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Getting Started

The Ribbon
This is the wide panel across the top of the screen below the Quick Access Toolbar.
The top portion of the ribbon contains tabs:
Home, Insert, Design, Layout, References, Mailings, Review, View and more.
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Each tab contains panels of grouped commands, the grouping of which is based on similarity of
function.

E.g. The HOME tab contains the following groups: Clipboard, Font, Paragraph and more.
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To view additional features within a group left click on the arrow at the bottom right of the group (as
seen below).

7 2016-Word Document-Modified [Compatibility Mode] - Word

v “srences Mailings View ACROBAT Q Tell me what you want to do...

2L T paBbcc AaBb( AaBbC 4a
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5 ~ Format Painter L8 Lcr ae XX ¢ Cover3 Het
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In this example the Paragraph dialog box opens.
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The Ruler

The ruler is found below the Ribbon.

HS-
File Home Insert Design Layout References Mailings Review
l I D D Outline | [v| Ruler q [‘j‘) [E] One Page rﬁ E
EI Draft [| Gridlines El [ Multiple Pages
Read ' Print Web o Zoom 100% New Arrange
Mode |Layout Layout | Navigation Pane (I Page Width Window Al
~ Views Show Zoom
Al o PRI - + - 1.1 2.1 .31 4.1 5.

You can use the ruler to change the format of your document quickly — do this by hovering the cursor
over the triangle shaped tabs at each end of the document on the horizontal and the vertical bar and
left clicking and moving the tabs. .

References Mailings Review ACROBAT Q Tell me what you want to do...
One Page (19 View Side by Side Loy D
Q3 TE ] H |2 ===
o8 B Multiple Pages (1] Synchronous Scrolling ) =z
Zoom 100% New Arrange Split Switch Macros
ane (P Page Width Window Al [ Reset Window Position  Windows ~ -
Zoom Window Macros
I-Z-l-l-l-'>_<‘~|-1-l-2-|~3-|'4'|-5-|-6'|'7-|~8~|'9'|'10~|-11-|-12-|-13-|-
Left Margin

EXERCISE: adjust the margins on your page using the ruler.
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The FILE tab

Click the FILE tab and the options to the right appear

Creating a New Document

Click “File”

To create a new blank document click “New”,
then click “Blank Document”

Selecting the language.

Check the language setting on your
document as sometimes it can be
English (American) and there are some
distinct spelling differences.

Go to the FILE tab, select Options, click
Language and you get the options

below.

Layout References

Mailings Review

& o Calibri (Body) ~|11 ~| A" A" Aa~ Ao iZ-iZ.%=.
Cop
Paste T Ui~ x* aly | === 1=
- &' Format Painter U~aex A- =E==5F &
Clipboard [ Font 7 Paragra

Info

New

7 2016-Word Document-V
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Save

Save As

Convert
Save as Adobe
PDF
Print }

Protect
Share Document ~
Export

A
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Screen Layout
Quick access Toolbar  Horizontal Rulers Blinking Insertion point (BIP) Ribbon

aanccos | sapfBon o AdB rorce sman mnoo 2UMODY MO

Vertical ruler Blank page

Quick Access Toolbar

The quick access toolbar contains commands that are used
regularly (e.g. Undo, Redo, Save)

_
B Cover Page~ D
ATl B

You can add more commands to this toolbar, click here to access the drop down menu

B Cover Page~ D
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Or right click on any tool or group on the ribbon to open the dialog box below.

7 2016-Word Document-Mod

Then left click the option Add

. Design Layout References Mailings Review View ACROBAT
to Quick Access Toolbar.

'7‘} s i)
bd & Bl @ W W s
2|

Table  Pictures es SmartArt Chart Screenshot 3 My Add-ins ~ Wikipedia Online
X Pictures ~ - fiaas
Tables iustrations Add to Quick Access Toolbar
L Customize Quick Access Toolbar... 2ot
b} W - -
~ Show Quick Access Toolbar Below the Ribbon
t Pl ; Customize the Ribbon...
- Collapse the Ribbon
jes Results o
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EXERCISE: add at least three new buttons to the Quick Access Toolbar.
Create Sample Text
To enter text, just start typing! The text will appear where the blinking cursor is located.

Microsoft word has sample text available for insertion (to save typing)

Place the blinking cursor at the position where the sample text is required and type the
following characters: =rand(10,8)

Press the enter key to see the paragraphs of sample text appear in the document.

Saving and Closing Work

While working on any document you should SAVE it as you work —
DO NOT LEAVE IT TILL THE END OF YOUR SESSION!!

Click the FILE Button and select

‘Save As’, you will be asked where Save A

to save your document to as “ S

shown. ke e
e

You can also name

your document.

EXERCISE: save your work in

your own name in the following
format: surname_forename_wk1

Save it to Document folder on your computer — if this does not
appear as an option simply click ‘Browse’

The first time you save a document it must be named and the ‘Save As’ function allows you to do this
while also choosing the location where you want the document to stored.

The next time you open this document and edit it,
you only have to select ‘Save’ (top left-hand corner
icon) and all changes are saved but the document
retains its original name.

