windows by selecting frmmthe Windows Task
Bar:

Word_2007_for_Researchers.docx [Compatibility Mode]: 1 - Microsoft Waord

I .. Wurd_Zﬂ[}?_Fur_Res . 1!3 'l."'J'lerl:I_T'_-_I:II:I ?_ﬁ:lr_F!_Es, -

An even easier way of switching between Windows is tohesdlt+Tab fast switching
method: hold down Alt, then tap the Tab key — a list of opgtiGations and documents
appears — tap Tab again to select the window you want to vidw ne

You can have as many windows open on a document as you needk simultaneously on
any number of different chapters or topics. Each new window is mechkequentially in the
document title bar so that you can keep track of which windmwaye currently viewing:

References Mailings Review View Acrobat @
¥ Document Map [:% I_ iﬂOne Page -_éNewWindow 111 % o ~
ines Thumbnails | = B 1| Two Pages || = Arrange All (3] = |
Zoom 100% Switch Macros
age Bar = Page Width || =] Remove Spiit | A4 | Windows ~ =
Show/Hide Zoom Window Macros
il 1 2 I 1 I'E'I 1 | 2 | 3 | 4 | L | 1] 1 7 1 ] 1 9 o1 11 112 113 114 I’_-‘.
-
Using New Windows

Each new window is ttions of a document at th

. numbered sequentially SO piestmmsitent. g
(a1 9 - 0 7 | you can keep track of wherpgdoc [Compatibility 1 @
Home Insert you are WOfking. Review View Acrobat
B, CEIT (& x| 2] [E = EE T v
Paste 4 |B|Z U -abe x, Aa-||®- A-| [EE(E = Bz D T Cap
Clipboard ™ Font Fl Paragraph IF]
Document Map - )( |-2-|-1-|-§|1|¢|3|-4|=|
Introduction - your place.
= Tips for Creating Large Document=|
Planning the Document To open a New Window:
Developing the Document
M=anzanina tha Nnenmant

A two-window view (filename:1 and filename:2) of this docunmat

Note: Each New Window is simply a separate view of a doouared is not a separate file.
As you close New Windows you are not prompted to save the documggbuntlose the
original window, ie the window with sequential numbker




Using Outline View

From theView menu, in the Document View panel, sel@cttline.

The document display changes andG@hglining menu is opened:

o~ |
—"'J Cutlining Home Insert Page Layout References Mailings Review View A

@ Show Level: | Level 3 < .
|~k ~@ | Level 3 || o || 2 = ; E
¥| Show Text Formatting —
| § &= =| } ) Show Collapse Close
Show First Line Only Document Subdocuments || Outline View
Outline Tools [> Master Document Close

© Using Qutline View
© [The.Qutlining Menu
Q Creatmg a Document in Qutline View

2moting Heading Levels
angd.Expanding Headings
(4] Chmag@t@mgggmf a Document

The Outlining Menu
With the outlining view turned on, hover your mouse over each itetheomenu to see a
brief explanation of what each item does. These are coueradre detail below.

Creating a Document in Outline View

Any new document can be created whilst in outline viewhdfdocument is going to be long,
such as a chapter of a thesis or book, then using outline siewawve you time and help
maintain a consistent structure.

To create a new document in outline view:

Open a new blank document.
From theView Menu, selectOutline.

You are now ready to begin entering the headings of your document.




Type the first heading, which is automatically formattesgishe Heading 1 Style.

Press th¢Enter] key to start the next paragraph at the same heading Texes
another heading.

Use theDemote button to convert the heading to a subheading:

Continue typing the headings and subheadings of your document using the promote
and demote buttons.

When you are ready to begin adding text to your sections, usehée-arrow

to Demote to Body Text

You now have some headings and subheadings (which will displag Ddcument

Map and Table of Contents) and some ordinary text (which will not)

An example of a Document created in Outline View

The and symbols indicate whether or not a heading esstabheadings or text. A
indicates that a section contains additional detail, while shows that a section has not been
started yet (apart from being given a heading).

You can select an entire topic, including its subsections,gegphics and anything else it
contains, by clickingonthe or  symbol.

Usefully, as you build your document outline you can keep tragkhath topics have not
been started yet by noticing the  symbols. Note howhaéat heading may contain
nothing but sub-headings!




Promoting and Demoting Heading Levels

An advantage of using Outline View is that the Heading Lesaatsbe changed easily. Any
heading level can be promoted to a higher level or demotedbtwer level (for instance to
change the structure of your topics, to control which topics “belwhgther subjects.

To Promote a Heading level:

Click anywhere in the heading text that is to be promoted.
On theOutline menu click thePromote button. (The one with the arrow pointing to
the left).

This promotes the heading text to the next higher Heading Stydeheading text can be
promoted to level one (eg a chapter heading) by clicking oRrtiraote to Level 1button,
which is the button with two arrows pointing to the left.
To Demote a Heading Level:
Click anywhere in the heading text that is to be demoted.
On theOutline Toolbar click theDemotebutton. (The one with the arrow pointing
to the right).
This demotes the heading text to next lower Heading Sthke h€ading text can be demoted
to body text by clicking on thBemote to Body Textbutton, which is the button with two
arrows pointing to the right.
Collapsing and Expanding Headings
Outline View enables you to expand and collapse headings to shodedhe headings, text
and other contents of particular topics. To work on your text whéeikeg your outline
visible you can have all of the headings collapsed except foopieyou are working on.

To Expand Headings:

Click in the heading that you want to expand.
Click on theExpand button on the Toolbar, which is the one with the plus sign.

To Collapse Headings:

Click in the heading that you want to collapse.
Click on theCollapsebutton on the Toolbar, which is the one with the minus sign.




You can expand or collapse sections to progressively revaa@subsections and text by
repeatedly clicking the Expand or Collapse buttons. To expandlaps® a topic to its full
extent in one hit, ie down to Body Text or up to the Headin§,idiek the  symbol for
that heading before using the Expand and Collapse buttons

You can also expand or collapse your entire document to show dhbkidetline structure at
any given level (eg just chapter headings, or Chapterstidvel subheadings) by using the
Show Level dropdown list:

Changing the Sequence of a Document

Another benefit of working in Outline View is that you can sasshrrange the sequence of
your headings and text by moving the headings and subheadings tendifé@ations in the
document. When you move a heading all subheadings and body moitesswith it will be
moved as well.

