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ABOUT THIS COURSE

Course Prerequisites

This manual assumes that the user has completed the first two levels of our Microsoft 365 Word

courseware, or has equivalent knowledge of the following topics:

Using the various parts of the Microsoft Word interface

Getting help in Microsoft Word

Creating, opening, and saving a basic document

Applying formatting to text

Controlling text flow using the tools on the Home tab, Layout tab, and Page Setup dialog
Customizing document format using styles and themes

Using templates

Inserting and modifying tables, charts, text boxes, shapes, images, videos, and SmartArt
Proofing a document for errors

Customizing the Microsoft Word environment

Performing a mail merge

Using macros

Course Overview

Welcome to the third part of our Microsoft 365 Word courseware. This advanced course is

designed to help users collaborate on documents and secure information. This course also covers

techniques for creating complex documents, such as forms or documents that require reference

pages.

This course uses the desktop version of Microsoft 365 Word, not the online version.
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Course Objectives

By the end of this course, students should be comfortable with using Microsoft Word'’s tools to
facilitate collaboration and document versioning. Students will also learn how to create reference
pages and manage long documents. As well, students will learn how to create forms using
Microsoft Word.

How to Use This Book

This course is divided into six lessons. Each lesson focuses on several key topics, each of which are

broken down into easy-to-follow concepts. At the end of each topic, you will be given an activity to
complete. At the end of each lesson, we will summarize what has been covered and provide a few

review questions for you to answer. Supplemental learning for selected topics is provided in the

form of Lesson Labs at the end of this book.

Before you begin, download the course’s Exercise Files to a convenient location, such as the
desktop. They will be referenced throughout this course and are a key part of your learning

experience.
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LESSON 1: COLLABORATING ON
DOCUMENTS

Lesson Objectives
In this lesson you will learn how to:
e Modify user information in a document
e Share a document
e  Work with comments
e Compare document changes
e Review a document with tracked changes
e Merge document changes

e Coauthor documents

TOPIC A: Modify User Information

Whenever you create or modify a Microsoft Word document, information about yourself, your
computer, and your actions are recorded in the document’s properties. In this topic, you will learn

how to view and modify this information.

Topic Objectives
In this topic, you will learn:

e How to view file properties

e How to modify your user information
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Viewing File Properties

In Microsoft 365 Word, you can view, add, or edit the properties of a document only in the
desktop version. These properties can include who authored the document, date information, and
more. Referred to as metadata, this information can be very useful when collaborating with other

users.

To view the properties of an open document, click File < Info - Properties - Advanced

Properties:
Annual Report - Saved ta this PC John Smith e ® 6 -2 — O P4
{11 Home
Annual Report
[ New Desktop = Word Files » Sample Files » Annual Report
= Open & Upload |8 Share | | @ Copy path | | B Open file location
5o E_ Protect Document Properties ~
Contral what types of changes people can make to this document. §
Save Protect E Advanced Properties
Document ~ See more document
. properties
Total Editing Time 4 Minutes
Print @3 Inspect Document Title Annual Report
Before publishing this file, be aware that it contains: Tags Add atag
5
gz Check for = Document properties, document server properties, content type information, Comments Add comments
== template name and author's name )
Export = Headers and footers Related D
= Custom XML data <A DS
Transform " Content that people with disabilities are unable to read Last Modified 2020-06-17 1:32 PM
= Asetting that automatically removes properties and personal information when G 2020-05-11 10:49 AM
Close the file is saved )
Allow this information to be saved in your file stz
Related People
Version History Author )
@ John Smith
View and restore previous versions.
Verst
- Add an author
istory
Last Modified By not saved yet
y—j Manage Document Related Documents
Account o ) There are no unsaved changes.
Manage ] Open File Location
D it~
Feedback ceumen
Show All Properties
Options

Notice how some properties are already displayed in Backstage view. To edit, you can click some
of these fields, such as Title and Author.



Microsoft 365 Word: Part 3

The Properties dialog box will open for the selected File:

Annual Report Properties ? x
General Summary  Statistics Contents  Custom

Title: Annual Repart
Subject:

Author: John Smith
Manager:

Company:

Category:
keywords:

Comments:

Hyperlink
base:
Template:  Activity 4-1

Save Thumbnails for All Waord Documents

caral

Enter the desired information and click OK to save your changes.

User Information

A key part of file properties and document collaboration is your username and initials. To ensure
that these are correct, click File = Options:
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This will open the General category of the Word Options dialog box. Here you will see fields for

your username and your initials:

Word Options

General

Display

Proofing

Save

Language

Ease of Access
Advanced

Customize Ribbon
Cuick Access Toolbar
Add-ins

Trust Center

[v]

::Q General options for working with word.

)

User Interface options
When using multiple displays:
(® Optimize for best appearance
() Optimize for compatibility (application restart required)
Show Mini Toolbar on selection &
Enable Live Preview ©
Update document content while dragging @
[] Collapse the ribbon automatically &
[] Collapse the Microsoft Search box by default ©

ScreenTip style: | Show feature descriptions in ScreenTips v|

Personalize your copy of Microsoft Office

User name: |J0hr| Smith |

Initials:

LI Always use these values regardless of sign in to Othce,

Office Background: | Mo Background A —

Office Theme: Colorful -
Privacy Settings
Privacy Settings...
LinkedIn Features

Use LinkedIn features in Office to stay connected with your professional network and keep up te date in your industry.

AL PRI RN T Y LW Lol L " el

Enable LinkedIn features in my Office applications (& |
5

Inside these fields, enter the correct information in the appropriate fields. Click OK to apply any

changes and close the dialog box.
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Activity 1-1: Modifying User Information

In this activity, you will open a document and modify its properties.

1. Open Microsoft 365 Word and open Activity 1-1.

Il

Activity 1-1

2. First, let us check your user information. Click File = Options:

3. The General category should be open. Click in the “User name” field and type your name:

Word Options

General

Display

Proofing

Save

Language

Ease of Access
Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E‘Q General options for working with Word.

User Interface options

When using multiple displays:G

@ Optimize for best appearance
Optimize for compatibility (application restart required)

Show Mini Toolbar on selection G

Enable Live Preview G

Update document content while dragging

[ Collapse the ribbon automatically

[] Collapse the Microsoft Search box by default G

ScreenTip style: | Show feature descriptions in ScreenTips ¥

Personalize your copy of Microsoft Office

1
Igzrzr name: [1ohn Semith] I

Initials:

] Always use these values regardless of sign in to Office.
Office Background: | Mo Background 54

Office Theme: Colorful =

Privacy Settings

Privacy Settings...

Linkedin Features

Use LinkedIn features in Office to stay connected with your professional network and keep up to date in your industry.

Enable LinkedIn features in my Office applications G

Al Uil Fommbimmm Bl Sl o ekl enm

-
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4. Enteryour initials in uppercase in the next field:

Word Options ? x
Senerel iR General options for working with Word. F
Display
Proofing User Interface options
Save When using multiple display:

Language Optimize for best appearance

Optimize for compatibility (application restart required)

Ease of Access
Show Mini Toolbar on selection C

Advanced

Enable Live Preview

Customize Ribbon Update document content while dragging
[ Collapse the ribbon automatically ©

[] Collapse the Microsoft Search box by default &

Quick Access Toolbar

Add-ins ) - -
ScreenTip style: | Show feature descriptions in ScreenTips -

Trust Center
Personalize your copy of Microsoft Office

User name: John Smith |

[ witats: i 1

[T Always use these values regardless of sign in to Office.

Office Background: | No Background - w
Office Theme: Colorful =

Privacy Settings
Privacy Settings...

LinkedIn Features I}

Use Linkedin features in Office to stay connected with your professional network and keep up to date in your industry.
Enable Linkedin festures in my Office applications @

=

5.  Click OK to save your changes:

Word Options ? X

[*]

General

General options for working with Word.

Display A

Proofing User Interface options

Save ‘When using multiple displays:
Language Optimize for best appearance

Optimize for compatibility (application restart required)
Ease of Access

how Mini Toolbar on selection

Advanced nable Live Preview &

Customize Ribbon pdate document content while dragging

O Collapse the ribbon automatically
[ Collapse the Microsoft Search box by default ()

Quick Access Toolbar

Add-ins
ScreenTip style: | Show feature descriptions in ScreenTips 'l

Trust Center
Personalize your copy of Microsoft Office

User name: [5ohin Smith |

Initials:

[ Always use these values regardless of sign in to Office.

Office Background: | No Background = m
Office Theme: Colorful =

Privacy Settings
Privacy Setting;

LinkedIn Features

Use Linkedin features in Office to stay connected with your professional network and keep up to date in your industry.

Enable LinkedIn features in my Office applications
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6. Now let us view the document’s properties. Click File = Info. Review the information on
the right-hand side:

Activity 1-1 - Saved to this PC

© Info

(R) Home
Activity 1-1
O vew Desitop » Word Fies - Bercie Fils = Lesson |
& Open & Upload & Share | | @ Copypath Open file location
% E Protect Document Properties -
[0 Control what types of changes peaple can make to this document. Size 235k8
Save Protect ’
Document ~ Pages 1
Save As Words 306
Total Editing Time 1 Minute
Print @:__\5‘ Inspect Document Title Add atitle
Before publishing this file, be aware that it contains: Tags Add atag
Share Check f .
e Docurnent properties Comments Add comments
= Contentthat people with disabilities find difficult to read
Export
Related Dates
P ® Version History Last Modified Today, 10:12AM
View and restore previous versions. Gl U TR
Close Version Last Printed
History

Related People

Author Add an auth
'_ﬁ Manage Document Addeneuthor
M’Eage 13) There are no unsaved changes. lesilmiir=tlbyy e John Smith
Document ~
Related Documents
[C] openfFile Location
Account Show Al Properties

Feedback

Options

7.  Click in the Author field and type your name: )
Properties ~

Size 23.TKB
Pages 1

Words 306

Total Editing Time 3 Minutes

Title Add a title
Tags Add atag
Comments Add comments

Related Dates
Last Modified Today, 10:17 AM

Created Today, 10:12 AM
Last Printed

Related People

Author | PB @

Last Maodified By Mot saved yet

Related Documents

D Open File Location

Show All Properties
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8.

Next, open the Properties dialog box by clicking

i : Properties ~
Properties - Advanced Properties: roperties

E Advanced Properties
See more document

properties I}

Total Editing Time 3 Minutes

Title Add a title
Tags Add a tag
Comments Add comments

Related Dates

Last Maodified Today, 10:17 AM
Created Today, 10:12 AM
Last Printed

Related People

Author
@ John Smith

Add an author

Last Modified By Mot saved yet

Related Documents

E Open File Location

Show All Properties

The Properties dialog box will open to the Activity 1-1 Properties 7 X
Summary tab. (If this tab is not displayed, click General Summary Statistics Contents Custom

it.) You will see the author information that we Title:

modified in the Information category: Subject:

Author: John Smith
Manager:

Company:

Category:
Keywords:
Comments:
Hyperlink
base:

Template:  Mormal

Save Thumbnails for All Word Documents

Cancel

10
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10. Click in the Title field and type “Relationships Activity 1-1 Properties
Handout” General Summary Statistics Contents  Custom

Title: Relationships Handaout]
Subject:

Author: John Smith

Manager:

Company:

Category:
Keywords:

Comments:

Hyperlink
base:

Template:  Mormal

Sawe Thumbnails for All Word Documents

11. Click OK to save your changes: Activity 1-1 Properties

General SUMMary Statistics Contents Custom

Title: Relationships Handout]
Subject:

Author: John Smith

Manager:

Company:

Category:
Keywords:
Comments:
Hyperlink
base:

Template:  MNormal

Save Thumbnails for All Word Documents
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12.

13.

You will be returned to the Info category. You should see
the title that we added:

Properties
Size

Pages

Words

Total Editing Time

23.8KB

1

306

12 Minutes

Title

Relationships Handout

Tags

Comments

Related Dates
Last Madified
Created

Last Printed

Related People
Author

Last Modified By

Add a tag

Add comments

Today, 10:24 AM
Today, 10:12 AM

@ John Smith

Add an author

@ John Smith

Related Documents

D Open File Location

Show All Properties

Save your document as Activity 1-1 Complete. Close Microsoft 365 Word to complete

this activity.

12
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TOPIC B: Share a Document

Another key part of collaborating with others is understanding how to transfer documents to
them. Microsoft Word offers a number of sharing tools, including OneDrive, and email. In this

topic, you will learn how to share documents with others and how to edit shared files.
Topic Objectives
In this session, you will learn:

e About Microsoft OneDrive

e About the sharing options available in Microsoft Word

e How to edit a shared file

OneDrive

Save As
OneDrive is Microsoft’s cloud-based solution for
storing and sharing files. It is integrated with both the (O Recent

desktop and online versions of Microsoft Office. —
. OneDrive - Acme Widgets
jsmith@acmewidgets.onmicrosoft.com

To save a document to OneDrive, ensure that you are

Sites - Acme Widgets
jsmith@acmewidgets.onmicrosoft.com

signed into a Microsoft account. Then, click File - Save

Personal

As - Choose your OneDrive account:

a OneDrive - Personal
getwindowsapps@outlook.com

a OneDrive - Personal

jsmith@acmewidgets.onmicrosoft.com

Transform

Other locations
Close . misec
@ Add a Place
[ Browse

13
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Now, select the desired location, and then click the Save button to upload your document to
OneDrive:

Annual Report John Smith o
‘3 OneDrive - Acme Widgets > Documents
@ Recent
Annual Report
e Word Dacument (*.docx) -] B save

More options..
‘OneDrive - Acme Widgets

jsmith@acmewidgets.onmicrosoft.com [ New Folder

Sites - Acme Widgets We didn't find anything to show here,
jsmith@acmewidgets.onmicrosoft.com

Personal

Print .

a OneDrive - Personal

getwindowsapps@outlook.com
Share.

Export OneDrive - Personal
jsmith@acmewidgets.onmicrosoft.com

Transform Other locations

Close [ misec
) AddaPlace

= Browse

Sharing a Document

Once your document is saved to a cloud location such as OneDrive, you can quickly share it using

the Share command near the top right-hand corner of the ribbon interface:

AutoSave B = Annual Report - Saved - O Search John Smith IS
File Home Insert Draw Design Layout References Mailings Review Wiew Help 1% Share 1 Comments
- —==a SFind ~ s
E&l TwCenMT (Hei v[16 ~ A" A7 | Aa~ | Fp Z = 2L | ZobcDdl AebbCDdl AsBbceDd &, Repl @:J
—— ¢ Replace )
Paste 2 H = Dictate Editor
Mo g BI U kXA LA~ - #E TFooter £.. TFooter 0. THeadern |5 oy ,
Clipboard & Font [Ff Paragraph [Ff Styles = Editing Voice | Sensitivity | Editor ~

14
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Once you click this command, you will see the Send

Link dialog box: Send Link o

Annual Report.docx

Here is an overview of the dialog box’s commands. d Anyone with the link can edit >

1. Click the ellipsis to manage access to the
Enter a name or email address
document.

Add a message (optional)

2. Click this menu to set permissions.

3. Enter the recipient’s email address and a m
message to them.

4. Choose to send a copy of the document, rather @ B 6
than a link.

Copy Link Cutlock

o [ Send a Copy

5. Click “Send” to complete the process.

6. Alternatively, you can use these commands to

copy a link to the file or use Outlook to send an email message.

Once you click “Send,” your document will be shared and you will be returned to the main Word
window.

Editing a Shared File

When you open a shared file, you will see a notification by the Share icon if others are editing it

too:

AutaSave =] O = Using Word 365 o - Saved £ Search John Smith IS = = m|
File Home Insert Draw Design hLaynut References Mailings Review View Help @ ¥ Share 1 Comments
o av /OFmd ~
fﬁ . Calibri ol AR Aa A AaBbCcL AaBbCcC AaBh( et L_D:J
= - Replace
Pﬂjfe " B I U-~ax ¥ A2 A THormal Mo Spacing Heading 1 [= Iy Select~ D"fafe Editor

Clipboard Font & Paragraph

a

Styles & Editing Voice | Sensitivity | Editor ~

You can begin editing in real-time with other user(s) as soon as you open the shared document.

Word automatically begins simultaneous sharing when two or more authors have the document

open. Hovering your mouse over the notification icon next to the share button will give you status

information:

15
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AutoSave B0 = Using Word 365 &% - Saved - £ Search John Smith IS = = O
File Home Insert Draw Design Layout References Mailings Review View Help @ 1% Share I Comments
: ;A =3=a _ SFind ~ : -
fﬁ . Calibri 1L AA e B = 2l ¥ | aaBbCel AaBbCE AaBbC( AaBbC =1 | & Repisce D Jane Gibson
Paste : = Dictate | Onpagel
) BT Uvax x A-L-A- T Normal | Mo Spacing Heading1 Heading2 |+ B Select t
Clipboard 1 Font = Paragraph = Styles G Editing Voice | Sensitivity | Editor ~
AutoSave B 9~ = Using Word 365 o - Saved - P Ssearch John Smith S = - (m]
Fle  Home Insert Draw  Design  layout  References  Mailings  Review  View  Help @ 1% Share & Comments
- o SFind ~
[j’:l . Calibri i WA A A [ A | R AaBbCCL| AaBLCE AaBbC AaBbC AaBbCe Lo @J
“jt Fromatpamer | BT UK X A~ 2 A TNormal | NoSpacing Heading1 Heading2 Heading3 |< btsaem D‘(fﬂle Editor
Clipboard 5} Font B Styles | Editing Voice | Sensitiity | Editor
3 [ . ER— . 5 EE—— S

R g .- Bt

Using Microsoft 365 Word

ideo provides a powerful way to help you prove your point. When you click Online Video, you
can paste in the embed code for the video you want to add. You can also type a keyword to
) search online for the video that best fits your document.

To make your document look professionally produced, Word provides headers, footersEover page, and
text box designs that complement each other.

Activity 1-2: Sharing Documents

In this activity, you will save a Microsoft Word document to OneDrive and then share the
document with a partner. You must be signed into your Microsoft account and have a OneDrive

account available in order to complete this exercise.

1. To begin, open Activity 1-2:

Activity 1-2

2. Click File = Save As:

16
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3. In the Save As category, choose your OneDrive
Save As

(D Recent

Acme Widgets

account:

OneDrive - Acme Widgets

jsmith@acmewidgets.onmicrosoft.com

Sites - Acme Widgets
jsmith@acmewidgets.onmicrosoft.com
Personal
Print .
a OneDrive - Personal

getwindowsapps@outlook.com
Share

. OneDrive - Personal

Export
jsmith@acmewidgets.onmicrosoft.com

Transform Other locations

e [ misec

@ Add a Place
= ®Browse

4. Select the location in your OneDrive and click Save to save your document

Activity 1-2 - Saved to this PC John Smith
‘" [ OneDrive - Acme Widgets > Documents
(D Recent
Activity 1-2
e Word Document (*.doc) <] | B save N
More options.
a OneDrive - Acme Widg
jsmith@acmewidgets. [ New Folder
Sites - Acme Widgets Name T Date modified

jsmith@acmewidgets.onmicrosaft.com

5. To create a sharable link and allow others to make changes to your document, click
the Share button in the top right-hand side of the ribbon.

AutoSave (@ of) < Activity 1-2 - Saved to this PC ~ P Ssearch John Smith

File Home Insert Draw Design Layout References Mailings Review View Help 14 Share 7 Comments
fﬁ SegoeUlLight ~[26 | AT AT Aav Ap naBbcel. AsBbcel AaBl £ B @
Paste g BIUvex ¥ A-2 A TNormal | TNoSpac.. Heading1 |=| | “9ting | Dictate Editor

Clipboard I Font F] Styles [F] Voice Sensitivity Editor ~
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6. The Send Link dialog box will open. Enter your
partner’s name or email address and click Send:

7. Click Send:

Send Link
Activity 1-2.docx

Anyone with the link can edit >

Janﬂ

Jane Gibson
Manager @
@ Jane Gibson Members

Jane Gibson Members

>

Copy Link Cutlock

[ Send a Copy

Send Link

Activity 1-2.dooc

e Jane Gibson X

Anyone with the link can edit

Add a message (optional)

=N

@ R

Copy Link Cutlock

[ Send aCopy v

18



Microsoft 365 Word: Part 3

8. A dialog box will appear advising you
that your link has been Sent. From here
you can simply close the box and paste o
your link into the place where you wish
to copy and/or share it. Close the dialog
box by clicking the X in the upper right-
hand corner:

Link to ‘Activity 1-2 docx’ sen

9. Partner B, open your web browser and log in to your Microsoft account:

%= C @ accountmicrosoft.com/ac

B¥ Microsoft | Account +ep

One account for all things
Microsoft

One account. One place to manage it all. Welcome
to your account dashboard

Signin > Create a Microsoft account >

10. Enter your account name and click Next:

BWE Microsoft
Sign in

Jgibson@acmewidgets.onmicrosoft.com|

Mo account? Create one!
Sign in with a security key (%)

Sign-in options
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11. Enter your password and click Sign in:

B Microsoft
&« jgibson@acmewidgets.onmicrosoft.com

Enter password

Forgat my password

T

12. To open, click OneDrive:
a Microsoft Office Home x =+
&« c & office.com/7auth=2
Office 365 O Ssearch

Good morning

1 & e @ =H P

Start new Qutlook OneDrive Word Excel PowerPoint

Y

¥ .
P
Auli:wme;te Allepps
13. Click Shared: u Microsoft Office Home

& # acmewidgets-

OneDrive

Jane Gibson

B3 My files
‘) Recent
o Shared

f§ Recycle bin
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14. A list of shared documents will be displayed in the Shared with you folder. Click
Activity 1-2 to open it:

u Microsoft Office Home X @ Shared with you - OneDrive X +

< & @ acmewidgets-my.sharepoint.com/personal/jgibson_acmewidgets_on

Jane Gibson Shared with you | Shared by you
B3 My files
\) Recent .
O Shared with you
o  Shared
& Recycle bin [N Name
Shared libraries @ Activity 1-2.docx
15. The document will open in Word Online in a new browser tab where you can begin
editing:
) Microsof ft Office Home X | @ Shared with you - OneDrive x il Activity 1-2docx x =+ - 0 *
C @ acmewi sharepoint.c jsmith_sc _onmicrosoft_com/ layouts/15/Docaspiso.. % @ @ f? A g E @ © B & @

Activity 1-2 - Saved v

File  Home Insert  layout  Referances  Review  View  Help Openin DesktopApp @ Tell me whatyouwanttodo | ¢ Editing v ® Sshae | O
5 s oA A | e g
e EﬂD iy [cotortigm presei. J2s A A Ao AdBbCc | AaBbCc AaBbCe AcBbCc  Assbce | || 27 =
Q| Pt B I U x %AavPvA- Nomal | NeSPISNG  esgngi  Hesing2  Hasng3 % Replace | Dictate | Editor
Unde | Ciptemre Font aragregh 5 Sotes 5 catng | Dicaton samar A
The Business Process Re-Engineering
Model
Identify Organizational Gap
Identify Existing Processes
Design a Plan for Implementation
Evaluate New Process
PageTof 1 19words _English (US) - 100% + _Give Feedback to Microsoft

21
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16. You should see a notification that your partner is also editing this document.

