USING
MICROSOFT WORD
TO
CREATE A THESIS

THE UNIVERSITY
OF NEW ENGLAND

Organisational Development
The University of New England




Disclaimer

Any data used in this material is fictitious and any resemcll#o current or past students or
staff of The University of New England is purely coincidénta

Trademarks

Windows, Word, Internet Explorer and Excel are registeretinarks of Microsoft
Corporation.

Version

23/07/2008

Any questions, comments or suggestions concerning this manual shaliddbed to:

od@une.edu.au

www.une.edu.au/od

This manual refers specifically to Microsoft Word \ersion
2003. Other versions of Microsoft Word require diferent
procedures to achieve the same results.




Table of Contents

INTRODUGCTION ...ttt ittt ettt e e ettt ettt e s st e e s st et e e shh bt e e ems e e e see e e e aab et e e asbe e e e nbreeeaarnneenn 1
TIPS FOR CREATING LARGE DOCUMENTS ...ttt e aritie et ee et sameee s tae e e snte e e anneeaeenneeaesaneeeens 1
PLANNING THE DOCUMENT ....ciittiteitiie ettt e ettt s ettt e s sttt e st e e sa e e ek e e e st ee s bn e e snne e e nsnnee e e nneens 1
DEVELOPING THEDOCUMENT ... ttttetittteeauteeaeateeeaastteeeaseseasmsaesameeeaeamaeeeaamneeaeamseeaeanneeeesasseaeanseesanneeaeannes 1
MANAGING THE DOCUMENT. ... tttteettteeeaitee e e ettee e e eute e e e e et eaaameeeamseeaeamteeeeemneeaeeabeeeeaaneeeasamneeasseeeannseeeeaneeens 2
FILE MANAGEMENT AND BACKUPS. .....cciittiieiittiie sttt srte e st e ettt e st n b e e eenrne e e nneee s 2
GRAPHICS. ...ttt ettt e e ee et e e st e e e etteee e e teeaaase e e e amteeeea st eee e aeeeeeeaateee e omsee e e eameeanseeeeemneeeeeenbeeeeaneeeeanneeeeaneeeann 2.
AUTOMATED FEATURES ...ttt eutttaeattteaaaateeaeaaseeeesanseaaaaseeeaaseeaeaasseeeaasseeaaasssaesanseeasanseeaanseseanssseeaaseeeesansenens 2
TIMING ettt ettt ettt oottt e ettt e ettt eeeue e e e e a s et e e ot te e e e nteeeea s s ee e ook Ee e e e e eeeeReeeeeanReeeeanneeeeennaeeeannreeeeaneeneaans 3
WORKING WITH LONG DOCUMENTS ....ccoiiiiieiiiiieesiiieeestiiee e e eieeesieeesnneeeeesneeeesnnneeessnneeesnnneeeennens B
USING DOCUMENT IMAP ...ttt ettt ettt e e ettt ee e ettt aaee e e e amte e a2 ne e e e asteee e aabeeeeaaseeeeaumeeanseeeeasseeasannneeeane 4
TO TUIN DOCUMENE IMEAP ON ..ciniiiiieeiite et ettt ekt e sttt e e e am e e st e e sanb e e nebn e e e nbee e e e nnneeens 4
USING NEW WINDOWS ... utteeeieeeeaaseeae ettt aeasteaeaasaeasaseaeaateeaeaasseeaantee e e seeeeansteeeeeaneeeasseaesanseesaanneeaeanses 5
DISPLAYING A DOCUMENT INOUTLINE VIEW w.eiiiiiiiiiiiieeesiirreee e eee sttt e e sseen e e e e en e e e s snnnneee s 6
L@ LU i1 a1 Tg T e o] | oY= P 6
CREATING A DOCUMENT INOUTLINE VIEW ...ttiiiuttiteeattieeaaeeeesateeaesaeee e s eeaeassaesanteeasansseeesasseesaneeeeaanneeann 6..
Promoting and Demoting Heading LEVEIS .......coooraeiiiiiiieeeeeeeeee et 7
Collapsing and Expanding Headings
Changing the Order Of @ DOCUMENT............ oo ettt ettt ettt e e et eeeeeeeeeeeees
MASTER DOCUMENTS ...ttt ettt e et e e et e e s et et e e o bt e e e e nbeeeamtaeeeasbee e e ameeeeasseeeaaneeeeaaneeeeaannees 9
CREATING AMASTERDOCUMENT......cttttiitiaitteeattee e ettt e e aateee e eteeaasseeaeaseeeaanteaeansseaeaasseeesanseeananeeeannreeeans 9
OPENING ASUBDOCUMENT FROM WITHIN AMASTERDOCUMENT ....c.ttiieiitiieesattieeeaeeee e e e e e eeeeeenee e enneeeeas 10
REMOVING A SUBDOCUMENT FROM THEMASTERDOCUMENT. .......cutiiiiiiieiiiie ettt 10
REMOVING A LINK TO A SUBDOCUMENT .....uttttiitieteeittteesisreeasstseessssessameeassneesesssreeesanneeesnneeesnnnneesenees 11
SECTION BREAKS .ottt ettt ettt ettt e ekt e e o bt e e eh et esme e et e e sttt e e e b ee e e nennee s 11
DIVIDING A DOCUMENT INTO SECTIONS.....ceettttteiitetesauteteesssreeestseessuseesasseeessanessassneeeaasnreeesnneeeesenneesannes 11
HEADERS AND FOOTERS ..ottt ettt sttt ettt et e e sen e e s s e e e as 13
ACCESSING HEADERS AND FOOTERS ...ttt ettt sttt ettt sttt e e e 13
THE HEADER AND FOOTERTOOL BAR .....ctiiiiiiiiie ettt eee e et e ettt e e et e e e et e e emnee e e enneeeeanas 13
CREATING HEADERS ANDFOOTERS. ... ...ctiiieteeitieeeaaitee e e tte e e ettt e esaeee s anteeaeanteeeaanneeeaanteeaeannseeeensaeaeaeeeans 14
Headers and Footers on Odd and EVEN PAgES . ccceeeec e iiiiiiiiiiieiiiiiiiiiie et ie st eee e taene e 14
HEADERS ANDFOOTERS FORDIFFERENTSECTIONS. ... .ucteeiutittastteeeaueeeeaaseeeesannsessaeeesanseesaasseeeeansnnessnnseeess 15
DIFFERENTHEADER AND FOOTER ON THEFIRST PAGE OF ADOCUMENT ......ciutitieitieeeaiiieeasieeeeeaeeeeeseeeennns 15
GRAPHICS ...ttt ettt ettt e oo h et ee e e ettt e e e ket e e e b et e e e enbeeeeaaee e ehteeeeeneeeeeanneeaeanneaeanaeeaanns 16.
AN INTRODUCTION TOGRAPHICS.......uutiiiiiiieiitiirettee e s ettt te e e s satsee e s e s s e e e s s st ee e e e breee e e esmnneeeeeeas 16
SUPPOrted GraphiCS FOIMALS — .........cooee oottt e et e e e e e e e e e e e e e e e eaaaeaaaeeeaeeaaaas 16
INSERTING AGRAPHIC. ....ceiittiiittee sttt e e s ettt e e e st e e e et e et e e e e s s seba b e et e e e e ene e et e sean e e et e e e s s bbnneeeeeseannes 17
FORMATTING A GRAPHIC. ...ttt ettt e ettt e et e e et et e e sttt e e e e e ee e e e e sa b et e e eb s et e emme e e sbe e e e nsbre e e aanreee s 17
W ia o] o =1 (s - 17
Sizing a Graphic - Scaling and CropPPiNg ..... ... e eeumuummmmieinieeieieeieeereeereeereeeaaaseeaasaaaaaaaaaaaaaeaaannenes 17
QLI S (e (0 1= 1 To | o T PSSR 18
POSItIONING @ GIraphiC .....ccceiiiiiiiiiiiie ettt ee e e e e e e e e e e e e e e e aaaaaa s 18
ADDING CAPTIONS ...ttt et e et e e et e e e ettt e e e eaeeee e e et e e e ambeeaeambeeeeannbeeeanseeeabeeesanbeeeesanneeaeanneens 19
ADDING CAPTIONS INDOCUMENTS. ... ccttitiiet ittt e e sttt et ee st e e e s ettt e e e s s eenn e e e e e sennnneee s 19
AUTOMATIC CAPTIONS. ... ttttttte ettt ete e e et tr ettt e e e s sk b e e e e aa st et e e e e s s aab b e et e e e e e bne s bt e e e s s amneeee e s s sbnraeeeessanrrnees
To Turn Autocaption On ...................
To Turn Autocaption Off....................