Design Layout

B CoverPage~ D )
o leg [ X
[] Blank Page P = ‘

Table  Pictures Online Shapes Sma

’# Page Break v Pictures v
Save your work regularly!!
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Opening an Existing Document

From the File click “Open” and browse to the location where the document is stored.
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Note:

When working on a document that has already been created and named, it is essential to save your
work regularly to avoid data loss in the event of a power failure (or other event). To do this click the
quick save icon on the quick access toolbar.
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Manipulating Text
Type the following characters =rand(10,8)

This will generate text on the page for you to manipulate.
Inserting Text

Text can be inserted in a document at any point using the following methods:

¢ Place the blinking cursor at the required position and begin typing.

* Use the arrow buttons on the keyboard to place the cursor where required and begin
typing.

Selecting Text

The following table contains shortcuts for selecting a portion of text:

Selection Technique

Whole word Double-click within the word

Whole paragraph [Triple-click within the paragraph

Several words or  |Drag the cursor over the words while keeping the left mouse button depressed

i
ines Or hold down the SHIFT key on the keyboard while using the arrow buttons to

highlight the text.

Entire document |Press CTRL+A

Deselect the text by clicking anywhere outside of the selection on the page or press an arrow key on
the keyboard.

Copy and Paste Text:

* Select the text to copy
* Rightclick on the highlighted text

to activate the mouse drop-down — | # Cut

menu and click Copy. \_’ Copy

3 Paste Options:
* Place the cursor at the position :
where the text is to be copied to. =]
Right click to activate the mouse

Adjust List Indents...
dropdown menu and click Paste.

Separate List
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Cut and Paste Text:
(Used to move text within a document or to extract text for use in another document)

* Select the text to extract(cut)

* Right click on the highlighted text to % » Cut
activate the mouse drop-down menu — | : c
= 0
and click Cut. a2 Lopy
.y Paste Options:
* Place the cursor at the position where _j
the text is to be moved to. Right click
to activate the mouse drop-down Adjust List Indents...
menu and click Paste. Separate List
EXERCISE:

o Triple click to select the first whole paragraph, CUT the first paragraph and move it to
the end of the document.

o COPY any other paragraph and move it to the beginning of the document.

Deleting Text

Use the BACKSPACE and DELETE keys on the keyboard to delete text.

Backspace will erase text to the left of the cursor Delete will erase

text to the right.

To delete a large amount of text, select it and press the DELETE key.

Undo Changes

The Undo Button, on the Quick Access Toolbar, is useful for undoing errors made,
\ starting with the last error and working backward by

means of consecutive mouse clicks.

wWdw-oT
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Paragraph Formatting

Paragraph formatting allows a number of useful options to be applied which can considerably alter
the appearance of a document.
Change Paragraph Alignment

Rl Options include:

Design Layout References i ACROBAT Q Tell me

Calibri (Body) ~[11 ~| A" A Aa~ R B==li=-%-- &3= 2| 1 AaBbCc A

B I U ~abex, X° &'a!"vA' = Coverl C

Align Left, Centre: Useful for main headings  Align Right

Justify: Aligns text to both the left and right margins and is recommended for use in academic

submissions.
Intro_Word_EB1a
Insert Design Layout ke “vences Mailings i ACROBAT Q Tellme
s Cut Sr s v N e R e —
D Calibri (Body) ~/11 ~| A" A Aa~ & e . | E= (8T AaBbCc A
Paste - = 2 . aly - == = | & it
< O Eormat Painter | T XX A-¥-A = TR | 6= &2 v i Coverl ¢

Clipboard M Font ] Paragraph ]

Paragraph Indent

Paragraph indent allows formatting of the text margin within a paragraph to a variety of settings.

To indent a paragraph, do the following:

Place the blinking cursor before the first word and Click the Increase Indent button.

Intro_Word_EB1a

Insert Design Layout References Mailings Review Vie w ACROBAT Q Tell me

On % Cut . = — o o _
& - Calibri Body) -[11 -| A" A" | A2~ | % FEEi=-'- =3 4 9 | paBbce A
Paste SO n : by e e = | A e ;
> ¥ Format Painter I U ~abex, x* A~ A = == . ] Coverl C
Clipboard P Font ] Paragraph P

EXERCISE: indent every second paragraph.
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Font Formatting

Font is the word used to describe the actual shape of the letters that appear on the screen when
typing. Fonts have different names like Calibri, Times New Roman, Arial and Verdana.

Font type
Select the HOME tab and highlight the required text Calibri {[Body) = A N4

- A~

Click the arrow next to the font name and choose a B £ U ~ abe X, X° Aa™
font. Font

wl

To preview how the new font will look hover the cursor over it before applying it.

Fontsize Calibri (Body) -~ AN AT

Select the required text. 'B I U ~ abe X, Aa-.ab)g\e vi
Click the arrow next to the font size and choose the Font I
appropriate size, or

Click the increase or decrease font size buttons. (A A)
Font Effects

Predefined formatting options allow text to be emphasized in a variety of ways including:

Bold, Italic, Underline.
\Calibrijody/
B £ U abe X
W

To apply any of these to text:

Select the text and click the appropriate button on the Font group on HOME tab

Change Text Colour Al

Automatic
| Theme colors

To apply a different colour to text, select the A
| H HEEEEEN

required text

Click the down arrow next to the font colour button i I I I I I I I i I

Click on a suitable colour from the colour chart Standard Colors
EET  AEEEEn
3% More Colors...