-~ a
@ Microsoft Offce Home X | @ Shareduwithyou-OneDive  x (G Actvity 1-2docx x +

c @ pe Vjsmith_: - onmicrosoft com/_layouts/15/Decaspso.. % @ @ f? @ Sy ® © @ @

Activity 1-2 - Saved v

File  Home Insert  layout  References  Review  View  Help OpeninDesktopApp @ Tellmewhatyouwanttodo | ¢ Editing v & share || 3
[ 3 John Smith
[ A AaBbCc | AaBbCc AaBbCc AsBbCc  AsBbee ||| ¢ o oo
Fee g fomal = sesing1  Hesang <sang # s documentepe
- Go to location
a0 | ciphoara fomt 5 sois r,

The Business Process Re-Engineering
Model

17. Add the text “Be sure to include gap analysis” under the second heading:

The Business Process Re-Engineering
Model

Identify Organizational Gap

Identify Existing Processes
Be sure to include gap analysis|

18. Partner A will . :
File Home Insert Draw Design Layout References Mailings Review View Help

see thls |I;‘E| 2| ooty |11 AR Aas B | EE-EE-E- EE 8L T | aabcon| assbeede AaBbCc

Pate ol B I Uvasx, X RePvA-

Fiw TNormal | TINo Spec.. Heading 1 Hea

. e i

4
= 1

real time:

The Business Process Re-Engineering
Model

Identify Organizational Gap

Identify Existing Processes

Be sure to include gap analysis [

- Design a Plan for Implementation

Evaluate New Process

Pagetort  ZSwords [[J English United States) b Accessibilitg: G00d to ga

SLFind ~
. Replace
[y Select~

ha ppening in Clipzoard 5 Fant [} ‘ngun:. — ra: = .Sw.m . - -1 ET”‘“‘ =

g

Dictate

Droes B B B -

veice

& share

Sensitivity

= e o ]

& Comments

&

Editor

Eaitor
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Partner A should now add a new heading, “Create New Processes,” after this text.

Partner B should see this happening in real time:

19.

0 Microsoft Office Home X | @ Sharcdwithyou-OneBrive X I Activity 1-2doc X+

* G@f o pEe0E G :

C @ acmewidgets-my.sharepoint.com/: personal/jsmith_acmewidgets_onmicrosoft_com/_layouts/15/Doc.aspx?so.

Activity 12 - Saved  ~

File Home  Insert  layout  Refersnces  Review  View  Help Open in Desktop App Q Tellmewhatyouwanttodo | ¢ Editing v @ |4 Share | [J
o [0 ) |omen v Jaxa | = e | sasoce AaBbCe pwe B F
Paste B IUG®x+rAawleAs |= Noma NoSpscng  Hessing 1 © Repmes  DiEe  EdEr
2 B

The Business Process Re-Engineering
Model

Identify Organizational Gap

Identify Existing Processes

Be sure to include gap analysis

Bl[create New 3roces:\e5r

Design a Plan for Implementation

- 100% + Give Feedback to Microsoft

Pagelof 1 28words English (Canada)

20. Partner A, save a copy of the completed document in your Exercise Files folder as

activity.

Activity 1-2 Complete. Both partners can now close all open windows to complete the
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TOPIC C: Work with Comments

In the past, if you handed off a report to be edited by hand, it would usually return with illegible
scribbles and scrawls. Microsoft Word has improved the document editing process by
implementing a commenting feature. Multiple users can add comments to a document, pointing

out anything they feel is relevant.

In this topic, we will learn all about comments, including how to insert, edit, reply to, navigate
through, and delete them.

Topic Objectives

In this session, you will learn:
e How to insert and edit comments
e How to reply to a comment
e How to mark a comment as done
e Techniques for navigating through comments

e How to delete comments

Inserting Comments

To insert a comment, first select the portion of text on which you want to comment. (If you want
to comment on just one word, click to place your cursor in that word.) Then, click Review < New

Comment:

Autosoe @) [ D+ < e o B == I

File Home Insert Draw Design Layout References Mailings Review  View Help
/& Editor A;‘w ﬁ ckh ,A?f s == 7 By simple Markup |~ [ [RPrevious
[t ax i X

EH Th e’ Show Markup ~ [} Next
! s Read Check Translate Language Mew  Delete Previous Next  Show Track e Accept Reject B
SWord Count | Aloud | Accessibility - ~ Comment ~ Comments | Changes -~ [2] Reviewing Pane ~ -

Proofing Speech | Accessibility Language Comments Tracking [} Changes

R I 4 ' H ' 6 A

L | . | InsertaComment ' RNy,

Add a note about this part of the
document.

What Influences People in Forming
Relationships?

Influences at Work

When it comes to relationships, the better you are at connecting with people, the better your
quality of life becomes. While connecting with people brings tremendous rewards, it is hard work
too.

Here are some of the influences at work when we connect with others.
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You will then see a balloon appear on the right-hand side of the screen. Simply type your comment

into this balloon:

AutoSave - = Relationship Handout ~ P Search JohnSmith s O

File Home Insert Draw Design Layout References Mailings Review  View Help 1 Share
/& Editor [\\ b s +:| X & D I:%’ Bpy Simple Markup |~ E:\\ EH [3 Previous @ @ [m V
A ) am A H/Zl ij Lv:‘ A . 7 xR u T 8|

EH Thesaurus [3 Show Markup [3 Next
- Check Translate Language New Delete Previous Next = Show Tr - Accept Reject Compare Restrict | Hide
5% Word Count Accessibility - - Comment  ~ Comments | Changes~ (] Reviewing Pane - - - - Editing | Ink~

Proafing Speech | Accessibility Language Comments Tracking 7] Changes Compare Protect Ink
L 1--‘\"‘a‘v‘\---1-"\"‘z"-.---J"‘\"‘4‘--.--‘5”‘\”‘6---6-”7‘”
7 Relationships?
] Influences at Work
. When it comes to relationships, the better you are at connecting with people, the better your
o quality of life becomes. While connecting with people brings tremendous rewards, it is hard work

t00. e John Smith A few seconds ago
Here are some of the influences at work when we connect with others. I think we should reword this!

N €1 Reply ¥ Resolve

Once you are done typing your comment, click outside the comment to continue editing the

document.
Editing Comments

Let us say you have made a comment and decide to change it. First, click the balloon icon to

display the comment:

AutoSave (8 D~ = Relationship Handout - £ Search John Smith 13

File Home Insert Draw Design Layout References Mailings Review View Help
/& Editor Av) ﬁ ch Aﬂ T H:‘ L m @, Bry Simple Markup  ~ EA @ [ Previous @
A, = = = =

B Thesaurus Bl . “ [ show Markup - X B e
- Read Check Translate Language Mew Delete Previous Nedt — Show Track — Accept Reject Compare '
S Word Count | Aloud | Accessibility ~ ~ Comment  ~ Comments | Changes ~ [ Reviewing Pane ~ - ~ ~ i

Proofing Speech | Accessibility Language Comments Tracking [F] Changes Compare Protec
L l‘-‘l"-a-v-\‘-‘l‘-‘l-‘-l-‘-\‘-‘J‘-‘\-‘-4-"|‘-‘§‘--\-‘-§-"a‘-‘?“-

What Influences People in Forming
] . .
: Relationships?
] Influences at Work
- ‘When it comes to relationships, the better you are at connecting with people, the better your
N quality of life becomes. While connecting with people brings tremendous rewards, it is hard work
- to0. |
[Here are some of the influences at work when we connect with others, [an

B See comments,
ol Appearance
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Then, click and type to make your changes.

outside of the comment to return to the

document:

Replying to Comments

Click
Comments v X%
John Smith 4 minutes ago
Do you think we should reword this or leave it as
it is7
£ Reply %7 Resolve
Comments MR

e John Smith 1 hour ago
bo you think we should reword this or leave it as

To reply to a comment, click the reply icon below it is?

the comment:

Then type your reply:

Click outside of the comment to close it.

Resolving Comments

To resolve a comment, open it for editing. Then,

£ Reply #J Resolve

Comments v X

e John Smith 1 hour ago
Do you think we should reword this or leave it as

it is?
Jane Gibson A few seconds ago
No, I think it is fine like it is.

£ Reply  ¥7 Resolve

Comments - X

John Smith 1 hour ago
Do you think we should reword this or leave it as

click the Resolve button and the comment will be it is?

resolved:

Now, the comment will be grayed out:

+

@ Jane Gibson 2 minutes ago
IMo, I think it is fine like it is.

€] Reply |¥7 Resolve

Comments > X

Mo, I think it is fine like it is

£ Reply #J Reopen
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Navigating Through Comments

If your document contains multiple comments, you can use the Previous and Next buttons in the
Comments group of the Review tab to navigate through them quickly:

Relationship Handout -~

File Home Insert Draw Design Layout References Mailings Review View

/& Editor A [‘i 5% }f}- ﬂ;j >L§:| @ [V:l E

Thesaurus

_ Check Translate Language Mew  Deletel| Previous
=173 Word Count Accessibility - w Comment  ~
Proofing Speech Accessibility Language Comments

If you have reached the end of all the comments in the document, clicking Next will return you to
the first comment in the document. Similarly, if you are currently reading the first comment and

you click Previous, Word will show you the last comment.

You can also click Review - Show Comments to see comments on the right-hand side of the

document. Resolved comments will be formatted with a light gray font:

AutoSave = Relationship Handout = P Search John Smith S = - [m}

fle  Home  Insert  Draw  Design  layout  References  Mailings  Review  View  Help 18 Share 12 Comments

/E Editor A;) D ek 7|- +:| X:‘ é:‘ %] D D, Bp Simple Markup |- Ej} % [2 Previous Eq @ [h, IZ s
EHl Thesaurus & as A A Y Show Markup 5~ X3 e G | ¥ Sin)
Read Check Translate Language New  Delete Previous Next | Show Track Accept Reject Compare Restrict | Hide | Resume

S5 Word Count | Aloud | Accessibility Comment  ~ Comments| | Changes~ [Z] Reviewing Pane ~ Editing | Ink~ | Assistant

Fraofing Speech | Accessibility Language Comments Ly Tracking ] Changes Compare Frotect Ink Resume |~

L B, Y 20431 Shaw Comments BT

See all the comments alongside the
document.

Influences at Work

‘When it comes to relationships, the better you are at connecting with people, the better your
quality of life becomes. While connecting with people brings tremendous rewards, it is hard work
too.

Here are some of the influences at work when we connect with others.

Appearance

Whether we like it or not, physical attractiveness plays a role in helping us form favorable
first impressions of another person. Physical attractiveness is very subjective, and varies from one
culture to another, but there are some standards we can count on. Generally, taller people are
seen as more competent. People who look approachable are more attractive and more positive.

. This means that you have to pay attention to how you look in your role as a professional
. salesperson.

Similarity

I Individuals are drawn to one another when they share common interests or goals. Common
ground is just that: finding some areas of similarity with anether person. People who love
sports tend to talk about their favorite games together, just as people with children or pets talk
about their latest adventures with them. Finding common ground can be an impertant part of
relationship building.

Complementarity

People may be attracted to others who fulfill a particular need at a particular time in their
lives. If you know their needs and you can fulfill these needs, with your own talents or with your John Smith
products or services, it is easier to create an interest in what you offer. Do we need an example of this?

~

Pagelof1 13of306words [[] English(Canada) [g ( Accessibility: Investigate . Focus B - 1 + 100%
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Deleting Comments

To delete a comment, place your cursor in the commented text or open the comment itself for

editing. Then, click the Delete command on the Review tab:

AutoSave

Relationship Handout ~

£ Search

Accept Rejct

John Smith 1S [ca]

13 Share

D [2 Previous ET

B Next

= o

& Comments

£ G

Compare Restrict | Hide | Resume
- Ediing | Ik~ | Assistant
Changes Compare Protect e | Resume | &

Fle  Home Insert Draw  Design  Layout  References  Mailngs  Review View  Help
A Editor A ﬁ dHh X}. F X & g @ Bpy Simple Markup  ~
A o =
A Thesaurus ~Z ax A A Show Markup ~
- Check | Translate Language | New  Delete Previous Nedt  Show. Track
& Word Count Accessibility - ~ Comment |~ Comments | Changes ~ (2] Reviewing Pane
Proofing Speech | Accessibilty Language Comments Tracking
o Loy Ve 2 Delete Comment I R Y.

| =7 Clickfor more options, such as
deleting all comments in the
document or just the ones shown
Influences at Work on the screen
‘When it comes to relationships, the better you are at connecting with people, the better your
N quality of life becomes. While connecting with people brings tremendous rewards, it is hard work
too.

o John Smith 15 minutes ago

Here are some of the influences at work when we connect with others.

M Appearance

Whether we like it or not, physical attractiveness plays a role in helping us form favorable
first impressions of another person. Physical attractiveness is very subjective, and varies from one
culture to another, but there are some standards we can count on. Generally, taller people are
seen as more competent. People who look approachable are more attractive and more positive.

M This means that you have to pay attention to how you look in your role as a professional
salesperson.

Do you think e should reword this or leave it as
itis?

@ Jane Gibson Qmmutesagv
No, 1 think it is fine like it .

€I Reply ¥J Resolve

You can also click the drop-down arrow under the Delete command to view more options:

AutoSave (¢ Relationship Handout ~

9V =

Insert

File

Home Draw

/& Editor D
I o

Thesaurus ‘

Design Layout References

52 Al

}3 Search

Mailings

Review View Help

ORIO DN B

MNext how Track

LE'-BI Simple Markup  ~
B Show Markup ~

Comments

Changes ~ [F1Reviewing Pane ~

Tracking Y

— Check Translate Language Mew  Delete Previous
=123 Word Count Accessibility = = Comment  ~

Proofing Speech Accessibility Language >5<;| Delete
L ) e R [ S R B R S
- Delete All

Delete Comment

Delete the selected comment,

CE

With this menu, you have the option to delete all comments currently shown, as well as all

comments in the current document.

Activity 1-3: Working with Comments

In this activity, you will add comments to a document.

1. Open Microsoft 365 Word and open Activity 1-3:

T

Activity 1-3
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2. Select the words “Whether we like it or not” under the Appearance heading. Click
Review - New Comment:

Autosave

File  Home Insert  Draw  Design  Llayout  References  Mailings  Review  View  Help

/& Editor A}) @: 5§ Aj). ﬁ: L‘:‘ L‘:| L:I m I?Z By Simple Markup  ~ E\) @(@Prﬂmus EIE

B h Show Markup ~ 2 Next

B Thesaurus Read Check Translate Language New Track P Accept Reject S Compare

SmWord Count | Aloud | Accessibility v v Comment Comments = Changes ~ [E]Reviewing Pane ~ ~ - -
Proofing Speech | Accessibility Language Comments Tracking [l Changes Compare

L e | nsert a Comment B

Add a note about this part of the
document.

What Influences People in Forming
Relationships?

Influences at Work

‘When it comes to relationships, the better you are at connecting with people, the better your
quality of life becomes. While connecting with people brings tremendous rewards, it is hard work
too.

Here are some of the influences at work when we connect with others.

Appearance

Whether we like it or not, physical attractiveness plays a role in helping us form favorable
first impressions of another person. Physical attractiveness is very subjective, and varies from one
] culture to another, but there are some standards we can count on. Generally, taller people are
seen as more competent. People who look approachable are more attractive and more positive.
This means that you have to pay attention to how you look in your role as a professional
salesperson.

3. Type “Why does this have emphasis?” into the comment bubble that appears:
E

14 Share 2 Comments

file  Home  nsert Draw  Design  layout  References  Maiings  Review  View  Help

£ edtor A B gt | 0133 2l Dy Sofsmpievine ||| [ [ B | ] O 2| B

E Thesaurus & b A [ Show Markup~ VA 4 B et 127 Ein|

= Check | Translate Language |  New Delete Previous Next = Show Tack  — Accept Reject Compare Restrict | Hide | Resume

55 Word Count. Accessibility - - Comment v Comments | Changes » 2] Reviewing Pane ~ = k. = Ediing | Ink+ | Assistant
Proofing Speech | Accessibilty Language Comments Tracking ] Changes Compare Protect ink | Resume | A

= N AN EEEE RN REE EERNRRRE ERENRRRE RERNREST ERRRRRER RERY.

What Influences People in Forming
Relationships?

| Influences at Work

‘When it comes to relationships, the better you are at connecting with people, the better your
quality of life becomes. While connecting with peaple brings tremendous rewards, it is hard work
too.

Here are some of the influences at work when we connect with others.

Appearance -
John Smith A few seconds ago
[Whether we like it or riot,|physical attractiveness plays a role in helping us form favorable Wy does his have emphes] |
first impressions of another person. Physical attractiveness is very subjective, and varies from one - »
€3 Reply ] Resolve
culture to another, but there are some standards we can count on. Generally, taller people are
seen as more competent. People who Lok approachable are more attractive and more positive.
This means that you have to pay attention to how you look in your role as a professional
salesperson.
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4.

5.

Select the paragraph under the Similarity heading. Click Review > New Comment:

AutoSave £ search
Fle  Home nsert Draw  Design  layout  References  Mailngs  Review  View  Help
£ Editor A)) [‘\ xh It +:| Tt g D =, B simpleMarkup |-
Thesaurus & ax A b 4 [ Show Markup ~
Read Check | Translate Language | New  Delete Previous MNext  Show ack
S5 Word Count | Aloud | Accessibility - - Comment Comments | Changes - [E]Reviewing Pane ~
Proofing Speech | Accessibilty Language Comments Tacking [
v e fi T tnserta Comment PR 5 . ‘
i Add a note about this part of the -
document.
i Influences at Work
‘When it comes to relationships, the better you are at connecting with people, the better your
N quality of life becomes. While connecting with people brings tremendous rewards, it is hard work
too.
Here are some of the influences at work when we connect with others.
o Appearance
Whether we like it or not, physical attractiveness plays a role in helping us form favorable
i first impressions of another person. Physical attractiveness is very subjective, and varies from one
culture to another, but there are some standards we can count on. Generally, taller people are
seen as more competent. People who look approachable are more attractive and more positive.
J This means that you have to pay attention to how you look in your role as a professional
salesperson.
Similarity
“ ivi drawn t h . Common
ground s just that: findi of similarity -person. People who love

sports tend to talk about their favorite games together, just as people with children or pets talk
about their latest adventures with them. Finding common ground can be an important part of
relationship building.

Type “Consider revision.”

1% Share  ©3 Comments

DA~ E| 8 k[E| &

Accept Reject — Compare Restrict | Hide | Resume
- - Editng | Ink~ | Assitant
Changes Campare Protect ik | Resume | A~
7
John Smith

Why does this have emphasis?

=
File Home  Insert  Draw  Design  Layout  References  Mailings  Review  View  Help 1% share 5 Comments
/& Editor A [\\ %) 7} T X L D S Ep Simple Markup  ~ E:H % [R Previous El C [\x W B
Bl tresrss | & | am A [ o v 2 Y Show Marap - 7 DXy e 6 e m
B Translate Language New  Delete Previous Next  Show. Track Accept Reject Compare Restrict | Hide | Resume

Word Count Accessibility v v Comment  ~ Comments | Changes v (] Reviewing Pane ~ v v v Editing | Inkv | Assistant

Proofing Speech | Accessibll Language Comments ! Changes Compare Protect ik | Resume | A
& 1 e I s ) s ; <. —

B e e

j Influences at Work

‘When it comes to relationships, the better you are at connecting with people, the better your
N quality of life becomes, While connecting with people brings tremendous rewards, it is hard work.
too.
Here are some of the influences at work when we connect with others.

o Appearance

Whether we like it or not, physical attractiveness plays a role in helping us form favorable
first impressions of another person. Physical attractiveness is very subjective, and varies from one
culture to another, but there are some standards we can count on. Generally, taller people are
seen as more competent. People who look approachable are more attractive and more positive.

John Smith
Why does this have smphasis?

John Smith A few seconds ago

M ‘This means that you have to pay attention to how you look in your role as a professional
salesperson.

X Similarity

“ v drawn to “when they sh interests or goals. Common
ground is just that: finding of similarity w person. Peopl love

sports tend to talk about their favorite games together, just as people with children or pets talk
about their latest adventures with them. Finding common ground can be an important part of
relationship building.

Consider revision|

£ Reply £ Resolve
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7.

Scroll down in the document. You will see a comment by another user. Move your

mouse over it and click the Reply icon:

AutoSave 2 Search

Whether we like it or not, physical attractiveness plays a role in helping us form favorable
first impressions of another person. Physical attractiveness is very subjective, and varies from one
culture to another, but there are some standards we can count on. Generally, taller people are
Seen as more competent. People who look approachable are more attractive and more positive.

M ‘This means that you have to pay attention to how you look in your role as a professional
salesperson.

- Similarity

B Individuals are drawn to one another when they share common interests or goals. Common

ground is just that: finding some areas of similarity with another person. People who love
sports tend to talk about their favorite games together, just as people with children or pets talk
about their latest adventures with them. Finding common ground can be an important part of
relationship building.

John Smith

fle  Home  Inset Dran  Design  Layout  References  Mallings  Review View  Help & she
y %) vl I 1 ™ D =, Bp SimpleMarkup - [15 % [2 Previous = B [\x
@' =123 A) D?‘ ax A’- B R A [ show Markup ~ X By e E a %
ditor Thesaurus Word | Read Check | Translate Language | New  Delete Previous Net | Show Track  — Accept Reject Compare Restrict | Hide
Count | Aloud | Accessibility - - Comment  ~ ‘Comments | Changes~ [Z]ReviewingPane ~ - - - Editing | Ink~
Proofing speech | Accessibiliy Language Comments Tracking [l Changes Compare Protect Ink
. — RIS R SRS SRR ST SR Sy,
When it comes to relationships, the better you are at connecting with people, the better your
N quality of life becomes, While connecting with people brings tremendous rewards, it is hard work
- too.
Here are some of the influences at work when we connect with others.
Appearance
ee John Smith

"Why does this have emphasis?

John Smith
Consider zevision.

c Y

People may be attracted to others who fulfill a particular need at a particular time in their

Jane Gibson 4 minutes ago

lives. [f you know their needs and you can fulfillthese needs] with your own talents or with your
products or services, it is easier to create an interest in what you offer.

Type, “Added to Building Relationships course.”

Tie these into your sales training!

#IRegly 70 Resolve
i

Complementarity

People may be attracted to others who fulfill a particular need at a particular time in their
lives. If you know their needs and you can fulfill these needs, with your own talents or with your
products or services, it is easier to create an interest in what you offer.

Jane Gibson 6 minutes ago
Tie these into your sales training!

e John Smith A few seconds ago
Added to Building Relationships course|

€I Reply 7 Resolve

Right-click the original comment. Click Resolve Comment on the original comment.

The comment will then be grayed out:

AutoSave £ Search

Fle  Home  Insert Draw  Design  Layout

E 23 _ @ gé A7’-

References  Mallings ~ Review  View  Help

e * P—— I Ep Simple Markup  ~
00 OOl B b

Editor Thesaurus Word Check | Translate Language | New  Delete Previous Nedt Track Accept Reject
Count Accessibility - - omment  ~ Comments | Changes ~ 2] Reviewing Pane - ~ ~
Proofing Speech Accessibility language Comments Tracking l Changes
L l‘--\“‘av-l“‘l“‘|"‘l“‘l-“l‘“\-“4“‘\--‘5“‘\‘-‘6 LA 7

Here are some of the influences at work when we connect with others.

