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LESSON 1

Working with Long Documents

EVALUATION COPY: Not to be used in class.

Topics Covered

] Table of contents.

V] Footnotes and endnotes.

V] Citations.

M Creating a bibliography.

| Marking entries. \.\}(:)‘Q
>

| Inserting an index. (a\‘Q‘ %

Introduction

In this lesson, you will learn to add a table of contents to a document, to update the table of contents,
to add footnotes, endnotes, citations, and a bibliography to a document, to mark entries in a document,
and to insert an index.

EVALUATION COPY: Not to be used in class.
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1.1. Adding a Table of Contents

Table of contents entries are automatically marked when Heading Levels are applied within a document.
Text with the Heading 1 style applied to it automatically becomes a top-level entry within the table of
contents. Text with the Heading 2 style applied to it automatically becomes a second-level entry.

LESSON 1: Working with Long Documents | 1
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You can add a table of contents even if you haven’t applied heading levels in your document, but it’s
a little more work. You would have to manually enter the headings and page numbers, and the Update
Table function, described below, is not available. This will be explained in more detail later in this
lesson.

To add a table of contents to a Microsoft Word document:

1. Place your cursor in your document where you would like the table of contents to appear.

2. Click the References tab and from the Table of Contents group, click Table of Contents
and select one of the options from the drop-down menu:

File Home Insert Draw Design Layout
12 Add Text v ab1 [} insert Endnote

Dl Update Table

ab; Next Footnote ~

Table of Insert Sea

ontents v Footnote E

Built-In

Automatic Table 1

Contents

Heading 1 1
B Heading 2. 1
[ Heading 3 1

Automatic Table 2

Table of Contents
Heading 1 1

Heading 2 1
Heading 3 1

Manual Table

Table of Contents
Type chapter title (level 1)
Type chapter title (level 2)
Type chapter title (level 3)
Type chapter title (level 1).

Tune chanter title [level 2}

noBR ok

@ More Tables of Contents from Office.com >
Custom Table of Contents...

|:-'§'< Remove Table of Contents

= | 1.4
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The table of contents will be inserted. Note that you can Ctrl + Click on the headings or
page numbers in the table of contents to go to those sections of the document.

EVALUATION COPY: Not to be used in class.
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1.2. Updating the Table of Contents

The table of contents does not automatically update as you make changes in your document, but
updating it is simple:

1. On the References tab in the Table of Contents group, click Update Table:

File Home Insert Draw Design Layout
) Add Text v ab1 [} Insert Endnote

R v
Table of [D| Update Table ] Insert a3 Next Footnote S
Contents v Footnote
Table of Contents Footnotes N
2. In the dialog box that appears, choose to update page numbers only or update the entire table
and then click OK:
Update Table of Contents ? X

Word is updating the table of contents. Select one of the
following options:

(O Update page numbers only
O Update entire table

N

If you have added any headings to your document, you should update the entire table.

EVALUATION COPY: Not to be used in class.

[

LESSON 1: Working with Long Documents | 3
EVALUATION COPY: Not to be used in class.



1.3. Deleting the Table of Contents

To delete a table of contents from a Microsoft Word document, click Table of Contents in the Table
of Contents group on the References tab and select Remove Table of Contents:

File Home Insert Draw Design Layout
E B Add Text v ab (4 Insert Endnote }
| Y v
Table of D Update Table Insert 23 Next Footnote Son
Contents v Footnote J
Built-In
Automatic Table 1
Contents
Heading 1 1
Heading 2 1
Heading 3 1
Automatic Table 2
Table of Contents
Heading 1 1
Heading 2 1
Heading 3 1
Manual Table
Table of Contents
Type chapter title (level 1), 1
Type chapter title (level 2) b}
Type chapter title (level 3) 2
Type chapter title (level 1) 4
Tune chanter title (level 21 g
@ More Tables of Contents from Office.com >
Custom Table of Contents...
[E—'?% Remove Table of Contents b ]
IX

You can also remove a table of contents by hovering over it, clicking the TOC icon in the upper left
and selecting Remove Table of Contents:

4 | LESSON 1: Working with Long Documents
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E D| Update Table...

Built-In

Automatic Table 1

Contents

L= To 1 PSS S

Heading 2

Heading 3

Automatic Table 2

Table of Contents

LT 7 OSSO

Heading 2
Heading 3

Manual Table

Table of Contents

Type chapter title (IEVB] 1).... ..o e sm s s saanen s s smn s e b e nsme s e e e

Type chapter title (level 2)
Type chapter title (level3)........ccocvvvivenens

Type chapter title (level 1)

Tune chantertitle llevel 2y

B‘c Remove Table of Contents [}J

n B oW oMl
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=] Exercise 1: Insert and Update a Table of

Contents
™) 5 to 15 minutes

In this exercise, you will insert a table of contents into a document, make a change to the document
and then update the table of contents.

1. Navigate to the word365-1ong-docs/Exe ruse(&ﬁéd.er and open PlantsInMyYard.docx.
2. Add a Automatic Table 2 table of co e following the cover page.

3. Insert a page break bemee@@ % e first heading (Trees).

Page Break Shortcut Key

A quick way to insert a page break is to place the cursor where you want the break and
press Ctrl + Enter.

4. Update the table of contents to reflect the updated page numbers.

Your table of contents should look like this:

6 | LESSON 1: Working with Long Documents
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1.4. Cross References

A cross-reference is a reference from one location of a document to another location. Among other
things, you can use them to reference:

1.

2
3
4.
5

Numbered Items (usually a page number)
Headings
Bookmarks

EndNotes

Figures

To create a cross-reference:

LESSON 1: Working with Long Documents | 7
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1. Put your cursor where you want the cross-reference to appear.

2. On the References tab, in the Captions group, click Cross-reference:

Insert | Draw Design Layout References Mailings Review View Developer Help Acrobat

@ [0 shapes ~ I3 SmartArt @\ B Get Adckins W E‘]@ @ Link ~

2
Table | Pictures B lcons dll chart Reuse | 5\ sgqins v Wikipedia  Online ] Bookmar
¥ e £ 3D Models  ~ (@1 Screenshot v Files Videos L_El Cross-reference
Tables lllustrations Reuse Files Add-ins Media Links

>

You can also open the Cross-referen@fh&pﬁons group of the References tab:

N S

2

Mailings Review View Developer Help Acrobat

note /(D @ @ £E Manage Sources Insert Table of Figures
v » > APA  ~ —

b Search Researcher Insert W Style: Insert D
Citation ¥ [T] Bibliography v Caption |[[Z] Cross-reference
(¥ Research Citations & Bibliography Captions

3. In the Cross-reference dialog, select the reference type and other options:

8 | LESSON 1: Working with Long Documents
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Cross-reference ? X

Reference type: Insert reference to:
Heading v Heading text v
& insert as hyperlink Include above/below

Separate numbers with

For which heading:

TREES
Japanese Maple
Lilac
PERENNIALS
Columbine
Jack-in-the-pulpit
Butterfly Weed
Siberian Iris
Purple Coneflower
Bleeding Heart
GROUND COVERS
Lamb’s Ear
Sedum
Anemone

A.  When you insert the reference, you can choose the type of text used from the Insert
reference to field. For example, if your text reads “Unlike the Lilac...”, you could
make “Lilac” reference the “Lilac” heading by selecting “Heading Text”. Alternatively,
you could write “Unlike the Lilac (see page 3)...”, where “3” is a reference to the
page number that the “Lilac” heading appears on. In this case, you would select “Page
Number” in the Insert reference to field.

< p

B. In the For which... section, select the item you want to reference and click Insert.

EVALUATION COPY: Not to be used in class.
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1.5. Footnotes and Endnotes

To insert footnotes or endnotes into a Microsoft Word document:

LESSON 1: Working with Long Documents | 9
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1. Place your cursor in your document where you would like the symbol representing the footnote
to appear.

2. On the References tab in the Footnotes group, click Insert Footnote:

v Design Layout |References

1) o
[i] Insert Endnote
ab

k v
Insert% a3 Next Footnote
Footnote | [

/]
Se

Footnotes S

3. A reference to the footnote/endnote will appear at the cursor location, and focus will move
to the note location, so that you can enter the note.

A. Footnotes are added in the footer of the page.
B. Endnotes will be added at the end of the document.
Q,
Use the Next Footnote dropdown to navigate b%{@b‘ét&s and endnotes:
A S

w Design Layout References

' F‘Inser‘tEndnote
ab &

ab; Next Footnote ~

1Y
Insert >4

Footnote | 4 Next Footnote

Previous Footnote

Next Endnote

\ Previous Endnote /p

If you are in the body of the document, clicking these commands will take you to the next and previous
markers. If you are in the notes themselves, clicking these commands will take you to the next and
previous notes.

To jump from a footnote or endnote marker to the actual note, double-click the marker. To jump
back to the body, double-click the number of the note.

10 | LESSON 1: Working with Long Documents
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Footnotes, Endnotes, and the Navigation Pane

You can also move between and search footnotes and endnotes using the Navigation pane:

Navigation vooX

Search document P~

Options...
Headings Pages Results

£ Advanced Find...

o Replace...

Text, comments, pictures... Word can find just about anything i
document. = GoTo

Use the search box for text or the magnifying glass for everyth Find:
else. )

Fd Graphics
FEH Tables

TU Equations

ab Footnotes/Endnotes b

[F Comments >

% 1.5.1. Customizing Footnotes and Endnotes

You can choose how and where footnotes and endnotes are located, how to format the numbers, and
more. To do so:

1.  Click the Dialog Box Launcher in the lower right corner of the Footnotes group.

w Design Layout lReferencesI Mailings  Revi
R
[:] Insert Endnote
ab [

R
a5 Next Footnote Search Researcher

Insert
Footnote Show Notes

Footnotes Research

N X ootnote & Endnote

LESSON 1: Working with Long Documents | 11
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2. Choose the options you prefer in the Footnote and Endnote dialog box:

Footnote and Endnote ? X
Location
O Footnotes: Bottom of page v
End of document v
Convert...
Footnote layout
Columns: Match section layout v
Format
Number format: i, i, iii, ... ~
Custom mark: Symbol...
Start at: i =
Numbering: Continuous v
Apply changes
Apply changes to:  'Whole document v
Insert ‘ Cancel Apply

Take a Few Minutes

Take a few minutes to look at the options available in the Footnote and Endnote dialog box.

12 | LESSON 1: Working with Long Documents
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=] Exercise 2: Working with Footnotes
) 10 to 20 minutes

In this exercise, you will add footnotes to a document and then move between the footnotes within
the document.

During this exercise, use the Navigation Pane to navigate to the different sections.

1. Ifit’s notstill open, open PlantsInMyYard.docx from the word365-1ong-docs/Exercises
folder.

2. Add the following footnotes to your document:
A.  Japanese Maple: in the Special Featuressétion, after the words “Beautiful foliage”
add a footnote stating “In the o m@f course author, Dave Dunn.”

B. Red Bud: in the Szec@es se@r the words “Deer Resistant” add a

footnote stating he incr&u.g cer population in New York State, even deer
resistant plants are sometimes devoured by deer.”

C. Butterfly Weed: at the end of the Description, add a footnote stating “Butterfly
weed is commonly found along roadways in New York State.”

3.  Use the Footnotes commands to move to:

A. Footnote #1, within the document.
B. Footnote #3, within the document.

C. Footnote #2, within the footnote itself.

4. Save the document as we will continue to build on this document in future exercises.

EVALUATION COPY: Not to be used in class.
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1.6. Inserting Citations and a Bibliography

Citations can be inserted into a document at any point and changed or updated at a later time, and
sources entered in one document are available in other documents, so you don’t have to re-enter them.
Also, you can easily select or change the style you apply to your citations.

Inserting Citations

To insert citations into a Microsoft Word document:

1. On the References tab in the Citations & Bibliography group, click Insert Citation and
select Add New Source:

References | Mailings Review View

Developer Help

2. Enter the information about the source into the Create Source dialog box:

—
note p @ (:)/ [& Manage Sources
|note v Search Researcher Insert D} Style:
es LCitation y [T] Bibliography v

[ Ri h
. esearc f] Add New Source... b]
L |
X % Add New Placeholder...

Create Source

Bibliography Fields for APA

Author

Title
Year
City
Publisher
[ show All Bibliography Fields

Tag name
Placeholder1

Type of Source v

() Corporate Author

Language Default

OK

Edit

Cancel

Managing Sources

To manage sources within a Microsoft Word document:

14 | LESSON 1: Working with Long Documents
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1. On the References tab in the Citations & Bibliography group, click Manage Sources:

References | Mailings Review View

note ] @ I@ @

Developer Help

E Manage Sources

s
|note Search Researcher Insert D;'Style.
es Citation v | [T] Bibliography v
IS Re h
. seare (1] Add New Source...
L |
X

% Add New Placeholder...