To Change the Sequence of a Document:
1. Identify the heading level of the topic you want to move.
2. Use the Show Level button to display the entire document abditlate level.

3. Click and drag the  symbol for the topic, using the arrowseri line to move the
entire topic to its new position.

S

Following these steps will ensure that you do not leave behinidp®df a topic or
accidentally mix levels between topics. For small ma@g, click the symbol and use
the Move Up and Move Down Arrows on the Outline menu.
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Master Documents

A large document, such as a thesis or book, is usually o@déa number of smaller
documents, such as chapters. The Word 2007 Master Document feaiure used to
combine a number of smaller documents into one, while mainta@aiclyg as a separate file.

A master document is simply a new document into which the pteilimaller documents,
known as subdocuments, are added. Working with a master documemssgrabto:

Manage and share your chapters (eg with supervisors) astedjasa
Generate a complete table of contents and index.
Display and Print the multiple subdocuments as one.

To create and manage the master document, a speciatalied Master Document View is
used. It includes an extended outlining menu allowing you to furtheage the contents of
the master document.

When each subdocument is inserted into the master documeiati)dtaéng occurs:

Section breaks are automatically inserted above and belasulidecuments.

All Styles are maintained. If the master document has Sty the same name as
the subdocuments, then Word provides an option to rename theiBtyles
subdocuments or to apply the Styles from the master documehtssnbdocuments.
Keep in mind that your Styles should be consistent.

All margins, page settings, headers and footers within subdotsimél be retained
as they are.

You need to be in Outline View to create or use a mastamdent. Once you're in Outline
View, you can easily add and delete subdocuments to and framaster document and
move the subdocuments to change their order. You can also opery,randiprint any
subdocument from within its master document. All of the subdontswan be expanded and
displayed in Print Layout View, enabling you to see the docuaseittwill print.

Note: a subdocument is not actually saved inside of its mdst@ment. Instead, a master
document contains information on where to find the subdocument filenWou open a
master document, all of its subdocuments are closed, or calldpsdefault. You can open a
subdocument as a separate file by ctrl+clicking its tekieifsubdocuments are collapsed, or
by double-clicking it& subdocument icon when the subdocuments are expanded. You can
open all the subdocuments at once by using Print Preview on ther masument.

Creating a Master Document

The following steps are required to create a master document.

Create a new document via the Office Button.

Add any formatting and text that you require to be part of theemdscument (eg a
title page, acknowledgements).

Turn Outline View on (sedsing Outline Viewon page 7).
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Turn Master Document View on by clicking on tBeow Documentbutton on the
Master Document panel of tiiutline menu. The Master Document panel expands to
show more options.

Save the master document as you would any file: click theedfutton and®Gave As
to save the file under a particular folder and filename é@something like
Master.docx to save confusion later)

Creating or adding a subdocument

You can create subdocuments from scratch within the master dogusn add them from
files you have already created.

To create a new file as a subdocument:
In the master document, on the expanded Master Documentgtiakehe Create
button. A new section is inserted into the master document.

The new section is displayed in Outline View. Add headings, sulihgs and text as
per the notes on Outline View.
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With the cursor still in this section, cliavevia the Office button or the Save
shortcut: A new file will be created in the samldér as the master document,
with a filename corresponding to the top level heading of tludibse

At any time, the subdocument can be opened by double-clickingbit®sument
icongt . The file opens in Print Layout View, with detheadings and text that have
been created via the master document. The subdocument can saveteas a
particular filename and location that you specify via theeSes command.

To insert an existing file as a subdocument:

In the master document, on the expanded Master Documentgtiakehelnsert
button. An Insert Document dialogue opens. Browse for your existingrfd click
Open.

If there are any inconsistencies in the Styles availabjeun master and
subdocument files, you will be prompted to choose which Stylet&in (sedJsing
Styleson page 34).

Repeat this process to insert as many subdocuments as you require.

Save the master document in the usual way.

Opening a Subdocument from within a Master Document

Open the Master document.
Switch to Outline view and activate Master Document view.
Double click on thE icon beside the link to the subdocument.

Removing a Subdocument from the Master Document

Open the Master document.

Switch to Outline view and activate Master Document view.
Click on the subdocument icon to select it.

Press the delete key.

Note: this does not delete the subdocument file. The origlieadtill exists. All it does is
remove the subdocument from the master.

Unlinking a Subdocument from the Master Document

You can place the contents of a subdocument directly into themsEument, for example
to incorporate your acknowledgements file into the start of yeaster document.

Open the master document.

Switch to Outline View and activate Master Document View.
Click on the subdocument icon to select it.

Click on theUnlink button

Note: again, this does not delete the subdocument file. Thealrfde still exists. All it does
is import its content into the master document and removenthéolithe subdocument.
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Merging, Splitting and Locking Subdocuments

These relatively advanced options should be used with cautatrallif See Word Help
(Press F1) for more information on these options.
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Section Breaks

Dividing a Document into Sections

When you begin a new document in Word 2007 the entire document consises séction.
However a document can be divided into as many sections as yantlkeach section can
be formatted differently. A section can be as short agagpgph or as long as a chapter. A
new section of the document must be created whenever you want tce cluangf the
following features:

Paper size, page orientation, margins.

Journal-Style columns.

Page numbering and vertical alignment.

Eeaézler)s and footers, footnotes and endnotes (eg each chaptdatsnewds
eader).

To insert a section break:

Position the cursor where the section break is to be idserte
Click thePage Layoutmenu.
Click the Breaks button in the Page Layout Panel.
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A dropdown list appears showing the different types of Breaks amdues. Use the

comments to decide which one you need. The most commonly usiexh $eeak is the
Next Page break. Column breaks are useful if you are preadolyimn-Style journal
article (eg from a chapter) and need to control the flotextfinto the next column.