Appearance

Whether we like it or not, physical attractiveness plays a role in helping s form favorable
first impressions of another person. Physical attractiveness is very subjective, and varies from one
culture to another, but there are some standards we can count on. Generally, taller people are
seen as more competent. People who look approachable are more attractive and more positive.
This means that you have to pay attention to how you look in your role as a professional
salesperson.

Similarity

are drawn t ther when they share common interests or goals. Common
ground is just that: finding some areas of similarity with another person. People who love
sports tend to talk about their favorite games together, just as people with children or pets talk
about their latest adventures with them. Finding common ground can be an important part of
relationship building,

Complementarity

People may be attracted to others who fulfill a particular need at a particular time in their
lives. [if you know their needs and you can fulfill these needs| with your own talents or with your
products or services, it is casicr to create an interest in what you offer.

John Smith o

B E; Ei:r::nus

5 Share {7 Comments

B2 0|E| B

Compare Restrict | Hide | Resume
- Editing | Ink~ | Assistant

Compare Protect Ink Resume ~

M@

[ Paste Options:

Po&

Reply To Comment

John Smith
Why does this have emphasis?

Delete Comment
Resolve Comment
Font.

Paragraph

John Smith
Consider revision.

Smart Lookup
Synonyms >
5% Tranglate

Hide Pictures by Comments
Open Contact Card

Jane Gibson 9 minutes ago @ Link >

Tie these into your sales training!

John Smith 4 minutes 390 | Conctantia (Bod » 10 v A° A
o ‘added to Building Relations 7 NSy
BT UZ~A-
£ Repl - -

Reciprocity
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9. Now that you have commented in the document, let’s review your comments. Click
the Next button in the Comments group of the Review tab twice:

AutoSave =) E O search
File Home Insert Draw Design Layout References Mailings Review View Help
= D Iﬁ) 7|— + X <= ' ;l B ;EB S
=123 | G ax A Lv:l ij 4 B
Editor Thesaurus Ward Check Translate Language Mew  Delete Previous MNesxt Show Track
Count Accessibility = = Comment  ~ Comments | Changes~ Ri
Proafing Speech Accessibility Language Comments Tracki

Next Comment

Jump to the next comment.

10. You will be returned to your comment about the emphasis, which should probably
be removed entirely. Click inside the comment and change the text to “Please
remove this emphasis.”

Appearance T
John Smith 13 minutes ago
Whether we like it or not, physical attractiveness plays a role in helping us form favorable Please remove this emphasis |
first impressions of another person. Physical attractiveness is very subjective, and varies from one £ Reply £ Resolve
culture to another, but there are some standards we can count on. Generally, taller people are

seen as more competent. People who look approachable are more attractive and more positive.
This means that you have to pay attention to how you look in your role as a professional
salesperson.

11. Click Review -» Next (in the Comments group) to advance to the second comment:

AutaSave 2 search
File Home Insert Draw Design Layout References Mailings Review View Help
== D ") s +F X 6] — ;l o, Bpls
=123 | s ax A v 4 B
Editor Thesaurus Ward Check Translate Language Mew  Delete Previous MNesxt Show Track
Count Accessibility = = Comment  ~ [} Comments | Changes~ Ri
Proafing Speech Accessibility Language Comments Tracki

Next Comment

Jump to the next comment.

12. On second thought, this paragraph sounds OK. Click the Delete command on the
Review tab to delete this comment:

AutoSave = Activity 1-2 » £ search John Smith IS b

File Home Insert  Draw  Design Layout References  Mailings Review  View  Help [

é_ = p b 7} T X IS m =, B |Simple Markup - E:\sl EH R Previous Ez o [h D
= A & ax A o A ; ~ X op F g ¥

[ Show Markup 2 Next
Editor Thesaurus Word Check Translate Language New |Delete Previous Next = Show Track Aceept Reject Compare Restrict | Hi

Count Accessibility Comment [ Comments | Changes~ [E]Reviewing Pane ~ Ediing | Ink
Prosting Speecn | Accessibilty Language Comments Tracking & Changes Compare protect n
- 1 e B Yoy ' -2 Delete Comment 5. [y, 7
Here are some of the influences; Click for more options, such as rers.
deleting all comments i th
document or just the ones shown
on the screen.

Appearance
PP John Smith

Whether we like it or not, physical attractiveness plays a role in helping us form favorable Please remove this emphasis
first impressions of another person. Physical attractiveness is very subjective, and varies from one
culture to another, but there are some standards we can count on. Generally, taller people are
seen as more competent. People who look approachable are more attractive and more positive.
M ‘This means that you have to pay attention to how you look in your role as a professional
- salesperson.

Similarity

- John Smith 14 minutes ago
] Individuals are drawn to one another when they share common interests or goals. Common. Consider zevision|

ground is just that: finding some areas of similarity with another person. People who love 3 Reply 7 Resolve
sports tend to talk about their favorite games together, just as people with children or pets talk
about their latest adventures with them. Finding common ground can be an important part of
relationship building.
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13. Click Review - Next once more:
AutoSave (@ _0f) Q- = Activity 1-3 - P Search
File Home Insert Draw Design Layout References Mailings Review View Help
= r v 1 X7 &5 E F: Bals
E‘ i [h a§ A% Lj gj gj LIJ 574 B
Editor Thesaurus Word Check Translate Language New Delete Previous Next Show Track
Bt Accessibility - z T - B | Chonges~ EIR
Proofing Speech Accessibility Language Comments Tracki

Next Comment

Jump to the next comment.

14. The final comment is the one that we replied to and marked as complete. Notice the
differences in its appearance:

ile o ign ou e Review  View  Help e
= I 2 ] ¥ f\& Ba Simple Markup |~ D D [ Previou: ] [\S
FE= A D #0000 Bt DAL @ 3| &
it urus. Wol Check Translate Language New  Del \EI Previous  Next Show C Restrict Hi
ount Accessbilty |+ ~ | Comment B | oo Editing

Proofing Speech | Accessibily Language Comments
1 " a v
to relationships, the better you are at connecting with people, the better your
ile connecting with people brings tremendous rewards, it is hard work
 Hete are some of the influences at work when we connect with other;
e John Smith

ease remove this emphasis

e
seen as more competent. People who look approachable are more attractive and more positive
This means that you have to pay attention to how you look in your role as a professional
salesperson.

ir latest adventures with them. Finding common ground can be an impo nantpart of
relationship building.

Pe Dpl ‘may be attracted to others who fulfill a particular need at a particular time in their [ <)
ur own talents or with your | I

15. Save your document as Activity 1-3 Complete. Close Microsoft 365 Word to
complete this activity.

TOPIC D: Compare Document Changes

Another useful tool when collaborating with other users is the ability to compare different
versions of a document. In this topic, you will learn about the various options available with the

Compare feature and how to work with comparison results.

Topic Objectives

In this session, you will learn:

e About legal blackline

e How to compare two documents and modify settings
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e How to accept and reject changes in a compared document

Legal Blackline

Microsoft Word’s compare feature is also known as legal blackline because of the way it marks up

documents. This feature will compare two documents and show the changes between them,

without altering the original documents:

John Smith Formatted

Font color: Accent1

John Smith Deleted

John Smith Inserted

, footer,

John Smith Deleted

Theme

John Smith Inserted

theme

John Smith Deleted

To go the Microsoft website, go to

http://www.microsoft.com.

201words [} English (Canada) 3

{4 Accessibility: Good to go

P Search
File ~ Home  Insert  Draw  Design  layout  References  Maiings  Review  View  Developer  Help 12 Share % Comments
= ) h 7 & E @ By Simple Markup |~ [% % B Previous Eﬂ [u Iz B
£ EE = A) D* ax A’- l;l 11 1 5 [ Show Markup - X @ et a |k Ein}
Editor Thesaurus Word | Read Check | Translate Language | New Show Track = Accept Reject Compare Restict | Hide | Resume
Count | Aloud | Accessibility ~ - Comment Comments | Changes ~ (] Reviewing Pane ~ ~ - M Editing | Ink~ | Assistant
Proofing Speech Accessibility Language Comments Tracking = Changes Compare Protect Ink Resume
Compared Document X || Original Document (Using Word 355 - John Smith)
Revisions S
A G revisions (57

Using Microsoft 365
Word

Using Microsoft 365 Word

ideo provides a powerful way to help you prove your point. When you click Online video, you

can paste in the embed code for the video you want to add. You can also type a keyword to

search online for the video that best fits your document. idea provides a powerful way to help you prove your

point. When you click Online Video, you can paste in

the embed code for the video you want to add. You
can also type a keyword to search online for the video that
best fits your document.

To make your document look professionally produced, Word provides header, cover page, and text
box designs that complement each other. For example, you can add a matching cover page, header,
footer, and sidebar. Click Insert and then choose the elements you want from the different galleries.
Themes and styles also help keep your document coordinated. When you click Design and choose a
new Theme, the pictures, charts, and SmartArt graphics change to match your new theme or design.

To make your doeument look professionally produced, word
provides header, cover page, and text box designs that

When you apply styles, your headings change to match the new theme. Save time in Word with newr

complement each other.
buttons that show up where you need them. To change the way a picture fits in your document, click

Revised Document (Using Werd 365 Revised - John Smith)

Using Microsoft 365
Word

it and a button for layout options appears next te it. When you work on a table, click where you
| want to add a row or a column, and then click the plus sign.

ideo provides a powerful way to help you prove your
point. When you click Online Video, you can paste in
the embed code for the video you want to add. You

can also type a keyword to search online for the video that
best fits your document.

To make your deeument look professionally produced, word
provides header, cover page, and text box designs that

complement each other. For example, you can add a

I Focus = ] + 100%

Comparison Settings

To compare two documents, open at least one of the documents that you want to compare. Then,
click Review -» Compare - Compare:

AutoSave
File Home Insert Draw
Editar 1)
R
! Thesaurus . s
Sizs Word Count Aloud Accessibility
Proofing Speech | Accessibility

Using Word 365 - Saved to this PC ~ 0 Search John Smith s —
Design Layout References Mailings Review View Help & Share y
ch 7} +:| 7] £ 7 Cl =0, Ep Simple Markup - [:,5 @ [ Previous £ I:h W
az A | b h A [ Show Markup ~ = X B e EI g |

Translate Language New Show Tack — Accept Reject Compare Restrict |  Hide
. - Comment Comments | Changes~ L] Reviewing Pane ~ - ~ Ediing | Ink~ | 4
Language Comments Tracking [E] Changes

Compare...
Compare two versions of a
document (legal blackline). [,

[Pg Combine...
{1 Combine revisions from multiple
authors into a single document.

B

The Compare Documents dialog box will open:
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Compare Documents

QOriginal document Revised document

Label changes with Label changes with

Maore ==

oK

Cancel

The most important part of this dialog box is choosing the original document (1) and the revised

document (2). (You can do this via the drop-down menus or the Browse button. You can also

reverse the labels for the documents by clicking the Swap button, marked with a (3) in the image

above.) As well, you can choose how to label changes on each document (4). Click More (5) to

view and set advanced options.

Once you are ready, click OK to compare the documents:

Compare Documents

Original document
Using Word 365 ~

Bevised document

Label changes with Lapel changes with

)

Maore > =

Using Word 365_Revised ~

John Smith

Cancel

With the default settings, the comparison will look like this:

Using Microsoft 365 Word

John Smith Formatted

Font color: Accent 1 ideo provides a powerful way to help you prove your point. When you click Online Video, you
can paste in the embed code for the video you want to add. You ¢an also type a keyword to

search online for the video that best fits your document.

John Smith Deleted

To make your document look professionally produced, Word provides header, cover page, and text
box designs that complement each other. For example, you can add a matching cover page, header,
footer, and sidebar. Click Insert and then choose the elements you want from the different galleries.
Themes and styles also help keep your document coordinated. When you click Design and choose a
new Theme, the pictures, charts, and SmartArt graphics change to match your new theme or design.

John Smith Inserted

, footer,

When you apply styles, your headings change to match the new theme. Save time in word with new
buttons that show up where you need them. To change the way a picture fits in your document, click

John Smith Deleted

Theme it and a button for layout options appears next to it. When you work on a table, click where you
| want to add a row or a column, and then click the plus sign.
John Smith Inserted

theme

John Smith Deleted

To go the Microsoft website, go to
http://www.microsoft.com.

20Twerds [} English (Canada) [ (% Accessibility: Good to go

£ Search
File Home  Insert  Draw  Design  Llayout  References  Mailings  Review  View  Developer  Help 1§ share & Comments
= ) ek 7 TF m I, Bp simple Markup |~ [:5 [ Previous j I:h Em
& = A R %o 2 Do B B g | [ ANz
Editor Thesaurus Word Read Check Translate Language New Show Track = Accept Reject — Compare Restrict | Hide | Resume
Count | Aloud | Accessibility ~ - Comment Comments | Changes - []Reviewing Pane = ~ - - Editing | Inkv | Assistant
Froofing Speecn | Accessibilty Langusge Comments Tracking 5 changes Compare Protect ik | Resume
Compared Document x Original Document (Using Word 365 - John Smith)
Revisions v
» - . .
P = 9 9 Using Microsoft 365

Word

ideo provides a powerful way to help you prove your
point. When you click Online Video, you can paste in
the embed code for the video you want to add. You

can also type a keyword to search online for the video that
best fits your document.

To make your document look professionally produced, Word
provides header, cover page, and text box designs that
complement each other.

@ Using Microsoft 365
Word

ideo provides a powerful way to help you prove your
point. When you click Online Video, you can paste in
the embed code for the video you want to add. You

can also type a keyword to search online for the video that
best fits your document.

To make your document look professionally produced, Word
provides header, cover page, and text box designs that
complement each other. For example, you can add a

I Focus B - 1 + 100%

Revised Document (Using Word 365_Revised - John Smith) x

35



Microsoft 365 Word: Part 3

On the left-hand side is the Revisions Pane (1), which details every change that was made. The
compared document (a new document that shows the original document with changes made) is in

the center (2). On the right-hand side, you can see the original document (3) and the revised
document (4).

Accepting and Rejecting Changes

The document in the center pane (Compared Document) shows the original document as if
tracked changes had been made. You can navigate through this center document and reject or

accept the various changes, and then save the document to use those new changes.

These commands can be found in the Changes group of the Review tab, or by right-clicking a
change in the Revisions Pane:

£ Search
File ~ Home  Insert  Draw  Design  layout  References  Maiings  Review  View  Developer  Help

a Aﬂ [tj Cl E% B Simple Markup |~

[) Show Markup ~

John Smith IS = = o

1 Share I Comments

BBE B ADR|E B

3 Next

= Accept Reject Compare Restrict
Commen it Comments | Changes~ [ Reviewing Pane - ~ ~ ~ Editing | Ink~
Languag Tracking 5 Changes Com) Protect Ik ~
Calibri e A NS A T . o
Compared Document X -4 % || Original Document (Using Word 265 - John Smith) x
BIUZL«AiZeiTo sy

John Smith Formatted

Font color: Accent1

John Smith Deleted

John Smith Inserted

, footer,

John Smith Deleted

Theme

John Smith Inserted

theme

John Smith Deleted

To go the Microsoft website, go to
http://www.microsoft.com.

Video providi FB Paste Options: yrove your point. When you click Online Video, you
can paste in o you want to add. You can also type a keyword to

searchonlir 57 (g ur document.
To make your docul [ Accept Format Change
box designs that co
footer, and sidebarl
Themes and styles L+ Track Changes
new Theme, the pi¢

N ed, Word provides header, cover page, and text
[ RejectFormet Change ™ 1818 You can add a matching cover page, header,
e elements you want from the different galleries.
=oordinated. When you click Design and choose a
@ Link 5 1phics change to match your new theme or design.

| when youapply st 3 New co
buttons that show up winere you

ent vatch the new theme, Save time in Word with news
s tiemn. 1o unange the way a picture fits in your document, click
it and a button for layout options appears next to it. When you work on a table, click where you

| want to add a row or a column, and then click the plus sign.

Using Microsoft 365
Word

ideo provides a powerful way to help you prove your
point. When you click Online Video, you can paste in
the embed code for the video you want to add. You

can also type a keyword to search online for the video that
best fits your document.

To make your document look professionally produced, Word
provides header, cover page, and text box designs that
complement each other.

Revised Document (Using Word 365_Revised - John Smith) %

Using Microsoft 365
Word

ideo provides a powerful way to help you prove your

point. When you click Online Video, you can paste in

the embed code for the video you want to add. You
can also type a keyword to search online for the video that

201werds [

English (Canada)  Fg (% Accessibility: Good to go

best fits your document.

To make your document look professionally produced, Word
provides header, cover page, and text box designs that
complement each other. For example, you can add a

I Focus B - 1 + 100%

Here is a brief overview of each command in the Changes group on the Review tab:

Accept

Reject

Accepts the current change and moves to the next change. The drop-down
arrow offers options to accept this change, accept the change and move to

the next change, accept all changes currently shown, and accept all changes
in the document.

Rejects the current change and moves to the next change. The drop-down
arrow offers options to reject this change, reject the change and move to
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Previous

Next

the next change, reject all changes currently shown, and reject all changes in
the document.

Move to the previous change.

Move to the next change.
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Activity 1-4: Comparing Document Changes
In this activity, you will compare two documents.

1. To begin, open Activity 1-4A and Activity 1-4B in Microsoft 365 Word. Maximize both

documents:
Activity 1-94 Activity 1-4B

2. In either document, click Review - Compare - Compare:

B Search
Fle  Mome insert  Draw  Desin  Layout  References  Maiings  Review  View Help & share & Comments
& Editor A; D' E% A;’ t:l | 2 m E\ iy Sirnple Markup - [:'\ a [ previous @ G D E__ :ji\m
L Read ek . | Tonitetaponge | e B Showr i, (BRET e A Rt Bt Compare Rt | Hide | Resume
= e | B | et FlRmimingpane ~ | 7 : i || e | il

= unt | Aloud
Comments Tracking 5 Changes

3. The Compare Documents dialog box will open. Choose Activity 1-4A as the original

document.
Compare Documents ? >
Qriginal document Bevised document
Label changes with
=
=
OK Cancel
4. Choose Activity 1-4B as the revised document:
? x

Compare Documents

Original document Revised document

Activity 1-44 - Activity 1-4B

Label changes with

Maore = >
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5. Type “John Smith” into the “Label changes with” text box under the “Revised
document” heading:

Compare Documents ? *

QOriginal document
Activity 1-44 ~

Label changes with

Revised document
Activity 1-4B ~

Label changes with

lahn Smith

=
=
Mare == QK Cancel
6.  Click OK to perform the comparison:
Compare Documents ? *

Criginal document
Activity 1-34 b

Label changes with

Revised document
Activity 1-48 ~

Label changes with | john smith

More = >

7. The Compare Result will now be displayed:

Compare Result

D Search

Cancel

johnSmith s @ — x

Fle  Home nsert Draw Design lajout References  Mailngs  Review View Help & share
= )| R b 7 t B Simple Markup |~ B R [ Previous 7 R B
AR5k R TS BN | B ool B B g | B NI E
Thesaurus Read | Check | Transhate Language Show Accept Reject Compare Restict | Hide | Resume
Aloud | Accessibility ~ ~ Comments [Reviewing Pane ~ - ~ ~ Editing | Ink~ | Assistant
Proofing Speecn | Accesivity Language Comments Tacking il Changes Compare Protect ik | Resume
. Compared Document x | Origina Document (Actity 1-44 - John Smith) x
Revisions v o8

A 2 revisions

John Smith Style Definition
Heading 2: Font: 14 pt, Font color: Text 1,
Space Before: 6 px

John Smith Style Definition

Heading 3: Font: 12 pt, Font color: Text 2.

John Smith Style Definition
Heading 4: Font: 11 pt, Font color: Auto,
Line spacing: Multiple 1.11i

John Smith Style Definition
Heading 5: Font color: Text 2, Not All caps,
Line spacing: Multple 1.11i

John Smith Style Definition
Heading 6: Font: 10.5 pt, Font color: Text
2, Not All caps, Line spacing: Multiple 1.1
i

John Smith Style Definition
Heading 7: Font: 10.5 pt, Not Bold, Italc,
Line spacing: Multple 1.11i

John Smith Style Definition

Heading 8: Font: 10 pt, Not lalc, Font
color: Text 2, Line spacing: Multple 1.1

What is Self-Esteem?
Defining Self-Esteem

while trying to keep them separate. We're inclined to agree with the dictionary (Oxford in this case) which defines them as

practically th i,

largely the same thing: your

perception of your abilties and your beliefs about yourself.

Characteristics of low self-esteem can include the following:

Social withdrawal
Bouts of sadness
‘Anxiety and/or emotional turmoil

Lack of socialskills (i

and easiy)

Depression
Eating csorders

Oificulty aceptingaccesting compliments

Focusing on negative things o ideas (in other words, pessimism)
Self-neglect

Excessive focus on what other peaple think of you

Treating yourself poorly, but not other people

Lack of confidence in trying new things

Reluctance to indulge your desires

own opinions, or

Towords  engish (Canadel S <& Accssiity: Goodto g0

(If you see only one document, click Review - Compare -> Show Source Documents

-> Show Both.)

N\/hat is Self-Esteem?

Defining Self-Esteem

While some txts and teachers wil tell you that self-esteem and
confidence are different, they do admit to an overlap while trying to
keep them separate. We're inclined to agree with the dictionary
(Oxford n this case) which defines them as practically the same. As a
result, we are going to discuss self-esteem and self-confidence as
largely the same thing: your perception of your abilities and your
beliefs about yourself

Characteristics of low self-esteem can include the
foll

Revised Document (Activity 1-48 - John Smith) x

What s Self-Esteem? )
Defining Self-Esteem

are different, they do admit to an overlap while trying to keep them

separate. We're inclined to agree with the dictionary (Oxford in this case)
same. Asa resul,

discuss largely the w

perception of your abilties and your beliefs about yourself.

Characteristics of low self-esteem can include the following:

o Social withdrawa!

o Bouts of sadness
o + oo
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8. There are two typos that are resolved in the compared document. In the Revisions
Pane select second element of the first change (“texts”). Right click the element you
just selected, click Accept Insertion:

‘Compare Result 10 - Word D Search kbnsmitn 5 @ - B X

Fle  Home st Draw Design  layout References  Mailngs  Review  View Help & Share 2 Comments

ﬁ- A,{\ [5 5§ Aﬂ ¢:\ ? f I E} Bp AlMarkup  ~ B @[ﬁ?vwmus Ej [ti % Eﬁ:

) Show Markup BNes
Editor Thesaurus Word | Read Tansiate Language | New Trock Accept Reject Compare Restict | Hide | Resume
Count | Aloud | Accessibilty - - Comment Changes ~ [EJReviewingPane = | .7 - Editng | Ink~ | Assistant
rooting Speecn | Accesibity tanguage Comments Tadking 5 Chonges Compare protect ine | Resume ~
Compared Document x | original Document (Actity 1-44 - John Smith) x
Revisions -
A 2trevions S| | whatis sal ST KA Ay
natissel g 1y oo = syl What is Self-Esteem?