FOOTNOTES AND ENDNOTES




FOOTNOTE ANDENDNOTE OPTIONS. .....ctttttututieeeeiieettuta e eeeeasseessbssaasa s eesstesersssatssessseessrresninsseassaasaeees 21
EDITING FOOTNOTES ANDENDNOTES ....uuttuuiiieiieittettiteetessteesstsses e seeseasesttsesssanassessessssssatassseessersrresnnnes 22
USING STYLES ... ittt et e e e e et e et e e e e e ee e et e e eeeeeeasasssesaab e s aeeeseessbaaanaeeeaeaees 24
S 2 =1 TSR 24

MV H AT ARE STYLES . ttttttutietiieeitittetteteeestetetesataa aaaaesssaateee st saaa s tasssessasessbaa s seseseeesersss s s aba s eeesssessbbanneeees 24
APPLYING APREDEFINEDSTYLES ..uuuuiiiiiiittttttiesteeeetetetttassessseesasseesssssssaassseesseesssetssnsssessssesssrrannsaeaees 24
A CCESSINGALL STYLES. . ttttutuitiiieeitittttieteeeeestettaatssaaaaeessesastestetarasaassaatttesetaanaeessteeennesssresssesessseeseses 25
CREATING YOUR OWN STYLES ..uuuiiittieeietiiietestneeesstenessstsessesaneesstsneesrsteeesstieersreeesrie s 25
IMIODIFYING STYLES ..ittuueiittuteeietitetestteeessutaeesstansesesasanteessssaessstnaaesssanaeesssneesssteaseesssttessstnseersnnneeessnnnns 26
DISPLAYING STYLES IN A DOCUMENT ..cttutttttieetett e eeeettesesssteeesstaeesesantaeessstnseesstneessrtnseesrstaeessssnineesnnes 26
COPYING STYLES BETWEENDOCUMENTS AND TEMPLATES ..tvvtuttiieeieiiiettiteeseeesseesssessssssesssssssesssssnsneeeaees 27
I YL I I SN 29
CREATING ANEW TEMPLATE . .cttuttiettte ettt eeeetteeeesteeeestaaasesssanessstaaessssneesettressstnseeesrannseeesstnneessrnnns 29
USING THE TEMPLATE 1.1 ittttiteetettieetettteeesstteessstaeesssanssesstansaessstaeesstnsseestaneeessstnsessrnnnssessssanserssnsneessrnnnens 30
CREATING A TABLE OF CONTENTS ..ottt ettt e e e e e ee et e e e e e e e aeeat b s e e e e eeeeresannes 31

