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Introduction

Overview

“Microsoft Word is a word processor designed to make your work flow faster
and easier and to make you more productive,” says Microsoft. Knowing how
to use MS Word effectively will make you more efficient. This course is
designed to help you make some of the tasks easier.

Objectives

Participants will create a table of contents in a MS Word document. This is a
two step process. First we will identify the text that you want to appear in
the TOC, next we will tell Word where we want it created. TOC can be
customized in many ways.

Supplies: Basic un-styled document will be provided or bring in a document
of your own. Optional: Thirty minute lab time available immediately
following 60 minute workshop.
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Table of Contents

Contents

Table of Contents 2

Contents 2

1 Section Header Error! Bookmark not defined.
Exercise 1.1 Error! Bookmark not defined.
Subsection Header 3

2 Section Header Error! Bookmark not defined.
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Create a new document

Click the Office Button located at the upper left corner.
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% Home Insert Page Layout References

Office Button

Click here to open, save, or print,
and to see everything else you can
do with your document.

(@ Press F1 for more help.

Use this Button to Save, Print, Prepare, Publish, Convert, and Create a New
Document and Close.
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Click the Office Button and select New. A New Document dialog box will
appear. You may select any of the templates offered. Some of the
templates are on your computer and some are templates offered online.

HMew Document

Templates (i)
[ Blank and recent
Installed Templates Blank and recent

My templates... | ‘
Mew from existing... :, .1| I

Microsoft Office Online

Feitiired Blank document | Mew blog post

Agendas

Award certificates

Brochures

In the New Document dialog box Choose Blank and recent, New Blog
Post, Installed Templates and etc. If you would like to create a New
Document using Templates, click one of the links, or type "brochure" or
"calendar," into the Search online for box, and then click Go. If you need

HELP click on the question mark icon and it will display help topics.

Choose the template you want.

If you have recently used a template or wizard, it will appear when Blank
and recent are selected.

You can also create your own templates to store styles, entries, and text
that you plan to reuse often and you will find those if you click My
templates.
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To create a New Document from an existing file:

On the Office Button menu, click New.

In the New Document under New, click New from existing.
Click the document you want to create a new document from.

If you want to open a document that was saved in a different folder, locate
and open the folder. Click Create New from existing. This document is
created in the folder that contains the original document.

Create a Table of Content
Select the Reference Tab

ome Insert Page Layout References Mailings Review View Developer
| Add Teut - [y Insert Endnote - ) Manage Sources ﬂ 1] Insert Table of Figures j 2] Insert Index
| I = = |
= Update Table AK Next Footnote ~ — A Style: | APA b If Update Table I Update Inde
Insert Insert e Insert Mark
Footnote EI Show Notes Citation = ﬂj Bibliography ~ Caption [f] Cross-reference Entry
of Contents Footnotes P Citations & Bibliography Captions Index
9- 6V s
Table of Contents
Add a Table of Contents to the
document,
= [ Once you have added a Table of
= Contents, click the Add Text button
= to add entries to the table,
Table of
Contents ~ (@) Press F1 for more help.
oo -
- =
Microsoft Office Word

To add or remove ikems in the table of contents, select kext in wour document, and then do one of the following:
-

\5) * dpply a heading style from the Styles gallery on the Home tab,
* Change the outling level of the text, using the Add Text menu in the Table of Contents group of the References

tab,
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Creating a table of contents with Word is easy. No longer must you search
through your printed document to locate the page number where a
particular heading appears, nor must you change each page number on the
table of contents page if you edit your document after you’ve created the
TOC. With Words TOC feature, Word generates the table of contents for you
in an instant, and if afterwards you edit your document, you simply ask
Word to generate the TOC again.

Within the document, select the text outline level by using the Add Text
option. This will generate the heading for the TOC. If you need to change a
heading or if you add more information to update the TOC use the Update
Table option.

Applying Styles to create a Table of Content

AaBbCeDd 4aBbCcl AaBbt AaBbC %

1 Caption Emphasis  Headingl Heading2 - Change
Styles - Change the set of styles, colors,

Styles I} and fonts used in this document.

Change Styles

Before you ask Word to generate the table of contents, go through your document and mark
each heading as a Selected “style”. A style is a set of characters and paragraph level formatting
that you save with a specific name, such as “Caption”, “Heading”, etc. As Word generates the
table of contents, it looks through your document finding the styles you applied and uses them
to create the TOC.