John Smith Style Definition
Heading 2: Font: 14 pt, Font color: Text 1,
Space Before: 6 px

John Smith Style Definition

Heading 3: Font: 12 pt, Font color: Text 2

Defining Self-Euvewur
n

while trying to kee
practically the sarr
perception of your __

(B Paste Options:

A

Characteristics

confidence are different, they do admit to an overiap
lined to agree with the dictionary (Oxford in this case) which defines them as
to discuss self-esteem and self-confidence as largely the same thing: your
s0ut yourself.

n include the following:

Defining Self-Esteem

While some txts and teachers will tell you that self-esteem and

confidence are different, they do admit to an overlap whil trying to
to agree with

(Oxford i this case) which defines them ss practically the same. As a

result we are going to discuss self-esteem and sef-confidence as

largely the same thing: your perception of your abilities and your

John Smith Style Definition [> Accept nsertion beliefs about yourself.
socia

Heading 4: Font: 11 pt, Font color: Auto, [ Reject Insertion
Uine spacing: Multple 1115 B [ Tk Changes

» ) Characteristics of low self-esteem can include the

John Smith Sty Defniion @ unk > followi
Lk — . ess P §
Heading 5: Font color: Text 2, Not All caps, %3 New Comment ple cesll: W 1248 - John Smith) x
Line spacing: Multiple 1.11i Deprueer
tingdisorcers What is Self-Esteem?

John Smith Style Defintion
Difficulty sceptingaccepting compliments

Heading 5 Font: 10.5 pt, Font color: Text Defining Self-Esteem

confidence
2, Not Al caps, Line spacing: Multiple 1.1 Focusing on negative things or ideas (in other words, pessimism) d

; are different, they do admit to an overlap while trying to keep them

Self-neglect separate. We're inclined to agree with the dictionary (Oxford in this case)

Excessive focus on what other people think of you Asaresult,
discuss

John Smith Style Definition

Heading 7: Font: 10.5 pt, Not Bold, talic, Treating yourself poorly, but not other people:

Line spacing: Multple 1.11i

perception of your abilties and your belies about yourself,
Lack of configence in trying new things
Reluctance to indulge your desires

John Smith Style Definition Characteristics of low self-esteem can include the following:

Heading : Font: 10 pt, Not lalc, Font Reluctance to trust your own opinions, or share them with others

color: Text 2, Line spacing: Multiple 1.1 o Socil withdrawal

o Boutsof sadness
Vowords [D EnglshConada) B o Accssibiit: Good 0 g0 o

This will accept both the deletion of the typo and the insertion of the correct word.
The preview results will be displayed in the center document pane.

9. Repeat step 8 for the second fix (“accepting”):

PEerception o1 your aniities ang youl

@
r_ﬁl:‘l Paste Options:

7 &

Accept Insertion I}

Characteristics of low self-es ollowing:

o Social withdrawal

o Bouts of sadness D
Anxiet d ti .

o nxiety and/or emotio & Reject Insertion

o Lack of social skills {i.e. |.—B sing small talk, establishing relationships quickly and easily)

¥ TIrack Changes

o Depression

@ Link >
o Eating disorders

'ltj Mew Comment
o Difficulty eeeptingaciepums cormpmmeres

o Focusing on negative tl

Calibri (Body) ~/ 10« A" A" <F efvv
B I U &+ A-i=~i=- Sl

o Excessive focus on whaovmer peope tmnk or you

o Self-neglect

o Treating yourself poorly, but not other people
o Lack of cenfidence in trying new things
o Reluctance to indulge your desires

o Reluctance to trust your own opinions, or share them with others
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10. The rest of the changes are formatting-based. Click Review - Accept - Accept All
Changes:

File Home Insert Draw Design Layout References. Mailings Review View Help.
e % ; Bioss | 1=
4—" & LI (e EH
Edit aunge | New » Compase
- - Comment .

Accept Al Changes

Aceept Nl Changes o iop Tracking

11. Click Review - Compare -> Show Source Documents - Hide Source Documents:

Compare Result 10 - Word D Seatch Johnsmith 5 @ =

Fle  Home Inset Draw Design  lajout  References  Malings  Review View  Help & share O

= ) 7 I =] Bny All Markug R erevious
BRI R|ZAOEOEE D] B b LB R L
Tardate ioguge | New D hevet Rt
~ - Comment Changes ~ eviewing Pane v -

Editor Thesaurus Word | Read
Count | Aloud

Proofing Speech Language Comments Tracking [ Changes

12. Click the X button on the Revisions Pane to close it:

Fle  Home Inset Draw Design Layout References Malings  Review View  Help

Vet

Editor Thesau New
nnnnn t
Proofing Speech | Accesivity Language Comments Tracking &

Revisions - "I}

PN — 5o Whatis Self-Esteem?
Defining Self-Esteem
While some , they d rying to keep the te. We're incined to agree with the dictionary (Oxford in ths
case) Asaresult,

Characteristics of low self-esteem can include the following:

178words [ English (Canada) 3 (yAccessibility: Good to go Difos B B - ] + 100%

13. Save this compared document as Activity 1-4 Complete. Close Microsoft 365 Word to

complete this exercise.
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TOPIC E: Review a Document

In the last topic, you were introduced to the Track Changes feature. This feature can be used on its
own for handling basic changes. Or, you can use it with the Compare and Combine features for
advanced collaboration and document management. In this topic, we will focus on this powerful
tool.

Topic Objectives

In this session, you will learn:
e About the Track Changes feature
e How to turn Track Changes on or off
e How to view markup in different ways
e How to set Track Changes options
e How to add the Track Changes indicator to the status bar

e How to review tracked changes

Track Changes

The Track Changes feature records every change to the document, as well as when that change
was made and who made it. Changes can be filtered by user, change type, and more. However,
the Track Changes feature must be enabled in order for these changes to be saved. Only changes

made from the point when the feature was turned on will be tracked.

Turn Track Changes On and Off

You may enable the Track Changes feature by using one of the following methods:

e Use the keyboard shortcut Ctrl + Shift + E
e Click Review =» Track Changes

AutoSave @ o) [5] D~ = Using Word 365_Version 1 - Saved + 2 Search John Smith 1S B = jm} X
File Home Insert Draw Design Layout References Mailings w View Help 1% Share 1 Comments
/& Editor A‘ I:\i 27 ﬁ E}, By All Markup - Ej [ Eﬂ & Z &
BT = Read Check | Language  New Tacky 3 S Merkup~ Accepl % 2
3

ack
SaWord Count | Aloud | Accessibility = Comment Changes « (2] Reviewing Pane ~

Proofing Speech | Accessibility Commen its Tracking | Changes Compare ~
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After you have enabled Track Changes, you can work with the document normally by editing and
formatting text, adding graphics, and using all of Word’s other features. However, your changes

will be recorded in the document. These changes are called markup, as they literally mark up your

document as if you were editing it on paper.

To turn the feature off, click the Track Changes button again.

Markup Views

To view the markup in a document, click the red line that appears in the margin:

£ Search

Review  View  Help

AutoSave (@ off) 9~

File Home  Insert  Draw References  Mailings

/& Editor )

e &
Th £

! esaurus Read Check

& Word Count | Aloud | Accessibility

Design

2. 7 T m F,h
£ K 74
Translate Language New Show Track

- - C Comments | Changes ~ [Z]Reviewing Pane ~

Layout
Epy Simple Markup 9 % [ Previous Ej
[ Show Markup ~ 7 X [ Next

Accept Reject Compare
Accessibility Language Comments Tracking 51 Changes Compare Protect

Procfing Speech

Using Microsoft 365 Word

can paste in the embed code for the video you want to add. You can also type a keyword to

Vudeo provides a powerful way to help you prove your point. When you click Online Video, you
| search online for the video that best fits your document.

To make your document look professionally produced, Word provides header, cover page, and text box
designs that complement each other.

For example, you can add a matching cover page, header and sidebar. Click Insert and then choose the
elements you want from the different galleries. Themes and styles also help keep your document
coordinated. When you click Design and choose a new Theme, the pictures, charts, and Smartart

& graphics change to match your new theme or design|

w tracked changes wply styles, your headings change to match the new Theme. Save time in Word with new
puTTons tat show up where you need them. To change the way a picture fits in your document, click it
and a button for layout aptions appears next to it. When you wark on a table, click where you want to
add a row or a column, and then click the plus sign.

Pagelof1 200words [} English(Canada) @ % Accessibility: Good to go . Facus

The line will now appear gray and the markup will be shown:

John Smith s

B e B -

&=

15 Share

£ G

Restrict
Editing

Hide
Ik~

o

& Comments

Resume
Assistant

Resume
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AutoSave (® o) O~ -

Insert Draw

L

Read Check
Aloud

File Home

/& Editor

Thesaurus

5 Word Count
Proofing

Speech | Accessibility

Accessibility

Using Waord 365 ~

Design

Layout

5% A

Translate Language

Language

References

New
Comment &

John Smith IS = - (m) X

£ Search

Review

I Share = Comments

(2] 2| &

Restrict | Hide | Resume
Editing Ink ~ Assistant

Frotect Ink

Mailings View  Help

+ I, By All Markup
Tl %

[® Show Markup ~
Track
Changes ~ [F1Reviewing Pane ~

E\j @ %::tmus E_il

Accept Reject Compare

Comments Tracking [F] Changes Compare Resume ~

Using Microsoft 365 Word

can paste in the embed code for the video you want to add. You can also type a keyword to

Vmeo provides a powerful way to help you prove your point. When you click Online Video, you

search online for the video that best fits your document.

To make your document look professionally produced, Word provides header, cover page, and text box

designs that complement each other.

For example, you can add a matching cover page, header and sidebar. Click Insert and then choose the
elements you want from the different galleries. Themes and styles also help keep your document
coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt
graphics change to match your new theme or design|

When you apply styles, your headings change to match the new Theme. Save time in Word with new
buttans that show up where you need them. To change the way a picture fits in your document, click it
and a button for layout options appears next to it. When you work on a table, click where you want to
add a row or a column, and then click the plus sign.

Pagelof1 200words [[} English (Canada) & ¢ Accessibility: Good to go

I, Focus B - ] + 100%

You can also click the “Display for Review” d
changes are shown:

Using Word 365 -

AutoSave @ 0f) ] D~ ) =

File Home Insert Draw Design Layout References
/& Editor A_;‘;. D ehH T
Thesaurus ) ."‘l'T ax A
_ Read Check Translate Language MNew
=12: Word Count Aloud | Accessibility h = Comment

Proofing Speech Accessibility Language

This drop-down menu contains four options:

rop-down menu on the Review tab to choose how

,o Search

Mailings Review View Help
Do Enjuivare IR B A (2 Previous
! Simple Markup >~ >< EE,Nex‘t
Track Accept Reject
Changes ~ All Markup -
Comments Trag Mo Markup ] Changes

Original

Simple Markup
Click each lin

All Markup
No Markup

Original
hidden.

The default setting. Shows markup as lines within the margin.

e to see markup details.

Shows all markup directly in the document.
Shows the document as if all markup has been accepted.

Shows the original document with all changes and comments

It is important to note that these choices do

not remove any tracked changes or comments.

You can also use the Show Markup menu to control what types of markup elements are displayed

in the document, or to filter out markup from particular reviewers:
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AutoSave !:.

Using Word 365 ~ 2 Search

File Home Insert Draw Design Layout References Mailings Review View Help

NI

@

EH Thesaurus - B Show Markup ~
! Read Check Translate Language Mew Track L\\) fmmmemt
123 Word Count Aloud | Accessibility v v Comment Changes~» v Comments

Proofing Speech Accessibility Language Comments v Insertions and Deletions

v Formatting
R%: Balloons >

Specific People >

Like the Show Markup menu, no markup will be permanently removed using the commands in this

menu.
Track Changes Options

To change how tracked changes appear in your document, click the option button in the Tracking
group on the Review tab:

AutoSave (® off) 2 ~ = Using Word 365 + 2 Search _

File Home Insert Draw Design Layout References Mailings Review View Help

/& Editor A)) E/‘i 5§ /_\?). P:' Hj '1:| L:I m I% By original - @ @g;ziuus

EE Th - Show Markup ~

! s Read Check Translate Language New Track e Accept Reject

s Word Count | Aloud | Accessibility ~ - Comment Changes ~ [F]Reviewing Pane ~ ~ -
Proofing Speech Accessibility Language Comments Tracking 15 Changes

Chanae Trackina Ootions

The Track Changes Options dialog box will appear:

Track Changes Options ? et

Show

Highlight Updates

Ink Other Authors

Insertions and Deletions Fictures By Comments
Eormatting

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

Eeviewing Pane: Off e

Advanced Options... Change User Name...

Here, you can change every aspect of how your changes are tracked. To apply options, click OK

when you have finished setting your options.
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The Track Changes Indicator

You can tell if Track Changes is enabled by looking at the Review tab. If the command is shaded,

then Track Changes is turned on:

AT ,0 sl _

File Home Insert Draw Design Layout References Mailings Review View Help

- b
ﬂ'Edltnr A)) I:L?; 5% /&,’l— ﬁ:l I.I:I Llj LI:I Lj I% EB Original - @ E‘g< Ei::;mus

EH Thesaurus Show Markup ~

! Read Check Translate Language MNew Track i E MAccept Reject

Si2s Word Count Aloud Accessibility - - Comment Changes ~ Reviewing Pane ~ . .
Proofing Speech Accessibility Language Comments Tracking [ Changes

You can also add an indicator to the status bar. To do this, right-click the status bar and click Track

Changes:

AutoSave - £ search John Smith IS = = a

File Home Insert Draw Design Layout References Mailings Review Wiew Help 12 Eharn =2 Comments
£ » = — B Customize Status Bar
Editor ) i % By original . E
A'> Di ax A* H:‘ 930 A W Y Formatted Page Number |
A Thesaurus i [} Show Markup +
- Read Check Translate Language New Track  — Ace Resume
FiWord Count | Aloud | Accessibility - - Comment Changes ~ [2]Reviewing Pane v “ Section T Assistant
Froofing Speech | Accessibility Language Comments Tracking [c] ¥ Page Number Page 1of 1 Resume ~
Vertical Page Position 44
Line Number 15
Column 53
v Word Count 200 words
Using Microsoft 365 WO rd Character Count (with spaces) 1000 characters
+  Spelling and Grammar Check No Errors,
ideo provides a powerful way to help you prove your point. When you click Ol *  Langusge English (Canada)
can paste in the embed code for the video you want to add. You can alse type: v | apel
search online for the video that best fits your document. To make your docume
professionally produced, Word provides header, caver page, and text box designs that ¥ Signatures off
other. Informaticn Management Pelicy Off
For example, you can add a matching cover page, header and sidebar. Click Insert and Permissions off
elemﬁnts you want from the dlffgrent galleries. Themes and styles a!so help keep your Track Changes -
coordinated. When you click Design and choose a new Theme, the pictures, charts, an [%
graphics change to match your new theme. Caps Lock off
When you apply styles, your headings change to match the new Theme. Save time in Overtype Insert

buttons that show up where you need them. To change the way a picture fits in your ¢

Selection Mode
and a button for layout options appears next to it. When you work on a table, click wh

add a row or a column, and then elick the plus sign. ¥ Mscro Recording Not Recording
v Accessibility Checker Accessibility: Good to go
v

Upload Status

¥ Document Updates Available

¥ Focus

<

View Shortcuts

<

Zoom Slider

<

Zoom 100%
e e - + oo

Page1of1 200words [[}  English (Canada) [Eg (%% Accessibility: Good to go

Now, you can see whether the feature is on or off just by looking at the status bar. You can also

click the indicator to toggle it on or off:

Page 1 of 1 00wards [T}  English (Canada) |Track Changes: On
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Reviewing Changes

Let’s say you have received a document with tracked changes. First, you should ensure that all
markup is being shown. This will make it a lot easier to view all of the changes:

e €D @ 9~ O = —— L

File Home Insert Draw Design Layout References Mailings Review View Help
/& Editor A;) D h _/"|- T :I :‘ |1 :I = En|All Markup - E__‘ﬁ EBI 3 Previous
Thesaurus G: ax= A LI LI B Simple Marku \/ X EE;Nat
_ Read Check Translate Language New Track pe Viarip Accept Reject
Sz Word Count Aloud | Accessibility - - Comment Changes ~ All Markup k = b
Procfing Speech Accessibility Language Comments Trag Mo Markup ] Changes
Original

Now, you can use the Changes group on the Review tab to decide what to do about the changes

by either accepting or rejecting them. You can also browse changes by clicking Previous or Next:

T R = 2 Serch _

File Home Insert Draw Design Layout References Mailings Review View Help
/& Editor A:;) ﬁ 2} A7|. +:| { - { ] L a @ By Al Markup - Eb, @ [ Previous E_J
e = = = =
Thesaurus - ax [®) Show Markup ~ V4 X [3 Next
_ Read Check Translate Language New Track Accept Reject Compare
=23 Word Count Aloud | Accessibility - - Comment Changes ~ Reviewing Pane ~ - . .
Proofing Speech | Accessibility Language Comments Tracking & Changes Compare

You can also find the Accept Insertion and Reject Insertion commands on the right-click menu:

For example, you can add a matching cover page Calibri 1A A eﬁfv ;
elements you want from the different galleries. T g 7 U £ .+ A ~ 1=+ 1=« styles |
coordinated. When you click Design and choose ... . e

graphics change to match your new theme or de==-

When you apply styles, your headings change to ave time in Word w
buttons that show up where you need them. To [D fits in your docume
and a button for layout options appears next to i [ paste Options: Ible, click where you
add a row or a column, and then click the plus si

P &

E—&f Accept Insertion
Eﬁ} Reject Insertion

Track Changes

Link >

6 K

Mew Comment

If you accept a change, that change becomes part of your document and any markup (including
corresponding vertical lines in the left margin) will be removed. If you reject a change, the change

and any associated markup will be removed.
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Activity 1-5: Reviewing a Document

In this activity, you will perform a second review of a document. This will involve making some

changes of your own and reviewing existing changes.

1. Open Microsoft 365 Word and open Activity 1-5:

Activity 1-3

T

2. First, let us add the Track Changes indicator to the status bar. Right-click a blank area of
the bar and click Track Changes:

AutoSave @ 0F)

Activity 1-5 - Saved to this PC

£ Search

Mailings

JohnSmith 5 E - O

Fle  Home Inset  Draw  Design  layout  References Review  View  Help 1% share &3 Comments

Customize Status Bar

£ Editor ) B b F — @2 B B FZANE
A 4 | 5% Kb 3 e L [y ormoted Page Number e K G
- e | Trandote Language | New o vt | Hide | Resume
= Word Court - - @ [ Show Comments | Changes + Section Wl | - |
Languaa Comments Tol ¥ PogeMNumb Pageof1h | resume .
VertialPage Posi 1
Line Numpbe 1
Coturn 1

Word Count 175 word:
Character Count (with spaces) 1093 characts
Spelling and Grammar Check Errors
I Language English (Canada)
Label
Signatures off
Off
off
o Track Changes off
° N
Caps Lock off
°
° le easily  Overtype Insert
Selection Mode
epre
Eating disorders ¥ Macro Recording Not Recording
| Difficulty accepting compliments v Accessibility Checker Accessibility: Investigate

Focusing on negative things or ideas (in othe

Self-neglect ¥ Upload Status

0000000000

100%
IR———

Pagelof1 1swords [ English (Canads) [ (i Accessibilty: Investigate ' + 1o

(If there is already a checkmark beside this entry, skip to the next step.)

3.  Click outside the menu to close it. You can see that Track Changes is currently turned off:

Page 1 of 1 175 words

[ English (Canada) [Track Changes: OFf |

4.  Click the Track Changes indicator on the status bar to enable it:

Page 1 of 1 175 words D>"< English (Canada) | Track Changes: Off I\ @ {13( Accessibility: Investigate

Word is not tracking changes. Click or tap to track changes.
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5. Click the Review tab to confirm the feature is enabled:

AutoSave (@ off) U = Activity 1-5 ~ P Search -

File Home Insert Draw Design Layout References Mailings Review View Help
= 0 By Simple Markup |~ = N [ Previous
ABES AR |% RO OO0 A (R B
Editor Thesaurus Word | Read Check | Translate Language | New Show Track  — Accept Reject
Count | Aloud | Accessibility . . Comment Comments | (Changes~ I Reviewing Pane ~ .
Proofing Speech Accessibility Language Comments Tracking [ Changes
(Remember, the button should be shaded.)
6. Now, let’s review the document. There is a typo in the first line. Correct it

to “texts:”

Whatlis Self-Esteem?

Defining Sel@Esteem
While some tejp:ts and teachers will tell you that self-esteem and confidence are different, they do admit to an
overlap while trying to keep them separate. We're inclined to agree with the Oxford? dictionary which defines

them as practically the same. As a result, we are going to discuss self-esteem and self-confidence as largely the
came thing: your perception of your abilities and your beliefs about yourself.

(If there is already a checkmark beside this entry, skip to the next step.)

7. The previous editor has added an unnecessary modifier to the word “dictionary.” Let us
reject this change by right clicking the word and choosing the appropriate option:

What is Self-Esteem? CabiGo) |0 A NS A

Defining Self-Esteem B I UL« A==+ sty
While some texts and teachers will tell you that self-esteem and confidence are dift )
overlap while trying to keep them separate. We're inclined to agree with the Oxford? dictinnaniuhich dafinae

them as practically the same. As a result, we are going to discuss self-esteem and s
same thing: your perception of your abilities and your beliefs about yourself.

@
r_ﬁ‘EI Paste Options:

7 &

Characteristics of low self-esteem can include the following:

o Social withdrawal [® Accept Insertion

o Bouts of sadness

o Anxiety and/or emotional turmoil [% Reject Insertion

o Lack of social skills (i.e. meeting people easily, making sma Track Changes
relationships quickly and easily) )

o Depression @ Link ?

o Eating disorders T3 New Comment
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8.  Select the bullets and remove the Italics formatting:

AutoSave D Sewcn John Smith

Fle  Home Inset Draw  Design layout References  Mailngs  Review  View  Help 18 share %= Comments
) b 7 F % Bp AlMarp |~ | 2 EH [ previous s [\x Ej\\
AN NN R s Dpaar [| B, () Bre | s | 2| By
Editor Thesaurus Word | Read Check | Transhte Language | New Tack Accept Reject Compare Restrict | Hide | Resume
Count | Aloud | Accessibilty - - Comment Changes~ [FIReviewingPane ~ | .7 - Editing | Ink~ | Assistant

Procing Speech | Accessibilty Language Comments Tracking [l Changes Compare Protect ink | Resume ~

What is Self-Esteem?