GENERATING A TABLE OF CONTENTS.
UPDATING A TABLE OF CONTENTS
TABLE OF CONTENTSOPTIONS. ... tttteettetaaautaraeaunteaeaateeasaasseeaaansaeanteeeanssseeansseeesasseeesaasseeeaaneeaasseeeansseeens
Selecting a look for your table of contents..
Page Numbers in Tables of Contents
Adjusting Heading Levels

USING YOUR OWN STYLES FOR ATABLE OF CONTENTS ...uuuuuiiiiieiiietttiniiieeeeeeressssasnesessesessessssesseessssssesssnns 34
CREATING LISTS OF FIGURES, TABLES AND EQUATIONS ... 36
GENERATING ALIST OFFIGURES TABLES AND EQUATIONS .....iiiiiieeiiiieieeete e e et e e eest e e seannesesssnnseesrnneeens 36
BUILDING AN INDEX ...uuiiiiiiiiiiiiie ettt ee ettt e e e e e e e e e e et b et e e e e e ee e s te st e e s aeeeseessbaaaeeaeeeeees 37
MARKING TEXT ENTRIES.....outuuieiiiiitiiitttiiai et e e e et e ettt estieees s e e e e e eeetbaasaeeeeeeeessabbaa s eeeeseseessnsssssannnaeesseeereren 37
Using EXisting Text for INAEX ENLIES ........ccooeiieiiiee ettt s e ee e e e eane 37
Using Other TeXt fOr INAEX ENLIIES .......uiiicuueeeiee ettt ree e e e s s bbnae e e e e s 39
INDEX OPTIONS- SUBENTRIES.....ccetttutuueeieeiieeretinasieeeseesttssstsnsaasessessestesasatassessteesttrteeeeeseesseressrnanes 40
INDEX OPTIONS- CREATING A CROSSREFERENCE ... .uuuuiieiiiiiittttiiseeeeiesetseassiassssesseesssesssssans e seessssrsssrannes 41
INDEX OPTIONS= PAGE RANGES......cctuiiiiiitiieiiitieeeeetesesattaeeesreneeesstteeessttaeesttaaesatteessrtneesersnserearanns 42
GENERATING THEINDEX vvttuttiiieiiiieette e e e e e e ettt e e e e e e s eeee s e es et seeeseeeae s aaba s eeeseeeebesansanba e eeeseeeerbnnnnses 43



Introduction

This guide outlines the main features and functions of Micr&@§ofd that 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 ybinawe a thorough
working knowledge of the basics of word-processing.

The guide covers a number of areas such as templates, grdpdders and footers,
footnotes, styles, section breaks, table of contents, buildingda®,idocument 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 begimgrdetidocument.

Decide on a general outline for the document. Divide the wooksettions and subsections,
which could equate to chapters. Use the outline view tq ptg@anise 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 ape tocluded and print them as
samples. Make sure that any special symbols you must useraadbler

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

Think about and set up some templates and styles that wilkeep 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 bapliog references. There
are other programs available. You will need to look into thetloaiesuits 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 spbtseveral files. Try not to
have files longer than about 15 — 20 pages.

You may find it more efficient to work on sections separaaely combine the files at the end
into a Master Document. Doing this at the end will enable ydak® advantage of automatic
features such as Table of Contents.

File Management and Backups

Have at least three backups. Rotate these and number the Beskapcordingly. You could
have three diskettes or CDs to hold the backups. Call 8tééickup file Backup_1 and put it
on Disk 1, put the second backup file, Backup_2, on Disk 2 anditdebackup file,
Backup_3, on Disk 3. What ever you do, use meaningful file nanteback 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. iIng@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 phusirder of which graphic to
insert later. You could type in the file name of the graphid 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 care&liyut whether you actually need
one, as it is a big undertaking even when using the automatic fancikty.




Timing

It always takes a lot longer than you think! Allow plenty aidifor 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. You carpllapsea heading and hide its subheadings and texteapanda
collapsed heading to display its subheadings and text. Yoalsamove whole blocks of
text around the document very easily.

While you can see any Microsoft Word document in outline viewlibkiog Outline on the
View menu, what you see depends on how the document is formatstingte must be
formatted with one of the built-in heading styles that cavitle Word, or paragraphs must be
formatted with outline levels. As you rearrange the headingssubheadings in outline view,
Word automatically applies built-in heading styles to them.

Using Document Map

The Document Map feature of Word enables you to display an oliglired the headings in
the document. This can only be done if the document uses stylefirte the headings. The
advantage of using Document map is that it enables you tgatexquickly around a
document.

To Turn Document Map on

From theView menu seledDocument Map.