To apply a different style, select, or highlight, the heading to which you want
to apply the "Heading” style and choose the appropriate style from style
indicator box, such as Heading 1. You may use the Heading 2 style for a
sub-heading, Heading 3 for a sub-sub-heading, etc. If you click on the little
drop-down arrow to the right of the Styles Ribbon you will find a graphical

-

display of the various styles from which you may choose.
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Word 2007 provides a method to see how the selected style will look. Hover over any of the
styles and see your document change.

AaBbCeDd A4aBbCcl AaBbt AaBb(
T Caption Emphasis Heading 1 Heading 2

AaBbCt¢ AaBbCcl AaBbCcl AaBbCcl
Heading 3 T Mormal Strong Subtitle

AaBb( AaBbCel A4aBbCel AaBbCe
Title T Mo Spaci.. Subtle Em... IntenseE..

AaBbCcl AaBbCei AABBCC AABBCC
Cuote Intense Q... Subtle Ref... Intense R..

AABBCC AaBbCcl
Book Title T List Para...

Save Selection as a New Quick Style...
=4 ELlear Formatting

M, Apply Styles...

Modifying Pre-Defined Styles
If you wish to modify the appearance of the style, you may do so by clicking
on The Styles Ribbon.

Select text that is styled with the style attributes that you want to change.
For example, to change the attributes of the Heading 1 style, select text that
has the Heading 1 style applied.

Note: To view the attributes of a particular style, click the Styles Dialog Box
Launcher, and then rest your pointer over a style in the list.

| AsBbCeDe | AsBbcee AaBbC AaBbce AAD dasbce %
TMormal | T Mo Spac.. Headingl Heading 2 Title Subbitle - f:;"ﬂ’-‘
Styles
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Format the selected text with the new attributes that you want. For
example, you might decide that you want to change the point size for the
Heading 1 style from 16 points to 14 points.

On the Home tab, in the Styles group, right-click the style that you want to
change.

AaBbCcDe | AaBbCcDe AaBbCi AaBbCc %
_ Change

T Marmal T Mo 5paci.. Headingl Heading 2
Styles =

Styles ]

Click Update to Match Selection. Note: All text with the style that you
changed will automatically change to match the new style that you defined.

Note: If you block (highlight) any area on the document you will begin to

see a faint tool bar with formating options. i~ ~ o mmn - e
rfl'.::!\ 1
\ e |
Hame Insert Page Layout References kailings Feni ey Wiewy
F3 _
Calibri [Bady] 111 AT AT | [ - = - e |[EE EE 4] T
g B Z U - dex, x AR - A== ==l -
Clipboard = % Font F] Faragraph F]

| 2

The Ribbon in Word

Each program has a different Ribbon, but the elements on it are the same:
tabs, groups, and commands.

There are three main parts to the Ribbon:

Tabs sit across the top of the Ribbon. Each one represents an activity area.
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Groups are sets of related commands displayed together on tabs. Groups
pull together all the commands you're likely to need for a type of task.

Commands are arranged in groups. A command can be a button, a menu, or
a box where you enter information.

The Ribbon will adapt depending on what you're working on, to show you the
commands you're likely to need for that task. For example, if you're working
with a chart in Excel, the Ribbon will show the commands you need for
working with charts. Otherwise, those commands aren't visible.

Two more features that make the Ribbon programs easy to use are the

9- 0T -

Microsoft Office Button and the Quick Access Toolbar. You

can modify the Quick Access Toolbar to meet you own preferences.

The new Ribbon programs include two additional features that will help you
get your work done quickly and easily.

The Microsoft Office Button has replaced the File menu, and it's where you'll
find the same basic commands as before to open, save, and print your
documents — as well as for setting program options, editing file properties,
and more.

. . . Customize Quick Access Toolbar
The Quick Access Toolbar sits above the Ribbon and

contains the commands that you want to keep near at e
hand. By default, the Quick Access Toolbar contains J ;:n
the Save, Undo, and Repeat, (or Redo) commands, but Email
you can customize it with whatever commands you Quick Print

want. Click on the little drop-down icon _ _
- Print Preview

‘E\S v | Spelling 8 Grammar
| stomize Quick Access Toolbar

| and you will see options you can 71 undo
include or remove. You may also customize the way v Redo
the Quick Access Toolbar functions. Draw Table

Moare Commands...