10
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Copy Formatting

Occasionally it may be useful to apply formatting from one font set to another. To do this use the
Format Painter icon in the Clipboard grouping on the HOME tab.

E (') o 0 s
1. Select the required text. _ _
File Home Insert Design Layout
2. Copy the format of the text by clicking the Format '“'D “ Calibri (Body) ~|11 |
Painter button Paste o ey B T U waex x
Clipboard F} Font

3. Apply the copied format by selecting the required
text and clicking on it.

L

Mailings  Review  View  ACROBAT  Q Tell me what yd
Line Spacing. ¥ == i=xux e 21 AaBbCc AaBb
X = = ==  B= b / g
Click HERE to access a drop-downmenu &k~ = = == =7 4~ o - Sover] _ Souers
for line spacing. Recommended line  _ Paral 1.0
spacing for an academic submission is R h——T 445 T
“« . ” t\ '
1.5 Lines 15

3

Line Spacing Options...

¥ S, I <
Phil Cully & pat f = #Add Space Before Paragraph |, o ocing
T Add Space After Paragraph
. B
Pdores wd Zoecrg L and Sage Bk
gt resien =l
- . Dxfioe wort:  Sody Text v]
Further formatting options
eder v e
— Dew $ S by
To access further formatting options, on the HOME tab, openthe & o= sl [3]
Paragraph dialog box by clicking on the arrow at the lower right ———
Soang
corner of the paragraph group. whei B3 o
AR w5 Cor e
Td=., et 43 xfmat L | Csl

EXERCISE:
e Select a paragraph and change the font to Times New Roman size 14, underline it and make it
bold, change the spacing of a paragraph to 1.5, and another to 2.
* Change various words to various colours.
* Select another paragraph and do the same with a font and size of your own choosing.

* Undo a couple of your last changes.

11
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Inserting a Table of Contents

Styles
The use of Styles in a document allows for consistent formatting to be applied throughout the
document. When used correctly, Styles also enables you to insert a Table of Contents without the

need to type it.

Word comes with pre-formatted “Styles” which can also be customised to suit individual preferences.

To view a range of pre-formatted styles click the AaBchD(]! AaBbccd AaBbC: AaBbCe %
More button on the Styles Group inthe Home ' = jomal 7o Spac.. Hudmglw' Change

les ~
Tab = Style 3
Styles #
AaBbCcl AaBbCcDc || AaBbCcDc|| AaBbCcDc AaBbCi AaBbCc AaBbCcl Aalj
Heading 4 M Indentl T Normal | T No Spaci.. Headingl Heading 2 Heading 3 Title

AaBbCc. AaBbCcDt AaBbCcDt¢ AaBbCcD:t AaBbCcD« AaBbCcD¢ AaBbCcDi AABBCCDL
Subtitle Subtle Em...  Emphasis Intense E... Strong Quote Intense Q... Subtle Ref...

AABBCCDC AABBCCDL AaBbCcDc¢ AaBbCcDc

Intense R... BookTitle T List Para.. T Decimal...
Save Selection as a New Quick Style...

43, Clear Formatting

'.“L Apply Styles..,

Style Sets
A “Style Set” consists of a number of pre-formatted individual styles with commonality of theme e.g.

“Heading 1”, “Heading 2”, “Heading 3” To apply a style:
1. Place the blinking cursor at the start of the applicable text

2. Selecta Style by clicking onit e.g. “Heading 1”.

(Or, move the mouse arrow over any style to preview the result before selecting it)

12
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Table of Contents

MS Word provides a facility for the automatic generation of a Table of Contents, (TOC). The TOC is
placed after the cover sheet and before the Introduction/Overview. Even though it appears after the
cover sheet it is the last item to be inserted. Should any alterations be made to text within the
document after generating the TOC it is important to update the TOC before printing.

In order to generate a Table of Contents automatically the headings and sub-headings in the
document have Heading Styles applied to them which makes them identifiable for inclusion in the
TOC.

TYPE =rand(6,10)

e  Double click on the word ‘Video’ to highlight it.

= Go to the ‘Styles’ grouping in the HOME tab and select
,Heading 1, AaBECd)e AlBBCD A 550

1 Not T N Space., | Beadug Headng ) Headn

= Do this for all paragraphs where the word ‘Video’ is the
first word.

e Double click the word ‘To’ to highlight it.
* Go to the ‘Styles’ grouping in the HOME tab and select '8°Ccd¢ AadbCede AaBDC( AsBHCC
,Heading 2, Normal T NoSpac.. Heading1 | Heading2 | Heading 3

= Do this for all paragraphs where the word ‘To’ is the first word.

e Double click the word ‘Click’ to highlight it.
. Go to the ‘Styles’ grouping in the HOME tab and select ‘Heading 3’
. Do this for all paragraphs where the word ‘Click’ is the first word.