Click on theDocument Map button on theToolbar. .'-h]

A vertical pane is displayed on the left side of theasg outlining the document structure.
You can move quickly to different parts of the document by selebBagdings in the
document map. Select a heading by clicking on it once. The + apghbols next to the
headings show whether there are further sub headings withiimd@a not. Clicking on a
+ or — will expand or collapse these headings.

or

To Turn Document Map off

From theView menu seledDocument Map.
or

Click on theDocument Map button on theToolbar.




Using New Windows

In addition to Document Map, ttindow  New Window command provides a means of
working in different sections of a document at the same with@ut losing your place or
train of thought. You can switch easily between differectiens or chapters of your
document, for instance to create cross-references beth@snsections, and thus greatly
increase the connections between different parts of your teaisogical argument.

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 different chapter or section of your thesis withoutdogour current place in the
document:

Open the document that you want to work on.

From theWindow menu, seledew Window.

A new instance of the Word application opens, with the docuopant at your
current place.

Use document map to browse to another section or chapter.

You can have multiple windows open on a document, enabling ywartosimultaneously
on a number of different chapters. Each new window is humbegeekstially in the
document title bar so that you can easily keep track ofrwindow you are currently
viewing.

Each New Window is simply a separate view of a documentsamat ia separate file. As you
close windows you are not prompted to save the document until yauticesriginal
window, ie ndow with sequential numbgr
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Displaying a Document in Outline View

Open the document that you want to work on.
From theView menu, seledDutline.

The document display changes and the Outlining toolbar is opened.

The Outlining Toolbar

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 aiewawve you time and help
maintain consistent formatting.

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 text of your document.




Type the initial heading text, which is automatically forrmatusing the Heading 1
style.

Press th¢Enter] key twice to start the next paragraph. The paragraph wititeia
the previous heading level.

Use thePromote or Demotebuttons to select the next heading level required, or
select Demote to Body Text.

Continue typing the document using the promote and demote buttons farithesv
headings and body text.

An example of a Document created in Outline

Promoting and Demoting Heading Levels

An advantage of using Outline View is that the Heading Lexeeisbe changed easily. Any
heading level can be promoted to a higher level or demotedbiger level.

To Promote a Heading level:
Click anywhere in the heading text that is to be promoted.

On theOutline Toolbar click thePromote button. (The one with the arrow pointing
to the left).




This promotes the heading text to next level higher styleh&hding text can be promoted
to level one by clicking on the Promote to Level 1 button, whithesutton 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 level lower in stfle.heading text can be demoted
to body text level by clicking on the Demote to Body Text button, lvisiche button with
two arrows pointing to the right.

Collapsing and Expanding Headings

Word enables you to collapse and expand headings. This simphg iz the text under
each heading will be either hidden or displayed. In long documentsayolbiave all of the
headings collapsed, except for the one with the text that yowaking on.

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.

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.

Changing the Order of a Document

Another benefit of working in Outline View is that you can lasiodify an outline. You can
easily rearrange the topics in an outline by moving the heading subheadings to different
positions and locations in the document. When you move a headibodly text associated
with it will be moved as well.

To Change the Order of a Document:
Position the cursor in the heading that you want to move.

Use the Move Up and Move Down Arrows on the Outline Toolbardeenthe order
of the headings and related text.




Master Documents

A large document, such as a thesis or book, is usually o@déa number of smaller
documents, such as chapters. Word’s Master document featube csed to combine a
number of smaller documents into one, while still maintaining eaa separate file.

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

Generate a complete table of contents and index.
Print the multiple subdocuments as one.

To create and manage the master document, a speciataliedt Master Document View is
used. It includes an extended outlining toolbar allowing you to funtiz@rage the contents of
the master document.

When each subdocument is inserted into the master documeiat]diaéng occurs:

Section breaks are automatically inserted above and belculblde@cuments.

All styles are maintained. If the master document hdesstyith the same name as the
subdocuments, then Word provides an option to rename the siytes i
subdocuments or to apply the styles from the master documehé&ssaobdocuments.
Keep in mind that your styles should be consistent.

All margins, headers and footers within subdocuments will tagned as they are.

You need to be in Outline View to create a master docur@arde you're in Outline View,
you can easily add and delete subdocuments to and from the d@giement and move the
subdocuments to change their order. You can also open, modify, ahdrprisubdocument
from within its master document. Whenever you open a mastandot, all of the
subdocuments open and are displayed in outline view, enabling yorkan all the
documents at once.

It's important to realize that a subdocument is not actualhgd inside of its master
document. Instead, a master document contains information on tetfaré the
subdocument file. When you open a master document, all efitlosuments are closed, or
collapsed, by default. You can open a subdocument by clickingits tee subdocuments
are collapsed, or by double-clicking&ssubdocument icon when the subdocuments are
expanded. You can open all the subdocuments in a master docunpeint [pyeviewing the
master document.

Creating a Master Document

The following steps are required in order to create a madsteiment.

Create a new document in the usual way.
Add any formatting and text to the document that you require.
Turn Outline View on. Subdocuments can only be inserted in Outline View.




Turn Master Document View on by clicking on the Master Documésw \button on
the Outline toolbar.

Click the Insert Subdocument button on the toolbar.

The Insert Subdocument dialog box appears. You need to specify theathdguom want to
insert as a subdocument.

Select the document and click Gpen.
Repeat this process to insert as many subdocuments as required.
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 icon beside the link to the subdocument to se¢lect i
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Press the delete key.