Varying Page Layout in Different Sections

A useful application of section breaks is that they allow you tmgddhe layout of your
page from section to section, for instance to go from a pootiaittation for normal text to a
landscape orientation for wide tables or images; or to go framoacolumn layout for

journal article text to a single column layout for a grapthatfull width of the page:

This section is laid out in two columns to Column and Continuous section breaks
provide for ease of professional reading control the flow of text. Breaks can be
and to conform to usual journal standards.  displayed (as shown) by clicking the
The sections above and below are laid out ~ Show/Hide button in the Paragraph
in one column. panel of theHome menu.

Page layout options such as margins, orientation, page slamre and backgrounds are
available in thd®age Layoutmenu. Start a new page or column layout by creating two
section breaks (one to start the new layout, one to end iteseadisg into the new section.
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This page is laid out in a landscape orientation to make foothis very large, wide table:

Heading 1

Heading 2

Heading 3

Heading 4

Heading 5

Heading 6

D

Heagl 7

Heading 8

Heading 9

Heading 1(

a) Such tables will occur wherever you need to present originalatatomplex analyses of data.
b) The next page returns to portrait orientation as we (with gefigf) return to the text.
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Headers and Footers

Headers and footers are text or graphics that appear aiptend bottom of every page in
your document. Word allows you to have extensive control over the headkfeoters and

what goes into them. You can have any text and other elementsssgcaipics, different

headers and footers for odd and even pages, different text foseetadtn and the start of
each section, page numbers, dates, times, file namgzm#sall entered automatically.

By default, headers and footers are left-aligned, and use wehdtat and size is the default
in the normal template. Three tab positions can be set, witimdhe centre of the header or
footer plus left- and right-aligned tabs on the left and righigma of the header or footer. If
your document has only one section then the header and footeppeélraon every page.

Two important rules to remember for working with headersand footers:

ISort out your headers and footbeforeyou begin finalising the pagination of your text.

This is because headers and footers use space at the topttana of each page. If you leave
them until last you will find that your text is pushed down, éngatew pages.

Start from the top of your document and work down, page by pageeatidn by sectioh.

The reason for this is, as we shall see, your headers mayecfrangsection to section or
from the first page to subsequent pages of a section. By mgoddwnwards in page order
you can control this flow without confusing things.

Accessing Headers and Footers

To Work With Headers or Footers:

In thelnsert menu seledteader or Footer from the Header & Footer panel. A
number of alternative layouts are suggested: the Blank Threen@slgives you most
control over the placement of text,

Word switches to Print layout view (if you're not already theaall displays the header
surrounded by non-printing dotted lines that represent its size aatiolm Word also
displays a new menu, the Header and Footer Tools Design menu.
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Header for page 19

The Header and Footer Tools Design Menu

This menu appears whenever you access the headers and fogtansdocument, and
provides special tools for designing and controlling your headets$ooters. Hover the
mouse over each button to see a quick tip on what it does.

Insert Page Numbers, Date and Time, Specialised Fiatdards and Clip Art;

Jump from the Header to the Footer (or vice-versa) or fragrsention to the next (or
previous)

Link to Previous Headers or Footers (use the same text/grayphibgs page as on
previous pages) or break the link to create a new headeoter for a new section.
Show a Different First Page header and footer - eg thgfige of a chapter does not
need to show the chapter title in the header, since kaevilt be in the Heading of
that page, but subsequent pages should show the chapter titlalrawiation of it.
Show Different Odd and Even Pages headers and footers - egyaders should be
displayed on the outside edge of the page, left-aligned on eges pad right-
aligned on odd pages, to facilitate leafing through the documeuaidsy number.
Close Header and Footer to return to the text on the page.

Different Headers and Footers for Different Section s

The most important button to understand islLtim to Previous button:

This button controls whether or not the same Header or Footer appeais page as for
previous sections. This button is often misunderstood and cae predlems.
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A Different Header for page 20

For example, alternate portrait and landscape pages we gnapter should have the same
header and footer, with abbreviated chapter title and texsutaisequent chapters need a
different header and footer to show different abbreviated chtts.

The headers on this page and the previous/subsequent pagesdmuelinged by creating
section breaks and turning off the Link to Previous buttons in gexg®ns.

You can (and often must) create or break links to previcttgosgseparatelyfor headers,
footers, odd/even pages and first pages, depending on what yoyirageo do. Again,
working your way from the top to the bottom of the text iskiie to getting the flow right.

Your header provides useful information to a reader (ie a pessiiminer) as to where they
are in your document, so the time taken to get it righiris tvell spent. It's a good idea to
design your footer so that it is consistent throughout the entitevdo, to avoid having to
go through the entire process for both the headers and the footers.

To Create Different Headers and Footers for Different Sdmns:

Double-click on the header or footer you want to change. This mayfitet page or
odd/even page header, which needs to be different to the prewuisupdge or
odd/even page.

The header or footer section opens andHbader and Footer Tools Desigmnmenu
appears.

Click on theSame as Previousutton to turn it off.

This disconnects the header/footer from the one of that tyihe iprevious section.

Change the text or graphics as required in the new header/foote
Click Close Header and Footer

Different Header and Footer on the First Page ofa  Section

The header of a typical page in any chapter should have theechapnhber and an
abbreviation of the chapter title, so a reader can seglahee where they are in the flow of
your text. The only exception to this rule is firet pageof a chapter, which does not need
the chapter number and abbreviation since that information aleggmbars in the heading.
For any section, you can set the first page header to leeetiitffrom subsequent pages:

Double-click on the header of the page you want to change.

The header or footer section opens andHbader and Footer Tools Designmenu
appears.

Click on theDifferent First Page check box to turn it on.

Change the text or graphics as required for this fist paggoufleavelink to
Previousturned on for all first page headers, the same simgpliézt will appear.
Click Close Header and Footer
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Headers and Footers on Odd and Even Pages

The convention for Honours, Masters and PhD theses is that alhtapigears on the right
hand (odd) pages. Even (left hand) pages are left blank to allmséxe comments by
examiners and other reviewers. So you will not need the odd/evenopéign for a thesis,
but it may come in handy if you are laying out a monograph, book cragtarnal article.

Double-click on the header or footer you want to change.