Place the cursor where you want the Table of Contents to be — usually after the Cover Sheet near the
start of the document,

oy
~ Home Insect Page Layout Refarences Mailings

) e Add Texd = «jijinsert Engnote )
A} | 3 Update Table AR Next Footriote ~ =
Tabls of Insert Insert
Contents ~ Footnote Citation ~
. . Bulit-In
Open the REFERENCES tab, click ‘Table of Contents’ in the left  auomsticraies
most grouping, select the first option.

Heading 1 ]
Heading
Heading 3 3

Automatic Table 2
{

| Table of Contents
Heading 1 2
| Hascing 3 :
Heading 3
|
a.. s.——

13
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Built-In Heading Styles

The built-in styles enable you to automatically generate a Table of Contents within the document.

Normally the following will apply:

Main headings such as Chapter headings should be set to “Heading 1” style.

Paragraph Headings are set to “Heading 2” style.

Sub-paragraph headings to “Heading 3” style

Update Table of Contents

If you have added or removed headings or other table of contents entries, you can update the table

as follows:

1. Click the References Tab in the Ribbon

2. Click Update Table
B (3' 0 s

File Home Insert Design

B Add Text ~ 1 ﬁ] Insert Endnote
[ Update Table AE} Next Footnote ~
Table of nsert )
Contents ~ Footnote Show Notes
Table of Contents Footnotes

ke Update Table

Refresh the table of contents so al
entries refer to the correct paae

OR ... right click on your TOC and select ‘Update Field’

and then ‘Update entire table’

Layout

Insert

Citation ~ &1 Bibliot
u Citations & Bibli¢

&D Paste Options:

-y

a O iint. Whe
d code for ¥ Update Field You can
at best fits Edit Field... sour doci
des header Toggle Field Codes Xt boxd
wu can add ader, anc
Font...
ouwantfr Themes
1. Whenyg =7 Paragraph.. anewTh
Upaate 1at
4 Creating a Ne
eaN
"""""""" Update Table of Contents ? X

.| of the following options:

O Update page numbers only
— O]f

Word is updating the table of contents. Select one

Cancel fy and
— election o
LS B N
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Creating a New Style

While default formatted styles are useful, individual requirements often demand the creation of new
styles. When creating a new style ensure that the cursor is in a blank area of the screen otherwise the

new style will be applied to the wrong text.

1. Click into the Styles grouping

Y Tellmew at you want to do..,

4aBbCcl AaBbl AaBbCcI AaBbCel aasbcer AAD AaBbCA 4aBbCel 4aBbCel AaBbCel AaBbCel AABBCC

Emphasis  THeadin.. T Normal Strong Subtitle Title i No Spac... Subtle Em... IntenseE... Quote Intense Q... Subtle Ref...

AABBCC A4aBbCci AaBbCcl

Intense R... Book Title T List Para...

4 Create a Style

R¢ Clear Formatting

24, Apply Styles...

2. Click Create a Style and click Modify :
Create New Style from Formatting ? X
Name:
Style1
aph style preview:
Stylel

Modify... Cancel

3. Complete the New Style dialog box by entering _—
a new name here

and you can then make changes to the different

sections as you require,
there are also options to limit the new style to o et i e e
this document only A 2

M e 5T Ty wbe
a3 1w A

AR Jhpes patew [ | sgemataaty umtas

R D 4 Ve Guireon B L TR TR SRE

4. Note the options at the bottom of that dialog box:

* Add to Quick Style List
* Only (available) in this document
* Automatically update
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Font Size

New name here

L

lﬁ' '

Single line spacing

1.5line spacing

Double spacing

tyle from Fo

atting

Styl
B

Show in the Styles gallery

ed on: Style2

M A
®

to the Styles gallery [:I Automatically upda
ly in this document O New documents bas

| Fjmat - |

on this template

OK

Cancel

(o]

|

Text alignment options

Paragraph indent
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Tables

Tables are used to display data in a tabular format and while cell outlines are often the means of
readily identifying such a table, it is possible to use tabulated information without cell borders thereby

providing a means of presenting data in various formats.

It should be noted that tables generated from within a word-processor do not have the functionality

of those generated within a spreadsheet package. (More on this later)

Creating a Table

Place the blinking cursor at the required insertion point
Click the INSERT Tab of the Ribbon

Click the Table Button on the Tables Group.

A table may be created by one of a number of methods:

1. Highlight and Click the number of rows and columns
you require

2. Or Click Insert Table and enter the number of rows
and columns, then Click OK to generate the table.

Entering Data in a Table

Insert Page Layout Referen

B8 [P 3

Table Picture Clip Shapes Smi
- Art -

o |

Insert Table

I |
I |
I |
| O
| |

[ | Insert Table...
j Draw Table

L3

—

-Eq Excel Spreadsheet
(] | Quick Tables >

Place the cursor in the cell where you wish to enter the information and begin typing.

Simply type text to have it automatically wrap
within a cell.

Modify and Format a Table

To modify the structure of a table:

Click the table and notice that two new tabs appear on the Ribbon: Design and Layout. These relate

to the table design and layout.

L
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Selection of the Design Tab presents the following groups:

1. Table Style Options
2. Table Styles

3. Borders

This feature enables you to change the design of the table.