2. In the Source Manager dialog box, you can copy sources into the current list (so they show

up in the bibliography of the current document), delete sources, edit sources and add new

sources:

Source Manager ? X
Search: Sort by Author -
Sources available in:

. Browse.. )
Master List Current List
Lilacs (2023) <- Copy Lilacs (2023)
Riggs, Lynn; Green Grow the Lilacs (2010) Riggs, Lynn; Green Grow the Lilacs (2010)
Delete
Edit...
Mew...
cited source
placeholder source
Preview (APA):
Citation: (Riggs, 2010)
Bibliography Entry:
Riggs, L. (2010). Green Grow the Lilacs. Samuel French, Inc.
Close

Inserting a Bibliography

To insert a bibliography into a Microsoft Word document:

1.

Place your cursor in the document where you would like the bibliography to appear.
2.

On the References tab in the Citations & Bibliography group, click Bibliography and select
the bibliography of your choice:

LESSON 1: Working with Long Documents | 15
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I Mailings Review View Developer Help Acrobat
hote /@ @ @ T@ManageSaurces InsertTabIeofFigures ‘fé

Search Researcher Insert I—PSME:|APA v] Insert D Mark

hote
s Citation v [[I', Bibliography 1}]] Caption [[7] Cross-reference Entry
N Research Citatic Built-In
L I J » 0 | .
X ) Bibliography

<] |-

Chen, J. (2003). Citations ond References. New York: Contoso Press.

A ‘ \1| - Haas, J. (2005). Creating a Formal Publication. Boston: Proseware, Inc.
Kramer, ). D. (2006). How to Write Bibliograp Chicago: Works Press.
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[ Insert Bibliography

Selecting a Bibliography Style
To select or change the bibliography style within a Microsoft Word document:

1. On the References tab in the Citations & Bibliography group, click the drop-down arrow
next to Style and select the bibliography style of your choice:
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Mailings Review View Developer Help Acrobat

Manage Sources

N
- Insert Ta
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Search Researcher Insert [rT" Style:

d
O

Insert

Citation ¥ [1] Biblio

Citations & Biblic

il

Research

L I . : : I

APA ?l

APA

Sixth Edition
Chicago
Sixteenth Edition

GB7714
2005

GOST - Name Sort
2003

GOST - Title Sort
2003

Harvard - Anglia
2008

IEEE
2006
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1987
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Seventh Edition
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2003
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=l Exercise 3: Insert Citations and a
Bibliography

) 10 to 20 minutes

In this exercise, you will add citations to a document and then add a bibliography to the same document.

1. Ifits notstill open, open PlantsInMyYard.docx from the word365-1ong-docs/Exercises
folder.

2. Add the following citations to your document:

A. Japanese Maple: at the end of the Description, add a citation with the following
data:

e  Type of Source: Website
e  Name of Web Page: Wikipedia - Acer Palmatum
e  Name of Website: Wikipedia Q-Q

e Year: 2023 \\{b‘S}
e  Month: r%"b‘ O‘QQ’
e Day: 25

e  URL: https://en.wikipedia.org/wiki/Acer_palmatum
e Tagname: Acell

B. Jack-in-the-pulpit: at the end of the Special Features section, add a citation with the
following data:

e  Type of Source: Book

e  Author: Dunn, Dave

e  Title: All About Plants

e  Year: 2023

e  City: Syracuse, NY

e  DPublisher: Ridiculous Publishing, Inc.
e Tagname: Dun23

3. Insert a bibliography.
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1.7. Adding an Index

Adding an index to a long document makes it easy for readers to quickly locate information in the
document. To create an index, first mark the entries you would like to have appear in the index and
then insert the index. You can add additional entries later and update the index.

Marking Entries \Q} > <\
A = C QQ: i
To mark entries in a Microsoft Wo@m’ent: C)/

1. Select the text you wish to mark.

2. On the References tab in the Index group, click Mark Entry:

Mailings Review View Developer Help Acrobat
Hnote /@ @ @ (& Manage Seurces InsertTabIeofFigures

fnote Search Researcher Insert D}Style; E| Insert D

fes Citation ¥ [T] Bibliography v Caption [ Cross-reference

Insert Index

] Research Citations & Bibliography Captions Index

3. In the Mark Index Entry dialog box, the selected text will appear as the Main Entry:

LESSON 1: Working with Long Documents | 19

EVALUATION COPY: Not to be used in class.



Mark Index Entry ? X

Index

Main entry: ‘redbud ‘

Subentry: ‘ ‘

Options

N
() Cross-reference: ‘See ‘

O current page
() Page range
Bookmark: o
Page number format

(] Bold

(] italic

This dialog box stays open so that you can mark multiple
index entries.

Mark ‘ Mark All Cancel
N~ O
4. Click Mark to mark only thisinstance ofctﬁg entry for inclusion in the index. Click Mark
All to select all instances of the entry for inclusion in the index.

5.  Click Close when you are done.

When marking multiple entries, you can keep the Mark Index Entry dialog box open and search
your document in the background for the te next entry you want to mark.

Inserting an Index
To insert an index into a Microsoft Word document:

1. Place your cursor in the document where you would like the index to appear (usually at or
near the end of the document).

2. On the References tab in the Index group, click Insert Index:
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Mailings Review View Developer Help Acrobat
Hnote Q @ @ & Manage Sources @ Insert Table of Figures - Insert Index
~ - B

fnote Search Researcher Insert 0% Style: E| Insert h Mark
kes Citation ¥ [T] Bibliography Caption [T cross-reference Entry
[F] Research Citations & Bibliography Captions Index

3. In the Index dialog box, choose the options you prefer and click OK:

Index ? X
Index Table of Contents ~ Table of Figures  Table of Authorities
Print Preview
. Type: Indented Run-i
Aristotle......ocoviiiiiee 2 I e (=) Dlie O Ruprin
Columns: |2 =
Asteroid belt ..o See Jupiter Language: |English (United States) y
Atmosphere
Earth
@ Rright align page numbers
Tab leader: - NG
Formats: From template v
Mark Entry... AutoMark... Modify...
OK Cancel

If you need to update your index (e.g., after marking additional entries), click anywhere in the index
and then click Update Index in the Index group on the References tab:
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‘Ié Insert Index

Mark D| Update Indexﬂ
Entry

Index

22 | LESSON 1: Working with Long Documents
EVALUATION COPY: Not to be used in class.



= Exercise 4: Inserting an Index
) 10 to 20 minutes

In this exercise, you will add an index to a document.

1. Ifits notstill open, open PlantsInMyYard.docx from the word365-1ong-docs/Exercises
folder.

2. Insert a page break at the end of the document.

3. On the new page at the end, add an index that looks like the one below:

Attracts Butterflies.....cvveiiniinnnn. 3,4, 7,9, 11, 12 Cooler than ather flowers ..o, 6

Attracts Hummingbirds..........c....veee... 4,5, 7, 10 Deer Resistant ........ 3,4,5,7, 8,9, 10, 11, 12, 13

Beautiful foliage .vvvvvvvvrerririrenrenieennnninnnn 2, 3, & Drought Tolerant ............. 3, 4, 7, 8, 9, 10, 11, 12
=

You will need to mark the entries before you can add the index.
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1.8. Inserting a Table of Figures

To insert a table of figures in a document:

1. On the References tab in the Captions group, select Insert Table of Figures:
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Mailings Review View Developer Help Acrobat
dnote = CE Manage Sources L [ Insert Table of Figyres
I N4 =
[

tnote  ~ Search Researcher Insert & Style: @ Insert D
tes Citation ¥ [T Bibliography v Caption [ Cross-reference
[FY Research Citations & Bibliography Captions

2. Select table of figure options and click OK to insert it:

Table of Figures ? X

Index Table of Contents Table of Figures Table of Authorities
Print Preview Web Preview
Figure 1: TexXt ..o sesnnneens 1 I Figure 1: Text I
Figure 2: TeXt oo iesesesisnenns 3 Figure 2: Text
Figure 3: TeXt o iesesessnenns 5 Figure 3: Text
. . ig :
Figure 4: Text...cooviieviiieee e sesinnnenns 7 Figure 4: Text
@ show page numbers B use hyperlinks instead of page numbers
@ Right align page numbers
Tab leader: ... v
General
Formats: From template v
Caption label: |Figure ~

® include label and number

Options... Modify...

Cancel
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1.9. Inserting and Updating a Table of Authorities

To insert and update a table of authorities that you have cita@ your document:

1.  On the References tab in the Table oﬂ%&les p, select Insert Table of Authorities:
A =~ (~ OsS -

Mailings Review View E>
dnote /(D @ D

l__Er Insert Table of Authoritiefg

Ly
note Search Researcher Insert Mark r
tes Citation v |:T_'|) |tat|0n
5 Research Citations ™, Table of Authorities

2. Set table options and click OK to insert it:
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Table of Authorities ? X

Index Table of Contents  Table of Figures | Table of Authorities

Print Preview Category:
All
Cases J [Cases
Statutes
Baldwin v. Alberti Other Authorities
’ Rules
58 Wn. 2d 243 (1961)............... 5,6 Treatises
Regulations
Dravo Corp. v. Metro. Seattle, Constitutional Provisions
TO A em Vel 1A f10T10 - Lenen 8
B Use passim

B Keep original formatting

Tab leader: ... v

Formats: From template v

Mark Citation... Modify...

oK k Cancel

3. To update the table of authorities, from the Table of Authorities group on the References
tab, click Update Table.
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1.10. Using Bookmarks

Bookmarking spots in your documents makes it easy to quickly find and get back to these spots. You
can even create hyperlinks to take you directly to the point you have bookmarked. Use bookmarks to:
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1. Note sections of your document on which you wish to come back and work later.
2. Mark especially interesting sections of a document.

3. Mark sections to which you wish to link from elsewhere in your document.

Adding Bookmarks
To add bookmarks to a document:

1. Select the location you wish to bookmark (can be %@ed text or just a place in the document).
2. On the Insert tab in the Links grou&@%
_@ e O %A
Draw  Design Layout <
LI 5 i
= ad O tg [ | [
Ic

Page Table Pictures Shapes > Link | Bookmark| Cross-
\

Break v reference

Tables Llnks

3. The Bookmark dialog will openName the bookmark (note: spaces are not allowed in bookmark
names) and click Add:
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Bookmark ? X

Bookmark name:

Landscapes|
Delete
GoTo

Sortby: @ Name

() Location

[_] Hidden bookmarks

Cancel

4. The new bookmark will be added, and the next time you open the Bookmark dialog, you
will be able to select it and click Go To to navigate to it:
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Bookmark ? X

Bookmark name:

landscapes

lonoscpes |8

Delete

Go To |

Sortby: @ Name

() Location

() Hidden bookmarks

Cancel

VAS
i\

S =S

<X e SX
= D)

Add a Hyperlink to a Bookmark

To add a hyperlink to a bookmark:

1. Select the text which will link to the bookmark.

2. On the Insert tab in the Links group, click Link (in earlier Word versions, this option is
called Hyperlink):

Insert| Draw Design Layout

= 5; (v 3

Page Table Pictures Shapes |nk Bookmark  Cross-
Break v v reference

Tables Links

3. Under Link to, select Place in This Document and then select the bookmark to which you
wish to link and click OK:
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Insert Hyperlink ? X
Link to: Text to display: landscapes screenTip...
i)
Existing File or Select a place in this document:
Web Page Top of the Document
%) # Headings
Place in This — Bookmarks Target Frame
Docjgent |Iandscapes
Create New
Document
E-mail Address
OK k Cancel
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1.11. Go To Feature

You can use Word’s Go To feature to locate certain elements in your document.

To use Go To:

1. From the Home tab, in the Editing group, select Find and then select Go To:

R

£ Find

£ Advanced Find...

— GoTo..

- N

2. On the Go To tab of the Find and Replace dialog, use the options under Go to what to

locate certain elements:
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Find and Replace ? X

Find Replace GoTo

Go to what: Enter page number:

Section )
Line Enter + and - to move relative to the current location. Example: +4 will
Bookmark move forward four items.

Comment
Footnote
Endnote

Previous Next Close

In the text box, enter a number to go to a spegi@’xent (e.g., page, section, etc.). Or use
. . K\. =
the Previous and Next buttons to navigatef@?y-—""

. Find and Replace ? X

Find Replace GoTo

Go to what: Enter page number:

I

Section )
Line Enter + and - to move relative to the current location. Example: +4 will
Bookmark move forward four items.