The header or footer section opens andHbader and Footer Tools Desigmmenu
appears.

Click on theDifferent Odd and Even Pagesheck box to turn it on.

This creates separate odd and even pages whereugnkhe Previous option is left on.

Change the text or graphics as required in an odd and an even pag
Click Close Header and Footer
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Graphics

An Introduction to Graphics

The Microsoft Office package includes a large number ofatfiand other graphic files. In
addition to these you can use art files that are availablenar programs or that you have
created, imported or photographed yourself. Word provides graphiess filvhich are
programs that translate graphics files into a suitable foronand¢lusion in a Word document.
With these graphics filters, you can add art from firethe following formats.

Supported Graphics Formats

AutoCAD Format 2-D (DFX)

Computer Graphics Metafile (CGM)

Corel Draw (CDR)

Encapsulated PostScript (EPS)

Graphics image format GIF

Hewlett-Packard Graphics Language (HGL)

JPEG File Interchange Format

Kodak Photo CD

Micrografx Designer/Draw (DRW)

Macintosh PICT (PCT)

PC Paintbrush (PCX)

Portable Network Graphics

Tag Image File Format—TIFF (TIF)

Targa (TGA)

Windows Bitmap (BMP)

Windows Enhanced Metafile

Windows Metafile

WordPerfect Graphics (WPG)
If you have an art file in a different graphics format, yoly mat be able to insert it directly
into Word. If you have the program that created the art, apenhat program and then save

it in one of the graphics file formats Word accepts. Altéveat, copy the image to the
Clipboard, and then paste the image into your Word document.
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Inserting a Graphic

Using thelnsert menu you can easily insert a range of different typesaghic images:

Any Pictures saved as files of a suitable format

A huge number of artistic, graphic or cartoon-S®lg Art objects

A wide range of geometri€hapessuch as boxes, circles, stars, straight or curved
lines and arrows, for constructing of simple line diagrams:

A range of standard diagrams, such as organisation chartd/emd diagrams,
referred to aSmartArt .
SimpleCharts based on data you enter

You can have a lot of fun with graphics, but there are gpitfalls you should know about:
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Inserting a Drawing Canvas

Occasionally you will find that an inserted graphic is difficid position correctly on the
page: some pictures formats may squeeze surrounding text intmw space, or they may
reposition themselves incorrectly. A quick solution to this pmobis to place @rawing
Canvason the page and then insert the graphic into the Drawing €anva

On thelnsert menu and lllustrationpanel, clickShapesand thenNew Drawing
Canvas(at the very bottom of the list)

A Drawing Tools Format menu appears, to control the appearance of your Drawing
Canvas. With the canvas still selected (its outline wallvisible, as below), switch
back to the Insert menu and try inserting your problem graphicagaia:

\ Rotate handle

Corner handles /

\

<«— Side handles—»

You can now move and resize the graphic or the canvas using tier,ceide and rotate
handles, to position the graphic as you want it to appear on theBadefault, the canvas is
invisible unless you select it, so all you see is the grapbantains.

Wrapping Text around Graphics
Often you will need to control the flow of text around a graphieneto the extent of
positioning the graphic in the text as in this pasted arrow curﬂr:Text wrappingis

controlled by right-clicking the graphic and selecting
Format Picture from the pop-up menu:
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The Format Picture dialogue appears: select thayout tab and choose a setting that seems
appropriate: for example, the arrow cursor above hasnafrdnt of text” layout, while the
pop-up menu image above is set Toght”.

In front of text has a number of advantages, for instance you can use the ancusew
keys to move the image to wherever you want on the page.

The horizontal alignment can also be controlled by selectingnthge and choosing Lefft,
Right or Centred alignment from the Home menu, as you would witmargditext. For
example most of the screen-shot images in this manual are-e¢ighed.

To Insert Clip Art:

Place the insertion point where you want the graphic to beeaser
From thelnsert menu, seledClip Art .

A Task Panes displayed on the right of the screen. Type a short g¢iscriegrain into the
Search Forbox and click th&o button to display all of the available clip art. Whea th
images are displayed you can click on the one that you wastwilhinsert the picture at the
cursor position. You can then control its alignment or positiodescribed above.

AN
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Formatting a Graphic

All of the graphics you add to a document can have borders and shadyngathiee resized
or positioned anywhere on a page or in relation to a paragraph, gabmmmargin; and all

images can be set up to have text flow around them in various Resiging can be done by
cutting off parts of the graphics (cropping) or by changing tre i the picture (scaling).

To explore the formatting options that are available:

Select the graphic by clicking on it.

Depending on the type of graphicPe&ture Tools Format or Drawing Tools
Format menu will appear

Hover the mouse over the various options in the menus for a quimk that you
can do.

Select an option directly from the menu or clicli@ogue expanderto see more
detailed options:

Sizing a Graphic - Scaling and Cropping

When you insert a graphic, it appears at its full size. Somstthe size is too large to blend
properly into the surrounding text. Other times, the size is taall 9m be seen clearly.
Sometimes you might want only part of the graphic. At other tip@s might want lots of
space around a graphic. To change the size of the image, yeulscglaphic. To change the
amount of the graphic that appears, or to add space around a gyaphicop it. To enlarge
part of a graphic, crop it to show only that part, and then Scaldhe larger size. To scale a
graphic, you can use either the mouse ofFthrenat Picture command.

Note: Scaling a small picture to a larger size can causedoecome distorted. If this happens
then you need to use a specialist graphics program like Photoshapkamvthe graphic
before using it in a Word document.

Scaling and Cropping with the Mouse:

Select the graphic by clicking on it once.

To Scale a graphic, drag any one of the sizing handles. Doagfggnsizing handle
toward the centre of the graphic scales it down (decreasesiztheof the image).
Dragging the sizing handle away from the centre of the gragghiles it up (increases
the size of the image).
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Drag one of the corner sizing handles if you want to maintain thopion between
the graphic's height and width. If you drag using a sizing handis ti@t on one of
the corners, you'll distort the picture as you resize it.