To format a table, click the table and then click the LAYOUT Tab (this tab only appears when you click
into the table, not to be confused with the LAYOUT tab that is on the ribbon between DESIGN and
REFERENCES) on the Ribbon and you will see the following groupings:

There are many options here to explore — an interesting one is the Alignment grouping as you can
change the position and direction of the text within a table.

18
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Symbols and Special Characters

These are not generally available on the standard keyboard. To
insert a symbol into a document:

1. Place your cursor in the

document where you want to i
~ U Equation ~

place the symbol
. _ €2 Symbol -
2. Click the INSERT Tab, the

Symbols grouping, Symbol
Symbols

' T Bquation —

£2 Yyeahal = >

Embnd

v

3. Choose the required symbol.

Special Characters €0 Moo Symbe

(Equations)
Presentation of mathematical equations is catered for by means of the Equation button.

To insert an e quation:

1. Place the blinking cursor in the document where you want to place the equation

2. Click the INSERT Tab on the Ribbon

> » JU Equation ~

3. Click the Equation Button on the Symbols Group —>
) . € Symbol -
4. Choosean equationfrom the defaultset or Click Insert New Equation
A : , Symbol
|| Type equation here, | L
— )2 Built-In
/ Area of Circle
Click the inserted equation to edit it. This presents the A=nr?

Equation Tools, Design Tab in the Ribbon

Use the tools from the design tab to &) More Equations from Office.com

TU Insert New Equation

generate custom equations.E.g. A = B;+ C2

bl

WMEY-0TSO x x|

File Home Insert Page Layout References Mailings Review View

R & R EFRHNEOEEEER

=

ww L e EPNEEYAEEEDERETEEEE

Tools
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Pictures

Insert a picture:

Place the blinking cursor in the document at the insertion

point. 5‘ m: = " i
Click the INSERT Tab on the Ribbon S P

In the lllustrations groupings click the Pictures Button ; AP o) == ‘
Browse to the picture you wish to insert ‘. . m

'

Click on the picture/image

Click Insert

H

R
Repositioning Pictures

When a picture or image is inserted into a Word document it is usually aligned to the Left Side of the
page. It is possible to position the picture anywhere it is required and even to have it behind or in
front of text.

Figure 1: Right Click the picture which displays a Drop-Down Box as shown

Figure 2: Select Wrap Text and then choose an option from the dialog box that appears to the right.
One of the most common selections is Square which allows pictures to be dragged and dropped most
locations within a document.

“!mv! A
X it
P .
iy [Faste Options
.- e e o~
e
3, st L LA
-
- v a8
sove a5 Ficture
[ = Picture -
anl LNz A
o ~
¥ "
. B W Tes L
= fyperiir )
paett Caption
= YiroTet
II Sigeand Pozition.
:‘l Formot Picturs.,
Figure 1 Figure 2

The lllustrations grouping under the INSERT tab also has other items that can be inserted into a
document — Online Pictures; Shapes; SmartArt; Chart and Screenshot.
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Formatting a picture.

When a Picture is inserted into a
document a FORMAT tab appears.

Click the FORMAT tab and a number of
groupings are there.

Go to the Size grouping and click Crop. —

Grab the borders and move them
inwards, when satisfied click Crop and
the image will be cropped.

There are a number of other options in the FORMAT picture tab — if you are using pictures or images
you should familiarise yourself with these options.

Resize Graphics N

All graphics can be resized by clicking the image and clicking one corner of the image « —
and dragging the cursor to the desired size.

Insert a caption under the image

Select the image

From the REFERENCE tab select Insert Caption

Caption =
In the caption dialog box Figure 1 is automatically generated 9‘*" 1
You can add text here or leave itasis ™ WSS Fpwe =]
x Exciude label from capton
When you are satisfied click OK "= s roree——

and appears beneath the image

Exercise: Figure 1

Insert at least 4 pictures into your document, assign them captions and generate a Table of Figures.
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Spelling and Grammar

To check the spelling and grammar of a document

1. Place the cursor at the beginning of the document or the beginning of the applicable
section that you want to check

2. Click the REVIEW Tab on the Ribbon
3. Click Spelling & Grammar in the Proofing group.

HS O -

File Home Insert Design Layout References Mailings

ABC > ABC N O +*
v A O e xF T
Spelling & Thesaurus Word Smart  Translate Lanquage New  Delete Previous Next Show
Grammar Count Lookup > b4 Comment Comments
Proofing Insights Language Comments
e p ire \7 . 1

4. Errors will display in a dialog box that prompts you with possible choice of more
appropriate spelling or phrasing.

Spelling and Grammar: English (U.S.)

Not In Dictionary; L
i 5]
|
.
Suggestions }
;
Speedeg [_creess |
e
=2 |
[V] Check gramimar

5. To check the spelling of an individual word, right click any word that has been underlined
and choose a substitution.

Speellng
Spieling
Speiting
Speeding
Steeiing
Peeling
lgnore
Ignore Al
Add to Dictionary
AytoCorrect ’
Language 4
7 Spelling...
B lookup.