Comment
Footnote
|Endnote

Previous Next Close

You can also enter plus (+) or minus (-) and a number to move element relative to the current
position in the document:
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Find and Replace

Find Replace GoTo

Go to what: Enter page number:

(- |

Section
Line Enter + and - to move relative to the current location. Example: +4 will
Bookmark move forward four items.

Comment
Footnote
|Endnote

Conclusion

In this lesson, you learned to add and update a table of contents and to add footnotes and add endnotes.

You also learned to insert citations, to create and update a bibliography, and to mark entries and insert
an index into a document.
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LESSON 2

Reviewing and Collaborating on Documents

EVALUATION COPY: Not to be used in class.

Topics Covered

| Comments.
| Tracking changes.

| Viewing changes, additions, and comments.

V] The Reviewing pane.
VI Showing changes.
& & @‘Q
| Accepting and rejecting changes. \Q.(b' N
>~ SR

Introduction TS

In this lesson, you will learn to add and work with comments, to track changes and set and change
tracking options, to view changes, additions and comments, to use the Reviewing pane, to choose
what changes to show, and to accept and reject changes.
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2.1. Adding Comments

Comments are used to have threaded discussions with other people working on your document.

You can add comments to documents and manage them in Word using the Comments group on the

Review tab of the Ribbon.
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To add comments to a Microsoft Word document:

1. Place your cursor in or next to the word where you would like your comment to show up.
To comment on a section of text, select the text.

2. On the Review tab in the Comments group, click New Comment:

|Review| View Developer Help Acrobat

|nguage
v Comment

e Comments

3. Enter your comment. People you are collaborating with will be able to reply to the comment.

Note that when you add a comment, the word or sectioq@@%c' you are commenting is automatically
highlighted: Q:b/ -
B S

7
My name is Harry Potter,
lwizard Wwho attends a m - @

) Nat Dunn g e
series, | encounter many
. . | wish | were a wizard, don't you?
resolution. The series fol>
January 30, 2023, 7:45 AM

> @ Dan Nutt

| don't know. It seems like a lot of
responsibility!

> January 30, 2023, 7:46 AM
N\

‘ Reply ‘

Notice how the replies show up in a thread. In the upper right of the comment box, you have a pencil
icon for editing the comment (if its your comment), and an ellipsis button (three dots) that opens up
other options, including one for deleting the thread and another for resolving it. A resolved thread can
no longer be replied to, but can be reopened:
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Comments Pane

You can delete and navigate through comments using the commands in the Comments group:

But it’s generally easier to use the Comments pane, which you open and close with the Show Comments

command:

Selecting a comment in this pane will take you to the location in the document where the comment

was made:

~ Resolved @ Ti]
s
@ Nat Dunn

| wish | were a wizard, don't you?

Reopen

1 more reply

Review View Developer Help Acrobat

\f T [ o el B
guage New Delete Previous Next Show
v Comment v Comments v

Comments

[]

Show
Comments ¥

h||||

Trg
Chan)|

Contextual

List
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Comments v X

@ Nat Dunn AL

I wish | were a wizard, don't you?

@ Dan Nutt

| don't know. It seems like a lot of
respansibility!

‘ Reply

@ Nat Dunn L

I'll say!
January 30, 2023, 8:01 AM

@ Dan Nutt

Right! Understatement of the century!
January 30, 2023, 8:02 AM

‘ Reply

Older Versions of Office

Threaded comments are new in Office 365. In older versions of Word, comments were just
notes. They were not threaded discussions as they are in 365.
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=] Exercise 5: Adding Comments to a

Document
™) 5 to 15 minutes

In this exercise, you will add comments to a document and will use the comments commands to select

and delete a comment. O,Q

S
1. Navigate to the word365- reviewir%]:@(‘) rat.inq/Exe rcises folder and open Gener
alTermsAndConditions @ C)O 2

2. Add the following comments to the document.

A.  Section 1 states that the contract must be signed and returned within 15 days. Add
a comment stating that this should be 30 days.

B.  Section 2 states that interest on unpaid amounts shall accumulate at 18%. Add a
comment stating that this is too high.

C. Add a comment highlighting Section 5 and noting that it is unnecessary.

Your comments should look something like this:
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ttor within fi5 days | m
[1 of customer by

progress
hal payment shall
bt not paid when

the event of a
llaim in sufficient

Interior cracks
pest efforts to
nfestation are
ting in whole, or
ustomer shall
hot a dealer in
color and texture

thanges shall be

form, and
I decrease the

lce company and I'V_—|
he insurer refuses
le to contractor. |

|m the site,

nprovements on

eas of the roof or

@ nNatDunn IR

This should be 30 days.

Reply

|fts a great weight
rs. Such cracking @

Nat Dunn &g

This is too high!

Reply

Ince company. @

Nat Dunn P4

This section is unnecessary.
January 30, 2023, 8:43 AM

Reply

3.  Use the comments commands to move to the first comment and delete it.

4.  Save the document.
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2.2. Tracking Changes

It is often useful for other people to be able to see exactly what you have changed in a document. When
you select Track Changes in a Microsoft Word document, all changes are tracked, including:

1. Insertions

2.  Deletions

[]
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3.  Moved Text

4. Formatting Changes

5. Changes to Comments
6.  Changes to Borders

To track changes in a Microsoft Word document:

1. On the Review tab in the Tracking group, click Track Changes:

View Developer Help Acrobat
5?|~ —ll.l:I LV:I Hi‘ @ m ‘ [} IDalAIIMarkup v

guage New  Delete Previous Next Show Track D Show Markup ~
v Comment  ~ Comments ¥ | Changes v | [] Reviewing Pane v

3 Comments Tracking

A(b 'Q/
2. To stop tracking changes, %‘ack Cha again.

To change the way changes to your document are shown:

¢l

1. Click the Tracking group dialog box launcher:

::/) ;D,B[AII Markup v]
4

Track B Show Markup ~

Changes v Reviewing Pane v

Tracking @

2. Use the Track Changes Options dialog to choose how you would like various changes to
appear:
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Track Changes Options ? X

Highlight Updates

B insertions and Deletions Other Authors

@ rormatting

Balloons in All Markup view show: |Comments and formatting v

Reviewing Pane: Off v

Advanced Options... Change User Name...
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=] Exercise 6: Tracking Changes
™ 5 to 10 minutes

In this exercise, you will track insertions, deletions, and formatting changes.

1. On the Home tab, in the Paragraph group, click the Show/Hide Paragraph Mark command.

2. Ifit’s notstill open, open GeneralTe rmsAndQ‘e\@ns .docx from the word365-review
ing-collaborating/Exercises fo,k. "b

3. Turn on Track Changes ax@& ¢ fob‘g@c nges:

A.  InSection 13 (Assignment) add the following text at the end of the sentence: “without
the prior written consent of both parties.”

B. Delete Section 10 (Excess Materials).

C. In the body of the document (not the header), delete all the tabs in front of “General
Terms and Conditions” and then change its style from Normal to Heading 1.

4. Save your changes as we will be using this document in future exercises.
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Solution

1. On the Home tab, in the Paragraph group, click the Show/Hide Paragraph Mark command:

Insert Draw Design Layout References Mailings Review View Help Acrobat
e , r N . — i
i [calibri (Body) o A A Aav A =L IE LY E 3

Paste B I U-~vab x, ¥ A £+ A~ @gzzgiiv@‘“?:?.:é“
. \'5 Format Painter

Clipboard N Font [ Paragraph

el

2. On the Review tab in the Tracking group, click Track Changes

3. Place your cursor in Section 13 at the end of the sentence, before the period, and type “without
the prior written consent of both parties”.

4. Select all text in Section 10 and press Delete.

5. Place the cursor before “General Terms and Conditions” (at the top of the body of the
document, not in the header) and backspace over all the tabs. Then, on the Home tab in the
Styles group, click the Heading 1 style \@Q

Q/ . C)O
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6.  Save your changes.

[]

2.3.Viewing Changes

% 2.3.1. The Reviewing Pane

The Reviewing shows all insertions, deletions, formatting, and other changes, as well as all comments,
in a separate window. You can move from one change to another in your document by selecting the

change in the Reviewing pane.
To show or hide the Reviewing pane:

1. On Review tab in the Tracking group, click Reviewing Pane:
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Review | View Developer Help Acrobat
/ |~ +| | e| | ﬁ | L:I Fh E@[AII Markup v]
A\ ’ﬁ [ show Markup v
guage New Delete Previous Next Show Track ow viarkup

v Comment  ~ Comments ¥ = |Changes ¥ [ Reviewing Pane |V I
P Comments Tracking ]

2. Click it again to toggle between showing and hiding it.

% 2.3.2. Choosing What Changes to Show

If a document is heavily marked up, it is often useful to focus exclusively on certain types of changes
or markup. To choose what markup to show and how you want to see it:

1. On Review tab in the Tracking group, click Show Markup and select or deselect items by
clicking them:

View Developer Help Acrobat

eSS

Wl

[ S v

._E,[Q[A" Markup

’

[

o

=5 =
guage New Delete Previous Next Show Track @ Show Markup ~ ] Accety
7 Comment v Comments v |Changes ¥|| ./ |nsertions and Deletions
e Comments
w) ) , +/ Formatting
- [ Balloons >

Specific People

Y,

The-terms-and-conditions-in-this-doct
Ter

The Show Markup command also allows you to choose:
1. Where to see markup: inline or in balloons. Showing all revisions in balloons can give you a
better look at the document will look if the revisions are accepted.

2. Whose changes to see. Select All Reviewers or only those reviewers whose markup you wish
to review.
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* 2.3.3. Viewing Different Versions

You can easily switch back and forth between the original and final versions of a document, both with
or without markup showing using this dropdown menu (called the Display for Review command) in

the Tracking group on the Review tab:

View Developer Help Acrobat
- VA R

hguage New Delete Previous Next Show
e Comment v Comments v

e Comments

.O...|...1...
=

I__:_B :,a[AII Markup ﬂ
rZ4 N g 3
Track Simple Markup
Changes v All Markup
Ta  No Markup
' \ Original

A

1. Simple Markup — Cleaned up version of the document with changes indicated. To see the

changes, click a red change indicator line on the left.

2. All Markup — The final document, with all proposed changes showing.

No Markup — The final document, without proposed changes showing.

4. Original — The original document, without proposed changes showing.
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=] Exercise 7: Viewing Markup
) 10 to 20 minutes

In this exercise, you will use the Reviewing pane to locate changes in a document, use the Show
Markup command to show various changes, and use the Display for Review command to display the
document before, after and with markup.

1.

Ifit’s not still open, open GeneralTermsAndConditions.docx from the word365-review
ing-collaborating/Exercises folder.

Show the Revisions pane. If it is already showing, hide it and then show it again.

Locate the place where text was inserted into the document by clicking it in the Revisions
pane.

Use the Show Markup command to:

A.  Show only comments.

B. Show only formatting changes. ;\@Q
C. Show only insertions and 5. N\
D. Show revisions in@(if re@@%ﬂready showing in balloons, then switch

to showing them inline).

Use the Display for Review command to:

A. Display the original version of the document.

B. Display the final version of the document with all markup showing,.

e  Hint: markup which is not checked when clicking the Show Markup
command will not show up in any of the Display for Review options.

C. Display the final version of the document without markup showing.

Save your changes as we will be using this document in future exercises.
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2.4. Accepting and Rejecting Changes

The ability to track changes in a document is very helpful when collaborating on documents. However,
someone ultimately has to finalize the document, and in so doing they have to decide whether to accept
or reject the changes that have been recommended and made.

You accept/reject changes on the Review tab in the Changes group:

7

Review | View

\7|~ + D |:I§< [2 Previous

' Next
juage New Accept Reject _>
v Comment v v
\ Changes

Use the Previous and Next commands to navigate between changes without accepting or rejecting

them.

To accept or reject a single change, click the Accep;@;&é%ﬁmands. For additional options click
the down arrows below them: *
.\\@' 'Q 2

—L D"_ Previous EIE

l} Next Compare

w

@

Accept| Reject

w

7;“‘ N

i/ Accept and Move to Next

> Accept This Change
Accept All Changes Shown

Accept All Changes

N Accept All Changes and Stop Tracking/

Notice you have the following options:

1. Accept and Move to Next — Accept a change and jump to the next change in the document.

2. Accept This Change — Accept just one change.
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3. Accept All Changes Shown — Accept changes in groups based on the type of change or based

on the reviewer.
4. Accept All Changes — Accept all changes.
5. Accept All Changes and Stop Tracking — Accept all changes and stop tracking.

The options for rejecting changes are the same.