To crop a graphic, click thérop button on the Size panel of tRe&cture Tools
Format menu. Use the mouse to drag any sizing handle and crop thefdtige
picture. When you drag toward the centre of the graphic, youfcpai of the

image. When you drag away from the centre of the graphicagdwhite space
along that edge of the image. The image itself is noia#lg changed, it simply
displays to the cropped (reduced or enlarged) size. It castwrad to its original
appearance by cropping it again.

Some Useful Items on the Picture Tools and Drawing Tools Menus:

Button  Function Button Function
Insert Pictur Rotate Left 9°
Image Contrc Line Style
More Contrast Compress Pictures
Less Contrast Text Wrapping
More Brightness Format Picture
Less Brightnes Set Transparent Colc
Crog Reset Pictre
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Adding Captions

Charts, tables, graphics and equations should appear with cap@bmsimber and explain
them. This is especially important if you have lots of imagdeng publications and if you
refer to them in the text of your document. Adding captions wib ahake it easier to
generate a List of Figures, much like a table of contents

Captions in your publication may be similar to the following example

Figure 1: Rainfall January to June 2000
Table 1: Rainfall Data Jan - Jun 2000

Adding Captions in Documents

Select the object that is to have a caption attached to i
From theReferencesmenu, in the Captions panel selawdert Caption.

The Caption dialogue appears:

Figure 1: Inserting a Caption using the Caption didogue
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Select the type of label. It can be Table, Figure or Equation

Select the position of the label, which can be either abobelow the selected
object.

Enter the text for the caption in the Caption box, including tpéaalabel, eg
Figure 1: Rainfall Data

Click onOK.

Caption Numbering

When you re-arrange the order of figures or tables in a docuymaemtcaptions appear in a
different order and should re-number themselves accordingly. Uné&iely this does not
happen automatically — the field codes behind the numbering mrestddeulated.

To recalculate caption numbering field codes:

Select your entire text by the short cut Ctrl+A. Thisaslall text and objects in your
documentBe careful not to press delete or any text key at this pdinif you do, be
sure to click the Undo button:

Press the F9 function key along the top row of your keyboard wiliecalculate all
field codes including captions and tables of contents throughoutipoument (note:
Macintosh users will need to rediscover the recalculate gsdoe their OS).

It's a good idea to recalculate your document before final primduction of your work, as
even minor recent changes may have changed the page oyder beadings, which will
throw your table of contents out of alignment with the text.

Chapter-Numbering

Captions can be numbered in a way that reflects the chaptdrenued-igure 1-2 would be
the second figure in Chapter 1. This helps to reveal the chrapier of your list of figures.

To chapter-number your captions:
In theReferencesmenu, Captions panel, clitksert Caption

In the Caption dialogue click tiéumbering button
In the Caption Numbering dialogue chdnklude chapter number and click OK.
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Caption chapter-numbering requires that you have created headihgHeading Styles for
your chapters. Segeading Stylesn page 38.

Automatic Captions

If you turn the Autocaption feature on, Word will insert a new ioapfor each table,
equation or figure that appears in your publication.

To Turn Autocaption On

In the Caption dialogue, click on théutocaption button.
The Autocaption dialogue appears:

Select the type of object that a caption is to be added to.
Select the appropriate label.

Select the required position.

Click onOK.

After you set up the Autocaption, Word automatically adds thearafo each new object of
that type. Any text that you want to include in the captioh lséis to be added by you
because Word only adds the caption name and number such as TablgoR. Hdve to do is
click beside the caption name and add your text to it.

To Turn Autocaption Off
In the Caption dialogue, click on tiAeitocaption button.
Turn the check box off for all objects in tAeld caption when insertingbox.

Click onOK.
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Footnotes and Endnotes

Word 2003 provides both footnotes and endnotes, that is text control and inaetgépt
additional comments that you wish to append to your text. It's goechry style to use
footnotes or endnotes rather than parentheses (comments in braucket$iately associated
to text) as parentheses tend to break up the flow of your sestenc

Footnotes are positioned at the bottom of the page and endnotesadeel at the end of a
section or the end of the document.

Footnotes and endnotes in Word 2007 are different from the bibliograpbreneés and

libraries that you can build using EndNote. This separate seftpankage can be integrated
with Word 2007 but has nothing to do with text comments as footnotesnanadtes.

Footnotes look similar to this example.

Word inserts a marker in the text of the document, which dsfaalta number. Word
automatically draws a line about one third of the way actespage to separate the footers
from the rest of the document. Word does not restrict you to usingerarfor footnotes. It is
possible to use Roman numerals or any font symbol thatiiglaea

Inserting a Footnote or Endnote

Place the insertion point where the footnote or endnote marteguged.
From theReferencesmenu, in the Footnotes panel, clidsert Footnoteor Insert
Endnote.
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Word adds an indexing character at the text insertion point and opetrete or
Endnote pane with the indexing character as a reference. Addcgounent and

double-click the index character to return to that poinour yext.

Footnote and Endnote Options

The default settings for footnotes and endnotes are set to numbauoasly from one, with
footnotes using Arabic numerals and endnotes using lowercase Romm@nals. You may

want to change this.
To Change Footnote and Endnote Options:

In theReferenceamenu, in the Footnotes panel click thialogue expander

The Footnote and Endnote dialogue appears:

Foctnote Options Endnote Options
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Select the position of the footnotes or endnotes from the Loaapibons.

Change the Format options if required.

Click the Apply button when finished (this becomes availablenwloel have changed
any settings).

Editing Footnotes and Endnotes

To edit footnotes and endnotes
Double click on the index character in the text.
Word opens the footnote or endnote pane and the cursor will e pahe. Use the arrow

keys to move through each footnote or endnote and the keyboardds pditnormal text.
Double click on the index character to return to that poitftertext.

Note*

1 When you insert footnotes or endnotes, Word automatically adjestsimbers for all of
the footnotes and endnotes after the new one is inserted. Mbheagaplies if a footnote or
endnote is deleted.
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Using Styles

Styles

When you apply a Style, you apply a whole group of formats in on@desstep. Using Styles
to format documents helps to ensure that documents are consistent.Styles are used to
format a document you only have to change the Style once to chihtee ghat has been
formatted with the particular Style. Styles are very imgoarfor setting up tables of contents
and other automated features such as indexes and lists ofntsags well as for using the
Document Map and Outline view for working with large documents.