Show Above the Ribbon

Minimize the Ribbon
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OPTIONAL:
Creating an Index

An index lists the terms and topics that are discussed in a document, along
with the pages that they appear on. To create an index mark the index
entries by providing the name of the main entry and the cross-reference in
your document, and then you build the index.

You can create an index entry for an individual word, phrase, or symbol.
You can create an index entry for a topic that spans a range of pages or you
can show that this entry refers to another entry, such as “Transportation.
See Bicycles”.

When you select text and mark it as an index entry, Word adds a special XE
(Index Entry) field that includes the marked main entry and any cross-
reference information that you choose to include.

l Main entry
{#E "Callisto” f "Jee Ioons” }

Cross reference ‘

After you mark all the index entries, you choose an index design and build
the finished index. Word collect the index entries, sorts them alphabetically,
references their page numbers, finds and removes duplicate entries from the
same page, and displays the index in the document.

Marking the index entries

You can elect to mark words or phrases or you can mark entries for text that
spans a range of pages.

Marking words or phrases

To use existing text as an index entry, select the text. To enter your own
text as an index entry, click where you want to insert the index entry.

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

=] Insert Index
ﬂ*

Mark
Entry
Index
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To create the main index entry that uses your own text, type or edit the text
in the Main entry box.

If you want, you can customize the entry by creating a subentry, a third-
level entry, or a cross-reference to another entry:

To create a subentry, type the text in the Subentry box.

To include a third-level entry, type the subentry text followed by a colon,
and then type the text of the third-level entry.

To create a cross-reference to another entry, click Cross-reference under
Options, and then type the text for the other entry in the box.

To format the page numbers that will appear in the index, select the Bold
Check box or the Italic check box below Page number format.

To format the text for the index, select the text in the Main entry or
Subentry box, right-click and then click Font. Select the formatting options
that you want to use.

To mark the index entry, click Mark. To mark all occurrences of this text in
the document, click Mark All.

To mark additional index entries, select the text, click in the Mark Index
Entry dialog box, and then repeat step 3 through step 6.

Marking words or phrases for text that spans a range of pages
Select the range of text that you want the index entry to refer to.
On the Insert tab, in the Links group, click Bookmark.

. Hyperlink
A= Bookmark
"*] Cross-reference

Links
In the Bookmark name box, type a name, and then click Add.

In the document, click at the end of the text that you marked with a
bookmark.
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On the References tab, in the Index group, click Mark Entry.

=] Insert Index
=l S

Mark
Entry
Index

In the Main entry box, type the index entry for the marked text.

To format the page numbers that will appear in the index, select the Bold
check box or the Italic check box below Page number format.

To format the text for the index, select the text in the Main entry or
Subentry box, right-click, and then select Font.

Under Option, click Page range.

In the Bookmark box, type or select the bookmark name that you type in
step 3, and then click Mark.

Creating the index

After you mark the entries, you are ready to select an index design and
insert the index into your document.

Click where you want to add the index.
On the References tab, in the Index group, click Insert Index.

=] Insert Index

Mark
Entry
Index

Do one of the following:

Click a design in the Formats box to use one of the available index designs.
Design a custom index layout;

In the Formats box, click Form template, and then click Modify.

In the Style dialog box, click the index style that you want to change, and
then click Modify.
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Under Formatting, select the options that you want.

To add the style changes to your template, click All documents based on the
template.

Click OK twice.
Select any other index options you want.

To update the index, click the index, and then press F9 or click Update Index
in the Index group on the Reference tab.

=] Insert Index

= Update Indesx
kAark
Eritry

Index

Should you find an error in the index, locate the index entry that you want
to change, make the change, and then update the index.

Edit or format an index entry

If you do not see the XE fields, click Show/Hide T in the Paragraph group on

-

T
A

|| EE 2| T

|d=- || Dy - i -

the Home tab. Paragraph ]

Find the XE field for the entry that you want to change, for example {XE
“Callisto” "See Moons"}

To edit or format an index entry, change the text inside the quotation
marks.

To update the index, click the index, and then press F9.

To quickly find the next XE field in a document, press CTRL+F, click Special
and then click Field.
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