% 2.4.1. Version History

To view the changes that have been made to your document, you can select Info > Version History
from the File menu (Backstage view), but only if the document is save in the cloud:

ﬂ PlantsinMyYard.docx « Last Modified: Fri at 4:06 PM

© Info

Home
w PlantsinMyYard
B N Nat Dunn's OneDrive - Webucator, Inc. » Documents » Documents
ew
{ 6 Share J {(?_3 Copy path ‘ (& [ Open file location
[ Open - : '
Protect Document
[l Info l%lh Control what types of changes people can make to this document.
Protect

Document ~
Save a Copy

Save as Adobe —
PDF Inspect Document
Q)

Before publishing this file, be aware that it contains:

Print Check for " Document properties and author's name

Issues ~ = Headers and footers
Share = Content that people with disabilities are unable to read
E oo Version History

I® View and restore previous versions.

Transform Version

History
Close
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=] Exercise 8: Accepting and Rejecting
Changes

) 15 to 25 minutes

In this exercise, you will accept and reject changes by rev1q§wd type.

1. Navigate to the word365- rev1ew1q%s}z§agor /Exercises folder and open Gener

alTe rmsAndCond1t10ns®
2. Reject all changes made by Fred Flmtstone.
Accept all formatting changes.

4. Accept all changes except the deletion of Section 10 (Excess Materials), which should be
rejected.

5.  Save the document.
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Solution

1. Open the document.
2. To reject all changes made by Fred Flintstone:

A.  On the Review tab in the Tracking group, click Show Markup and deselect Dave
Dunn and Bobby Brady by clicking their names (you will need to do one and then
the other), so that only Fred Flintstone’s changes will show:

E@[AII Markup V] @ IE_H E(blPrevious
X
B Show Markup v Accant Reject |__-5>Next
" Insertions and Deletions e
Changes
+/ Formatting
il N S
[ Balloons >
Specific People > All Reviewers
1 Dave Dunn
" Fred Flintstone
Gener:
1 Bobby Brady

B. In the Changes group, click the Reject drop-down and then Reject All Changes

Shown:

EEl Previous = )
B | 8

Es Next Compare

v

X Reject and Move to Next

w

[% Reject Change

Reject All Changes Shown IJ

Reject All Changes
rument ) g

FITILS ar Reject All Changes and Stop Tracking

3. To accept all formatting changes:
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A.  On the Review tab in the Tracking group, click Show Markup and select All

Reviewers:
EB'AII Markup vl @ = Ei Previous
X T
B Show Markup v Arcent Reject |__E> Next
v/ Insertions and Deletions v
Changes
+/ Formatting ;
[ —
[ Balloons >
Specific People > All Reviewers
1 Dave Dunn
Bobby Brady

S
B. On the Revie i e Tragkin: D, click Show Markup and leave onl
view > ng p w p Vi y

Formatting selecte

E‘B'AII Markup v] E__H
[B Show Markup ~ ]

Arcen

Insertions and Deletions

[= Balloons >

Specific People >

C. In the Changes group, click the Accept drop-down and then Accept All Changes

Shown:
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E__\H/ %( [2 Previous E_J

. =3 Next
Accept| Reject [3 Nex Compare

v v v

E) Accept and Move to Next

> Accept This Change

Accept All Changes Shown %J
Accept All Changes

! Accept All Changes and Stop Tracking

4. To reject the change to Section 10 and accept all other changes:

.- >
A.  On the Review tab in the Traclg%\g&’p: click Show Markup and show both
Insertions and Deletions w'la”t’ti d make sure All Reviewers is selected:
- &~ S

Y

E@lAII Markup V] @ = Dl Previous
[B Show Markup ~ ] Accent Reje>:c |__E'> Next
v/ |Insertions and Deletions M
+/ |Formatting . Icrl]arllg%: o
[= Balloons >
Specific People > || V| All Reviewers
{ +/ Dave Dunn I
+/ Bobby Brady

B.  Place your cursor in Section 10 (Excess Materials).

C. In the Changes group, click the Reject drop-down and select Reject Change:
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E‘ﬁ/ :_X [2 Previous EII p

. =3 Next
Accept || Reject B & Compare

v v

&} Reject and Move to Next

[ [X Reject Change [}_]

Reject All Changes

© 3

nent are
is and Ce Reject All Changes and Stop Tracking

D. In the Changes group, click the Accept drop-down and then Accept All Changes:

@ D‘l Previous EEI

. =3 Next
Accept| Reject D) Compare

" W

> Accept and Move to Next

>

Accept All Changes

S Accept All Changes and Stop Tracking

5.  Save the document.

EVALUATION COPY: Not to be used in class.

[]

2.5. Sharing

You can share your Word documents with others using the Share option on the File menu.
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First, you need to save the document to SharePoint or OneDrive. Then, select File > Share to see the

many options you have for sharing:

ﬂ PlantsinMyYard.docx - Last Modified: Fri at 4:06 PM
© Share
{0 Home .
PlantsinMyYard Share with People
B New Mat Dunn's OneDrive - Webucator, Inc. » Documents »... [ Q | " Send invitations and get sharing links
Share R
= Open Share with
p\Q Share with People People J
Info
b E Email
Save a Copy
Save as Adobe ™ Send Adobe PDF for Review
PDF
Print == Present Online
&
[N
Post to Blog
Export

You can also click the Share button in the upper-right corner of the document to quickly access the
Share options:

8| S |4

Dictate Edi

© Manage Access...

Voice Sensitivity Edi'

Clicking Share will bring up this dialog with more options:
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Send link

PlantsinMyYard.docx

People in Webucator, Inc. with the link can edit >

To: Name, group or email V7%

Message...

Copy link

@ People in Webucator, Inc. with the link can
edit >

Copy

Send a copy Vv

Conclusion

In this lesson, you learned to add and delete comments, to track changes and set and change tracking
options, and to view changes, additions and comments. You also learned to use the Reviewing pane,
to view markup, and to accept and reject changes.
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LESSON 3

Comparing and Combining Documents

EVALUATION COPY: Not to be used in class.

Topics Covered

| Comparing document versions.

%| Combining revisions made by various individuals into a single document.
Introduction

In this lesson, you will learn to compare document versions to see what has changed and to combine
different revisions into a single Microsoft Word document.

S
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3.1. Comparing Documents

It can be helpful to compare one version of a document to another to see what has changed. For
example:

1. Anemployee in the marketing department might create a document highlighting the benefits
of a product and send it to a manager for review. The manager then makes a lot of changes,
without tracking them, and returns it to the employee. To quickly find out what the manager
changed, the employee can compare the original document with the version received back
from the manager.

2. An individual sends a legal agreement to another person, who makes changes and returns it.
To quickly find out what the person changed, the first individual can compare the original
agreement with the version received back from the second person.

To compare two documents:
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1. From within any Microsoft Word document (it does not have to be one of the ones you are
comparing, but it can be), click the Compare command and select Compare:

Review| View

=

huage

~

%

Block  Restrict Hide
Authors v Editing Ink

Major Version

Compare this document with the last
major version published on the server

7] Last Version

Compare this document with the last
version saved on the server.

Specific Version...

Compare this document with a
specific version saved on the server.

Compare...

Compare two versions of a document
(legal blackline).

|:<_[| Combine...
L3l

Combine revisions from multiple
authors into a single document.

ER| y

/VVVVVVVVVVVVVVV\V\

Note that the options for comparing the document to previous versions are only available if
the document is stored in the cloud.

2. The Compare Documents dialog will open:
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Compare Documents ? X

QOriginal document Revised document

Label changes with Label changes with

oK Cancel

Choose the original and revised documents you wish to compare.

In the Label unmarked changes with boxes, Word will suggest who to attribute changes to.
You can edit this if you want.

If necessary, click the More>> button to display the Comparison settings and Show changes
sections:

Compare Documents ? X
Original document Revised document
~ v

Label changes with Label changes with

<<less oK Cancel
fomparison settings N

Insertions and deletions B Tables

B moves B Headers and footers

# Comments B Footnotes and endnotes

& Formatting & Textboxes

& Case changes @ rields
\ 8 white space y,
ghow changes N

Show changes at: Show changes in:

(O Character level (O original document

O word level (O Revised document
\ O New document Y.
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6.  Under Comparison settings, select/deselect the types of comparisons you wish to check.

7. In the Show changes section, you can choose to show changes in the original document, the
revised document or in a new document (the default).

8.  Click OK to compare the documents. Differences will show up as tracked changes. The image
below shows a comparison between HarryPotter.docx and HarryPotter_Revised.docx,
both of which can be found in the word365-comp-comb-docs/Demos folder:

Revisions vooX
A 8 revisions [
Nat:Dunn-Deleted? 1
possessing-a-courage that-knows-na-
bounds,

Nat Dunn-Deletedt
unwavering-9

Mat-Dunn-Deletedt

brightly,-endowing-him-with-the-ability:

to-make-enduringy]

Nat-Dunn-Addedt

Ah,-where-to-begin-in-describing-the-legendary-young wizard-known-as-Harry-Potter.-This-prodigious-and-

remarkable soul, wagathatk bounds,;traverses-the-mysterious-world-of-magic-
as-astudent-at-the-prestigious-Hogwarts-School-of Witcheraft-and Wizardry.-Amidst-a-tapestry-of-
adventures-and-ct ‘Harry's- gspirit-shines-brighthy-end ok tred bt

£ d £ b

make-enduringand-he-makes-lasting-bonds-of friendship-andth
formidable:ciiges. -The'story-of-Harry-Potter-is-a-testament-to-the:indomitable-human-spirit-and-the:
triumph-of-love-and-bravery-over-the forces-of-darkness.-It-is-a journey-that-will-be-forever-be-etched:
into-the-annals-of history,-and-a-tale that-will-continue to-captivate-audiencesfor-generations to-come.

and-he'makes-lasting9
Mat-Dunr-Deletedt
-and-thefortitude toface-even-the-
most-formidable-of foesq
Mat: Dunn-Added?
be-q
Mat:Dunn-Deleted?
be-g

Mat DunnDeletedt
A
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=] Exercise 9: Comparing Documents
& 5 to 10 minutes

In this exercise, you will compare an original document with a revised version of the same document.

1. Open ablank Microsoft Word document or go to any Microsoft Word document you already
have open.

2. Compare GeneralTermsAndConditions.docx with GeneralTermsAndConditions_Re

vised.docx, both of which are located in the word365-comp-comb-docs/Exercises
folder.

3. Compare your results to the GeneraTermsAndConditions_Compared.docx file in the
word365-comp-comb-docs/Solutions folder.

4. There is no need to save your file.
2SS~
>
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3.2. Combining Documents

It is often helpful to combine revisions of documents to view changes from multiple sources in a single
document. For example, an employee in the marketing department might create a document highlighting
the benefits of a product and send it to two different people at their company to review, both of whom
make changes and return updated documents to the employee. To avoid going through each document
individually, the employee can combine the documents. IMPORTANT: For this to work, the two
people making revisions must be tracking changes.

To combine two documents:

1. From within any Microsoft Word document (it does not have to be one of the ones you are
comparing, but it can be), click the Compare command the Review tab and select Combine:

LESSON 3: Comparing and Combining Documents | 61
EVALUATION COPY: Not to be used in class.



2 [ &

Restrict Hide
Editing Ink v

Compare...

Compare two versions of a
document (legal blackline).

|:<_!:| Combine...
1 . - .
Combine revisions from multiple
authors into a single document.

)

Show Source Documents

2. In the Combine Documents dialog box:

Combine Documents ? X
Original document Revised document
Original_Reviewer1.docx v Original_Reviewer2.docx
Label unmarked changes with:  Nat Dunn Label unmarked changes with: Dan Nutd
»
€
<< less oK Cancel

Comparison settings

Insertions and deletions & Tables
& Moves B Headers and footers
8@ comments 8 Footnotes and endnotes
8 rormatting 8 Textboxes
8 case changes B Fields

@ white space

Show changes %
Show changes at: Show changes in:
(O Character level () Original document
© word level (O Revised document

© New document

A.  Choose the original and revised documents you wish to combine.

B. In the Label unmarked changes with boxes, Word will suggest who to attribute
changes to. You can edit this if you want.

C. Under Comparison settings, select/deselect the types of things you wish to combine.
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D. In the Show changes section, you can choose to show changes in the original
document, the revised document or in a new document (the default).

Click OK to combine the documents. Differences will show up as tracked changes.

If both documents contain formatting changes, Word will ask you to choose which formatting
changes to keep. Select one of the documents and then press Continue with Merge.