What are Styles?

A Style is a set of text and paragraph formats that can beedgl at once to one or more
paragraphs or one or more characters. The two most commanatypeyles are:

» Paragraph Styles paragraph Styles control the formatting of whole paragraphs.
They can include features such as fonts, character spacidgnts, tabs,
alignment, borders, shading, bullets and numbering.

o Heading Styles are a special case of a paragraph &yeell as occupying an
entire paragraph, a heading has a specific outline levelctmrols how it
appears in Outline view, the Document Map and a table of contents.

» Character Styles character Styles control the formatting of individual piexfes
text within paragraphs. These can only be built from text fomgattptions such
as fonts, borders and shading. A character Style might be useddample to
insert fragments of non-latin languages, such as Greek usi@ythieolfont, for
phrases such &allas Athena in the flow of the text.

Generally, paragraph Styles are used much more than ave®agles. Character Styles are
usually for very specific purposes.

Word 2007 also has two other types of Styles. Thes€adke andList. Table Styles are
used to format Word tables and the List Style is for nugtband bulleted lists.

Conflicting Styles
Whenever two Styles are used together a possible conflictosur, such as two different
fonts in the paragraph and character styles, then the cha&igter will override the

paragraph Style. You can manually format the text or paragrapveoide either the
paragraph or the character Styles.

Default Styles
Everything that you do in Word is controlled by Styles. When yart a new document

Word uses the Normal Style for normal text and a set of bulteading Styles for headings.
All predefined Styles can be modified to suit how you want yimeument to look.
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Applying a Predefined Style
To Apply an Existing Style:

Select the text, paragraph or heading you want to format.
In theHome menu and Styles pane click on thialogue expander

The Styles window appears:

Use the scroll bar to search the list for a predefinel Sty
Click on the predefined Style to apply it to the selectgd te
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Moditying Styles

Any Style can be modified, including predefined Styles andeStiiat you create yourself.
To Modify a Style:

Select the text, paragraph or heading you want to format.

In theHome menu and Styles pane click on thialogue expander
The Styles window appears as above.

Place the mouse pointer over the Style to be modified.

Click on the drop down arrow on the right of the Style name.
SelectModify from the list.

The Modify Style dialogue appears:
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The Modify Style dialogue provides a few basic formatting optiassyell as many
far more detailed options. To access the detailed optionk,theFormat button and
choose a category:

The expanded dialogue for that category (eg the Paragraphudiatbgn appears.
Change the options and cli€K as per normal formatting changes.
Click OK in the Modify Style dialogue when the modifications are coreplet

All instances of the modified Style will be automaticalfydated when you click on the OK
button.

Creating Your Own Styles

New Styles can be created by using the formatting of atirexisaragraph or as a step by
step procedure through the menus.

Creating a Style Step by Step:

Display the Styles window as above.
Click on theNew Stylebutton.

Enter a name for the new Style in thame box.

Select the Style type.

Apply the required formatting options by clicking on thermat button and then
selecting the required options.

Click OK.
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Creating a Style Using a Formatted Paragraph

This method of creating a Style involves the use of a forchatieagraph. It's a bit like doing
a test run before defining the Style. The advantage is thatgoulay around with the
paragraph or character formatting until it is exactly tlag wou want it. When the formatting
is done to your satisfaction it can be used to define a.Styl

To Use an Existing Paragraph as the Basis for a Style:

Format the paragraph or text the way you want it then select
Display the Styles Window as above.

Click on theNew Stylebutton.

Enter a name for the new Style in thame box.

Click OK to close the dialog box.

Heading Styles

Heading Styles are predefined paragraph styles that inaludetline level to control the
outlining of headings through Document Map, Outline view and tablesnbents. Word

2007 comes with nine pre-defined levels of Heading Styleledchleading 1 through to

Heading 9, which you can modify to suit the style of your document

The outline level of a heading style is contained as a frafitk in its paragraph format.

To view a heading outline level:

Select a heading of a given level
In theHome menu, Paragraph panel, click dialogue expander

The Paragraph dialogue appears:
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The Outline level is displayed as a fixed value.

You should base your headings on the pre-defined Heading Stytestisese are guaranteed
to perform the kinds of outline control functions that you will nre$t on.

Outline Numbering of Heading Styles

Heading Styles can be set so that your headings are numbéhnecdiaer and level of your
subjects and topics: this outline numbering will then appeasun table of contents and
provides a guide to a reader as to the order and topicdewdlich they are reading.

As a special refinement, chapter Heading Styles (ie #saliig 1 Style of your document)
can be set to include text as well as a number, eQutlae levelChapter nn: will appear
whenever you create a new Chapter heading.

To Outline Number your Heading Styles:

As per the notes on Modifying Styles, modify each Heading Btykelecting
Numbering... from theFormat button
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Choose from the default Numbering Library or click Define New Number
Format button

Use the Number style, Number format and Alignment buttons toatdhée
numberingFor the Heading 1 Style onlyadd “Chapter ” as text to the Number
format, without overwriting the number 1 shown.

Click OK, OK andOK in the three dialogues now open.

Displaying Styles in a Document

Style names can be displayed on the document that you are workiiigis can be very
useful if the document uses Styles created by someone elbat ases Styles you created a
long time ago.

Displaying Style names on a document:

Display the Styles Window as above.
Click on theStyle Inspectorbutton
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The Style Inspector display appears:

You can now work your way down the text, inspecting the Sty&aoh paragraph or
character.

Beware! Don't click the Clear All button as this wil reduce the currently
selected Style (including all its instances in theocument) to Normal text.

Copying Styles between Documents and Templates

When you create or modify Styles they new styles araligidefined only in the particular
document where this happened. Word allows you to attach the 8iylee Normal template
(which every new document is based on) or any other file. Thasisnthat you do not have to

recreate the Styles for every document that you want tdasein.

To place a new or modified style in a template

When modifying or creating a Style, at the end of the promesisre that you select
theNew documents based on this templateption before clickin@K.
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To place a new or modified style in any other file

Display the Styles window
Click theManage Stylesbutton:

The Manage Styles dialogue appears. ClicKiiygort/Export button.