L

Y Paste
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Thesaurus

The thesaurus function presents suggested synonyms (alternative words with similar meaning)

To use the thesaurus:

1. Click the REVIEW tab of the Ribbon [N | Al
[ & 0 a 3= - 2 7 ) s
2. Click the Thesaurus Button on the \/ e L / ke
Proofing group. P . ) .

H%

Al l A LY W
: ’ a4 i
v e » A
Suhr A Thmens Wewd  Sewt  Trevien Lasgempe ten troynn Py
....... b aovrwe iy
T '
e \ T
) o v Thesany N
E 0
~ . L
3 ¢ i
tadngs  Page s s J .
roryemys o ol
e ety
Thrmaut s P
Toane o s
108 11530t Ut TN (At SRRutind WrOnrATs FAM0r atet w8 oATR Sevdar mesrvigl shemhang
Cagy Peavary T2 e thes thessrue el
[odmme n 2 hem Wtr wre bowk Desoaey fre
X ” 2 Okh e Themasnus iurtco o Se o © - 3 e bt Drocnms Ferrl
Watlng (e i
Cragmsg 2 Tihde 3 0T P

L e IS 1004 Wil appia on

The thesaurus can also be accessed by right clicking any word and choosing Synonyms on the menu.

Fing*
| & Cut
|4 gopy
B Poste
A Eont.
5§ Paragraph.,
'E Bullets ’
I= Numbering »
S Hyperink.,
&), tookup.
Synonyms 4 last
Translate |4 con¢cluding
Stytes » dosing
ending
ultimate
tinishing

first [Antonym)
absolute

O Inesaurus,

Word Count

left corner of the screen. It will give you a total word count [=2

or if you have some text selected it will show how many Page:16 of 25 | Words: 46/4,275 |
words are in the selection.

To check the word count in a document, look at the bottom —'

In this example the total word count is 4,275 with 46 words selected
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Page Borders

To apply a page border:

1. Click the LAYOUT tab on the Ribbon ——_ 49 _ ~

2. In ‘Page Setup’ group click on the arrow ‘—-' -

for more options a— _
3. Select ‘Layout’ e .:_ ;
-
4. Click Borders ». e T o 1 .

You can now select what you want to do with your page or whole document.
Insert a border on your document

- mess around with the options Bresen ot Shode '
e.g. do a 1.5 weight line around all Buten  fogr Swder  Jradng
Ly e LR
your pages. D _— - A Sagem retre o
it B em i Ve e Vs S '
D [y R
] mesee d b

e '
D " at e .

el F
00] Y. o - .

ASsw 9 ment

(=] o b
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Rl i e ——

Header and Footer + L% Hleade~ [A] % oue
. ! [0} sooter « o 4 Won

Headers and Footers can be included to provide information for the B BoyeNorrer~: | og-~. 25 Drow
comments sagier & Footer

reader. Start with a Header:

1. Click the INSERT tab on the Ribbon Built-In
2. Click the Header button i

3. Choose the second style and type in your namelip the lgft.area, type in WORD in the centre and
type in your course code in the right-hand side.

Blank (Three Columns)

[Pype et} [Type tesct) [Type text)
,,,,,,,,,,,,,,,,,,,, S S S e
] . [Z14 Previous Different First Page _*HeaderfromTop: | 1.25cm 8
__g @ i [y Next Different Odd & Even Pages .+ Footer from Bottom: | 1.25¢cm -
ictures Online soto Goto ) Close Header
Pictures. | Header. Footer Link to Previous v| Show Document Text Insert Alignment Tab and Footer
Navigation Options Position Close
|2|1|;|112|3|4|5|6|7-|-£|9|10|11|12|13|14|151-_‘-h‘|-17-|-181
Eric Bates WORD DTXXX
-_Header Sedtioni- | e

It is possible to simply click into the top or bottom of a document and activate the header/footer
feature. You normally have to click into the greyed-out area on your vertical ruler for this to occur.

The Footer

The footer area is normally used for the page-numbering feature, which is usually aligned
right. Other information can also be included depending on which footer is used.

The Header/Footer Design Tab will display on the Ribbon when Header/Footer is active

It will be noted that Page Numbering and the prompt Link to Previous are visible in both the Header
and Footer areas.
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Header & Footer Tools - Design Tab

A number of options are selectable that allow individuality to be applied to different sections

When Link to Previous is visible this indicates that the current
Header or Footer section is electronically tied to the previous one
and therefore contains identical data. The Link to Previous
option must be removed if the content of the current section
Header and/or Footer is to differ from the previous.

To remove the Link to Previous option, click the Link to Previous
button.

Page numbering

514 Previous Section | | Different F
5‘, Next Section | Different C
- |93 Link to Previous @ Doct
avigation J Of

Link to Previous

Link to the previous section so that
the header and footer in the
current section contain the same
content as in the previous section.

@ Press F1 for more help.

g B
Page Number Format m

Main points to note:

1. Inareport that contains a cover page and a Table of
Contents page, numbering normally starts after
these, on the first page of the actual content.