The image below shows a comparison between Original_Reviewer1.docx and Origi
nal_Reviewer2.docx, both of which can be found in the word365-comp-comb-docs/Demos

folder:

Revisions v

#~ 10 revisions R

Mat Dunn Deleted
a
Nat Dunn Added It is often helpful to combine documents to view changes from multiple sources in won document. For
n . | example, an employee in the marketing department might create a document highlighting the benefits
of a preduct and send it to two different people at they're-their company to revewreview, both of whom
make changes and return updated documents to the employee. To avoid going through each document
individually, the employee can combine the two documents,

Mat Dunn Deleted
they're

Nat Dunn Added
their

Dan Mutt Deleted
revew

Dan Nutt Added
rev

Nat Dunn Added
i

Dan Mutt Added
ew

Nat Dunn Added
two
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=] Exercise 10: Combining Documents
™ 5 to 10 minutes

In this exercise, you will combine changes from two versions of a document.

1. Open a blank Microsoft Word document or go to any Word document you already have
open.

2. Combine GeneralTermsAndConditions2.docx with GeneralTermsAndCondi
tions_BozScaggs.docx, both of which are located in the word365-comp-comb-
docs/Exercises folder:

Combine Documents ? X
Original document Revised document

GeneralTermsAndConditions2.docx v GeneralTermsAndConditions_BozScaggs.docx

Label unmarked changes with:  Margaux Judge Label unmarked changes with: |Boz Scaggs

<<less Cancel

Comparison settings

Insertions and deletions B Tables
@ Moves Headers and footers
@ Comments B Footnotes and endnotes
@ rormatting B Textboxes
8 cCase changes 8 rields |

8 White space

Show changes

Show changes at: Show changes in:
() Character level () Original document
© word level () Revised document

© New document

3. Keep the formatting changes suggested by Boz Scaggs:

64 | LESSON 3: Comparing and Combining Documents
EVALUATION COPY: Not to be used in class.



Microsoft Word ? X

Word can store only one set of formatting changes in the final, merged
document. Choose which set of formatting changes to keep.

Keep formatting changes from:

Cancel

Conclusion

In this lesson, you learned to compare documents to see what has changed between different versions
of a document and to combine documents to see revisions made by various individuals in one document.
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LESSON 4

Forms

EVALUATION COPY: Not to be used in class.

Topics Covered

] Showing the Developer tab.
MV Forms.
¥ Date picker controls.

] Plain and rich text controls.

V] Check boxes. <~
SO

>
| Restricting editing to form ﬁelds®® - GQ

| Drop-down list controls.

Introduction

In this lesson, you will learn to create forms in Microsoft Word that users can fill out. Forms are made
up of content controls, such as text boxes, check boxes, dropdown lists, and date pickers. You will learn
how to add all of these to a Word document, and then to restrict editing so that other users can only
fill out the form.
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4.1. Showing the Developer Tab

Before you can add content controls for your form, you must include the Developer tab on the Ribbon.

To add it:
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1. Right-click the Ribbon and select Customize the Ribbon...:

2. In the Customize the Ribbon section, check the Developer check box and then click OK:

Hide Quick Access Toolbar

Customize the Ribbon... %

Collapse the Ribbon

Word Options ? X
General : :
I—E%I Customize the Ribbon and keyboard shortcuts.
Display
Proofi Choose commands from:@® Customize the Ril_:rbon:@
roofing N i
[ Popular Commands v \ Main Tabs v
Save
Language 7 — S g
DACCEPI Revision a > g Insert (Blog Post) a
Accessibility FFHAdd Table > o
= Align Left > @ Outlining
Advanced E Igh Le Back d R |
= Bullets N > ackground Remova
Customize Ribbon = Center > [@ Home
Quick Access Toolbar <*=Change List Level > > @ nsert
e (Brcopy > @Draw
& cut > [ Design
Trust Center Define New Number Format.. smL i
9 Layou
$JDelete [Delete Comment] 4 [—
E.’JDraw Table > @ References —]‘
[=]Draw Vertical Text Box > @ Mailings ILI
OAAEmail > [ Review
LFind > @ View
T1Fit to Window Width >mloper l
Font E = -
A Add-ins
o FONt Color | >
A Font Settings > @Help
Font Size > @ Acrobat =
)
ab Footnote \ MNew Tab \ | New Group ] | Rename... |
<FFormat Painter v ) = = g
Customizations: ‘ Reset~ @
Keyboard shortcuts: | Customize.. | | Impor/Export v l( )]
I oK I | Cancel
. ‘ »,

You should now see the Developer tab on the Ribbon:
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File Home Insert Draw Design Layout References Mailings Review View Help  Acrobat
[jj@_ =1 [i@ Record Macro /j {Q'}‘ o= Aa Aa B B | ] Design Mode E O E\
i S Q 2%5) | o

Visual Macros Add- Word COM = XML Mapping Restrict =~ Document
Basic A\ Macro Security ins  Add-ins Add-ins ’E:ﬁ‘ B~ = Pane Editing Template
Code Add-ins Controls Mapping Protect Templates

The commands for creating forms are in the Controls,‘gi@'%'
L2l

e SSSCT N

Aa Aa 2 N Design Mode

]

5g B¢ v I= Group v
Controls

In the rest of this lesson, we will walk you through the process of creating a form that looks like this:
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lce Cream Order Form

Order Date:

Click or tap to enter a date.

Contact Information

First Name: Click or tap here to enter text. | Last Name: | Click or tap here to enter text.
Email: Click or tap here to enter text. | Telephone: | Click or tap here to enter text.
Order

Cup or Cone: | Choose an item.

Flavor: Choose an item.

Toppings CIsprinkles ONuts [0 Whipped Cream

Special Requests

Click or tap here to enter text.

1 understand that I’'m not really going to get any ice cream.
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=] Exercise 11: Date Picker Content Control

™) 5 to 10 minutes

In this exercise, you will add a Date Picker Content Control to a document.

1.

5.

Open IceCreamOrderForm.docx from the word365-forms/Exercises folder. This
document already has a table with form labels created. Throughout this and the following
exercises, you will be adding the content controls.

Place the cursor in the table cell to the right of the Order Date: label.

In the Controls group of the Developer tab, click the Date Picker Content Control button:

Aa = ' N Design Mode

=%

&2

[T

I= Group v

10

Controls

N
A form control should get @X@?’c S

|
Order Date: \_Er]CIick or tap to enter a date. \ v \

Each time you enter a new form control, you should immediately modify its properties. Do
so by clicking the Properties command in the Controls group of the Developer tab:

s Mailings Review View Developer
el @Design Mode

Properties I XML

Controls M

In the Content Control Properties dialog, enter a Title, which usually corresponds to the
form label, and choose a date format:

LESSON 4: Forms | 71
EVALUATION COPY: Not to be used in class.



Content Control Properties ¥ X

General

[Iitle: Order Date ]

Tag:
Show as: | Bounding Box v
Color: &~
(] Use a style to format text typed into the empty control
Style: |Default Paragraph Font ~
A, New Style...
("] Remove content control when contents are edited
Locking

("] Content control cannot be deleted

[_] Contents cannot be edited

Date Picker Properties

/5isplay the date like this: \\
dddd, MMMM d, yyyy

1/31/2023

January 31, 2023 I
1/31/23

2023-01-31

31-Jan-23

1.31.2023

Jan. 31,23 /d

English (United States) K7

Calendar type:
Gregorian v
Store XML contents in the following format when mapped:

Date and Time (xsd:dateTime) ~

Usually, that’s all you need for the Date Picker Content Control properties, but feel free to
explore the other options as well. When you’re done, click OK.

You will now be able to select a date from the Order Date control:
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Order Date:

C
=Order Date \

Click or tap to enter a date. ‘ v

<

July 2023

Su Mo Tu We Th Fr

Contact Informe .

First Name:

16

Email:

23
30

10
17
24
31

£ 0 £J

5 6 7
1112 13 14
18 19 20 21
25 26 27 28

PO

Today

>

Sa

15
22
29
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=] Exercise 12: Plain Text Content Control
) 10 to 15 minutes

In this exercise, you will add several Plain Text Content Controls to a document.

1. Ific’s notstill open, open IceCreamOrderForm.docx from the word365-forms/Exercises
folder.

2. DPlace the cursor in the table cell to the right of the First Name: label.

3. In the Controls group of the Developer tab, click the Plain Text Content Control button:

Aa F= N Design Mode
E§ v L__é Group v

Controls
\ *

A form control should get @ the c@%%)n:

K]

10

|
First Name: L%C“Ck or tap here to enter text.

4.  Click Properties command in the Controls group of the Developer tab:

s Mailings Review View Developer
el @Design Mode

Properties I XML

Controls M

5. In the Content Control Properties dialog, enter a Title and click OK:
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Content Control Properties ? X

General

| Title: First Name

Tag:
Show as: |Bounding Box v

Color: 2 v

[_] Use a style to format text typed into the empty control

Style: |Default Paragraph Font v
A, New Style...
(] Remove content control when contents are edited

Locking
[ Content control cannot be deleted
[ Contents cannot be edited

Plain Text Properties

(] Allow carriage returns (multiple paragraphs)

m‘ Cancel

You will now be able to add text in the First Name control:

EFirst Name
First Name: Nathaniel

Repeat the same steps to add Plain Text Content Controls for Last Name, Email, and Telephone.
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= Exercise 13: Drop-Down List Content

Control
) 10 to 15 minutes

In this exercise, you will add a couple of Drop-Down List Content Controls to a document.
1. Ific’s notstill open, open IceCreamOrderForm.docx from the word365-forms/Exercises
folder.
2. DPlace the cursor in the table cell to the right of the Cup or Cone: label.

3. In the Controls group of the Developer tab, click the Drop-Down List Content Control
button:

Aa = ' N Design Mode

=%

&2

L__é Group v

10

Controls
B ™ T—

A form control should get added at the cursor location:

|
Cup or Cone: | Choose an item. |~

4.  Click Properties command in the Controls group of the Developer tab:

s Mailings Review View Developer
el @Design Mode

Properties I XML

Controls M

5.  In the Content Control Properties dialog:
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&

Content Control Properties ? X

General
Title: Cup or Cone g

Tag:

Show as: |Bounding Box v

Color: 2 v

(] Use a style to format text typed into the empty control

Style: IDefault Paragraph Font Ml

Add Choice ? X

Display Name: | cyp

Value: Cup

Cancel

Drop-Down List Properties

Display Name Value Add...

Choose an item. ‘
Modify...

Remove
Move Up

Move Down

oK Cancel

Enter a Title.
Under Drop-Down List Properties, click the Add button.

The Add Choice dialog will open up. Enter “Cup” for both the Display Name and
the Value.

Click OK.

Click Add again and add three additional choices: “Plain Cone,” “Sugar Cone,” and
“Waffle Cone.”

Highlight the “Choose an item” option and click Remove:
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Drop-Down List Properties

Display Name Add...

Choose an item. Modi

Cup Cup Modify..

Plain Cone Plain Cone

Sugar Cone Sugar Cone

Waffle Cone Waffle Cone Move Up
Move Down

The drop-down control will still say “Choose an item” before it is clicked, but
“Choose an item” will not be one of the options you can choose.

G. Click OK to close the Content Control Properties dialog.

You will now be able to pick an option from the Cup or Cone control:

=Cup or Cone

Cup or Cone: ||Choose an item. 'E

Flavor: Plain Cone
Sugar Cone —
Toppings Waffle Cone

Repeat the same steps to add a Drop-Down List Content Control for Flavor with whatever flavors
you want to offer, but this time, don’t remove “Choose an item,” so you can see the difference:

Cup or Cone: | Choose an item.

= Flavor
Flavor: Choose an item. N

Choose an item. g

Toppings Chocolate
Strawberry —
Vanilla

Combo Box Content Control

The Combo Box Content Control button is located to the immediate left of the Drop-Down
List Content Control button:

78 | LESSON 4: Forms
EVALUATION COPY: Not to be used in class.



Aa Aa = ' N pesign Mode
B
|g=|a E§ v L__é Group ¥

Controls

Frtiens o St
It works the same except that it allGwsTsers to a value as well as select from the available

options.
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=] Exercise 14: Check Box Content Control
) 10 to 15 minutes

In this exercise, you will add several Check Box Content Controls to a document.

1. Ific’s notstill open, open IceCreamOrderForm.docx from the word365-forms/Exercises
folder.

2. DPlace the cursor immediately to the left of the word “Sprinkles” in the table cell to the right
of the Toppings: label.

3. In the Controls group of the Developer tab, click the Check Box Content Control button:

Aa Aa = ' N Design Mode
|E=|E ES v L__é Group v

Controls

4.  Click Properties command in the Controls group of the Developer tab:

s Mailings Review View Developer
el @Design Mode

Properties | XML

Controls M

5. In the Content Control Properties dialog, enter a Title and click OK:
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Content Control Properties ? X

General

Title: Sprinkles|

Tag:

Show as: |Bounding Box v

Color: 2 v

[_] Use a style to format text typed into the empty control

Style: |Default Paragraph Font v
New Style...
(] Remove content control when contents are edited

Locking
[ Content control cannot be deleted

[ Contents cannot be edited

Check Box Properties

Checked symboal: Change...