Defining Self-Esteem
While some texts an . they

overlap while trying to keep them separate. We're inclined to agree with the Oxford? dictionary which defines
them a3 practically the same. As 3 result,we are going to discuss self-esteem and selfconfidence as largely the
same thing: your percep and your beliefs

Characteristics of low self-ssteem can include the following:

Social withdrawal
Bouts of sadness

Anxiety and/or emotional turmoil

Lack of social skills i.e. meeting people easily, making small talk, establishing
relationships quickly and easily)

Depression

Eating disorders

Difficulty accepting compliments

Focusing on negative things or ideas (in other words, pessimism)

Self-neglect

Excessive focus on what other people think of you

Treating yourself poorly, but not other people

Lack of confidence in trying new things

Reluctance to indulge your desires

Reluctance to trust your own opinions, or share them with others

0000

©000000D0O0

Pagelof1 950f 175words [[} English (United States) Track ChangesiOn g ( Accessibility: Investigate I Focus B - + + 100%

9. Finally, right click the last typo correction (in the seventh bullet) and click Accept
Insertion:

D Search e

Fle  Home Inset Draw Design  Layout  References  Mailngs  Review  View  Help (& share &3 Comments
X cut A A LFind ~
o Calibri Yz LA A Aar (A 2l 9 ashoeodt mssbecodt AGBDC( AzBbCC A D . LQJ
opy “| | Replace
Paste . N Dictste Editor
Iy~ - Be By O [~ | TNomsl NoSpacing Headingl Hesding2 Heading v
v < Format Painter U~ xx|A = i pacna 9 9 9 ¥ Select~ N
Cipbosra = Font 7 Paragraph 7 stytes 5l edtng | voice | Senstwiy | cdtor ~
Defining Self-Estaem
While some texts an vou and
overlap while trying to keep them separate. We're inclined to agree with the Oxford’ ionary which defines
them as practically the sam Xyt o ciscuss self-esteem and self-confidence as argely the
seme thing: your perceptio beliefs about yourself.
@ cory
Paste Options:
Choracteristics oflows [ Pt the following:
o & "o Smith Afen econds 390
o Social witht | Formatted: Fort: Not Itaic
DY —
o Bouts of sa
o Anxietyanc [ Reject nsertion
0 Lackofsoci [5] [ockchanges 0Pl easily, making small talk, establishing
relationshi
o Depression ® Link >
o Eating disol New Comment
o Difficulty ak-—r g v
o Focusing or - - i it pessimism)
o Self-meglec] Colbr o KRS A
o Excessivefc g 1y 2. AVEE styles
o Treating Yoy, - - B
o Lackof confidence in trying new things
o Reluctance toindulge your desi
© Reluctance to trust your own opinions, or share them with others
Pagelof 1 10f17Swords [[} English (United States) Track Changes: On &y Accessibility: Investigate I Focus B - 1

10. Save your document as Activity 1-5 Complete. Close Microsoft 365 Word to complete
this activity.
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TOPIC F: Merge Document Changes

There is yet another situation that you might encounter when collaborating with others. Imagine

that you have sent a document to several people for revision. You now have multiple copies of the

same document, each with their own comments and revisions. Microsoft Word’s Combine feature

can help you manage these different versions.

Topic Objectives

In this session, you will learn:

e How to combine document modifications from multiple reviewers

e How to use the Revisions pane

e How to resolve style conflicts

Combining Modifications from Multiple Reviewers

The Combine feature works a lot like the Compare feature that we examined in Topic D. To begin,

open the two documents that you want to combine. Then, click Review - Compare - Combine:

Fle  Home Insert  Draw  Design  Layout

#FHBE5S N R %A
i us Rear

Check | Translate Language

Help

E% B All Markup ~ E\) E} [22 Previous @
Track c

[ show Markup ~
ack
Changes - 2] Reviewing Pane ~

B Mest

Tracking ] Changes

E_g Combine...

Accept Reject ompare

Compare two versions of a
jocument (legal blackline)

John Smith 13 2] — [m] X

3 Share 7 Comments

2 G

Restiict | Hide | Resume
Editing | Ink~ | Assistant

<] Combine revisions from multiple

authors into o single document. [y

The Combine Documents dialog box will appear, which is very similar to the Compare Documents

dialog box that we explored earlier:

Combine Documents

Original document

(5]

More =>

Label unmarked changes with:

Revised document

Label unmarked changes with:

W
o oK

? x

=

Cancel

At the top, you can choose the original document (1) and the revised document (2). (You can do
this via the drop-down menus or the Browse button. You can also reverse the labels for the
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documents by clicking the Swap button, marked with a 3 in the sample image.) As well, you can
choose how to label any unmarked changes in each document (4). Click More (5) to view and set
advanced options.

Once you are ready, click OK to combine the documents:

Combine Docurnents ? b

Original document Bevised document
Using Word 365_Version 1 w Using Word 365_Version 2 w

Label unmarked changes with: | jane Gibson Label unmarked changes with: | john smith

it

More > = Cancel

By default, the documents will be combined into a new document, with the results shown as
tracked changes:

‘Combine Result 28 - Word £ Search John Smith 1S = - o

File  Home  Insert Draw  Design  Layout  References  Mailings  Review  View  Help 12 Share = Comments

AESIADR(RAODOO0 0| il pRt-~ @2 L E G

[® Show Markup v

Editor Thesaurus Word | Read Check Translate Language New Show Track = Accept Reject Compare Restrict | Hide | Resume
Count | Aloud | Accessibility ~ B Comment Comments | Changes ~ [Z]Reviewing Pane ~ - - - Editing | Inkv | Assistant
Proofing Speech | Accessibility Language Comments Tracking [ Changes Compare Protect Ink Resume ~

Combined Document.

x

.. Original Docurnent (Using Word 365_Version 1 - Jane Gibson) x
Revisions M

A Srevons o ‘Using Microsoft 365 Word Using Microsoft 365
Jane Gibson Deleted W 0 rd

ideo provides a powerful way to help you prove your peint. When you click Online Video, you
can paste in the embed code for the video you want to add. You can also type a keyword to
| search online for the video that best fits your document. To make your document laok ideo provides a powerful way to help you prove your
Jane Gibson Inserted point. When you click Online Video, you can paste in

the embed code for the video you want to add. You

professionally produced, Word provides header, cover page, and text box designs that complement
each other.

can also type a keyword to search online for the video that
For example, you can add a matching cover page, header, footer, and sidebar. Click Insert and then

Jane Gibson Deleted choose the elements you want from the different galleries. Themes and styles also help keep your

best fits your document. To make your document ook
professionally produced, Word provides header, cover page,
document coordinated. When you click Design and choose a new Theme, the pictures, charts, and and text box designs that complement each other.

or design SmartArt graphics change to match your new theme.

For example, you can add a matching cover page, header,

John Smith Inserted ‘When you apply styles, your headings change to match the new theme. Save time in Word with new

buttons that show up where you need them. To change the way a picture fits in your document, click
itand a button for layout options appears next to it. When you work on a table, click where you . A
Using Microsoft 365

Theme Word

Revised Document (Using Word 365_Version 2 - John Smith) x
theme

ideo provides a powerful way to help you prove your
point. When you click Online Video, you can paste in
the embed code for the video you want to add. You

can also type a keyword to search online for the video that
best fits your document

To make your document look professionally produced, word
provides header, cover page, and text box designs that

complement each other. For example, you can add a
[0 English (Canada) Track Changes: Off @ %} Accessibility: Good to go T Focus B - ] + 100%

You can now work with the document as you would normally.
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Revisions Pane

The Revisions Pane is another tool that you can use to review and manage changes made to your
document. To turn it on, click the Reviewing Pane dropdown and choose whether you want the
pane to be horizontal or vertical. By clicking on the button, itself, the Revisions pane will be

displayed vertically:

AutoSave Combine Result 28 - Word 2 Search _

File Home Insert Draw Design Layout References Mailings Review View Help
AFESIAN DS D000 0] B b B[R
N - HE = A M Show Markup ~ >< B Next
Editor Thesaurus Word Read Check Translate Language New Show Track o Accept Reject
Count Aloud | Accessibility v ~ Comment Comments | Changes ~ Reviewing Pane "I/\\? v v
Proofing Speech Accessibility Language Comments Reviewing Pane Vertical... anges

Reviewing Pane Horizontal...

For this example, the Revisions pane has been placed vertically. It is visible on the left-hand side of
the window:

Combine Result 28 - Word P Search John Smith = o
File  Home Insert  Draw  Design  Llayout  References  Mailings  Review  View  Help 15 Share (2 Comments

FE=ZINDR(RAN OO0 0| == pRt— G| [ E|G

[ show Markup ~

Editor Thesaurus Word | Read Check | Translate Language | New Show Track  — Accept Reject Compare Restrict | Hide | Resume
Count | Aloud | Accessibility - - Comment Comments | Changes ~ [EJReviewing Pane '~ ~ ~ - Editing | Ink~ | Assistant
Praofing Speech | Accessibility Language Comments Tracking 1 Changes Compare Protect Ink Resume ~
Revisions v 8
5 revisions (%]
Jane Gibson Deleted
Jane Gibson Inserted
ideo provides a powerful way to help you prove your paint. When you click Online Video, you
can paste in the embed code for the video you want to add. You can also type  keyword to
| search online for the video that best fits your document. To make your document look
Jane Gibson Deleted professionally produced, Word provides header, cover page, and text box designs that complement each
| ather.
or design N
For example, you can add a matching cover page, header, footer, and sidebar. Click Insert and then
Lot St nserted choose the elements you want from the different galleries. Themes and styles also help keep your
enn Smith inser document coordinated. When you click Design and chaose a new Theme, the pictures, charts, and

theme | SmartArt graphics change to match your new theme.

When you apply styles, your headings change to match the new theme. Save time in Word with new
buttons that show up where you need them. To change the way a picture fits in your document, click it
Theme and a button for layout options appears next to it. When you work on a table, click where yau want to
add a row or a column, and then click the plus sign.

John Smith Deleted

Page 1 of 1 [0 English (Canada)  Track Changes: Off & (% Accessibility: Good to go T Focus B - 1 + 100%

As you can see, this pane summarizes and categorizes every tracked change made to the
document. Simply click a change to display and select it.
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Resolving Style Conflicts

If Microsoft Word detects a style conflict when comparing or combining documents, Microsoft

Word will apply the formatting from the revised document. It will be tracked like a regular change,

and can be managed as such from the Revisions pane:

AutoSave Combine Result 31 - Word £ Ssearch

Fle  Home  Insert  Draw  Design  layout  References  Mailings  Review  View  Help
/& Editor A)) ﬁ b A7)» i H:‘ = D Bpy Simple Markup ~| | [ [BtReject ~

b 7 -
EH Thesaurus ax iz A [} Show Markup ~ [2 Previous
= Read Check | Translate Language |  New Track  — Accept
S5Word Count | Aloud | Accessibility - - Comment [ Show Comments | Changes - [2]Reviewing Pane ~ . BN
Proafing Speech | Accessibility Language Comments Tracking [ Changes
. Combined Document x
Revisions %
~

Using Microsoft 365 Word

6 revisions [ ‘

John Smith Formatted

Font color: Accent 1

Online Video, you can paste in the embed code for the video you want to add

V\dso provides a powerful way to help you prove your paint. When you click

You can also type a keyword to search online for the video that best fits your
lly produced, Word provides

John Smith Deleted

To make your d look profe
header, cover page, and text box designs that complement each other.

For example, you can add a matching cover page, header, footer, and sidebar. Click
Insert and then choose the elements you want from the different galleries. Themes and
styles also help keep your document coordinated. When you click Design and choose a
new Theme, the pictures, charts, and SmartArt graphics change to match your new
theme.

John Smith Inserted

John Smith Deleted
When you apply styles, your headings change to match the new theme. Save time in
Word with new buttons that show up where you need them. To change the way a

or design
picture fits in your decument, click it and a button for layout options appears next to it.
When you work on a table, click where you want to add a row or a column, and then
click the plus sign.

John Smith Inserted

theme

Jehn Smith Deleted

Theme

[0 English (Canada)  Track Changes: Off [Eg X Accessibility: Good to go

John Smith

15 Share 3 Comments
B 2 & E &
Compare Restrict | Hide | Resume
- Editing | Ink~ | Assistant
Compare Protect Ink Resume
Original Document (Using Word 363_Version 1 - John Smith) x

Using Microsoft 365
Word

ideo provides a powerful way to help you
Vprove your point. When you click Online

Video, you can paste in the embed code for
the video you want to add. You can also type a
keyword to search online for the video that best fits
your document. Ta make your document look
professionally produced, Word provides header,
cover page, and text box designs that complement

Revised Document (Using Word 365_Version 2 - John Smith) x

Using Microsoft 365
Word

ideo provides a powerful way to help you
Vprove your point. When you click Online

Video, you can paste in the embed code for
the video you want to add. You can also type a
keyword to search online for the video that best fits
your document

To make your document look professionally
produced, Word provides header, cover page, and
T, Focus B - ] + 100%

If both sets of documents contain formatting changes, the changes from the second document will

be imported into the newly combined document when the combine is performed:

Microsoft Word

Keep formatting changes from:
(®¥our document [Using Word 365 _Version 1)

l:::l The other document (Using Word 365_Version 2]

Continue with Merge

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

7 Pt

Cancel
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Activity 1-6: Merging Document Changes

In this activity, you will use the Combine feature to m

erge two different versions of a document

together, as well as attribute unmarked changes to the document’s first editor.

1. To begin, open Activity 1-6A and Activity 1-6B in Microsoft 365 Word. Maximize both
documents:
Activity 1-64 Activity 1-6B
2. In either document, click Review - Compare - Combine:
= Activity 1-6A - Saved to this PC + P Ssearch John Smith  Js = — o
File Home  Insert  Draw  Design  Layout  References  Maiings  Review  View  Help & Share & Com
:'::;“m é;) clgi Tiie Lafi:! e E L‘] :j % %;:j‘:":ﬁrx V Al;::\?/tgiv cc%—sjre Prc[:ﬂe(t % RE%E
S Word Count | Aloud | Accessibility 7| o § Show Comments | Changes ~ (E]Reviewing Pane ~ SRy i Ink~ | Assistant
Proofing Speech | Aceessibility Language Comments Tracking &l Changes %Z"‘pﬂm'"wmmw )
d ent (legal blackline).
[ S ——
authors into a single document. h
el
3. The Combine Documents dialog box will open. Choose Activity 1-6A as the original
document:
Combine Docurments ? x
COriginal document Revised document
Activity 1-64 v
ﬁd?"?tﬂf 1-4B.docx ~ Label unmarked changes with:
Activity 1-4B.doox
Activity 1-5 Complete.doct
Activity 1-5.docc 5
Activity 1-5.docx
OK Cancel
4. Choose Activity 1-6B as the revised document:
Combine Documents 7 x
Original document Revised document
Activity 1-64 ~ Activity 1-6B ~
Label ked ch ith: Activity 1-5.docx ~
abgl unmarked changes wi Author Actvity 1.5.doo
Activity 1-64
5 |Activity 1-64
Activity 1-6B
Maore >> Activity 1-7.dooc k‘ v rel
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5. Change the first “Label unmarked changes with” field to “John Smith.” As well, change
the second “Label unmarked changes with” field to “Jackson Motton:”

Combine Documents ? >
QOriginal document Revised document
Activity 1-64 docx ~ Activity 1-6B.doox ~
Label unmarked changes with: IJohn Smith Label unmarked changes with: Ijackson Mattor| I
—
—3
More == Cancel

6. Click More to view advanced options:

Combine Documents ? *
Original document Revised document
Activity 1-64 ~ Activity 1-66 ~
Labgl unmarked changes with: | Jahn Smith Label unmarked changes with: | Jackson Motton|

-—

-

OK Cancel

7. Ensure that all options in the “Comparison settings” section are checked. As well, ensure
that the “Show changes in” option is set to “New document.” Click OK to combine the

documents:
Combine Documents ? *
Original document Revised document
Activity 1-64 ~ Activity 1-6B w
Label unmarked changes with: | aythor Label unmarked changes with: | g thor
~—
-

Comparison settings
Insertions and deletions Tables
Moyes [~] Headers and footers
Comments Footnotes and endnotes
Formatting Textboxes
Case changes Fields
[+] White space

Show changes

Show changes at: Show changes in:

(") Character level () Original document

@ Word level O Revised document
el (®) New document
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10.

11.

Word has updated the way it handles Style conflicts. Instead of having you choose

between old and new styles you now get

a fluid layout of your document allowing you to

resolve conflicts under the Review - Changes submenu.

Using Word 365_Version 2 - Saved to this PC ~

P Search

File Home Insert Draw Design Layout References Mailings Review View Help
/& Editor A;) ﬁ h Aﬂ T 9 :f/ B All Markup - [:J} % [2 Previous E|:
o LI :l L7 E
R Thesaurus ¢ | a=x Yo Y Show Markup~ 7 X BNee
_ Read Check Translate Language New — Track Accept Reject Compare
SmWord Count | Aloud | Accessibility v v Comment v Changes ~ [E]Reviewing Pane ~ ~ ~ v
Proofing Speech | Accessibility Language Comments Tracking [} Changes Compare

If there are conflicting styles, you will be
given a chance to resolve them with this
dialog box. Make your selection and click
the Continue with Merge button to
combine the documents:

Microsoft Werd ? >

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

Keep farmatting changes from:
(®)iYour document [Activity 1-64
O The other document [Activity 1-6B)

| Continue with Merge H\\s Cancel

You will now see the combined document with a variety of changes. The different colors

indicate different authors:

Combine Result 34 - Word D Search John Smith m - O
Fle  Home Insert Draw Design  layout  References  Mailngs  Review  View  Help @ share I Comments
/£ Edior A B b o | F — & 2, By AlMekup - B R B Previous = Bzl B
& am A o /g . Bk 8| | A
EH Thesaurus al [ Show Markup B Next
e Resd | Check | Transate Language | New i Tack Accept Reject Compare Restict | Hide | Resume
5 Word Count | Aloud | Accessibilty - Comment A Changes ~ []Reviewing Pane ~ | . v Editing | Ink~ | Assistant
Proofing | Speech | Accesibilty Language Comments Tracking 5 Changes Compare protect ine | Resume ~
. Combined Document x| original Document (activty 1-64 - Author) x
Revisions v % -

A 40 revisions

Author Style Defiition
Heading 2: Font: 14 pt, Font color.
Text 2, Not All caps, Not Expanded by
J Condensed by , Left, Space Before
3px, After: o px, Line spacing
Multiple 1.8 I, Keep with next, Keep
lines together, Border: Bottom: (No
border)

Author Style Defiition
Heading 3: Font color: Text1, Not All
caps, Left, Space Before: 3 px, After.
0 px, Line spacing: Muttiple 1.081,
Keep with next, Keep lines together,
Border: Top: (No border), Bottom:
(No border)

Author Style Definition
Heading 4: Font: Italic, Font color:
Text 2, Not All caps, Not Expanded by
JCondensed by , Left, Space Before
3px, After: o px, Line spacing
Multiple 1.08 I, Keep with next, Keep
lines together, Border: Bottom: (No
border)

Author Style Defiition
Heading 5: Font color: Text 1, Not All
caps, Not Expanded by | Condensed

& | Stop Spreading Negative Messages

If low self-estermesteem starts with people who make negative comments about us that
we believe, then it's time we stop ped listening to them and created our own internal
dialogue instead of reflecting someone else’s ideas.

Imagine yourself as a two year old. Most two year olds are very confident individuals
and they do not suffer with negative self-talk that contributes to their self-esteem.
Think of a two year old who sees something they want, and then does whatever they
can think of to get it ah

To reeligarealian your thoughts about yourself, and to create patters that help to

that determined, confident state.

am such a loser.” Make sure you stop

Do you tend to make negati

isn't

Stop Spreading
Negative Messages

Iflow self-estem starts with people who make
negative comments about us that we believe, then it's
time we stopped listening to them and created our
own interal dialogue instead of reflecting someone
elsesideas

Imagine yourself as a two year old. Most two year
olds are very confident individuals and they do not

suffer with Ik that contributes to their

Oof #13words [} English (United States) Track Changes: Off S (& Accesaibilty: Good o go

Revised Document (Activity 1-68 - Author) x
sound childish and simplistic, but instead, think of it as re-conditioning yourself to enter -
Low self-esteem can make us generalize a truth and apply it to everything. "'m STOP SPREADING
one day late on this deadline,” becomes " am always late. | can't get anything done. |
from making th You NEGATIVE
were a day late on that deadline. This means that you'll probably want to
rearrange some things to make sure this doesn't impact other projects and MESSAGES
make them late_It doesn't mean you're a terrible person
ts about yourself to people? We see | iflowself-esteem starts with people who make
people with low self-esteem do this frequently. When being thanked for something, negative comments about us that we believe, then it's
they say "It's nothing,” even though it is something remarkable. When they are given a time we stopped listening to them and created our
compliment, they say "Oh, thisis so old. | can't believe you noticed i, * even when it ownintemal dialogue instead of reflecting someane
else’sideas.
T Foaus B - 1 + oo

(If your view looks different, click Review - Compare - Show Source Documents -

Show Both.)

Save the combined document as Activity
complete this activity.

1-6 Complete. Close Microsoft 365 Word to
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Summary

We began this lesson with information on configuring Microsoft Word to optimize file
collaboration by modifying document properties and your user information. We also learned
about different ways to share documents with other users via the Share category of Backstage
view as well as how to edit a shared document. We then took an in-depth look at the variety of
reviewing features that are available in Microsoft Word, including commenting, track changes, the
Compare feature, and the Combine feature.
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LESSON 2:
ADDING REFERENCE MARKS AND NOTES

Lesson Objectives
In this lesson you will learn how to:

e Add captions to objects

e Insert cross-references

e Add bookmarks and hyperlinks
e |Insert footnotes and endnotes
e Add citations

e Insert a bibliography

TOPIC A: Add Captions

In this lesson, we will learn about the various types of referencing tools that are available in
Microsoft Word. We will start with the most basic tool: captions.

Topic Objectives

In this session, you will learn:
e What a caption is
e How to add a caption to an illustration

e How to use the Caption dialog box
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Captions

Captions allow you add text
descriptors to visual
elements in a document,
such as pictures or charts. In
addition, they are used as
reference points for cross-
reference links and as
entries for tables of figures.
Here is a sample caption for

a chart:

Adding Captions

To insert a caption, click the drawing or figure that you would like the caption to be applied to.

Sales Report

5450,000
5400,000
5350,000
$300,000
5250,000
$200,000
$150,000
5100,000

550,000

50

| Figure 1: Yearly Soles Projections

East North South West

mQl =02 w03 m04

Then, click References - Insert Caption:

AutoSave ( Sales Projections ~ £ Search _
File Home Insert Draw Design Layout References Mailings Review View Help Chart Design Format
B Add Text ~ ! [[5) Insert Endnote /@ @ 2 [@ Manage Sources Insert Table of Figures T?:b‘ Insert Index
| Update Table B e 17 style APA R s e Update Index
Table of D " Insert - ootnote Smart Researcher Insert 4 tY nsert D Al Mark D I
Contents Footnote [5 Show Notes Lookup Citation~ 13 Bibliography ~ Caption [[] Cross-reference Entry
Table of Contents Footnotes ] Research Citations & Bibliography Captions Index
L 1""‘"E"""'1"""'2"""'3"InsertCaption 3 .
- Label your picture or object.
Once you've added a caption, you
N can reference your object anywhere
in your document by inserting a
cross-reference.
Sales Report
. o O O
) $450,000
. 400,000
- £350,000
. 5300,000
~
. $250,000
- 5200,000
B 5150,000
™ $100,000
550,000
50
) North South West
M mQl W02 mQ3 W04
(e} O O
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Caption Dialog Box

After you click the Caption command, the Caption
dialog box will appear on your screen. Here, you can
choose what label you would like to use, as well as its
positioning. By default, Word labels each caption as
“Figure” and will place this caption beneath the

selected item. Simply type your caption and click OK:

The caption will then be added to the graphic.

There are a variety of commands available in the

Caption ? =
Caption:

Figure 1: Yearly Sales ijectn’ms;"
Options

Label: Figure e

Position: |Below selected item e
|:| Exclude label from caption

Mew Label... Delete Label Mumbering...
Cancel

AutoCaption...