2. Right alignment is normally used.

3. ForStartat, Enter 1

i.e. page 1 to start after the table of contents

Number format: 71, 2,3, .. IZ]
["] Indude chapter number

Chapter starts with style: |Heading 1

Use separator: [~ (hyphen)
Examples: 1-1, 1-A
Page numbering

() Continue from previous section
© Startat: |1 3|

Navigation i

When finished you close the HEADER & FOOTER tab here
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Section Breaks

Section breaks divide a document electronically thereby allowing individual header and/or footer
information to be applied to different parts of a document. It also allows you to change the formatting
between sections.

EXERCISE: e -

To begin, right click on the status bar at the

bottom of your document, from the pop-up i '
screen select ‘Section’ and make sure thereisa v/ i =
there.

On a blank page type =rand(20,8) and press
Enter/Return. (20 paragraphs of 8 lines each.)

Place the cursor at the end of the text on the first
page.

1. Click the LAYOUT tab on the Ribbon

2. Onthe Page Setup group, click the Breaks

3. Under Section Breaks select Next Page (Your
cursor should appear at the beginning of the \ P
text on the next page.) oy i

4. Go to LAYOUT tab, select Orientation and ' ;

click Landscape — the pages only in this :
section will change orientation. A

5. Place the cursor at the end of the text on page
3, open the
LAYOUT tab, click Breaks, select Next Page, select Orientation and select Portrait — the remainder
of the document should change back to portrait.

Changing the headers between sections

It is possible to use different headers and footers in the same document by using Section Breaks.
Following the last exercise now do the following:

* Go to the first page, click INSERT tab, select Header, select the first option and enter your
name; close the Header & Footer tab.

*  Your document now has a header throughout including the pages in landscape.
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* Now insert the page numbers and close the Header & Footer tab.

W it Uign Beadeg 1 eaiee ST 1 T rem Readeg ews V0 Can cThgne party o e
SOOIt and FROG O The T v wart I pou need 13 S00 readng Deftors pou resch the snd
Ut YT | where F1, O ®  enec IT aTEET vt M el ] e iy

N 1T (T R ORT TN g (B Cmine (RS g CEIY SEI08 ot e evvdend (rde Por e

D v it %0 e Tou Lt o0 Pyoe o Meyeer | 3 et D crtes by e edied Pl bed BT o Seeumeet

To mmae Fr STTTWet TXt T ey (TRSa e Wt ST Sewtes Stmwe couwe DUQY. T WV Srw SengT T3t S gIeemet egs Thher I

arerge g e 0B 6 TaLIing v G, fembe e Lfete 48 Pt e e Pocs T b e ®) gt aaktt b e 3Peced g e MNeee

To change the headers and footers between sections do the following:

Go to the first page oriented in landscape, double click into the Header area to open the Header &
Footer Design tab. On your page you will see ‘Same as Previous’ here

Fre B

— - ——

This is telling you that your Header is linked to the previous page. To

unlink it, click Link to Previous

i Bates
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You will see that the tab ‘Same as Previous’ should disappear

e Sedwe

You can now edit/change your header, close it and you will see that it is different from the first section.
To go further with this —
Go to the last page which is portrait orientation.

Click into the Header, click ‘Link to Previous’ to uncouple it from the previous section, watch for the
words ‘Same as previous’ to disappear; edit your header once more; close the Header and Footer tab
and you should see that you now have three headers in your document.

Changing the footers between sections

Click into your footer which opens the Design tab

Click the Page Number button here:

Select ‘Format Page Numbers’ "= -

A .
?
Change the number format here s b e X In
—" Number format: 1, 2 3,
C]ln(hdc(h:m“,:’,:,..;,“ 21
Select the Roman numerals hapter st : b i

Only the page number on the first page will change as thisis a Page numbering

separate section. The second page will still appear as ‘2’ and t!‘ Lankivne Toom puesiows seckion
. . 2 : : : O : :

so on. Itis possible to change this by following the instructions S

below. E} ancet
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Click into the Footer to open the Design tab.

Click Page Number and select Format Pge Number Format r % E
pr
Page Numbers‘ Numbesfarmat 1, 2,3, ... v "'
. [ metude chapter numser ?4"‘

On the pop-up menu click ‘Start at’ here ' e

Exampies -3, .4

Page nusbenng

Fav. 3 = 5

() Continue trom previous secticn
® Stat a0 | 5

THEE
ey B

This uncouples this section from the | Cancet
previous section, and you can start the N
page numbers at any number. Select ‘1’ and you will see that the

page numbers change.

In most academic reports you will have no page number on the Cover Page, you will then use Roman
numerals ( i, ii, iii, iv, etc) on your Table of Contents and you will then use Arabic numbers (1, 2,3, 4,
etc) on the main body of your report. This document you are reading is a good example of this.

Insert a Blank Page

To insert a blank page: H -0 -
| h | k h d File Home Insert Design
1. Place the Blinking Cursor at the required position 3
‘ g . q p B CoverPage~ D B D& [
2. Click the Insert Tab on the Ribbon [ Blank Page =emll e e
. = Page Break v Pictures
3. Click the Blank Page Button on the Page Group s s

Insert a Cover Page

To insert a cover page from a set of default samples: ‘-

1. Click the INSERT tab on the Ribbon it

2. Click the Cover Page Button on the Pages Group

3. Choose a style for the cover page
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Custom Cover Page

Submission of project work may require the inclusion of a course specific cover sheet. To
add a custom cover sheet to the MS Word default set:

1. Open the electronic copy of the required cover sheet.

2. Check the content formatting has not
been distorted.

Highlight All (ctrl + a) of its content

4. From the INSERT, select Cover Page

Select Save Selection to Cover Page
Gallery

Enter a suitable -
Click OK

The new entry should now appear within the
default gallery.