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

Removing a Link to a Subdocument

You can remove a link to a subdocument and retain the contdma sfibdocument in the
master document.

Open the Master document.

Switch to Outline view and activate Master Document view.
Click on the icon beside the link to the subdocument to sélect i
Click on theRemove Subdocument.

Note: this does not delete the subdocument. The originaxsslis. All it does is remove the
link to the subdocument from the master and retain the contdre master document.

Section Breaks

Dividing a Document into Sections

When you begin a new document in Word for Windows the entire documerigtsasfsone
section. However a document can be divided into as many sectigma dke and each
section can be formatted differently. A section can be as ak@tparagraph or as long as
you like. A new section of the document must be created whegyeuaewant to change any
of the following features:

Paper size, page orientation, margins.
Newspaper style columns.
Page numbering and vertical alignment.

Headers and footers, footnotes and endnotes.
To insert a section break:
Position the cursor where the section break is to be idserte

Click onlInsert.
Click onBreak. The following dialog box will be displayed.

11



Select the appropriate type of break and Clickosh

Type of Break

Effect

Next Page Word for Windows breaks the page at the section break. The mtians
begins a new page.

Continuous A section break is inserted but the new section begins athe page.

Even Page The new section begins on the next even page.

Odd Page The new section begins on the next odd numbered page.

12



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 elementsssgchpaics, different

headers and footers for odd and even pages, different ones fosesdiom, page numbers,
dates, times, file names and paths all entered autonhatical

By default, headers and footers are left aligned, and useywhatever font and size is the
default in the normal template. Two tabs are set with one inghtee of the header or footer
and a right aligned tab on the right margin of the header and féloy@ur document has
only one section then the header and footer will appear on pagey

Accessing Headers and Footers

To Work With Headers or Footers:
From theView menu seleddeader and Footer

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 aatiblacWord will also
display the header and footer toolbar.

If you want to work with footer instead of the header kcba theSwitch between Header
and Footer button on the toolbar. You can also usedben arrow key to do the same.

The Header and Footer Tool Bar

Enables you to choose from a series of preformatted entries for
headers and footers that specify elements such as page nuimbers
author’s name, date, filename and other information.

Displays the page number on all pages. Displays the numbeges pa
in the entire document. Displays the Page Number formatgtial
box.

Inserts a field that displays the current date. Inseitdcathat
displays the current time.

Displays the Page Setup dialogue box where you can spétaiedt
headers and footers for odd and even pages or for the first page.

13



Toggles between displaying document text in the background (in
grey) or showing no text in the background.

Specifies that a header or footer contain the same téx¢ deader or
footer in the preceding section.

Switches between displaying the current header or footepldyis
the header or footer associated with the preceding sectigplais
the header or footer associated with the next section.

Closes the header or footer pane.

Creating Headers and Footers

To Create Headers and Footers for Your Document:

From theView menu seledtieaders and Footers
Enter the required text, field codes and formatting for tlaelé&eor footer.
Click onCloseto return to the document.

Headers and Footers on Odd and Even Pages

It is not possible to create different headers and footers for mdiet\een pages unless the
document has more than one page. In other words, at least onagedana one even page.

From theView menu seledtieaders and Footers
From the Toolbar click on theage Setugcon.

In theLayout tab clickDifferent odd and evenon.
Click on OK.

Word will display the area for the odd header/footer.

Enter the required text, field codes and formatting for tlaelé&eor footer.
To go to the even header/footer click on 8w Previousbutton.

The Show PreviousandShow Nextbuttons toggle between the odd and even headers and
footers.
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Headers and Footers for Different Sections

If your document has more than one section Word automaticallytsepesheader and footer
for every section. However this may not be appropriate. Word alldlw you to create
different headers and footers for each section.

To Create Different Headers and Footers for Different Sdwmns:

Make sure that the cursor is in the section where the raden/footer is to go.
From theView menu seleddeaders and Footers
The Header/footer dialogue box will indicate the section number.

Use theShow Next button to navigate to the section for which you want a different
header/footer. The header pane for the next section appedrse&aine as Previousutton
becomes available on the Toolbar.

Click on theSame as Previouputton to turn it off.

This effectively disconnects the header/footer from the otfeeiprevious section.

Change the text as required in the header/footer.
Click onClose

Different Header and Footer on the First Page ofa  Document

From theView menu seledtieaders and Footers
From the Toolbar click on theage Setupbutton.
In theLayout tab clickDifferent first page on.
Then click on OK.

Word displays a blank header/footer. If you don’t want a headesffoatthe first page leave
it blank or enter any text, field codes and formatting as redjuife/ou leave it blank there
will be no header or footer on the first page of the doctimen

Click onclose

15



Graphics

An Introduction to Graphics

The Microsoft Office package includes a large number of &g.fin addition to these you

can use art files that are available in other prograntisabryou have created yourself. Word
provides graphics filters which are programs that translaghigps files into a suitable

format for inclusion in a Word document. With these graphicgdiltgou can add art from

files in the 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, yon'tdasert it directly into Word. If
you have the program that created the art open it irptbgtam and then save it in one of the

graphics file formats Word accepts. Alternatively, copyithage to the Clipboard, and then
paste the image into your Word document.
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Inserting a Graphic

To help you insert art which Word calip Art , Word contains an Insert Picture command
and an Insert Picture button on the Picture toolbar.