The Organiser dialogue Styles tab appears: CliciCtbse Filebutton if you want to
organise Styles into any file other than the Normal template:
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The Close Filebutton changes to apen File button. Click this and browse the
resulting Open dialogue to find the file you wish to add aeStyl

Select Styles as listed on the left hand side (Stylasadle in: the source document)
and click theCopy button to move them to the Styles listed on the right lsatel
(Styles available in: the destination document).

Click Close
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Templates

Word bases all documents on the Blank Document template, ndomethl. Because the
Normal template is used to create most new documentgaltiésl a global template. It is a
good idea to create your own templates for specific types oihgeats. For example, it
would save time to create a template with all of the etesthat are repeated in each new
chapter, such as headers and footers, Styles, outline nagbed basic headings.

Creating a New Template

You can either open a new blank document and add all of the eletim&iny®u want in the
template, or open an existing document, edit it and then sasaitemplate.

Open a new document.
Add all of the elements to the document that you want to inclutteitemplate.
From theOffice menu, selecBave Asand click the Word Template option.

Click the Trusted Templateslink to place your new template in the most easily
accessible location

In the Save As dialogue type a name for the new templaterenue that the Save as
type: showword Template (*.dotx).

Click the Savebutton.

Word provides a default Templates folder among the Officellasten folders. If you save a
template in th@emplates folder, the template will appear on tkeneral tabwhen you
click New on theFile menu. Click thélrusted Templateslink to save to this folder.
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Creating a New Document from your Template

From theOffice menu, selediew.
The New Document dialogue appears. ClickNheTemplateslink

The New dialogue appears. Select your template from thenlistlickOK .
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Creating a Table of Contents

Setting up a table of contents for a long document is alwagedidea and mandatory with
documents such as a thesis. With a little work before yoin loegating the document, Word
makes it easy to generate and update as needed any tatieerits.

Before you generate a table of contents, the headings that @cebe included must be
formatted with the correct Styles. Use the predefineddading Styles Heading 1,
Heading 2, Heading 3, etc. You can create and use your ownading Styles, however
this will mean a few extra steps when generating the tabt# contents.

Generating a Table of Contents

To Set Up a Table of Contents:

Apply theHeading Stylesto the text that is to be included in the table of contents.
Position the insertion point where the table of contents is fudeed (usually at the
start of the document after prefatory material such daéwledgements, Abstract
etc).

From theReferencesnenu, Table of Contents panel, click Fable of Contents
button and thénsert Table of Contentslink.
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TheTable of Contentsdialogue opens. The default options in this dialogue usually
work quite well, however you may wish to increase the deghdw levelsslider

from 3 to however many outline levels you wish to show.

You can also play with th®ptions andModify buttons, however these are unlikely
to give any more satisfactory results.
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. Click onOK.

If Word can not generate the table of contents then the fioliperror message will be
displayedError! No table of contents entries found.This means you have not yet applied
any Heading Styles to your document.

Updating a Table of Contents

The table of contents is not updated automatically. Any changesydhamake to your
document may affect the table of contents. These could inplage numbering as well as
new headings and sections that were not included in an e@aHierof contents.

To Update the Table of Contents:

Position the insertion point anywhere in the table of contents.
Press th&ecalculatekey (F9). The following dialogue box will be displayed.
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Generally speaking you shoultpdate entire table
Click OK.

Table of Contents Options

Selecting a look for your table of contents

Word provides a number of different choices for changing the look oftgble of contents.
These are Classic, Distinctive, Fancy, Modern, FormdlZimple.

Select the required look for your table of contents by clickingsomame in the list of
Formats

Word will change the preview to show a sample of each $fyigble of contents.
Page Numbers in Tables of Contents
Word gives you three choices for page numbers in a tablentémts. These are:

(1) No page numbers: Turn t&&ow Page Numbergsheck box off. When you do this Word
will also deactivate thRight Align Page Numberscheck box and th&ab Leader box.

(2) Word will usually place the page numbers on the righigman a table of contents. It is
possible to place the page numbers after a space at toé thecentry in the table of
contents. To do this, turn tik&ght Align Page Numberscheck box off. Word will also
deactivate th&@ab Leader box.

(3) The last option is to change the leader Style. Wordawitbmatically select a leader Style
based on the format that you have selected. It can be chbpgelecting a different option
under theTab Leader box.
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Adjusting Heading Levels

Word will allow you to adjust the number of heading levels #ipgtear in a table of contents.
It is possible to have any number of levels between 1 and urhber of levels should be
determined by the number of headings and attached subheadings in youedbc

To change the number of heading levels:

Click the up or down arrows in ttf&how Levelsbox.

As you change the number of levels the preview sampleaisil change.
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Using Your Own Styles for a Table of Contents

The easiest way to set up a table of contents is to use get peading Styles to identify the
headings that you want to include in the table of contents. Howineze will be times that
you prefer to use your own Styles. This is not really a probéxrept that you will have to
identify which Styles have been used and what level of headingé¢pegsent. Once again,
you will have to apply the required Styles, otherwise the prosg#ssiot work when you
generate the table of contents.

To Generate a Table of Contents Using Your Own Styles:

Position the insertion point where you want the table of conteis itoserted.
From the Reference menu, Table of Contents panel, Téible of Contents.
Click on theOptions button.

Remove the default Table of Contents levels by clicking in the baxkdeleting the
1,2,3 etc.

Find the Styles in the list that you have used and enter thg4L&c in the TOC
boxes beside their names. 1 indicates the top level Style hefdinige table of
contents, and so on.

Click onOK.

Make any further changes to the format of the table of contents.

Click onOK.
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Creating Lists of Figures, Tables and Equations

Creating a list of tables, figures and equations is a bitdikating a table of contents. In
professional publications these elements are listed afieiabile of contents. The difference
between a table of contents and lists of figures, tables arati@ug is that Word uses
captions to generate the lists.

Generating a List of Figures, Tables and Equations

Make sure that all figures, tables or equations have captions.