Caption dialog box that you can use to customize your caption:

e Label and Position Options: Choose the label for the caption (Figure, Table, etc.) and its

position.

e Exclude Label: Do not include the label with this caption.

e New Label: Create a custom label.

e Delete Label: Remove the custom label.

e Numbering: Customize the number format for captions.

e AutoCaption: Automatically create captions when inserting particular types of objects, such

as Excel charts.
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Updating Caption Numbers

Caption numbers will
automatically update as you
insert them. For example, if
Figure 1 is currently on Page 4,
and you add a caption to a new
illustration on Page 2, Figure 1
will become Figure 2 and the new

caption will now be Figure 1.

If for some reason this does not
happen, right-click the caption
and click Update Field:

Quarterly Sales Report

$450,000
$400,000
$350,000
5300,

5250, [D

5200, [P Paste Options:

w5 B )

100,
5100, (3! Update Field N
550, -
Edit Field...
Toggle Field Codes North South West
A Eort.. -
=¢ Paragraph...

Figure & gx sures rrogecoons

Calibri (Body) ~9  «| A" A" < ;:_\/V
B I U &~ A=+ i=. Styles

Activity 2-1: Adding Captions

In this activity, you will add captions to several images and diagrams in a document. Note that

when we refer to a page number, we are referring to the physical location of the page, not the

formatted number that appears on the page.

1. Open Microsoft 365 Word and open Activity 2-1:

D
=

Activity 2-1
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2.  Gotothe fifth page of the document. Click to select the first image on the page:

AutoSave

File Home Insert

Paste

Clipboard &

L

Page50f16 3475words [}

Draw

A A
E"D Calibri (Body)  ~10.5 ~ A
[
g B I X

Design  Layout

£ Search

Picture Format 4 Share 2 Comments

LFind ~
2L T | | naBoccod AaBbccDd @J &

b
“| | % Replace
PO = TNormal  No§ Heading 1 Headi = Dictate Editor

= b ° | I seleet~ -

References  Malings  Review  View  Help

&
iii
i
il

Faragraph Voice | Sensitivity | Editor ~

‘g‘,

Who Discovered It?
Prior to 1781, there were enly seven known bodies in our solar system, besides the Earth. These
seven were the Sun, our Moen, Mercury, Venus, Mars, Jupiter, and Saturn. These had been known
since humans first began to observe the sky at night, Comets would also appear in the sky for a time,
then fade away

Styles
T3 ae

0y The Babylonians believed that each of these objects was related to a
different deity, and their calendar used a seven-day week. The practice of
naming the seven visible objects of the solar system still continues to this
day. Each of the English words for the day of the week comes from an old
name for & god or goddess. In English this is a mixture of both Norse and
Roman gods, but in other languages the connection to the Roman names
of the planets is more apparent.

Galileo Galilei first turned s telescope on the sky
and began to write down what he saw. Among the

things he saw were four moons orbiting Jupiter, As (3
time passed and the telescope was improved, more objects were found. In
1655, Christiaan Huygens discovered the moon Titan orbiting Saturn. In 1781
sir illiam Herschel discovered the planet Uranus. In 1801, Giuseppe Piazzi
discoverad the first asteroid. Many more asteroids were later discovered by
astronomers.

The discovery of the planet Neptune did not come by chance, but was found
using math. Astronomers had made tables of where each body should appear in the future. But
Uranus did not match the predictions. So a model was made to account for the difference. This
model predicted that the gravity from an unknown planet was pulling on Uranus. The model also
predicted about where the mystery planet would be found. This planet was then found in 1846. Fora
time, a ninth planet, Pluto, was also recognized. It was found using this same method. Discovered in
1930, in 2006 scientists classified it a5 a dwarf planet instead.

Haw W/ac It Fnrmad?

English (United States)  F9 ¢ Accessibility: Investigate . Foeus B - ] + 100

3.  Click References - Insert Caption:

AutoSave

File Home

5
Table of D

Contents v

Table of Contents

Insert

Saved to this PC - O Search -
Draw Design Layout References Mailings Review WView Help Picture Format

&l

aa |r['.] Insert Endnote i |:E1

D

L O

%1

at‘)' Next Footnote ~

Insert Insert
Footnote =] Show Notes [0 gibliography ~ c.apm.gu
Footnotes [l Research Citations & Bibliography Captions
Insert Caption

Label your picture or object.

Once you've added a caption, you
can reference your object anywhere
in your document by inserting a
cross-reference.

64



Microsoft 365 Word: Part 3

4. The Caption dialog box will open. Let’s leave the label as “Figure.” In the Caption text
box, type a colon and a space after the label and type “:Babylonians.” Click OK:

Caption ? x
Caption:
|FIEUHE 1: BABYLOMIANS||
Options
Label: Figure e

Position: | Below selected item

|:| Exclude label from caption

MNew Label... Delete Label Numbering...

AutoCaption... Cancel

5.  The caption will be inserted:

%ueung 1: BABYLONIANS| E
o o o)
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6.

AutoSave

File Home

SO
B 3

Insert

Table of Inse
Footnote [5 Show Notes

Cantents ~

Table of Contents

4

7. Enter “:Galileo Galilei’

OK:

8.

Draw

ab‘ [} Insert Endnote i D E g
S Insert

The caption will be inserted:

Now, click the second image on the page and click References - Insert Caption again:

P search

Picture Format

Design Layout References Mailings Review View Help

ak Next Footnote ~
rt

n
Caption [
Captions

[ gibliography ~
Footnotes & Research Citations & Bibliography
‘1"-\‘-‘E-w.\‘-1‘-‘\-‘-1‘--\--‘3-‘-|‘

Who Discovered It?

Insert Caption A

Label your picture or object.

Prior to 1781, there were only seven known bodies in cur sola  Once you've added & caption, you
seven were the Sun, our Moon, Mercury, Venus, Mars, Jupiter 2N reference your object anywhere

_ § : in your document by inserting a
since humans first began to observe the sky at night. Cometsy 0o cference. 4

then fade away.

The Babylonians believed that each of these objects was related to a
different deity, and their calendar used a seven-day week. The practice of
naming the seven visible objects of the solar system still continues to this
day. Each of the English words for the day of the week comes from an old
name for a god or goddess. In English this is a mixture of both Norse and
Roman gods, but in other languages the connection to the Roman names

of the plaiiats is more apparent.

0 Galilei first turned a telescope on the sky
iegan to write down what he saw. Among the
things he saw were four moons orbiting Jupiter. As
time passed and the telescope was improved,

FIGURE 1: BABYLONIANS

more objects were found. In 1655, Christiaan

Huygens discovered the moon Titan orbiting Saturn. In 1781 Sir William
Herschel discovered the planet Uranus. In 1801, Giuseppe Piazzi discovered
the first asteroid. Many more asteroids were later discovered by astronomers.

- 5 The discovery of the planet Neptune did not come by chance, but was feund
using math. Astronomers had made tables of where each body should appear in the future. But
Uranus did not match the predictions. So a model was made to account for the difference. This
model predicted that the gravity from an unknown planet was pulling on Uranus. The model also
predicted about where the mystery planet would be found. This planet was then found in 1846. For a
time, a ninth planet, Pluto, was also recognized. It was found using this same method. Discovered in
1930, in 2006 scientists classified it as a dwarf planet instead.

as the caption text and click

LCaption:

Caption ? x

|FIGURE 2: GALILEQ GALILE]

Options
Label:
Paosition:

|:| Exclude label from caption
Delete Label

Mew Label... Numbering...

AutoCaption... Cancel

FIGURE 2: GALILEO
GALILEI

Figure ~

Below selected item ~
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10.

11.

Go to the next page of the document. Click the SmartArt diagram to select it. Click

References - Insert Caption:

Activity 2-1 -
File Home Insert Draw Design Layout References Mailings Review View Help SmartArt Design Format
B Add Text ~ ab‘ [I5 Insert Endnote ( ‘ ) r@
| Update Table e -
Table of D g Insert 45 Next Foatnote Smart Researcher

Contents ~ Footnote EI Show Notes Lookup

Table of Contents Footnotes (5] Research

Check the “Exclude label from caption” box:

Type “:Formation process” in the Caption text
box and click OK:

: Cloud of dust and
. gas

I Manage Sources ﬁ [ Insert Table of Figures |

=)
[Dstyle apa | Update Table
Insert 2 Insert Bk Marl
Citation ~ (13 Bibliography ~ | caption) ] Cross-reference Entn
Citations & Bibliography Captions
t2ec b3 L Insert Caption o
Label your picture or object.
0

Once you've added a caption, you
can reference your chject anywhere
in your document by inserting a
cross-reference.

its own gravity

Remaining pieces
Sun is formed 3| collide, slowly
form planets

Caption ? >

Caption:
3

Options

Label: |Figure

(<1<

Pasition: |Be|0w selected item

‘Exclude label from captioni

Hew Label... | | Delete Label | | MNumbering... |
Autocaption.. | [ ok | cancer |
Caption ? x

LCaption:
|3: FORMATION PROCESS

Options

Label: ‘Figure

Position: ‘ Eelow selected item

Exclude label from caption
| MNew Label... | | Delete Label ‘ | MNumbering...

| AutoCaption... |

67



Microsoft 365 Word: Part 3

12. The final caption will now be added:

Cloud collapses
under weight of
its own gravity

Cloud of dust and
gas

Remaining pieces
collide, slowly
form planets

Sun is formed

3: FORMATION PROCESS

13. Save your document as Activity 2-1 Complete. Close Microsoft 365 Word to complete
this activity.

TOPIC B: Add Cross-References

The next referencing tool that we will explore is cross-references. Similar to hyperlinks, these links

are tied specifically to document elements, such as headings, bookmarks, captioned figures, and
more.

Topic Objectives
In this session, you will learn:

e What cross-references are
e How to add cross-references
e How to use the Cross-reference dialog box

e How to update cross-references
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Cross-References

Cross-references help your reader navigate through a document by adding inter-document links,
similar to those in a table of contents. The reader can then hold the Ctrl key and click the

reference to go to that location, like this:

Current Document

Sales Overview Ctrl+Click to follow link

Sales in the East region were the most consistent. See Figure l:E‘earIv Sales Projections for more
information. The highest sales were in the West region in the first quarter.

Adding Cross-References

To add a cross-reference, place your cursor where you want the link to appear. Then, click
References - Cross-reference:

AutoSave (® off) -0 = Sales Projections - £ Search -

File Home Insert Draw Design Layout References Mailings Review View Help
B Add Text ab‘ [ Insert Endnote Q @ E‘ﬁ [E Manage Sources [ Insert Table of Figures ﬁ E
| Update Table a7 Mext Footnote - 7 [1 Style: | aPA
Table of D b Insert i cotnete Smart Researcher Insert = ty Insert D Mark E
Contents ~ Footnote [=] Lookup Citation ~ [ ibliography ~ Caption [{] Cross-referen Entry
Table of Contents Footnotes [ Research Citations & Bibliography Captions
G 1""""g"‘""1"""'2"""'1"' * | Insert Cross-reference

Refer to specific places in your
document, such as headings,
figures, and tables.

A cross-reference is a hyperlink

Sales Overview where the label is automatically
Sales in the East region were the most consistent. See kor moi generated. It's great if you want to

the West region in the first quarter. include the name of the thing
you're referencing.
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Cross-Reference Dialog Box

With either command, you will see the Cross-reference dialog box appear:

Cross-reference 7 *
Reference type: Insert reference to:
Numbered item “ | Page number A
Insert as hyperlink |:| Include above/below
Separate numbers with
Faor which numbered item:
Insert Cancel

From the menu at the top, choose the type of object that you want to link to. Then, choose the

specific object from the list. Click Insert when ready:

Cross-reference ? *
Reference type: Insert reference to:

- TN | | Entire caption ~
Insert as hyperlink Include above/below

Separate numbers with

For which caption:
——.I- Figure 1: Yearly 5ales Projections

Insert Cancel
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The link will be added:

Sales Qverview

Sales in the East region were the most consistent. See|Figure 1: Yearly Sales ije::ﬁoris for more
information. The highest sales were in the West region in the first quarter.

The Cross-reference dialog box will remain open. If you are finished with it, click Close to return to

your document.

Shading Cross-References

To help you identify them, by default cross-references appear shaded when selected. You can

modify this option in the Advanced category of the Word Options dialog box:

Word Options

General

Display

Proofing

Save

Language

Ease of Access
Advanced

Customize Ribbon
Quick Access Teolbar
Add-ins

Trust Center

Chart @ MOS5012_Word_2016_3_InstructorGuide.docx =

Show document content

e Field shading:

Display

[ U not compress iImages in file -

Default resolution: @ | 220 ppi 4

[] Properties follow chart data point G

Show background colors and images in Print Layout view
[ Show text wrapped within the document window

[[] Show picture placeholders G

Show drawings and text boxes on screen

[ Show bookmarks

[] Show text boundaries

[ Show crop marks

[] Show field codes instead of their values

When selected

[ Use draft fon Never
MName: G
Sizer 10

Font Substitution...

[] Expand all headings when opening a document (;

Wiews

Always

Show this number of Recent Documents: 50 - |G

(| Quickly access this number of Recent Documents: 4

Show this number of unpinned Recent Folders: 50 -

Show measurements in units of: Centimeters = -
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Updating Cross-References

If you change the original reference (for example, a chart’s caption) you must update the

reference as well. To do this, right-click the cross-reference and click Update Field:

Calibri (Body) ~[11  « A" A" <& %,V
; B I U &+ A= .:= . Siles
Sales Overview 4L Qrizyi=
Sales in the East region were the most consistent. See Figure 1: Yearly Sale_-ﬂ Broiectinne for more
information. The highest sales were in the West region in the first quarter. S
&
Sales Report
F‘EI Paste Options:
$150,000 7 &
$400,000 [l Update Field
5350,000 Edit Field...
5$300,000 Toggle Field Codes
$250,000 A Font...
$200,000 =¢ Paragraph...
5150,000
5100,000
550,000
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Figure 1: 5ales Projections

Activity 2-2: Adding Cross-References

In this activity, you will add cross-references in the solar system document to create a glossary.
Note that when we refer to a page number, we are referring to the physical location of the page,

not the formatted number that appears on the page.

1. Open Microsoft 365 Word and open Activity 2-2: N

W

Activity 2-2
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2. Gotothe second-last page of the document. Click to place your cursor at the first bullet

P Search John Smith IS
File ~ Home Insert  Draw  Design  Llayout  References  Mailings  Review  View  Help 12 Share = Comments
. = — OFind ~
ﬁj Calibri Body) ~ 105 ~ A" A" Aa~ A | & v =3 7l T | amebeend asebeend AQBb! s @J
~| | &% Replace
Past BIU-sxX|A-L2-A- B===|1=-|a- - TNommal  NoSpacing Heading 1 [3] | N e biaee Bt
Clipboard ~ Fant ~ Paragraph 1] Styles ~ Editing Voice Sensitivity Editor ~
. s ! R 2 s I s T
Glossary
> |

3. Next, click References = Cross-reference:

AutoSave (@ off) = Activity 2-2 - Saved to this PC ~ O Search -

File Home Insert Draw Design Layout References Mailings Review View Help
) Add Text ~ at; [} Insert Endnote /G) @ Ii—_‘ﬁ [ Manage Sources Insert Table of Figures
| Update Table 33 Next Footnote ~ D style: |APA
Table of D " Insert  “* ootnete Smart Researcher Insert ~) nsert D
Contents ~ Foatnote [=] Show Notes Lookup Citation ~ [T gibliography ~ Caption [T Cross-reference
Table of Contents Footnotes [ Research Citations & Bibliography Captions

4. The Cross-reference dialog box will open. Click the “Reference type” menu at the top and
click Heading:

Cross-reference ? >

Reference type: Insert reference to:

Heading Heading text b
MNumbered item Fs

Include above/below

Bookmark
Footnote
Endnote
Equation

What is the Solar System?

Who Discovered It7

How Was It Formed?

What Will Happen To It7

The Sun

What Happens Inside The Sun?

What are Sunspots?

What Is the Solar Atmosphere Like?
Prominences and Solar Flares
Chromosphere
Corona hd

Insert Cancel
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5.

Crozs-reference

Reference type:

Heading
Insert as hyperlink

Click the word “Corona” and click Insert:

=l

Insert reference to:

Heading text

Include above/below

Separate numbers with

For which heading:

Solar System

What is the Solar System?

Who Discovered 7

How Was It Formed?

What Will Happen To It7
The Sun

What Happens Inside The 5un?
What are Sunspots?

What Is the Solar Atmosphere Like?

Prominences and Solar Flares

Chromosphere
_ o

.

Close

6. Leave the Cross-reference dialog box open. Click back inside the document at the end of

the cross-reference. Press Enter to create a new bullet:

Activity 22 + £ Search

file ~ Home  Insert  Draw  Design  layout  References  Mailings  Review  View  Help 1% Share T Comments

B Add Text ~ b‘ IC7} Insert Endnote /G) @ Dy, [ Manage Sources [ Insert Table of Figures —D [ Insert Index +,F B

| Update Table " - [P style: APA
Table of Dl Insert 23 Nt Footnote G P | e insest L) Mark b Mark o
Contents ~ Footnote [=] Show Notes Lookup. Citation~ L3 Bibliography ~ Caption [] Cross-reference Entry Citatior
Table of Contents Footnotes ~ Researc h Citations & Bibliography Captions Index Table of Authoriti ~
St LY 2 3 4 5 .. 7

. Glossary
] > Corona
: >
) X

Refer

e type:
Heading
Insert as hyperlink

Insert reference to:
| | Heading text
Incluge above/below
Separate numbers with
For which heading:

Corona

(If the Cross-reference dialog box disappears, just click References - Cross-reference
again.)
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7. In the Cross-reference dialog box, scroll down in the list of headings. Click the heading

“Heliopause” and click Insert:

Cross-reference

Reference type:

Insert reference to:

|Headir|g

|Heading text

Insert as hyperlink

Include above/below

Separate numbers with I:I

For which heading:

The Sun

What are Sunspots?

Chromosphere
Corona
Solar Wind

What is Solar Weather?

What Happens Inside The Sun?

What Is the Solar Atmosphere Like?
Prominences and Solar Flares

Zodiacal Liiht
)

How the Solar System Was Born b

| Insert [ﬁ | Close |

8.  Add another new line to the glossary. Now, choose Figure as the reference type:

Glossary

¥ Corona
¥ Heliopause

—_— > |

Cross-reference ? >

Reference type: Insert reference to:

|Figure |Er1tire caption

Insert as hyperlink

Separate numbers with l:l

For which caption:

3: Formation process

Figure 1: Babylonians
Figure 2 Galileo Galilei

Include above/below

Insert || Cancel
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9.  Select Figure 2. Click the “Insert reference to” menu and click “Only caption text:”

Cross-reference 7 >

Reference type: Insert reference to:

|Figure Entire caption ~

Insert as hyperlink Entire caption

Cnly label and number
separte moerswitn || [T —
Page number

Forwhich caption: Above/below

3: Formation process
Figure 1: Babylonians

Figure 2: Galileo Galilei

Insert | | Cancel
10. Click Insert to add the cross-reference:
Cross-reference 7 >
Reference type: Insert reference to:
|Figure |Dn|y caption text
Insert as hyperlink Include above/below

Separate numbers with I:l

For which caption:

3: Formation process
Figure 1: Babylonians

Figure 2: Galileo Galilei

| Insert %| ‘ Close
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11. Click Close or click the X to close the Cross-reference dialog box:

Cross-reference ?
Reference type: Insert reference to:

Figure d Only caption text e
Insert as hyperlink Include above/below

Separate numbers with

For which caption:

3. Formation process
Figure 1: Babylonians
Figure 2: Galileo Galilei

I Insert I | Close I\J
1a

12. Hold the Ctrl key and click the word “Corona” in the glossary:

AutoSave = - Activity 2-2 - P search John Smith 1S = — (m)

File  Home  Insert  Draw  Design  layout  References  Mailings  Review  View  Help 1% Share & Comments

) Add Text ~ ab‘ [ Insert Endnote /@ @ @ & Manage Sources [ Insert Table of Figures B [ Insert Index Jgg B

| Update Table 1 N [7syle APA  ~

Tapeor L1UP nsert 2 Next Footnote S e | sert ) o e L]

Contents ~ Footnote [=] Show Notes Lookup Citation ~ [1J Bibliography ~ Caption [ Cross-reference Entry Citation
Table of Contents Footnotes ) Research Citations & Bibliography Captions Index Table of Autherities

© ST RS EE SRR SRR FE R RRRRERRY S

Current Document.

GlOSSAT Ctr-click to follow fink
| > corong
> Heliopause
> Galileo Galilei

~
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13.

14.

You will be taken to the appropriate page:

AutoSave @ 0f1) [F] 9~

File  Home  Insert
N B AddTedv

[l Update Table
Table of

Contents ~

Table of Contents

Draw  Design

b‘ [T} Insert Endnote 0} B [@Manage Sources D [ Insert Table of Figures | 8 [ Insert Index
a PO i§ D =

a5 Next Footnote ~ Style APA v
Insert % oomnete Smart Researcher | Insert < Insert Mark
Footnote [=] Show Notes Lookup Citation ~ [ Bibliography ~ Caption [] Cross-reference Entry
Footnotes [ Research Citations & Bibliography Captions Index
1 . . 1 . 2 . 3 . 4+ . s . A .

Activity 2-2 » £ Search

Layout  References  Maiings  Review  View  Help

volcano. Each of these is called a prominence. There have been several kinds of prominences, but all
of them are very large. Ones you can see are hundreds of kilometers long, and the largest was almost
400,000 kilometers, That is almost twice as far as the moon is from the Earth. These prominences are
prominences sometimes become so large that they leave the sun entirely, and that s when they
become a solar flare.

Chromosphere

When early astronomers viewed the sun during an eclipse, they noticed that there was a brief flash
of light immediately before and after the eclipse. Instead of being a steady white light, it seemed to
be a rainbow spectrum of all of the colors you can see, which is what gives the chromosphere its

but only during an eclipse.

Corona

Even fainter than the photosphere or chromesphere is the corona. This is a region extending from
the chromosphere and graduslly becoming  part of the solar wind throughout the rest of the solar
system. The reason why the corona glows is because the gases in the corona are actually hotter than
the surface of the Sun! The reason why this happens is still a mystery to scientists, but there are
several theories for what is happening. The corona will shift and change, sometimes very rapidly over
minutes or hours, due to changes from the sun itself. Because the photosphere is so bright, it is
difficult to observe the corona except during an eclipse even with advanced scientific instruments.
Some telescapes in space are making it easier to observe the corona, but it is still something that
scientists are trying to understand.
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Save your document as Activity 2-2 Complete. Close Microsoft 365 Word to complete

this activity.

TOPIC C: Add Bookmarks

When reading books, you may have placed notes to mark items you want to come back to. Word

John Smith

[al - a
% Share 2 Comments

7o

Mark
Citation

Table of Authorities

- 1 + 100%

has a similar feature, allowing you to bookmark places in your document that can be easily visited

at a later time. In this topic, you will learn all about creating and managing bookmarks.