& A - 5] =
Create New Building Block l 2 ﬁ

Name: \bT149

Gallery: ltover Pages E

Category: | General

Description:
Save in: :Buiiding Blocks.dotx

Options: ‘ insert content in its own page B

ok [ conce
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Bulleted and Numbered Lists
Insert some random text using the following formula =rand() To add
a bulleted or numbered list to the text:

1. Select the text
2. HOME tab, from the Paragraph Group click the Bulleted or Numbered Lists button

Layout References Mai ings

_opy
Paste } B
- ~ Format Painter =

Clipboard ¥ Font e Paragraph ]

Lw
' 2ot oMt ane 2000 304

Formatting Lists

The bullet image and numbering format can be
changed by using the Bullets or Numbering dialog
box.

1. Select the entire list to change all the
bullets or numbers or place the cursor on

one line within the list. s
2. Click the dialog box (highlighted to the i v
right) h
3. Change the requirements from the menu.
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Referencing
(Author, Date) style referencing is catered for in MS-Word whereby the word processor allows one to
“Cite-As-You-Write” as follows:

Sample text. Note the reference in parenthesis (brackets):

“It could be argued that all academics with good first degrees and higher degrees will have developed
the ability to write for scholarly publication” (Murray, Thow, Moore, & Murphy, 2008)

To have MS -Word automatically insert Page Layout References Mailings Review View |
the citation (displayed in parentheses) above: | yInsert Endnate =5 |3 Manage sources

Ag Next Footnote ~ Y APA ¥ ey

1. Select the REFERENCES tab AL o nsert Ind

Citation v| g Bibliography ~ o

N

In the Style box, select APA ‘
3. Place the blinking cursor at the b i
point in the document where = IR pre— h
you want the reference to Q| search Libranies:
appear.
4. Select Insert Citation

)

Footnotes

5. Select Add New Source and the

Create Source window opens Note: it is essential that you choose the correct Referencing

Style at this stage as you cannot change it afterwards. Check
what style you should be using Harvard, APA or IEEE.

Baneies.

Create Source ? X
Type of Source v Language | Default v
Bibliography Fields fo A
uthor Edit

[] corporate Author
Title
Year
City

ublisher

[C] show All Bibliogfaphy Fields

Tag name
Placeholderl Cancel

Select Type of Source for the drop-down menu of options and select Journal Article
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? X
pe of Source | Book Language |Default v
or APA Book
Book Section
Author Journal Article Edit
D Article in a Periodical
. Conference Proceedings
Enter the required nte | |Report —
. . —
information and to Ve
enter the Authors full ity
name click EDIT =
lisher
phy Fields
Edit Name |- 3n]
Add name
. C . . bzt IMurphy
Enter the Authors details, us initials if you do not have the | g..
full name. Middle:
Click Add button and repeat for each author. Names
Murray, R
Thow, M
. u S |
When finished press OK Moore; S | Dgm |
Delete
ok || caweel |

Create a citation for the following:

Author: Your Name

Title: Investigating work based learning.
Journal name: Journal of Work Place Learning
Year: any year you like.

Pages: 100-110

Type =rand() and press ENTER

Place the cursor at the end of the first paragraph; go to the RFEERENCES tab, click Insert Citation and the
citation will appear.

You generate a second citation for another journal article — you make up the details.

Go to any sentence in the second paragraph and insert a citation from the one you just created.
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List of Citations (Works Cited)

This comes at the end of the document just before any appendices. It is also known as a Reference

List.

Place the blinking cursor where the List of
References is required and from the
References tab

1. Select Bibliography

2. Select Works Cited

All references entered throughout the
document will auto-populate the
Works Cited list alphabetically.

Refererdss alhings Review View eip
sert Engnote ] gkimnqe Suwies ) Insest Tanie af Flgures 4}’ A
stfootnote~  —V  [teggeapa - — I
Inyent i | froen Maub
Biblicgraphy - | Caption [0 Crorsaeferénce Ertry
L 4 ﬂ’l""‘\ 5 ‘

Bnsography

Hibhugraphy
Cwn, | (ANIN. Chntons and Arferenens. Naw hork: (onecoa Pore

S 1 OO Crmmrng @ Forras Pavioram. Wertos Srememet. -

Srwrr, |0 CH0K) Ve ne Wi Alddograntues Chitage: Afsertars Warts S

Works Cited
Chver, | M0 Chmtors and Anftrrret N Sork: Castones Sorms
W, £ (008, Crwamma hrms Mdrmn. Ruia. S,
wwr, 1.0 con o Works Cited

Autommtic B lography |Wbeled
J)) nsert fibwl Works Cted’| that inchudes all
3 10urTes sssocated with the
{ dacutesat
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