Unchecked symbol: @ Change...

OK [ l Cancel

You will now be able to check/uncheck the Sprinkles control:

ESprinkIes
Toppings ‘ prinkles

Repeat the same steps to add Check Box Content Controls for Nuts, Whipped Cream, and I
understand that ’m not really going to get any ice cream.
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=] Exercise 15: Rich Text Content Control
™) 5 to 10 minutes

In this exercise, you will add a Rich Text Content Control to a document. Unlike a Plain Text
Content Control, Rich Text Content Control allows users to add formatting in their response.

1. Ific’s notstill open, open IceCreamOrderForm.docx from the word365-forms/Exercises

folder.
2. DPlace the cursor in the table cell below the Special Request: heading.

3. In the Controls group of the Developer tab, click the Rich Text Content Control button:

Aa = ' N Design Mode
|E=|E ES v L__é Group v

Controls

4.  Click Properties command in the Controls group of the Developer tab:

s Mailings Review View Developer
el @Design Mode

Properties | XML

Controls M

5. In the Content Control Properties dialog, enter a Title and click OK:
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Content Control Properties ? X

General

| Title: Special Requests

Tag:
Show as: |Bounding Box v

Color: 2 v

[_] Use a style to format text typed into the empty control

Style: |Default Paragraph Font v
A, New Style...
(] Remove content control when contents are edited

Locking
[ Content control cannot be deleted

[ Contents cannot be edited

oK E | Cancel

You will now be able to add text in the Special Request control:

Special Requests
M ESpeciaI Requests |
I would like my ice cream delivered to me at:

1600 Pennsylvania Ave, NW
Washington, DC 20500
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=] Exercise 16: Restricting Editing to Form

Fields
) 10 to 20 minutes

In this exercise, you will restrict editing of the document, so that users can only fill out the form. They
won’t be able to make other changes to the document.

1. On the Review tab in the Protect group, click Restrict Editing:

View Developer S
R

(&

puage New Restrict
“ Comment > Editing
Comme, Protect
This will bring up the Restrict Editing panew:x &5
2. Under 2. Editing restrictions, selec Tl ; in f@nd then under 3. Start enforcement,
lick Yes, Start Enf @&f )
click Yes nforcing 2t n C)/
Restrict Editing vooX

1. Formatting restrictions
[ Limit formatting to a selection of styles

Settings...

2. Editing restrictions

Allow only this type of editing in the document:

‘Fillinginforms ‘V‘
Tracked changes
Comments

EJ Filling in forms

No changes (Read onl :
AT you |gau)£ w app\ny)l resesettings? (You can turn them off later)

I Yes, Start Enforcing Protectiorkg]
I

3. In the Start Enforcing Protection dialog, enter and reenter a password (we just used
“password” for this demo) and click OK:
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Start Enforcing Protection ? X

Protection method

© Password

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

Enter new password (optional): eeeessss
Reenter password to confirm: eeesssss

User authentication

(Authenticated owners can remove document protection. The
document is encrypted and Restricted Access is enabled.)

Cancel
= >

4. Try to edit the labels or the title. You shouldn’t be able to. But you should still be able to fill
out the form.

You can now share this form with others for them to fill out, save, and return to you.

Conclusion

In this lesson, you learned to create a form with many different types of controls and to restrict editing
of the document to just filling out the form.
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LESSON 5

Managing Mailings

EVALUATION COPY: Not to be used in class.

Topics Covered

] Envelopes.
M Labels.

V] Mail merge.
Introduction

In this lesson, you will learn to create and print envela@abels in Microsoft Word, to use mail
merge to print or email form letters to multipl&& ients, an%) select mail merge recipients from an

existing list. %Q C)Q
EVALUATION COPY: Not to be used in class.

[]

5.1. Creating Envelopes and Labels

Printing individual envelopes and labels from Microsoft Word is easy. You can enter the delivery and
return addresses or, if you use Microsoft Outlook, select them from your Outlook address book.

Some things to be aware of when creating envelopes and labels:

1. You need to have a document open in order to create an envelope or label.

2. Ifyour document has the delivery address in it (e.g., a letter), Word will automatically insert
that into the envelope or label. You can also select the address, then click Envelopes or Labels
in the Create group of the Mailings tab.

LESSON 5: Managing Mailings | 87
EVALUATION COPY: Not to be used in class.



3. You can specify a standard return address in the Advanced settings of the Word Options
dialog. Scroll to the bottom of the settings and enter a Mailing address in the General group:

( B
Word Options ? X
'Y
General
Display
[_] Confirm file format conversion on open
Precfing Update automatic links at open
Save [] Allow opening a document in Draft view
Language
Accessibility [] Show add-in user interface errors

[ Always open encrypted files in this app

Mailing address:
Customize Ribbon

Quick Access Toolbar

Add-ins

File Locations... Web Options...
Trust Center

Layout options for: @ Original_Reviewer2.docx v

[] Add space for underlines

[CJ Adjust line height to grid height in the table

[] Allow hyphenation between pages or columns.

[] Balance SBCS characters and DBCS characters

[] Convert backslash characters into yen signs

[[] Don't center "exact line height" lines

[ Don't expand character spaces on a line that ends with SHIFT+RETURN
[CJ Don't use HTML paragraph auto spacing

[] Draw underline on trailing spaces

[ Suppress extra line spacing at bottom of page

[[] Suppress extra line spacing at top of page v

Cancel

To create envelopes and labels in Microsoft Word:

1. On the Mailings tab in the Create group, click Envelopes or Labels, both of which open
the Envelopes and Labels dialog box:

File Home Insert Draw Design Layout References
S RBl R E BB B
~| = Br B

Envelopes Labels | Start Mail Select
Merge ¥ Recipients v

Create Start Mail Merge
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2. In the Envelopes and Labels dialog box, choose Envelopes or Labels:

Envelopes and Labels ? X

Envelopes Labels

Address: 2 ~ (1) use return address

Print Label

© Full page of the same label Microsoft, 1/2 Letter

O single label 1/2 Letter Postcard
Row: |1 = Column; |1 =

Before printing, insert labels in your printer's manual feeder.

Print New Document Options... E-postage Properties...

Cancel
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* 5.1.1. Envelopes

Envelopes and Labels ? X

Envelopes Labels

Delivery address:

(] Add electronic postage

Return address: Z ~ [ omit

Preview Feed

When prompted by the printer, insert an envelope in your printer's manual feeder.

Print Add to Document Options... E-postage Properties...

Cancel

1.  Enter the Delivery address or click the address book icon above the Delivery address field
to select an address.

2. To use the address book icon, you must have Outlook set up on your computer. You can
then select the address book and individual in the Select Name dialog box and click OK:
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Select Name X

search: () All columns  © Name only Address Book:
- X Global Address List ~ Advanced Find
Name Title Business Phone Location Department Email A.. Compa.. Alias
Class Sample ClassSa... Clas
Content Editing Content... Cor
Content Two Cnotent... Cne

oK Cancel

3.  Enter the Return address or click the address book icon to select an address (again, you must
have Outlook set up on your computer to use the address book icon).

4. Click Options at the bottom of the dialog to open the Envelope Options dialog:

A.  On the Envelope Options tab, select the size envelope you will print to:
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Envelope Options ? X

| éEnveIope Options Printing Options

Envelope size:

Size 10 41/8x91/2in) S

Delivery address

Font... From left Auto

4

»

From top: |Auto
Return address

Font... From left: |Auto

4

3

From top: |Auto

Preview

B.  On the Printing Options tab of the Envelope Options dialog box, select the method
via which you will feed the envelope into your printer:
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Envelope Options ? X

Envelope Options Printing Options

Printer; Lexmark MC3200 Series HBP

Feed method

= = = Y = -

O Faceup () Face down

(] Clockwise rotation

Feed from:

Manual Envelope v

Word recommends feeding envelopes as shown above.
If this method does not work for your printer, select the correct
feed method.

Reset

C. Click OK to close the Envelope Options dialog.

D. Click Print to print the envelope:
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Envelopes and Labels

Delivery address:

1

(] Add electronic postage
Return address: 2 ~ ([ omit

Print Add to Document

Preview

Feed

Options...

When prompted by the printer, insert an envelope in your printer's manual feeder.

E-postage Properties...

Close
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% 5.1.2. Labels

Envelopes and Labels ? X

Envelopes

Address: 2 ~ [ Use return address

Print Label

© rull page of the same label Microsoft, 1/2 Letter

O single label 1/2 Letter Postcard
Row: |1 = Column: |1 = ——

Before printing, insert labels in your printer's manual feeder.

Print New Document Options... E-postage Properties...

Cancel

1. Enter the Address or click the address book icon to select an address (again, you must have
Outlook set up on your computer to use the address book icon).

2. If you already entered addresses on the Envelopes tab, the delivery address will already be
filled in. You can switch to the return address by checking Use return address.

3.  Click Options to open the Label Options dialog and select the printer and label information
and click OK:
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 Label Options

Printer information
() Continuous-feed printers
O Page printers Tray: Manual Paper
Label information

Label vendors: |Microsoft

Find updates on Office.com

Product number:

1/2 Letter

1/2 Letter
1/4 Letter
1/4 Letter
30 Per Page
30 Per Page

Details... New Label... Delete

Label information

Type: 1/2 Letter Postcard
Height: 8.5"

Width: 55"

Page size: 11" x 8.5"

Cancel

4. Click Print to print the label:
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Envelopes and Labels

Envelopes Labels

2 ~ [ Use return address

Y

Address:

Print Label

Microsoft, 1/2 Letter

© Full page of the same label
1/2 Letter Postcard

(O single label

Row: |1 =l column: |1 =

Before printing, insert labels in your printer's manual feeder.

Print ! New Document Options... E-postage Properties...

Close
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=] Exercise 17: Printing an Envelope
& 5 to 10 minutes

In this exercise, you will print an envelope. The envelope should have both a delivery and return address.
You can use whatever addresses you like or use the following:

s E17.1. Delivery Address

Thomas Jefferson

The White House

1600 Pennsylvania Avenue, N.W.
Washington, DC 20500

< E17.2. Return Address

A
John Adams (§
141 Franklin St \Q~
Quincy, MA 02169 ®® Q@Qﬂ
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5.2. Using Mail Merge

Mail merge is most often used to print or email form letters to multiple recipients. Using mail merge,
you can easily customize form letters for individual recipients. Mail merge is also used to create envelopes

or labels in bulk.
There are two ways to create a Mail Merge:

1. Use the Mail Merge Wizard.

2. Use the commands on the Mailings tab.
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The two ways are not mutually exclusive. You can start with the Mail Merge Wizard and then use
commands to make additional changes. Below we will demonstrate in detail how to use the Mail Merge
Wizard to create a mail merge.

Using the Mail Merge Wizard

To get started using the Mail Merge Wizard, pen a new Microsoft Word document. Then, on the
Mailings tab in the Start Mail Merge group, click Start Mail Merge and select Step-by-Step Mail
Merge Wizard:

Insert Draw Design Layout References
=

Start Mail
Merge v | Recipients v

Write & Ing|
B Letters

2
£ E-mail Messages
& Envelopes...
[& Labels...

= Directory

Normal Word Document

[ C# Step-by-Step Mail Mergel\ﬂizard...]
ls

1. Instep 1 of the Mail Merge Wizard, select your document type. In this demo we will select
Letters. Click Next: Starting document:
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Mail Merge ~ X

Select document type

What type of document are you
working on?

E-mail messages
Envelopes
Labels

Directory

Letters

Send letters to a group of
people. You can personalize the
letter that each person receives.

Click Next to continue.

Step 1 of 6
H Next: Starting clzll_?cument ]

2. Instep 2, select the starting document. In this demo we will use the current (blank) document.
Select Use the current document and then click Next: Select recipients:
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Mail Merge v X

Select starting document

How do you want to set up your
letters?

®) Use the current document
Start from a template

Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add recipient
information.

Step 2 of 6
[9 Next: Select recipients ]

€— Previous: Select document type

A. Note that selecting Start from existing document (which we are not doing in this
demo) changes the view and gives you the option to choose your document. After
you choose it, the Mail Merge Wizard reverts to Use the current document.

3. In step 3, select recipients. In this demo we will create a new list, so select Type a new list
and then click Create:
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Mail Merge ~ X

Select recipients

Use an existing list

Select from Outlook contacts

| ® Type a new list l

Type a new list

Type the names and addresses of
recipients.