Topic Objectives

In this session, you will learn:

About bookmarks

How to insert bookmarks

About hidden bookmarks

How to use the Bookmark dialog box

How to view bookmark formatting marks
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Bookmarks

In Microsoft Word, a bookmark is a hidden indicator used to mark key points in a document. They

can be used to:
e Mark points to be inserted as cross-references
e Facilitate navigation with the Go To dialog box

e |dentify text for macros and other automated operations

Adding Bookmarks

To insert a bookmark in your document, first click the location where you want the bookmark to
appear or select the appropriate data. (Here we have selected Sales Report.) Then, click Insert -

Bookmark:

AutoSave ( = Sales Projections + O Search John Smith IS
file  Home Insert Draw Design  layout  References  Mailings  Review  View  Help 4 Share T3 Comments
- I - b — @ - - - - -

[ Cover Page @ D Shapes T SmartArt ’*@\ B eurms W [:é  Link +:| [®) Header k4 TT Equation

[® Blank Page 2 cons i Chart [ Baokmark [B Foater ~ A~ FE () symbol ~

o Table | Pictures Addfrom | g Wikipedia | Online N Comment et o
‘= Page Break - v 3D Models ~ m} Screenshat ~ Files ~ oMY Video | [E] Cross-refeftfice [3) Page Number ~ Boxv A=~ 0] -

Pages Tables Mustrations Content Add-ins Media Links Comments Header & Footer Text Symbols ~

L - RS SRR R 301 ¢ InsertaBookmark b S

Bookmarks work with hyperlinks to
let you jump to a specific place in
your document.

Here's how it works:
: 1) Select the content you want to
Sales Overview Jump 0
Sales in the East region were the most consistent. See Figure 1:1  2) Insert a bookmark
information. The highest sales were in the West region in the fir¢ ) Add @ hyperlink that points to
your bookmark
(@ Tellme more

Sales Report

5450,000
N 5400,000
. 5350,000
M 5300,000
$250,000
] 5200,000
v:' $150,000
. 5100,000
E $50,000
. s0
o East North South West
. mQ1 W0z m03 mos
- Figure 1 Sales Projections
Page1of2 2of4iwords [[} English (United States) [ (% Accessibility: Investigate T Focus B - 1 + 100%
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Bookmark Dialog Box

Once you click the Bookmark command, the Bookmark
dialog box will open. Type a name for the bookmark and
click Add:

The bookmark will then be added to the document.

Bookmark Formatting Marks

Bookmark

Eookmark name:
Sales_Reporﬂ

Add

Sort by: @ Mame
() Location

Dﬂidden bookmarks

Delete

Go To

Cancel

By default, the formatting marks for bookmarks are not shown. To show these

marks, open the Word Options dialog box by clicking File - Options:

2A avee

ning

s16r2

hogid

rmoizneT

sz0l2

tnuossA

Azedbssd

znoitqd
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Next, click the Advanced category and scroll to the “Show document content” section. Check
“Show bookmarks” and click OK:

Word Options X
General Show document content lz‘
Display Show background colors and images in Print Layout view
Proofing Show text wrapped within the document window
Save Show picture placeholders &

Language o 'Show%?\f\.ngs and text boxes on screen
’ | iShow bookmarksi
Ease of Access Show text boundaries
Advanced Show crop marks
Customize Ribbon Show field codes instead of their values
Quick Access Toolbar Field shading:
Use draft font in Draft and Qutline views
Add-ins
Mameg:  Courier New ~
Trust Center Size: 0 -
Expand all headings when opening a document &
Display
Show this number of Recent Documents: 0]
Quickly access this number of Recent Documents: 4
Show this number of unpinned Recent Folders:
Show measurements in units of:
Style arga pane width in Draft and Outline views:
~| Show pigels for HTML features
~| Show shortcut keys in ScreenTips
~| Show horizontal scroll bar
~| Show vertical scroll bar

Now, bookmarks will be indicated by square brackets in all documents until the feature is turned
off:

[Sales Reporﬂ

5450,000
5400,000
$350,000
5300,000
5250,000
5200,000
5150,000
5100,000
550,000
=0

East Morth South West

mQl mQ2 mQ3 mQ4

Figure 1: Sales Projections
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Hidden Bookmarks

In addition to standard bookmarks, other bookmarks may
be created for fields, Visual Basic programming, or other
advanced operations. By default, these bookmarks are not
shown, but you can view them by opening the Bookmark
dialog box (using the Insert - Bookmark command) and

checking “Hidden bookmarks:”

These bookmarks can be re-hidden at any time by

unchecking this box.

Activity 2-3: Adding Bookmarks

Bookmark ? *
Eookmark name:
Add
Delete
GoTo

Sort by: @ MHame
OI__ocation

q/‘gﬂidden bookmarks

Cancel

In this activity, you will review the bookmarks in the ham radio guide and add a few of your own.

Note that when we refer to a page number, we are referring to the physical location of the page,

not the formatted number that appears on the page.

@ Link ~ Jtyrj

D Bookmark
Comment

1. Open Microsoft 365 Word and open Activity 2-3:
Activity 2-3
2.  Letus see what bookmarks have been added to this document. Click Insert <> Bookmark:
AutoSave (@ 0f) Activity 2-3 - Saved to this PC = £ Search
File Home E Draw Design Layout References Mailings Review View Help
B Cover Page ~ % shapes ~ T2 SmartArt = . T
[™ Blank Page % P 5 Icons ol Chart AF‘\ G W Eé
s | M| oy Addoins ~ Wikipedia | Online

=
= Page Break €0 3D Models ~ g} Screenshot ~ Files =

Pages Tables Illustrations Content

Video

Add-ins Media

|_—E| Cross- ref&nc e

Links Comments
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3. The Bookmark dialog box will open and show a list of the current bookmarks. The Sun
bookmark seems a bit out of place. Click to select it and click Delete:

Bookmark

Eookmark name:

Sun

Copyright_Info
Future_Bibliography_Page Delete

Glnssai
GoTo

TOC

I I rv
I1=
B
=1

5 X

Sort by: (@ Name
() Location

Dﬂidden bookmarks

Cancel

4. Now let us check for hidden bookmarks by clicking the appropriate checkbox:

Bookmark ? >

Bookmark name:

Copyright_Info Add
Copyright_Info

Future_Bibliography_Page Delete
Glossary

Sort by: (@) Name
() Location

%ﬂidden bookmarks

Cancel
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5. There are lots of hidden bookmarks in this document!

Bookmark ? *

Bookmark name:
Copyright_Info Add

_Ref432073476 ~
“Refd32073528 Delete
_Ref432073595
Tocd10809104
“Tocd10809105 =
“Tocd10809106

“Tocd10809107

“Tocd10809108

“Tocd10809109

Tocd10809110

Tocd10809111

“Tocd10809112 v

Sort by: (@) Name
(:)I__ocatinn

ﬂidden bookmarks

Close

Hide them again by unchecking the “Hidden bookmarks” box.

6. Let us add a few more bookmarks to this document to mark some key facts. Close the

Bookmark dialog box:

Bookmark 7 et

Eookmark name:

Copyright_Info Add
Copyright_Info

Future_Bibliography_Page Delete
Glossary

Sort by: (@ Mame
OLOCEtiDr‘I

Dﬂidden bookmarks

e
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- Bookmark:

Scroll to the fourth page of the document. Select the second paragraph and click Insert

P Search

John Smith

Fle  Home Insert Draw  Design  layout References  Mailngs  Review  View  Help & Share 3 Comments
[ CoverPage ~ @ [ shapes ~ TE SmartArt ’ﬁ B Get Addins W P @ Link ~ +:| [ Header - [~ | Tlequation -
[™ Blank Page 3 lcons ol chart Q i [1 Bookmark [3) Footer A~ 3 () Symbol ~
o Table | Pictures Addfiom | Sy g, . Wikipedia | Online Lo | Comment
= Page Break - - 3D Models v (] Screenshot~ | Files~ | 97 Video | [F] Cross-refeince [ page Number~ | go,. A2+ 6] ~

Pages Tables ustrations Content Ade-ins Media Links Comments | Header & Foster Tt Symbols -~

= E— 5 : 1 [ Insert a Bookmark : s : A—

Navigation M

9 Bookmarks work with hyperlinks to

let you jump to a specific place in
Search document. o B o e pseeeten
Headings  Pages  Results :*)fgf;: htc:hv it wc(rk'( "
= What is the Solar System| jumpto :
4 Atthe center of the Solar system 2! et @ bookmark ¥ stars in the sky, butit
Solar System e enter ofthe salar system 5 TSNS OoOTEE L stars inthe sky, but it s

What s the Solar System? important to us because 1t GVes |y bookrmark e many worlds that are near

Who Discovered If? the Sun, and each of them are as ® All of these worlds that either

How Was It Formed? ) orbit the Sun or orbit a planetgo = T€ll me more call the Solar System. As you

What Will Happen To 7 read each of the sections about these different planets, we will explore the differences between all
4 The Sun

What Happens Inside The Sun?
What are Sunspats?

4 What s the Solar Atmosphere Like?
Prominences and Solar Flares
Chromosphere
Corona
Solar Wind
Zodiacal Light
Heliopause

Whatis Solar Weather?

of these planets, and hopefully you will understand how unique and special the Earth is as well,

There are atotal of eight planets in our system. The inner-most planet is called Mercury. Thisis
followed by Venus and then our Earth, Beyond Earth is an orange-hued planet called Mars, In the
‘outer part of the system are four giant planets called Jupiter, Satum, Uranus, and Neptune.

Our system also includes many other bodies. The moons are smaller celestial bodies that orbit the
planets, in much the same way as the planets orbit the Sun. There are also a lot of much smaller
objects called asteroids. These are big chunks of rock or metal that are mostly found orbiting the Sun
between Mars and Jupiter. We also get visitors from the cold outer edge of our system that are
called comets. These are big lumps of ice and dust. Comets can form immense tails when they come
close to the Sun and start to melt.

8. In the Bookmark dialog, type “Number_of Planets” and click Add:

Bookmark

Bookmark name:

Mumber_of_Planets|

Add

Copyright_Infao
Future_Bibliography_Page
Glossary

TOC

Delete

GoTo

Sort by: (@) Name
() Location

Dﬂidden bookmarks

Cancel
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9. The Bookmark dialog box will close. Go to the next page of the document and select the

last three sentences of the paragraph above the “How Was It Formed?” heading. Click
Insert - Bookmark:

10. Type “Dwarf_Planet” and click Add:

Bookmark 7 x

Eookmark name:
Dwarf_Planet

Copyright_Info
Future_Bibliography_Page Delete
Glossary
Mumber_of_Planets Go To
TOC

Sort by: (@) Name
() Location

|:| Hidden bookmarks

Cancel

11. The Bookmark dialog box will close. Let us test out one of the bookmarks. Click Home =

Find drop-down arrow - Go To:

AutoSave (@ of) D = Activity 2.2 = P Search John Smith 15
File Home  Insert  Draw  Design  Layout  References  Mailings  Review  View  Help
- 5 g SFind ~
ﬁj Caliri Body)  ~|105 ~ A A Aa~ | Ao | == 20| T | nasboed | AasBbccdd AZBDI AsBbCe Asbced o A
b Find
Paste BIUva x, x A-L-A- v e B T Normal | MoSpacing Heading1 Heading2 Heading3 |+ -
- O advanced Find
Clipboard Fu Font 7] Pavajgviuh = ] - l Styles -5 GoTo.

T R S

fs
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12. Select Bookmark from the “Go to what” list. The “Copyright_Info” bookmark should be
selected by default since it is the first one in the list. Click Go To:

Find and Replace 7 x

Find Replace  GoTo

Go to what: Enter bookmark name:

Page A | |Copyright_Infa “
Section

Line

Bookmark |
Comment

Footnote A

Previous Close

13. You will be taken back to the first page of the document. Click Close:

Activity 23 ~ O Search John Smith  JS == - [u]

File ~ Home Insert  Draw Design  layout  References  Mailngs  Review  View  Help 1% Share (3 Comments

. e — . OFind
fﬁ[ﬁ Calibri (Body)  ~|105 <| A" A" | Aav Ay | i 201 M | nasbcepd masbced A@Bbi AaBbCc Assbced 0
. Replace
Paste . = Dictate Editor
" g BIU-®xx A~ LA~ v TNormal NoSpacing Heading1 Heading2 ~ Heading 3 & seect - -
Clipboard 15 Font Paragraph 5 Styles 51 Editing Voice Sensitivity Editor ~
. RS SRR EERR RS RN SRR SRR TR
Tropyright information
Permission is granted to copy, distribute, and/or modify this document under the terms of the GNU
Free Documentation License, Version 1.2 or any later version published by the Free Software
Foundation; with no Invariant Sections, no Front-Cover Texts, and no Back-Cover.
This is a project of Wikijunior, a collection of free books written especially for kids to learn about
science and nature. Many people have been involved with writing this book. This project is hosted on
Wikibooks, and you are encouraged to help participate with writing and editing these books.
o This document is reproduced under the conditions of the G
Find Replace  GoTe
M Goto what: Enter bookmark name.
Page ~ | |Copyright_Info ~
Section
Line
[Bookmarnc |
Comment
Footnate >
e

14. Save your document as Activity 2-3 Complete. Close Microsoft 365 Word to complete
this activity.
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TOPIC D: Add Hyperlinks

As we have already seen, many referencing features in Microsoft Word rely on links to help
readers navigate through a document. In this lesson, we will learn about the Insert Hyperlink

dialog box, which lets you manually create many different types of links.

Topic Objectives
In this session, you will learn:
e About hyperlinks
e How to add hyperlinks to a document
e How to use the Insert Hyperlink dialog box
e About the options in the Link To panel of the Hyperlink dialog box

e How to use the Edit Hyperlink dialog box

Hyperlinks

Hyperlinks are a mainstay in the computing world. They enable you to navigate around your
computer, browse the internet, and jump to different locations within the same file. Word lets you
use this handy feature for dividing up long documents, outlining complex projects, directing

people to a web page, providing contact information, and much more.

Adding Hyperlinks

If you type a web address (such as http://www.microsoft.com), Word will automatically turn the

text into a hyperlink. (This is a feature of AutoFormat.) To create a link manually, select the text or
object that you want to add the link to and click Insert = Link:

89


http://www.microsoft.com/

Microsoft 365 Word: Part 3

AutoSave (@ off)

File Home Insert Draw

B Cover Page ~

[ Blank Page

= Page Break
Pages

L

@ [ Shapes ~ T SmartArt
ol Chart

€0 3D Models ~ (g} Screenshot +

Table Pictures

Tables

& Icons

Design  Layout

lllustrations
Flo o

Insert Hyperlink Dialog Box

References  Mailings ~ Review  View  Help
@ v -
@ B Eaons W [:é @ Link % + [ Header
A Wikioedia | o [1 Booknfirk - . 2 Footer
rom . Wikipedia | Online ommen
e | 6IMy Add-ins Video | L[] Cross-reference [) Page Number ~
Content Add-ins Media Links Comments Header & Footer
-‘g-‘-l"-1‘-‘\-"l“-\‘-‘l-“l“--U"k A

Create a link in your document for
quick access to webpages and files.

Hyperlinks can also take you to

USing MiCI’OSOft 3( places in your document.

@ Tell me more

ideo provides a powerful way to help you prove your point. When you click Online Video, you
can paste in the embed code for the video you want to add. You can also type a keyword to
search online for the video that best fits your document.

To make your document look professionally produced, Word provides header, cover page, and text box
designs that complement each other.

For example, you can add a matching cover page, header and sidebar. Click Insert and then choose the
elements you want from the different galleries. Themes and styles also help keep your document
coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt
graphics change to match your new theme or design.

‘When you apply styles, your headings change to match the new Theme. Save time in Word with new
buttons that show up where you need them. To change the way a picture fits in your document, click it
and a button for layout options appears next to it. When you work on a table, click where you want to
add a row or a celumn, and then click the plus sign.

To go the Microsoft website, go to http://wwnw.microsoft.com.

When you click the Hyperlink button, the Insert Hyperlink dialog box will appear:

Insert Hyperlink

Existing File
or Web Page

Place in This
Document

Create Mew
Document

=]

E-mail
Address

?
Text to display: www.microsoft.com
Look in: MOS6029 Teams 365_Exercise Files w| B o
Leszon 1
. Lesson 2
Folder
Lesson 3 Target Frame...
Lesson 3
Browsed
Pages
Recent
Files
Address: http:/ S microsoft.com| k=

x

ScreenTip...

Bookmark...

Cancel

The left-hand side of the dialog box allows you to choose the type of link (1) that you want to

create. By default, the “Existing File or Web Page” option will be selected. (It will likely be the type

of link you use most often.)

With this option, you will see the settings shown above. At the top of the dialog box, you can set
the text to display (2). This is the text that will turn blue and will contain the actual link. (By

default, any text you have selected will appear in this field, but you can modify it if you wish.)
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Below this field, you can choose the document (3) or website (4) that you want to link to. You can
also set up a ScreenTip (5) for the link.

When you are ready, click OK to save your changes, or click Cancel to discard them. Note that the

OK button will not be active until both the “Text to display” and Address fields are filled in.

Options in the Link to Panel

There are four types of links that you can create, which you can see in the left-hand panel of the

Insert Hyperlink dialog box:

Insert Hyperlink ? x
Link to: Text to display: |'www.microsoft.com ScreenTip...
_ﬂ Look im: MO56029_Teams 365 _Exercise Files e 'fa;
Existing File
or Web Page Lesson 1 Bookmark...
Current
Leszon 2
— Folder
‘ﬂ Lesson 2 Target Frame...
Place in This Lesson 5
Document Browsed
Pages
Create Mew Recent
Document Files
_lj Address: http:_a'_e‘l.-mmm.micrnsoft.cnm| w
E-mail
Address

Let us explore the options.

Existing File or Link to an existing file on your computer or a network. Can also

Web Page like to an internet website.

Place in This Link to another place in the current document, like the index or

Document table of contents.

Create New Link to a new document and set that document’s options.

Document

E-Mail Address Also called a “mail to” link. When you click this type of link, a new
email message will open up in your email program. The
information for the recipient(s) will already be filled out.
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Edit Hyperlink Dialog Box

After you have inserted a hyperlink, the easiest way to edit it is using the right-click menu:

AutoSave (® or) D~ = Using Word 365 ~ P Search _

File Home Insert Draw Design Layout References Mailings Review View Help
e PR r - b n — | @link ~ :| Header v
[® cover Page @ @ 0 Shapes = SmartArt ’*@ Bt Get Addins W L—q: p inl o [ Header
[™ Blank Page 2 lcons ol Chart [ Bookmark [ Footer ~
o Table | Pictures - Addfrom | 1) g i - Wikipedia | Online Comment
= Page Break = « 23D Models ~ (o) Screenshot = Files~ | O MY < Video | [[]Cross-reference [8) Page Number ~
Pages Tables llustrations Content Add-ins Media Links Comments Header & Footer
L Lo I T S A R S A AU SRR PP S ue B A

- . . [T Paste Options:
: Using Micros """ ird
f BBRA

: ideo provides a powerful way ta help you pr @ ESEEYPErink.. o 6 i video, you
7 can paste in the embed code for the video yi B Qpen Hyperlink o type a keyword to

search online for the video that best fits you
Copy Hyperlink
To make your document look professionally produc cover page, and text box

@ Remove Hyperlink
designs that complement each other. < P

For example, you can add a matching cover page, bt ertand then choose the
R elements you want from the different galleries. The Paragraph... ep your document

| coordinated. When you click Design and choosean - arts, and SmartArt

- . D Smart Lookup

graphics change to match your new theme or desigi

A Eont..
=

N 5y

) ‘When you apply styles, your headings change to mz ynenyms ime in Word with new

- buttons that show up where you need them. To chz [Z gewite n your document, click it

i and a button for layout options appears next to it. ¥ 3 Translate click where you want to
3 5!

add a row or a column, and then click the plus sign.
T Mew Comment
To go the Microsoft website, g0 to http://www.mid

Calibri

Let us take a look at this context menu and each of its options:

Edit Hyperlink Opens the Edit Hyperlink dialog box so you can
make changes to your link.

Open Hyperlink  Opens (follows) the link.
Copy Hyperlink  Copies the hyperlink to the clipboard.

Remove Removes the link from the text, but does not
Hyperlink remove the text itself.

The Edit Hyperlink dialog box is almost identical to the Insert Hyperlink dialog box, and works in

the same way as discussed previously:
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Link to: Text to display: [www.microsoft.com ScreenTig...
Look in: Exercise Files v| |2 'fa
Existing File
or Web Page Lesson 1 Egokmark...
Current
Lesson 2
Folder
Lesson 2 Target Frame...
Place in This Lesson 4
Document Browsed
Pages Leszon 3
)iﬁ Leszon &
Create Mew Recent
Document Files
Q Address: https/ fwanan microsoft.com w Remove Link
E-mail
Address

There is also a Remove Link button just above the OK and Cancel buttons that allows you to

remove the link from the text, just like the Remove Hyperlink command in the right-click menu.

Activity 2-4: Adding Hyperlinks

In this activity, you will view, create, and modify hyperlinks in a document. Note that when we
refer to a page number, we are referring to the physical location of the page, not the formatted

number that appears on the page.

1. Open Microsoft 365 Word and open Activity 2-4:

Activity 2-4

T
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2. Let us add a hyperlink to the Wikijunior page. Select this word on the first page of the
document and click Insert - Link:

AutoSave g 9-Q = Activity 2-4 ~ O Search
File Home Insert Draw Design Layout References Mailings Review View Help
Cover Page [?) Shapes ~ T Smarthrt ) — | @ligk ~ T Header ~
B g @ QO Shap: [0 | Ecetaddine W L@ b
[® Blank Page 2 lcons ] Chart X [1 BoBkmark [ Footer
Table Pictures - Add from Wikipedia | Online Comment
= page Break Sy . 5 My Add-ins ~ [[7] Cross-reference
= Pag ~ ~ [ 3DModels ~ g Screenshat Files ~ Video
Pages Tables llustrations Content Add-ins Media Links Comments
L SR el 2 3 e
= Create a link in your document for
. quick access to webpages and files.
1 Hyperlinks can also take you to
places in your document.
@) Tell me more
Copyright Information

Permission is granted to copy, distribute, and/or modify this document under the terms of the GNU

Free Doecumentation License, Version 1.2 or any later version published by the Free Software
Foundation; with no Invariant Sections, no Front-Cover Texts, and no Back-Cover.

This is a project of Wikijunior, a collection of free books written especially for kids to learn about

[3] Page Number ~
Header & Footer
A

science and nature. Many people have been involved with writing this book. This project is hosted on

‘Wikibocks, and you are encouraged to help participate with writing and editing these books.

This d is duced under the conditions of the GIU Free License.

3. The Insert Hyperlink dialog box will open. Ensure that the correct text (“Wikijunior”) is
displayed in the field at the top of the dialog box. Type
“http://en.wikibooks.org/wiki/Wikijunior” in the Address field (without the quotation

marks). Click OK:

Insert Hyperlink 7
Link to: Text to display: | Wikijunior
Look in: Lesson 2 ~| |2 ffj
Existing File
or Web Fage 005 Activity 2-1
Curent |2 Activity 2-1 Complete
3 Activity 2-2
Place in This -
= Act 2-2C let
Document Browsed % Azt:::g 5.3 omplete
Pages :
9 T3 Activity 2-3 Complete
Create New S @ Activity 2-4
Document Files
Address: http:/fen.wikibooks.org/wiki/Wikijunior w
E-mail
Address
-DK

screenTip..,

Bookmark...