To Insert Clip Art:

Place the insertion point where you want the graphic to beaeaser
From thelnsert menu, seledPicture, thenClip Art .

The Task Pane will be displayed on the right of the sc@krk the go button to display all
of the available clip art. When the images are displggedcan click on the one that you
want. This will insert the picture at the cursor position.

Formatting a Graphic

All of the graphics you add to a document can have borders and shhadingsized,
positioned anywhere on a page or in relation to a paragraph, columargin, and all of the
art objects can be set up to have text flow around them in vaveys Resizing can be done
by cutting off parts of the graphics (cropping) or by changingittesof the picture (scaling).

Adding a Border

Select the graphic by clicking on it once.
From theFormat selectBorders and Shading
Select the border options (colour, size etc) and then click OK.

Sizing a Graphic - Scaling and Cropping

When you insert a graphic, it appears at its full size. Somstthe size is too large to blend
elegantly into the surrounding subject matter. Other timessiigeis too small to be seen
clearly. Sometimes you might want only part of the graphicotAer times, you might want

lots of space around a graphic. To change the size of the iyagecale the graphic. To

change the amount of the graphic that appears, or to add spand argraphic, you crop it.

To enlarge part of a graphic, crop it to show only that parttlamscale it to the larger size.
To scale or crop a graphic, you can use either the mouse Feortinat Picture command.

Note: Scaling a small picture to a larger size can cautehbecome distorted in the way
television news programs hide people’s faces. If this happears ybu need to use a
specialist graphics program like Photoshop to work on the graphic hefioigit in a Word
document.

Scaling and Cropping with the Mouse:

Select the graphic by clicking on it once.
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The P

To scale a graphic, drag any one of the sizing handles. Draggirgizthg handle
toward the centre of the graphic scales it down (decreasesizéhef the image).
Dragging the sizing handle away from the centre of the graguiaies it up (increases
the size of the image).

Drag one of the corner sizing handles if you want to maintain the piaptetween
the graphic's height and width. If you drag using a sizing handfs ti@ on one of
the corners, you'll distort the picture as you resize it.

To crop a graphic, click the Crop button on the Picture toolbag alsizing handle,
and then, when you're done cropping, click the Crop button agaien Wiu drag
toward the centre of the graphic, you cut off part of the ensighen you drag away
from the centre of the graphic, you add white space along thatoédige image.

Button

icture Toolbar
Function Button Function
Insert Picture Rotate Left 96
Image Control Line Style
More Contrast Compress Pictures
Less Contrast Text Wrapping
More Brightness Format Picture
Less Brightness Set Transparent Colour
Crop Reset Picture

Positioning a Graphic

When

you put a picture in your document, it's located at the iosgubint you set before

you choose the Insert command. After the picture is in place,aoal@ange its position with
either the mouse or with the Format command.

To Move a Graphic with the Mouse:

Select the graphic by clicking on it once.
Position the mouse pointer inside the graphic.
Click down and drag it to the required position.

18



Adding Captions

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

Captions in your publications will look similar to the following exaes:

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

Adding Captions in Documents

Select the object that is to have a caption attached to i
From thelnsert menu, seledReferencethenCaption.

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 t@&ption box.

Click onOK.

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.
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To Turn Autocaption On

From theInsert menu, select Reference, th&aption, and then click on the
Autocaption button.

Select the 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 thearapdi each new object.
Any text that you want to include in the caption still has tatded by you because Word
only adds the caption name and number such as Table 2. All youdédweis click beside
the caption name and add your text to it.

To Turn Autocaption Off

From thelnsert menu, selecReference thenCaption. Click on theAutocaption
button.

Turn the check box off for the object in tAdd caption when insertingbox.

Click onOK.
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Footnotes and Endnotes

Word 2003 provides both footnotes and endnotes. Footnotes are positioned at theobottom
the page and endnotes are located at the end of a documertioor. sec

Footnotes look similar to this example.

Word inserts a marker in the text of the document, which dsefaalta 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 thatiiglaiea

Inserting a Footnote or Endnote

Place the insertion point where the
footnote or endnote marker is required.
From thelnsert menu, select
ReferencethenFootnote

Select the required options and then
click onlInsert.

If you are in Normal View Word
opens the Footnote pane. Enter the
footnote data and click ddlose

Footnote and Endnote Options

The default settings for footnotes and endnotes
are set to number continuously from one, with

footnotes using Arabic numerals and endnotes
using lowercase Roman numerals. You may
want to change this because the documents
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form part of a larger document such as a thesis or book. You cachalsge the numbering
style for footnotes and endnotes.

To Change Footnote and Endnote Options:

From thelnsert menu, seledReferenceand then seled¢tootnote

Footnote Options Endnote Options

Select the position of the footnotes or endnotes from the lgtains.
Change the formatting options if required.
Click the Insert button when finished.

Editing Footnotes and Endnotes

To edit footnotes and endnotes

Place the cursor on the page where the footnote or endnoter isddaated.
From theView menu, seledtootnotes

or

Double click on the marker in the text.
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Whichever option you choose, Word will open the footnotes or endnaesgnd the cursor
will be in the pane. Use the arrow keys to move through &atnote or endnote and the
backspace and delete keys to edit them. Make any requaedehto the footnotes or
endnotes and click on tl@@osebutton to end the process. If you double click on the footnote
marker, Word will take you directly to that footnote.