Step 3 of 6
—> Next: Write your letter

&— Previous: Starti ng document

A.  Create a list by adding data in the New A@r\e’ss List dialog and clicking OK:

RS

New Address List ? X

Type recipient information in the table. To add more entries, click New Entry.

Tile_ ~|FirstN..._v[LastN..._~|Comp..._~|Addre..._~|Addre..._~|Ciy ~|State__~|ZIP Co... ~|Coul
[

Delete Entry Customize Columns... OK Cancel
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B.  Save the list by giving it a name, accepting the default location, then clicking Save
in the Save Address List dialog:

EI Save Address List X
< > v @ « Documents > My Data Sources ~ C Q  Search My Data Sources
Organize ~  New folder =- @
Name Date modified Type Size

No items match your search.

a3
[File name: | Presidents| |
Save as type: Microsoft Office Address Lists (*.mdb)

~ Hide Folders Tools ~ Cancel

\

=
C. Click OK in the Mail Mer R@n @{)g
NS L S

Mail Merge Recipients

? X

This is the list of recipients that will be used in your merge. Use the
options below to add to or change your list. Use the checkboxes to add
or remove recipients from the merge. When your list is ready, click OK.

DataSo.. | [V |LastName . |FirstName - Tite - CompanyN..

President... Jefferson  |Thomas | Mr |Whiteh0use

]
Data Source Refine recipient list
Presidents.mdb a él Sort...

Tj Filter...
N F‘F'x Find duplicates...

QI Find recipient...
i Refresh [ Validate addresses...

| (0]4 I
7
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D. Note that now that we have created a list, the Mail Merge Wizard reverts to Use
an existing list and we have the option to edit the recipient list or to select a different
list:

Mail Merge ~ X

Select recipients

['\0 Use an existing list ]

Select from Outlook contacts

Type a new list

Use an existing list

Currently, your recipients are
selected from:

[Office Address List] in "Presidents.m|

Select a different list...

E Edit recipient list...
Step 3 of 6
—> Next: Write your letter

€— Previous: Starting document

E.  Selecting Edit recipient list opens up the Mail Merge Recipients dialog box, where
we can edit the list and select or deselect records.

F.  Click the Next: Write your letter link.

4. In step 4, we write the letter and add custom fields:

A. Click Address block to add the recipient’s addresses at the top of the document:
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Mail Merge ~ X

Write your letter

It you have not already done so,
write your letter now.

To add recipient information to
your letter, click a location in the
document, and then click one of
the items below.

Address block...
Greeting line.

2 Electronic postage...

Enﬂ More items...

When you have finished writing
your letter, click Next. Then you
can preview and personalize
each recipient's letter.

Step 4 of 6
—> Next: Preview your letters

€— Previous: Select recipients

// b

o -
B. In the Insert Address Block dialog box, check or uncheck boxes and select options
on the left until the address appears the way you want it to:

—— N "/ >

Insert Address Block 7 X
Specify address elements Preview
B Insert recipient's name in this format: Here is a preview from your recipient list:
Joshua 1
Joshua Randall Jr.
Joshua Q. Randall Jr. I Mr Thomas Jefferson
Mr. Josh Randall Jr. Whitehouse
Mr. Josh Q. Randall Jr. 1600 Pennsylvania Ave, N.W.
Mr. Joshua Randall Jr. Washington, DC 20500
N

8 Insert company name
8 insert postal address:

(O Never include the country/region in the address

() Always include the country/region in the address
Correct Problems
© Only include the country/region if different than:
‘ If items in your address block are missing or out of order, use Match
United States i Fields to identify the correct address elements from your mailing list.

Format address according to the destination country/region Match Fields...

OK Cancel
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i.  Note that you can use Match Fields to correct any problems. Clicking
Match Fields opens up the Match Fields dialog box, in which you can
associate the fields from your list with the fields required by the wizard:

Match Fields ? X

In order to use special features, Mail Merge needs to know
which fields in your recipient list match to the required fields.
Use the drop-down list to select the appropriate recipient list
field for each address field component

Required for Address Block

Courtesy Title Title i
First Name First Name i
Last Name Last Name i
Suffix (not matched) v
Company Company Name i
Address 1 Address Line 1 i
Address 2 Address Line 2 i
City City i
State State i
Postal Code ZIP Code i
Country or Region Country or Region v
Optional information
Unique Identifier (not matched) v
Middle Name (not matched) v
MNirkname ot matchedl ~

Use the drop-down lists to choose the field from your database
that corresponds to the address information Mail Merge
expects (listed on the left)

(] Remember this matching for this set of data sources on this
computer

Cancel

C. Press Enter on your keyboard and click Greeting line... to enter a greeting:

106 | LESSON 5: Managing Mailings
EVALUATION COPY: Not to be used in class.



Mail Merge ~ X

Write your letter

If you have not already done so,
write your letter now.

To add recipient information to
your letter, click a location in the
document, and then click one of
the items below.

Address block...

[ Greetiﬁg line... ]

©3 EIectré‘rﬂJc postage...
E«E More items...

When you have finished writing
your letter, click Next. Then you
can preview and personalize
each recipient's letter.

Step 4 of 6
— Next: Preview your letters

€— Previous: Select recipients

D. In the Insert Greeting Line dialog box, choose the greeting line format by clicking
the drop-down arrows and selecting the options of your choice. Then, click OK:
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Insert Greeting Line ? X

Greeting line format:
Dear ~ | Mr. Randall v v
Greeting line for invalid recipient names:
Dear Sir or Madam, v
Preview
Here is a preview from your recipient list:

1

Dear Mr Jefferson,

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields to identify
the correct address elements from your mailing list.

Match Fields...

oK & I Cancel

E. Note that the address block-q& are surrounded by chevrons. Write a
short letter and cl@ @&ttdrs
<

! B D SEEEE B

Bl " MailMerge v X

Write your letter

If you have not already done so,
write your letter now.

To add recipient information to
your letter, click a location in the

«AddressBlock» document, and then click one of
the items below.
« ingLine»
Greetingline Address black.
Sitting at My Fireside, with my Daughter Smith, on the first of February... Greeting line..

@3 Electronic postage...
BB More items..

When you have finished writing
your letter, click Next. Then you
can preview and personalize
each recipient's letter.

Step 4 of 6

H Next: Preview your IPtl?rsI
€— Previous: Select rPclpwm
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5. Instep 5, preview your letter and click Next: Complete the merge:

U
g I 1 2 | B I 4 o
8 Mail Merge ~ X
Preview your letters
One of the merged letters is
previewed here. To preview
another letter, click one of the
following:
Mr Thomas Jefferson | Recipient: 1
Whitehouse [©SlFind a recipient.
1600 Pennsylvania Ave, N.W. Make changes
You can also change your
Washington, DC 20500 recipient list:

EZ edit recipient list..

Exclude this recipient

Dear Mr Jefferson,

Sitting at My Fireside, with my Daughter Smith, on the first of February... Whienyouhave finished

previewing your letters, click
Next. Then you can print the
merged letters or edit individual
letters to add personal
comments.

Step 5 of 6
H Next: Complete the merge ]

€— Previous: Write your lefer

6. In step 6, click Print to print your letters or Edit individual letters to further personalize
some or all of the letters:
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Mail Merge ~ X

Complete the merge

Mail Merge is ready to produce
your letters.

To personalize your letters, click
“Edit Individual Letters." This will
open a new document with your
merged letters. To make changes
to all the letters, switch back to
the original document.

Merge

@ Print...

) editindividual letters...

Step 6 of 6

€— Previous: Preview your letters
oo > — » 2
o -

Using the Mail Merge Commands

Open a new blank document and click the Mailings tab and you will notice that most of the commands
are greyed out:

File Home Insert Draw Design Layout References |Mailings| Review View Developer Help
E [, start Mail Merge ~ L\/ B K f;cb || j -
- . A . 4
Create @ Select Recipients | 4 Preview Merge to
v fZ B E Results ~ Adobe PDF
Start Mail Merge Write & Insert Fields Finish Acrobat

This is because you cannot use them until after you have created or selected a set of recipients. After
doing so, the commands become available. Go back to the document in which you created the mail
merge and you will see that the commands are available.
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=] Exercise 18: Using Mail Merge
) 15 to 25 minutes

In this exercise, you will use the Mail Merge feature.

1. Navigate to the word365-mailings/Exercises folder and open ArtistLetter.docx.
2. Use the Mail Merge Wizard to create letters that look like the following:
Dave Dunn

1977 Rock Lane
Recordville, NY 12345

March 25, 2023
Bruce Springsteen

14 Main St.
Badlands, NJ 98765

oS>
Dear Bruce, \@
S
Bt
I have been listening t%(ur& ms.. o@ 30 years and just wanted
to write a quick note to you kno w much I appreciate your music.

I especially like Greetings from Asbury Park. Anyway, thanks for all the
good times. Listening to your music has made my life more fun!

Sincerely,

Dave

3. Things to note and hints:
A.  You will use an existing list named Artists.x1sx and located in the word365-
mailings/Exercises folder.

B.  Three pieces of recipient information need to be added to the document in place of
existing text:

i.  Replace “Artist Address” with an Address Block. You will need to click
Match Fields to correct the address block.

ii.  Replace “Dear First Name,” with a Greeting Line.
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iii. Replace “ALBUM” with Favorite Album (you will have to click More
items to find Favorite Album).

s
-'b’~\\<>
Conclusion @gb S
In this lesson, you have learned to create envelopes and labels in Microsoft Word and to use the Mail
Merge Wizard and commands to create form letters customized for the individual recipients.
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LESSON 6

Protecting Documents
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Topics Covered

] Marking documents final and making them read only.
V] Password protection.
| Restricting formatting options.
| Restricting editing options.
O
S>>
S SN\
In this lesson, you will learn to mark@ments as@ make them read only, to password protect

Microsoft Word documents, and to restrict formatting and editing options before sharing a document
with others.

Introduction
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6.1. Marking Documents Final

It is sometimes desirable to let readers know a document is final so they won’t edit the document. The
simplest way to do this is to mark the document as final.

To mark a Microsoft Word document as final:

1. From the Info tab of Backstage view, click Protect Document and select Mark as Final:
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© Info
@ Home
[N New Protect Document
r%)-h Control what types of changes people can make to this document
= Open Protect
Document v
Always Open Read-Only
Info S
Prevent accidental changes by asking
readers to opt-in to editing. ) .
Save are that it contains:
E Encrypt with Password ithor's name
Save As 9 Password-protect this document
pove as DD [, Reswict siting
& Control the types of changes others I
can make )
Print
[B, Restrict Access
Share S/ Grant people access while removing »
their ability to edit, copy, or print.
Export D Add a Digital Signature
R Ensure the integrity of the document =5
Transform by adding an invisible digital signature
Mark as Final
Close 7
Let readers know the document is
final. b
2. In the dialog box that appears, click OK:
r
Microsoft Word X
~ This document will be marked as final and then saved.
| |

3. Ifasecond dialog box appears, click OK:
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Microsoft Word i

This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

When a document is marked as final, the status property is set to "Final" and typing, editing commands, and proofing marks are turned off.
You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar.

[[I ] Don't show this message again ]

You can also check the Don’t show this message again box if you do not want that dialog

to come up every time you mark a document as final.

Note that the document is now clearly marked as final, but that readers may still edit the document

by clicking Edit Anyway:

File. Home Insert Draw Design Layout Referenc Mailings Review View Developt Help Acrobat @

® MARKED AS FINAL An author has marked this document as final to discourage editing. Edit Anyway x

L s P T T R P T T T

Xz N\

We will cover actually preventing readers from editing a document later in this lesson.
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6.2. Password Protect Word Documents

To password protect Microsoft Word documents to prevent others from opening them:

1.  From the Info tab of Backstage view, click Protect Document and select Encrypt with
Password:
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©
Gﬁ Home
El New

= open

Save
Save As

Save as Adobe
PDF

Print

Info

Rafa

Nat Dunn's OneDrive - Webucator, Inc. » Documents

[ |&} Share \ @ Copy path (& [ Open file location

Protect Document

Control what types of changes people can make to this document.

Protect
Document ¥

Always Open Read-Only

Prevent accidental changes by asking

readers to opt-in to editing. . .
ire that it contains:

Encrypt with Password thor's name

Password-protect this document

s

2. In the Encrypt Document dialog box, enter your password and click OK:

' Encrypt Document ? X

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

— o, |

3. In the Confirm Password dialog box, reenter your password and click OK:
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Confirm Password ? X

Encrypt the contents of this file

Reenter password:

Caution: If you lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

~

4. Save your document.
‘Q

To remove or change your password, s1mply follo @eps above and either remove your password
or enter a new password.
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6.3. Removing Metadata from Files

When sharing documents, you may wish to remove document metadata, which may contain hidden

or personal data.