Position the insertion point where you want the list to appear.

From theReferencesmenu, Captions panelick thelnsert Table of Figuresbutton.
The Table of Figures dialogue appears:

Select the appropriatéaption Label. ie table, figure or equation.
Select a format for the list (the default options are ugaakquate).
Click OK.

You would normally repeat this process for each caption type ¢ed to list, eg a List of
Figures and a List of Tables.
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Building an Index

When you create a large, professional document intended for@édership, such as a book
or monograph, you should always create an index. An index gives acorapete guide to
the work than a table of contents, including the number of ocweseand page numbers, of
specific subjects in your work.

Fortunately in one sense, a thesis at Honours, Masters or PélDslenot intended for wide
readership and therefore does not automatically require an indexndiptind that the extra
work of producing an index provides no extra benefit to readers exaronisupervising
your work. Check with your school for requirements in the argaafiding an index.

Building an index is like creating a table of contents. Kirgtlu have to mark the text that
you want to include in the index. Word does this with a feglchmand, which is calledE.
These index fields are actually hidden text, which Word displaysvith other hidden
characters. The second part of the process is to generateeike\Word will do this in much
the same way that it generates a table of contents.

Marking Text Entries

There are two ways of marking text for inclusion in an index: youus® text that already
exists in the document or you can enter your own text which may ornotagnatch the
existing document text word for word.

Using Existing Text for Index Entries

Select (highlight) the text that you want as the index entry.
From theReferences menulndex panel, clickark Entry :
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The text that was selected is displayed inMlagn Entry box.

To index this entry only, click thiglark button. The display changes to show hidden
characters, revealing the XE codes and their entry values.

To index every occurrence of this text, click Mark All button. Again ,the display
changes.

To index your own selection of occurrences of a particularepdé text, click into the
document, scroll down to find instances you wish to index, thiek back into the
dialogue and click thilark button.

Repeat the process until all of the text that you want tadecin the index has been
marked. _

Click theClose button_ﬂ

A Note on Index Entries

For each index entry, Word inserts an index entry field using hidednstmilar to the

The dotted underline shows that this field has the hidderfiaeixand the text in the
quotation marks is the text that will appear in the index whisrgenerated.
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Using Other Text for Index Entries

An index created from selected text is basically littlerenthan an alphabetical list of terms
and their page numbers. Taking the time to create a mdespianal looking index is well
worth the effort. An index will often include text entriésit do not appear in the document
word for word. For example, instead of the index entry “Habayidson motorcycles” you
are more likely to see “Motorcycles, Harley-Davidson” antitarley-Davidsonsee
motorcycles”. These sorts of entries for an index camdeged quite easily with Word.

To Create Your Own Text Entries for an Index:

Position the insertion point next to the text you want to incindke index.

From theReferenceganenu, Index panetlick theMark Entry button.

In theMain Entry box, type the index entry as you want it to appear. For example, if
you want the entry in the index to say “Emperor, Augustus” thendheatactly what

you type.
Click on theMark button.

Because the Mark Entry dialogue box remains open you can continkengnas
many different entries as you like. Place the insertion pointtoekie text then enter
the required index entry in tidain Entry box and then click on thdark button.

When finished click on th€losebutton.
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Index Options - Subentries

Most indexes contain subentries, which are the subheadings underngatheadings. The
following example displays subheadings. In this example thetgvarevels of subentries.

Augustus
Policies
Domestic

To Create Subentries:

Position the insertion point next to the text for the index entry
From theReferencesnenu, Index panetlick theMark Entry button.

Enter the main index entry in tivain Entry box.
In the Subentry box enter the lower levels of index entries.

Create multiple levels of subentries by separating theweékt a colon. For example, the
subentryAugustus:Policies:Domestiwill create three levels of subentries below the main
index heading of Emperors.

Click on theMark button.
Repeat the process for as many subentry index entries thagguarer
Click on Closewhen finished.
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Index Options - Creating a Cross Reference

A cross reference in an index is when an entry refers yandther entry somewhere else in
the index. This is more commonly referred to aseaentry. Cross references are used for
terms that are related that may not actually appeahanptiblication or are very closely
related to other terms.

To setup a Cross Reference:

Position the cursor next to the text to which you wasgereference.
From theReferenceganenu, Index panetlick theMark Entry button.
Enter the main entry level text.

Activate the cross reference box by clicking in the radio button
Type the actual cross reference text after the weed

Click onMark .

Click onClose

For example, to create a cross reference from the namei@ctav Augustus the name
Octavian is entered in the Main entry box and the name Augusergesed in the Cross
reference box.

The field code will look like the following: {XE “Octavian \SeeAugustus”}. The \t
instructs word to replace any page numbers with the text imtipwimarks. In this example
it would beSeeAugustus.
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Index Options - Page Ranges

Some index entries will need to specify a range of pages, as Augustus, 25-45. Setting up
the index marker to do this requires an extra step calbedkmark. A bookmark is a name
that you assign to a particular place, which usually refemsoi@ than one page in the

document.
Step 1 - Setting Up the Bookmark:

- Select all of the text that you want to include in the bookmark.
- From thelnsert menu, Links panel, seleBookmark.

- The Bookmark dialogue opens:

- Enter a name for the Bookmark and clickAsxid.
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Step 2 - Setting Up the Index Entry:

Position the cursor in the document where the index entry iseglqui
From theReferencesnenu, Index panetlick theMark Entry button.

- Enter the main text in thdain Entry box.

- Activate thePage Rangeoption by clicking on the radio button.
- From theBookmark box select the bookmark name.

- Click on theMark button.

- Click onClose

For example, an index entry such as Augustus, 15-30, would Hialé entry code of:

The \r “Character” instructs Word to insert the rangeagfgs that the bookmark name
covers, which in this example is pages 15 to 30.
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Generating the Index

Once you have marked all of the text that you want to incladgour index, including
subentry levels and bookmarks for page ranges it is time toageriee actual index.

Position the insertion point where you want the index to be displayedlyuauthe
back of the document after references).
From theReferencesmenu, Index panel, clidkisert Index.

Select the format for your index.
Select the number of columns for the index publication
Click OK.
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