Make the changes to the footnote and click on the close button.

A Note On Footnotes and Endnotes

When you insert footnotes or endnotes, Word will automaticallysatlhe numbers for all of
the footnotes and endnotes after the new one is inserted. Mbeapalies 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 oneessiggh. Using styles
to format documents helps to ensure that documents are consistemt.styles are used to
format a document you only have to change the style once to chihmepet ghat has been
formatted with the particular style. Styles are very ingarfor setting up tables of contents
and other automated features such as indexes and listgarda

What are Styles

A style is a series of formats that can be applied aheaé to one or more paragraphs or one
or more characters.

» 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.

» Character Styles character styles can only be built from text formattingomst
such as fonts, borders and shading. Character styles apekt tnly.

Generally, paragraph styles are used much more than tdasdes. Character styles are
usually for very specific purposes. For example you can useactéastyle to format a
short block of text such as a Department name.

Word 2003 also has two other types of styles. Thes€abie andList. Table styles are used
to format Word tables and the List style is for numberedbatidted lists.

Conflicting Styles
When ever two styles are used together a possible conflicoowir, such as two different

fonts, then the character style will override the paragrapé. sany manual formatting will
override both paragraph and character styles.

Default Styles

Everything that you do in Word is controlled by styles. When yau a new document
Word uses the Normal style. All the default and predefitddsscan be changed.

Applying a Predefined Styles
To Apply an Existing Style:

Select the text or paragraph you want to format.
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Click on thedown arrow in theStyle Boxon the formatting tool bar.
Click on the style name from the list.

Word does not list all of the available styles in the Tootlsap down menu. Only the seven
most common styles and any that you have created are shown.

Accessing All Styles

All styles, including the complete list of predefined stydesl any user created styles can be
accessed via the menu options.

To Access All Styles:

Select the text or paragraph that you want to apply thetstyle

From theFormat menu choos&tyles and Formatting

The list of styles will be displayed in tAesk Paneon the right of the screen.
SelectAll Styles from theShow box at the bottom of the Task Pane.

Select the style you want to use by clicking on it.

Creating Your Own Styles

New styles can be created by using the
formatting of an existing paragraph or
as a step by step procedure through the
menus.

Creating a Style Step by Step:

Display the Styles and
formatting options in the Task
Pane. From thEormat menu
selectStyles and Formatting
Click on the button labelled
New Style

Enter a name for the new style
in theName box.

Select the style type.

Apply the required formatting
options by clicking on the
Format button and then
selecting the required options.
Click onOK.

Creating a Style Using a Formatted Paragraph

This method of creating a style involves the use of a forcha@eagraph. It's a bit like doing
a test run before defining the style. The advantage isyhatcan play 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
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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 and formatting options in the Task Plamen theFormat menu
selectStyles and Formatting

Click on the button labelleNew Style

Enter a name for the new style in thame box.

Click OK to close the dialog box.

Modifying Styles

Any style can be modified, including predefined styles and styléythacreate yourselfA
word of warning: Do not modify predefined styles. It is a farbetter option to create a
totally new style, even if it is very similar to an existingtyle. The reason for this is that
once you have modified a predefined style the original willdplaced with the new version.

To Modify a Style:

Display the Styles and formatting options in the Task Plamen theFormat menu
selectStyles and Formatting

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 style can now be modified.

Click OK when the modifications are complete.

Note: All instances of the modified style will be automigcally updated when you click
on the OK button.

Displaying Styles in a Document

Style names can be displayed on the document that you are workifgis can be very
useful if the document uses styles created by someon®etkaf uses styles you created a
long time ago.

Displaying style names on a document:
Change the document viewwrmal. This can only be done Mormal View.

Select thélools menu, therOptions.
Select theView Tab.
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Set the Style Area Width to about 3 cm. This measuremém i@mount of space
used at the left of the screen to display the style names
Click Ok to close the dialog box.

The style names appear in the left side of the document windmwcan adjust the width of
the Style area by dragging the vertical line betweemlditement and the Style area.

Style names can be hidden by changingStyée Area Width back to zero cm.

Copying Styles between Documents and Templates

When you create styles they are often attached only tadlidivdocuments. Word allows
you to attach the styles to the Normal template, whiglnyenew document is based on. This
means that you do not have to recreate the styles for éeetynent that you want to use
them in.

From the Tools Menu select Templates and Add-ins.
Click on the Organiser button.
Make sure that thStylestab is selected.

27



The left side of the dialog box displays the name and styldggeafurrent document. The
right side of the dialog box displays the name and styl&seofurrently attached template:
the Normal template. You must close the NORMAL.DOT temepteefore you can open
another template or file.

If the file that contains the styles you want to attach eéd\tbrmal Template is not
listed in the left hand box, click ti@&ose Filebutton and then click th@pen File
button to locate the required file.

Select the style name by clicking on it once.

Click the Copy button to copy the style from the file or template to theudwmnt in
the box on the right side of the dialog box.

Click the Close button when all of the styles are copied ad¢oodhe required file or
template.
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Templates

Word bases all documents on the Blank Document template, ndomethl. Because the
Normal template supplies every document, it is called a btebrplate. It is a good idea to
create your own templates for specific tasks. For exampleuifvork on a newsletter, it
would save time to create a template with all of the etesthat are repeated in each edition
of the newsletter, such as formatting colours, fonts andsstigigos, graphics and standard
text.