To remove document metadata:

1. From the Info tab of Backstage view, click Check for Issues and select Inspect Document:
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@ Info

{a} Home Rafa

Nat Dunn's OneDrive - Webucator, Inc. » Documents
D New

[ |2 Share ] [ @> Copy path ] @ [B Open file location ]
=7 Open

Protect Document

Control what types of changes people can make to this document.

&
Protect

Document v

Save

Save As
Inspect Document

@ Before publishing this file, be aware that it contains:

Save as Adobe

PDF Check for ®  Document properties and author's name
Issues ¥
.
. 7
Print D Inspect Document |,
Check the document for hidden properties
Share

or personal information.

2. In the Document Inspector dialog box, check the boxes to inspect for certain data, and then
click Inspect:
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3.

T

Document Inspector ? X

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

——

@ |Document Properties and Personal Information

@ [Embedded Documents

@ Macros, Forms, and ActiveX Controls

() ink

Comments, Revisions, and Versions

Inspects the document for comments, versions, and revision marks.

Inspects for hidden metadata or personal information saved with the document.

Task Pane Add-ins

Inspects for Task Pane add-ins saved in the document.

Inspects for embedded documents, which may include information that's not visible in the file.

Inspects for macros, forms, and ActiveX controls.

Inspects the document for Ink.

Collapsed Headings

[ Inspect EI Close

Int

he results, select Remove All to remove any found data:
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Document Inspector ? X

Review the inspection results.

() Comments, Revisions, and Versions
No items were found.

! Document Properties and Personal Information TemoveE AT k

The following document information was found:
* Document properties
* Author

(©) Task Pane Add-ins
We did not find any Task Pane add-ins.

) Embedded Documents

No embedded documents were found.

() Macros, Forms, and ActiveX Controls

Mo macros, forms, or ActiveX controls were found.

(&) cCollapsed Headings

No collapsed headings were found.

A\ Note: Some changes cannot be undone.

Reinspect
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6.4. Restrict Formatting and Editing

Sometimes when collaborating on a document, you might wish to let people make certain types of
changes, but not other types of changes. In this case, you can restrict the editing and formatting options
before sharing the document with others.

To restrict formatting and editing options:
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1. From the Info tab of Backstage view, click Protect Document and select Restrict Editing
to open the Restrict Editing pane:

@ Info

ﬁh Home Rafa

Nat Dunn's OneDrive - Webucator, Inc. » Documents
D New

{ @ Share } [ (@ Copy path @ [ Open file location
= Open

Protect Document

IE@Q Control what types of changes people can make to this document.
Protect

Document ~

Save

/ Always Open Read-Only
O

Prevent accidental changes by asking
readers to opt-in to editing.

Save As

are that it contains:
Save as Adobe

PDF E Encrypt with Password ithor's name
Q Password-protect this document

Print
I:B. Restrict Editing
Share & Control the types of changes others B
can make )
Evnort !

2. To set formatting restrictions:

A. In the Restrict Editing pane, check Limit formatting to a selection of styles and
click Settings:
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Restrict Editing vooX

1. Formatting restrictions

Limit formatting to a selection of styles

Settings...

2. Editing restrictions

[ Allow only this type of editing in the document;

No changes (Read only)

3. Start enforcement

Are you ready to apply these settings? (You can turn them off later)

Yes, Start Enforcing Protection

B.  Select or deselect styles according to the restrictions you wish to place and click OK:
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3.

Formatting Restrictions ? X

Styles

@ Limit formatting to a selection of styles.

By restricting formatting to the styles you select, you prevent the ability to modify
styles and the ability to apply direct formatting to the document. Select the styles you
want to allow to be used in this document.

Checked styles are currently allowed:

[0
B1/ayi [
@ Article / Section

@ Balloon Text (recommended)

@ Bibliography (recommended)

@ Block Text (recommended)

@ Body Text (recommended)

@ Body Text 2 (recommended)

[ ] Body Text 3 (recommended)

All Recommended Minimum None

Formatting

[ ] Allow AutoFormat to override formatti ng restrictions
[ Block Theme or Scheme switching
(] Block Quick Style Set switching

oK k Cancel

C. In the dialog box that appears, choose to keep or remove styles currently in the
document which you are not allowing going forward:

Microsoft Word X

o This document may contain formatting or styles that aren't allowed. Do you want to remove them?

Yes No

To set editing restrictions:

A.  Check Allow only this type of editing in the document and select the editing
restrictions you wish to apply from the dropdown menu:
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Restrict Editing vooX

1. Formatting restrictions
Limit formatting to a selection of styles
Settings...

. Editing restrictions
(2. Editing restricti ™\
Allow only this type of editing in the document:

‘ No changes (Read only) hﬂ
Tracked changes

Comments

Filling in forms

" No changes (Read only) hd choose users who are allowed to free

RN
corconCiT,

) |

Groups:

[:]| Everyone ‘

‘QQ More users...

3. Start enforcement

Are you ready to apply these settings? (You can turn them off later)

Yes, Start Enforcing Protection

i.  No changes (read only) — Prevent readers from making any changes to the
document.

ii. Tracked changes — Allow changes, but require them to be tracked.
iii. Comments — Prevent changes but allow comments.
iv.  Filling in forms — Allow readers to fill in forms, but not to make any other

changes.

B. Note that you can make exceptions to whom the editing restrictions apply:

Exceptions (optional)

Select parts of the document and choose users who are allowed to freely
edit them.

Groups:

E]| Everyone

RQ\ More users...
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4. To start enforcing the formatting and editing restrictions you have set:

A. Click Yes, Start Enforcing Protection:

3. Start enforcement

Are you ready to apply these settings? (You can turn them off later)

Yes, Start Enforcing Protection
e

b

B. In the dialog box that appears, enter and confirm your password and click OK:

Start Enforcing Protection ? X

Protection method

© Password

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

Enter new password (optional): eeeeee

Reenter password to confirm: jeesses

(O User authentication

(Authenticated owners can remove document protection. The
document is encrypted and Restricted Access is enabled.)
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= Exercise 19: Protecting a Document
) 10 to 20 minutes

In this exercise, you will mark a document as final to discourage others from editing it, password protect
a document to prevent others from editing it except to leave comments, and then password protect a
document to prevent others from opening it.

1. Navigate to theword365-protecting/Exercises folder and open PlantsInMyYard.docx.

2. Mark the document as final to discourage others from editing it.

3. Prevent, rather than discourage, others from editing the document by password protecting it
with the password “password”. Do allow reviewers to add comments.

4. Password protect the document to prevent others from opening it.

5. Remove the password and close the document.
=
S
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6.5. Adding Watermarks

Watermarks are greyed out text or images which show up in the background of a document. Common
uses of watermarks are:

1. To mark documents as drafts.

2.  To mark documents as confidential.

3. To insert a logo in the background of a document.

To add a standard watermark to a document: On the Design tab in the Page Background group,
click Watermark and select a watermark:
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i3 Comments |
[
&

Watermark| Page Page
v % Color ~ Borders

2

Design Layout

Title T|t|e

Confidential

CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPY 1
Disclaimers
DRAFT 1 DRAFT 2 SAMPLE 1

& More Watermarks from Office.com

D Custom watermark_..b_]

[ Remove Watermark

To add a custom watermark to a document, click Custom Watermark at the bottom of the Watermark
dropdown. In the Printed Watermark dialog box, select either Picture watermark or Text watermark,
and then select your picture or enter your text and click OK:
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Printed Watermark ?
(O No watermark
(O Picture watermark
Select Picture...
Scale: Auto v Washout

O Text watermark
Language: |English (United States)

Text: FOR YOUR EYES ONLY]|

Eont: Calibri

Size: Auto o

Color: v | @ Semitransparent

Layout: © Diagonal () Horizontal

The resulting watermark will looks something like this:
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=] Exercise 20: Adding Custom Watermarks
& 5 to 10 minutes

In this exercise, you will add a custom watermark to a document.

1. Open a new document.

2. Add a text watermark with the words “VERX@ DRAFT.”

3. Change the watermark to a picture %@E usi picture you like. If you like, you can
use the mission-criticad”=j ein @— rotecting-docs/images folder.

Conclusion

In this lesson, you learned to mark documents as final thereby making them read only, to password
protect Microsoft Word documents, and to restrict formatting and editing options before sharing a
document with others.
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LESSON 7

Macros
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Topics Covered

|Z| Macros.

Introduction

In this lesson, you will learn to use Macros in Microsoft Word.
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7.1. Using Macros

You can create macros in Word to help streamline your work processes. Macros are a way to group a
bunch of tasks and automate them.

To record a simple macro with a keyboard shortcut:

1. From the View tab of the Ribbon, in the Macros group, click Macros and select Record
Macro:

Developer Help  Acrobat
One Page 7+ % [0 View Side by Side =
Q[ ] =N G

Zoom 100% EE Multiple Pages New Arrange Split ' Switch
Pane 1 page Width Window  All I Windows ¥

Macros| Properties

Z Wind! = :
oom {neov ﬁ View Macros

o ——— s .
E8 Record Macro... N
[k
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2. Inthe Record Macro dialog box, enter a name for the macro, and, to have the macro available
with each new document, make sure the Store macro in textbox displays All Documents
(Normal.dotm). You can also enter a Description if you like.

Record Macro ? X

Macro name:

II nsertTable

Assign macro to

% Button @ Keyboard

@tore macro in: ™
‘AII Documents (Normal.dotm) v
Description:
Inserting 2x4 table.|
/

oK Cancel

—_ S S
— A@; i GQ
3. In the Record Macro dialo Fenter ag.tak Tor the macro and click Keyboard:

Record Macro ? X

Macro name:

InsertTable

Assign macro to

% Button @ Keyboard
L

Store macro in:
All Documents (Normal.dotm) ~

Description:
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4. Assign the macro to a button or to a keyboard shortcut by clicking Button or Keyboard.
We'll use the keyboard for our example. When you click Keyboard, the Customize Keyboard
dialog box will open. Press the keyboard shortcut you want to use; it is displayed in the Press
new shortcut key textbox. Click Assign, and then click Close:

Customize Keyboard ? X

Specify a command

Categories: Commands:
Macros Normal.NewMacros.InsertTable

Specify keyboard sequence

Current keys: Press new shortcut key:

Ctrl+Q

Currently assigned to: ResetPara

Save changes in: | Normal.dotm v

Description

j K]
Assign Remove Reset All...

5. Now perform the steps of the macro you are creating. Word displays a tape-recorder icon as
it records:

6. When you are done, select the Macros command again and select Stop Recording:
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=
=
Gl S |

Properties

EF View Macros

[] stop Recording

@Il pause Recording

7. You can now use this keyboard shortcut to perform the action you specified.

% 7.1.1. Delete a Macro

To delete a macro:

1.  Select View Macros from the

&l
[0

ecord Macro...

2. In the Macros dialog, highlight the macro you want to delete and click Delete:
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Macros ? X
Macro name:
InsertTable Run
InsertTable
Step Into
Edit
Create
Delete
Organizer...
Macros in: | All active templates and documents v
Description:
Insert 2x4 Table.
Cancel

> <
% 7.1.2. Copy Macros from Document to Document

To copy macros from one document to another:

1. From the View tab of the Ribbon, in the Macros group, click Macros and select View Macros:

= o—
= Gk S |

lMacmg Properties

v

EF View Macros ]

F@ Record Macro...

=

@Il

2. Select Organizer in the dialog box:
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Macros

Macro name:

InsertTabIe‘

InsertTable a

Run
Step Into
Edit
Create

Delete

Organizer... I

Macros in: | All active templates and documents

Description:
Insert 2x4 Table.

Cancel
S <SS
3. Use the Organizer to copy@a and then_dlick Close
Organizer ? X

Styles Macro Project Items

To Document1:

| = Qop}{

Delete

Rename...

Macro Project Items available in:

Document1 (Document)

Close File

Description

In Normal.dotm:

[

Macro Project Items available in:

MNormal.dotm (global template)

Close File

Close
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% 7.1.3. Macro Security

Word documents with macros in them must be saved.wi@btm file extension. When you open a
file that contains macros, you will see a securi Wﬁ a yellow box at the top of the document.
If the document is from a trusted source&(ém e @

<" os”

@ SECURITY WARNING Macros have been disabled. | Enable Content x
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=] Exercise 21: Recording a Macro
) 10 to 15 minutes

In this exercise, you will record a macro.

1.  Open a blank Word document. @Q
2. Create a macro called “MyMacro” tb@_@fs a 5@6 using the keyboard shortcut Alt+M.
3. Run the macro you just crc%zo add a @ﬁble in the blank document

Conclusion

In this lesson, you have learned to add a macro to a Word document.
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