Creating a New Template

You can either open a new blank document and add all of the eletma&ny®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 inclutheitemplate.
From theFile menu, seleckave As

Type a name for the new template and sddectument Templatefor the file type.
The Save in option will default to tAieemplatesfolder. Do not change this.
Click on theSavebutton.

If you save a template in tiieemplates folder, the template will appear on teneral tab
when you clickNew on theFile menu.
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Using the Template

From theFile menu, selediew.
The Task Pane will be displayed on the Left of the screen.

The template that you require may be
listed wunder the Recently Used
Templates heading. If not, you can
search for it or click on the linbn My
Computer. This will open the
Templates dialog box.

The template you created should
be in theGeneral tab.

Make sure tha€reate New Documenis checked.

Select the template and open it like any normal new document.

Create your document in the usual way and save it.
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Creating a Table of Contents

Setting up a table of contents for a long document is alwagedidgea 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 tatieenits.

Before you generate a table of contents, the headings that @cebe included must be
formatted with the correct styles. Use the set headingydés Heading 1, Heading 2 and
Heading 3. You can create and use your own heading styles, hoeethis will mean a
few extra steps when generating the table of 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 ie fdred.

From thelnsert menu, seledReference thenindex and Tables.

Select thelTable of Contentstab.

. Click onOK.

If Word can not generate the table of contents then the faigpesiror message will be
displayedError! No table of contents entries found.
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Updating a Table of Contents

The table of contents is not updated automatically. Any changes/dhamake to your

document may affect the table of contents. These could inplage numbering as well as
new headings and sections that may not be included in the table afitsofite overcome

this problem you don’t have to start from scratch because Wor@heil you to update the
table of contents.

To Update the Table of Contents:

Position the insertion point anywhere in the table of contents.
Press thé&Jpdate Field key F9). The following dialogue box will be displayed.

Select the required option.
Click onOK.

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 in thelndex and Tablesdialogue box.

Word will change the preview to show a sample of each efytigble of contents.
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Page Numbers in Tables of Contents

Word gives you three choices for page numbers in a tablentémts. These are:

(1) No page numbers: Turn tBdow Page Numbergheck 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 rightgiman 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 tiiRight Align Page Numberscheck box off. Word will also
deactivate th&@ab Leader box.

(3) The last option is to change the leader style. Wordawtthmatically 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 Qurhber of levels should be
determined by the number of headings and attached subheadings dogoorent.

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 sampleaisidl change.

Using Your Own Styles for a Table of Contents

The easiest way to set up a table of contents is to usedabet pieading 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 probéxeept that you will have to
identify which styles have been used and what level of headingdpegsent. Once again,
you will have to apply the required styles, otherwise the procéssat work when you
generate the table of contents.

To Generate a Table of Contents Using Your Own Styles:
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Position the insertion point where you want the table of contets itoserted.
From thelnsert menu, select Reference, tHedex and Tables.

Select thelable of Contentstab.

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 th&4l&c in the TOC
boxes beside their names. 1 indicates the top level style hefmtinge 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, traalifjorafter the table of contents.
The difference between a table of contents and lists of figtabks and equations 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 thelnsert menu, seledReferenceand therindex and Tables
Select théTable of Figurestab.

Select the appropriatéaption Label. ie table, figure or equation.
Select a format for the list.
Click onOK.
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Building an Index

When you create long documents such as a thesis or book, you shouldabedgsan index.

A table of contents is really a general guide to the subjattemof the publication whereas
an index gives a fuller guide, including the number of occurrencgspage numbers, of
specific items in your work.

Building an index is like creating a table of contents. Birgtlu have to mark the text that
you want to include in the index. Word does this with a fesldhmand, which is calledE.
These index fields are actually hidden text, however Word witlaysthem if you want. The
second part of the process is to generate the index. Word whisimtmuch 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: youuse 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 the text that you want as the index entry.
From thelnsert menu, seledReferenceand therindex and Tables
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Click on theMark Entry button.

The text that was selected is displayed inMlagn Entry box.

Click on theMark button.
If you click theMark All button, Word will mark every occurrence of that text in the
document for inclusion in the index.

The Mark Index Entry dialog box remains open.

Click back in the document and select the piece of tex¢ induded in the index.
Click on theMark or Mark All button.

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

Click the Closebutton.

A Note on Index Entries

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

The dotted underline shows that this field has the hiddericieixaind the text in the
guotation 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 entribsit 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 camrdegtexd quite easily with Word.

To Create Your Own Text Entries for an Index:

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

From thelnsert menu, selecReferencethe Index and Tables then, click on the
Index tab.

Click 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” thenghetactly 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 thelnsert menu, seledReference thenlindex and Tables then, click on
Mark Entry .

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 thewékt 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 wasgexeference.

From thelnsert menu, selecReference thenindex and Tables then, click on the
Mark 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 imtipimarks. 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, seledBookmark.

- 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 thelnsert menu, select Reference, then seledex and Tables then, click on
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 Hiealé 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.

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 toajeribe actual index.

Position the insertion point where you want the index to be disglay
From thelnsert menu, seledReference thenindex and Tables
Select thédndex tab.
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Select the format for your index.
Select the number of columns for the index display.
Click onOK.
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References
See Endnote course (part of library research skills training)
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