Target Frame...

Cancel

x

4. The hyperlink will now be created:

Copyright Information

Permission is granted tgcopy, distribute, and/or modify this document under the terms of the GNU
Free Documentation Licpnse, Version 1.2 or any later version published by the Free Software

Foundation; with no Invpriant Sections, no Front-Cover Texts, and no Back-Cover.

This is a project of Wikijunior, a collection of free books written especially for kids to learn about
science and nature. Many people have been involved with writing this book. This project is hosted on

Wikibooks, and you are encouraged to help participate with writing and editing these books.

This document is reproduced under the conditions of the GNU Free License.
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5.

AutoSave (i Activity 2-4 = S search
File Home Insert Draw Design Layout References Mailings Review View Help
~ s - = — | @ -

[# Coverpage @ 0 Shapes B SmartArt @\ B Get Adt-ins W D@ @) Link 1
[™ Blank Page 2 lcans ol Chart [l Bookn X cut
= Table | Pictures Addfrom |\ A dgin ~ Wikipedia | Online
5 Page Break - ~ (P 3DModels ~ fg}Screenshot Files~ | 97 Video | L] Cross{ [ Copy

Pages Tables lustrations Content Add-ins Media Lir

‘l‘-‘\-"E"-\-"l"-\-"l”-\‘-‘iw-\‘-‘AH

Copyright information

Permission is granted to copy, distribute, and/or modify this document ui
Free Documentation License, Version 1.2 or any later version published b
Foundation; with na Invariant Sections, no Frant-Cover Texts, and no Bac

This is a project of Wikijunior, a collection of free books written especially
science and nature, Many people have been involved with writing this bo
ikibooks, and you are ged to help p: ipate with writing and €

This document is reproduced under the conditions of the GNU Free Licen

[T Paste Options:

(o &

Edit Hyperlink.

Open Hyperlink

Copy Hyperlink

@ Remove Hyperli

Font...

Paragraph...

SO Smart Lookup
Synonyms

5% Tranglate

7 New Comment

Right-click the existing hyperlink at the end of this page. Click Edit Hyperlink:

[ Header
3 Footer ~
3 Page Number v

Header & Footer
o 50

ink

Calibri (Body)  ~|105 ~ A" A" <& A/V

- B I U+ Avi=vi=v syl
6. The Edit Hyperlink dialog box will open. Click the ScreenTip button:
Edit Hyperlink ? *
Link to: Text to display: | GNU Free License
Look in: Lesson 2 ol |3 &"j"
Existing File
CrED R @ Activity 2-1 Bookmark...
Current ..
Falder B@ Activity 2-1 Complete
B @ Activity 2-2 Target Frame...
Place in This . :
Document Browsed @ Act!v?ty 2-2 Complete
Pages @ Activity 2-3
’iﬁ 033 Activity 2-3 Complete
Create New fecent |2 Activity 2-4
Document Files
@ Address: https:/fwww.gnu.org/licenses/gpl.html w Remove Link
E-mail
Address

The Set Hyperlink ScreenTip dialog box will
open. Type the following text (without the
guotation marks): “The GNU General
Public License is a free, copyleft license
for software and other kinds of works.”
Click OK:

Set Hyperlink ScreenTip ? >

ScreenTip text:
free, copyleft license for software and other kinds -:ufwork.s.|

Cancel
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8. Click OK in the Edit Hyperlink dialog box:

Edit Hyperlink ? X
Link to: Text to display: | GMU Free License
Look in: Lesson 2 | B R
Existing File
or Web Page @ Activity 2-1 Bookmark..
Current | 37 Activity 2-1 Complete
@ @ Activity 2-2 Target Frame...
Place in This .
= Acti 2-2C let
Document Browsed @ ity omplete

Pages |IH Activity 2-3
003 Activity 2-3 Complete

(e [ Activity 2-4

Create New Recent
Document Files
Address: https:/fwww.gnu.org/licenses/gpl.html e Remove Link
E-mail

Address

9. The ScreenTip will now be created. Move your mouse over the link to test it:

Copyright Information

Permission is granted to copy, distribute, and/or modify this document under the terms of the GNU
Free Documentation License, Version 1.2 or any later version published by the Free Software
Foundation; with no Invariant Sections, no Front-Cover Texts, and no Back-Cover.

o a-

This is a project of Wikijunior, a collection of free books written respecualThE GNU General Public License is a free,
science and nature. Many people have been involved with writing this b copyleft license for software and other

wikibooks, and you are encouraged to help participate with writing and kinds of works,
Ctrl+Click to follow link

U Fr

This document is reproduced under the conditions of the GI
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10. Go to the next page in the document. Move your mouse over the “Solar System”
heading in the Table of Contents. Notice that it is a hyperlink to a place in the current
document. Hold the Ctrl key and click this link to navigate to that section:

i 2 Search _

file  Home Insert Draw Design  Layout  References  Mailngs  Review View  Help
E'lj Calibri (Body)  ~|10.5 +| A" A" naBbCcDd AsBbeend AQBbhI A AaBl . f:::a(;
paste Sromararte | B L U v ox € As TNormal NoSpacing Heading 1 Heading2 Heading3 [ | v goi.
Clipboard & Font Styles ] Editing
- o 3. PR 5 . A
Table of Con Current Document
Ctrl+Click to follow fink
J Bolarfsystem 1
What is the Solar Systam? 2
—.‘ Who Di: t?
How Was It Formed?
] What Will Happen To It.
The Sun 5
] What Happens Inside The Sun? 3
| What are Sunspots? 7
What Is the Solar Like?. g
- i and Solar Flar 8

11. Let us add a hyperlink to the image on this page. Select the picture and click Insert >
Link:

AutoSave ; Actiity24 - D search _

File Home  Insert Draw  Design  Layout  References  Mailings ~ Review  View  Help  Picture Format
Cover Page ~ g v =S A —n | @link - e

B Cover Page @ @ T Shapes T SmartArt ’7@ B Get Adc-ins W [:1@ m&ﬂ T [® Header

[™ Blank Page 2 Icons Il Chart [1 Bod¥mark 2 Footer ~

= Table | Pictures Addfrom |\ p gy g« Wikipedia | Online Comment

= Page Break . «  ()3DModels ~ g} Screenshot ~ Files~ | S MY 5 Video | LFCross-reference [3) Page Number ~

Pages Tables Ilustrations Content Add-ins Media Links Comments Header & Footer
. A S PR SR ITFEF SRR W0 P e

Create a link in your document for
quick access to webpages and files.

Hyperlinks can also take you to
places in your document.

@ Tellme more

1
Solar System
People have been watching the sky for thousands of years and wondering exactly what is out there,
. ‘With advances in telescopes as well as spaceships, which have physically traveled to various planets,
- a considerable amount of knowledge has been ob#ained to better understand the universe near to
us.
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12. In the Insert Hyperlink dialog box, type “http://solarsystem.nasa.gov” (without the
quotation marks) in the Address field. Click OK:
Insert Hyperlink ? x
Link to: Text to display: | < <5election in Documents ScreenTip...
;ﬂ Look in: Lesson 2 e EES;
Existing File
or Web Page 02| Activity 2-1 - Bookmark...
CUment | @ Activity 2-1 Complete
9 @ Activity 2-2 Target Frame...
Place in This = R
e Browsed @ Activity 2-2 Complete

Pages |M Activity 2-3
03] Activity 2-3 Complete

Create New Recent @ Act!\r?ty 2-4
Document B @ Activity 2-4 Complete
=] Activity 2-5 v
Address: http://solarsystem.nasa.gov w
E-mail

Address

13. The hyperlink will be created:

Solar System
People have been watching the sky for thousands of years and wondering exactly what is out there.
With advances in telescopes as well as spaceships, which have physically traveled to various planets,

a considerable amount of knowledge has been obtained to better understand the universe near to
us. http://salarsystern.nasa.gov/
Ctrl+Click to follow link
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14. Finally, go to page nine of the document. This page contains an outdated hyperlink that
should be deleted. Right-click the “Satellite Echo 1” text and click Remove Hyperlink:

Solar Wind

very light objects an

effect.

In 1960, the Satellite' =~
terms of volume. Ba

Because it was so lig 0y
other solar pressure
planning orbits and |

e

A

v 4 >

|.::|?

T =

As the corona gets further from the sun, it is still "blowing" against all of the planets in the solar
system. This is called the solar wind. While the gas pressure is very low, it still is enough that some

N TN TR TR [N -TY )

- -='-=-yind. For other astronomical

object, this is visible| Calibri (Body)  ~/10.5 ~ ANy f?;f’* mainly racks and dust, with the
other "tail" compose B I UL+ A.i=.!

A IS IS Styles the solar wind and causes its
15 one of the largest satellites ever put into space, in
that was inflated by a small amount of gases inside.
it was substantially affected by the solar wind and
tes still have to take solar wind into account when

in orbit.

00 Paste Options:

[ &

Edit Hyperlink...

Open Hyperlink

Copy Hyperlink
Remove Hyperlink
Font... [}
Paragraph...

Smart Lockup
Synonyms »
Rewrite

Tranzlate

MNew Camment

15. The hyperlink will immediately be removed. Save your document as Activity 2-4

Complete. Close Microsoft 365 Word to complete this activity.
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TOPIC E: Insert Footnotes and Endnotes

Footnotes and endnotes are vital for many types of documents, particularly in academic papers.
They can be used to tell the reader what source you used for a particular fact or quote. They can
also be used to add a comment or a more detailed explanation that does not quite fit in with the

text. In this topic, we will learn how to insert and manage footnotes and endnotes.

Topic Objectives
In this session, you will learn:
e About footnotes and endnotes
e How to insert footnotes and endnotes
e How to use the Footnote and Endnote dialog box
e How to navigate through footnotes and endnotes

e About ScreenTips for footnotes and endnotes

Footnotes and Endnotes

Footnotes and endnotes provide a structured way to add source information or notes to a
document. With a footnote, a number is placed to refer the reader to a note at the end of the
current page. Endnotes are similar, except that they refer the reader to the end of the current

section or the end of the document.

Inserting Footnotes and Endnotes

To insert a footnote or an endnote, place your cursor at the point where you want the number to
appear. If you want the note to appear at the bottom of the page, click the Insert Footnote
command from the References tab. If you want the note to appear at the end of the document,

click Insert Endnote. Both commands can be found on the References tab:
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AutoSave

File Home

Table of
Contents v

Insert

B Add Text ~
D| Update Table

Table of Contents

Draw Design Layout References Mailings Review View Help
E‘]\nsertEndnote /G) @ @ [ Manage Sources IﬂsertTabIeofFigurs ‘@ Insertlnda(
aly Next Footnote ~ [T style aPA —
Insert - ootnete Smart Researcher Insert 4 ty Insert Mark
Footnote D Lookup Citation + [TJ)Blbhographyv Caption FE Cross-reference Entry
Footnotes ) Research Citations & Bibliography Captions Index
L---l---g"-|---1--‘\‘--2---|-"J---l---4”-|---5--‘ LB A

Sales Flow| €=

Sl =S Customer

Lead

A number will be inserted at the cursor’s location and you will be taken to the location of the note

so that you can type in the information:

Insert

B
Table of D

Contents ~
Table of Contents

Sales Projections - p Search _
Draw Design Layout References Mailings Review View
6 I ﬂ) @ E_‘}' [ Manage Sources -+ B
Ve —
al3 Next Footnote ~ [T style: (aPA
Insert g ootnate Smart Researcher Insert 4 tY Mark D
Footnote [ Show Nates Lookup Citation ~ L1 Bibliegraphy ~ [ Cross-reference Entry
Footnotes ] Research Citations & Bibliography Captions Index
1--‘\---g"-|--‘1---|‘--Z-"|---J‘--|-"4---\---5-‘-|--‘6---é”

Sales Flow?!

Process

Lzl Customer

Lead

15ales 101, Bob Smith, Reilly Press, ZOZCII
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The Footnote and Endnote Dialog Box

To change the formatting of footnotes or endnotes, click the option button in the Footnotes group

on the References tab:

AutoSave (@ oif) I.£:1., O =

File Home Insert Draw Design Layout
. ab '
ah Next Footnote ~
Table of D Insert o
Contents ~ Footnote Show Motes
Table of Contents Footnotes I—%

This will open the Footnote and Endnote dialog box:

Footnote and Endnote ? =
Location
(®) Footnotes: v
Endnotes: End of document e
Convert...

Footnote layout

Columns: Match section layout e
Format

Mumber format: 1,2 3, . w

Custom mark: I:I symbaol...

Start at: 1 =

Mumbering: Continuous A

Apply changes
Apply changes to: | This section e

Here you can change the location and format of the document’s footnotes and endnotes. Also

note the menu at the bottom of the dialog box that allows you to choose what section of the
document to apply the changes to. Click Apply when you are finished changing your settings.

(Notice that you can manually insert footnotes and endnotes from this dialog box, too.)

103



Microsoft 365 Word: Part 3

Navigating Using Reference Marks

You can navigate through footnotes and endnotes by clicking References, clicking the Next

Footnote arrow, and choosing an option:

AutoSave (@

File Home Insert Design Layout References Mailings Review
) Add Text - ab1 IC Insert Endnote @ @ [_Iﬁ
| Update Table ak Mext Footnot \//
Table of D P Insert 3 e nete k Smart Researcher Insert
Contents ~ Footnote abi Next Footnote kup Citation =
Table of Contents f Previous Footnote Research Citatic

Mext Endnote

Previous Endnote

You can also double-click the footnote or endnote number itself to go to that note:

AutoSave (@ o) [E Sales Prajections - O Search _

File Home Insert Draw Design Layout References Mailings Review View Help

2 ab1 e @ @ Il—_‘}l [E Manage Sources ﬁ B o B

) e J
ab5 Next Footnote ~ [1style: APA ~

Table of D Insert  ° ootnete Smart Researcher Insert =~ ty D Mark D

Contents v Footnote El Show Notes Lookup Citation ~ U—") Bibliography ~ FE| Cross-reference Entry
Table of Contents Footnotes [ Research Citations & Bibliography Captions Index
PO g e N R O N O ey,
= ! g ' Sales 101, Bob Smith, Reilly Press, 2020 ' ' a

4 Sales FlowTd

cizlzd Customer

Lead

v

1 Sales 101, Bob Smith, Reilly Press, 2020

104



Microsoft 365 Word: Part 3

ScreenTips for Footnotes and Endnotes

If you want to see the text of a particular note, place your mouse cursor over its numerical

identifier. The note information will appear in a ScreenTip:

AutoSave (@ Off) £ ~ Sales Projections ~ D Search _

Home Insert Draw Design Layout References Mailings Review View Help
] ab1 T @ @ @ [ Manage Sources D + B
7 i
al Next Footnote ~ Fsyle: apA -
Table of D Insert oomote Smart Researcher Insert = ty D Mark B
Contents ~ Footnote [=] Show Notes Loakup Citation ~ L1 Bibliography - [ Cross-reference Entry
Table of Contents Footnotes ] Research Citations & Bibliography Captions Index
L L---|--‘g-‘-|‘--1--‘|--‘2-‘-|‘--J--‘|---4-‘-|‘--§--‘|---6-‘-é‘-

Sales 101, Bob Smith, Reilly Press, 2020

4 Sales Flow’™

Qualified Customer

Lead

Activity 2-5: Inserting Footnotes and Endnotes

In this activity, you will view, add, and modify footnotes. Note that when we refer to a page

number, we are referring to the physical location of the page, not the formatted number that

appears on the page.

1.

Open Microsoft 365 Word and open Activity 2-5:

N
=

Activity 2-5
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2. Go to the third page of the document. Notice that there is a number by the Solar System
heading:

D search

Fle  Home Incet  Draw  Design  lajout  References  Mailngs  Review  View  Help

1% Share {3 Comments

] i Stk OFind ~
ﬁD Calibri(Body) 105 «| A" A" | Aa~ | A | § Z== 211 T | aambceod assbeedd AQBDI AaBbCc AsBbCeD - E Renbace @J
e - ¢ -2 A TNormal  NoSpacing Heading 1 Heading2 Heading3 3| Drciate Eciae
" Fromatpane: | NI~ % % XA L) 2 2 2 Iy setect - E
Clipboard El Font 5 ] styles 5l edting Voice | sensitity | Editor | A

Solar System®

Peaple have been watching the sky for thousands of years and wondering exactly what is out there.
With advances in telescopes as well as spaceships, which have physicall traveled to various planets,

a considerable amount of knowledge has been obtained to better understand the universe near to
us

3. Move your mouse over this number to see the note attached to it:

The name of our system comes from the
old Latin word for the Sun: Sol. Because
the Sun is the largest object in the system
and all the other bodies orbit around it, it
became known as the solar system,

4 Solar System™

People have been watching the sky for thousands of years and wondering exactly what is out there.
With advances in telescopes as well as spaceships, which have physically traveled to various planets,

a considerable amount of knowledge has been obtained to better understand the universe near to
us.
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4. Now let us add a few sources to the document. Go to page seven of the document. Click
to place your cursor at the end of the first paragraph on this page. Click References -
Insert Footnote:

Aty 23 - Savettothis PC - B = I

File ~ Home  Insert Draw  Design  layout  References  Mailings  Review  View  Help

) Add Text ~ ab‘ TG} Insert Endnote /@ @ E_‘h [ Manage Sources [ Insert Table of Figures JEB‘ B Insert Index
> O E

[l Update Table 2K Next Footnote ~ Pswyle APA  ~

Table of Insert Smart Researcher | Insert Insert Mark
Contents ~ Footnote [=] Show Notes Lookup Citation ~ 13 Bibliography - Caption [[] Cross-reference Entry
Table of Contents Footnotes ) Research Citations & Bibliography Captions Index
o Insert Footnote (Alt+Ctrl+F) N N N

Add a note at the bottom of the
page providing more info about
something in your document.

. (@ Tell me more
What are Sunspots?
Sunspots are slightly cooler areas on the surface of the sun that appear as dark areas. They only
N appear dark against the brightness of the rest of the surface of the sun. Despite their appearance,
they are still extremely bright — brighter than an electric arc. The number of sunspots seen rises and
A falls over an 11 year cycle,

Sunspots appear when the Sun's magnetic field is concentrated, impeding the flow of energy. A
typical sunspot consists of a dark region, called the Umbra, surrounded by a lighter region, called the
Penumbra. The Umbra is about 2000 °C {3600 °F) coaler than the photosphere and only looks dark in
o relation to its surroundings. Spots usually form in groups which are carried across the solar disk by

N the Sun's rotation.

5. The number will be added and you will be taken to the footnote section. Type
“Definition from Oxford Dictionary, 2020” (without the quotation marks):

Activity 2-5 - £ search Joh
File Home Insert Draw Design Layout References Mailings Review View Help
B ab‘ (R /G) @ IEJJS' [E Manage Sources @ B -D B
1 - 7 Pyl A -
e - b CONEEREE S P | T =D k e O
Contents > Footnote [=] Show Nates Lookup Citation ~ L1 Bibliography ~ [] Cross-reference Entry
Table of Contents Footnotes 1] Research Citations & Bibliography Captions Index
L -‘1-".-‘-g"-.‘--1--‘\--‘2-‘-.-‘-3‘-- S A e B A ]
-
»
~
-
2 Definition from Oxford Dictionary, 2020|
: 71
=

Notice how this endnote is numbered “2” since it is the second one in the document.
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6. Let us modify the format of the footnotes in this document. Click the Footnotes and

Endnotes option button in the Footnotes group of the References tab:

AutoSave (@ off) L’-':l = O =

File Home Insert Draw Design Layout
N B 5
D ab I|
Table of Insert a5 Next Footnote ~
Caontents ~ Footnote Show MNotes

Table of Contents Footnotes Itks

7. The Footnote and Endnote dialog box will open. Click the “Number format” menu and

choose uppercase Roman numerals:

Footnote and Endnote ? bt
Location
@ Footnotes: Bottom of page e
Endnotes: End of document w
Convert...

Footnote layout

Columns: Match section layout ~
Format

Humber format: 1,2, 3,. ~

Custom mark: ;: i:i:

Start at:

Mumbering:

Apply changes

Apply changes to: | This section e
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8. Click the “Apply changes to” menu and click “Whole document:”

9. Click Apply:

Footnote and Endnote ? bt
Laocation
@ Footnotes: Bottom of page -
Endnotes: End of document E
Convert...
Footnote layout
Columns: Match section layout ~
Format
Humber format: [P ] e
Custom mark: I:I Symbaol...
Start at: | =
Mumbering: Continuous e
Apply changes
Apply changes to: | This section
This section
Whaole document

Footnote and Endnote ? bt
Location
@ Footnotes: Bottom of page e
Endnotes: End of document w
Convert...
Footnote layout
Columns: Match section layout ~
Format
Humber format: 1, T, ~
Custom mark: I:I Symbaol...
Start at: | =
Mumbering: Continuowus ~
Apply changes
Apply changes to: v
Cancel
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10.

11.

12.

13.

The Footnote and Endnote dialog box will close. You will see the formatting of the
second footnote change:

I Definition from Oxford Dictionary, 202d

Let us make sure that the changes were applied to the first footnote, too. On the
References tab, click the Next Footnote drop-down arrow and click Previous Footnote:

AutoSave (8 off) D1 = Activity 2-5 -
File Home Insert Draw Design Layout References %
@ Add Text ~ ab‘ m Insert Endnate /'/j;\' @
| Update Table ak Next Footnote ~ -

Table of D g Insert 2 nete Smart Researcher

Contents ~ Footnote a}:)' Mext Footnote <up
Table of Contents | - Research
Previous Footnote

R MNext Endnote

Previous Endnote

You will see that the first footnote has been updated too:

! The name of our system comes from the old Latin word for the Sun: Sol. Because the Sun is the largest
object in the system and all the other bodies orbit around it, it became known as the solar system.

(You may need to move the cursor to see the numbering.)

Save your document as Activity 2-5 Complete. Close Microsoft 365 Word to complete
this activity.
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TOPIC F: Add Citations

This topic will focus on citations (references to an outside source) that are placed directly in the

document. In particular, we will focus on the Source Manager and its related dialog boxes.
Topic Objectives

In this session, you will learn:
e About sources and citations
e How to use the Source Manager
e How to use the Create Source and Edit Source dialog boxes
e How to add, edit, and update citations

e How to change the citation and bibliography style

Sources

The term source refers to any resource you use in creating a document. This can include materials

such as websites, books, journals, reports, interviews, etc.

The Source Manager Dialog Box

Microsoft Word provides a central tool to manage all sources in a document. This master source

list is shared throughout all documents, making future citations and bibliographies easy to create.

To open the Source Manager, click References - Manage Sources:

AutoSave (@ off) D~ 1) = Sales Projections ~ O Ssearch
File Home Insert Draw Design Layout References Mailings Review View
B Add Text ~ ab‘ [c Insert Endnate /fj:. @ @ EManageSourcsL\y‘
| Update Table ah Next Footnote ~ ) " [Dsyle ApA -
Table of D P Insert v ootnote Smart Researcher Insert = ty
Contents ~ Footnote [= Show Notes Laokup Citation ~ LLJ Bibliography ~
Table of Contents Footnotes [F] Research Citations & Biblioaraphy
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The Source Manager dialog box will open:

Source Manager

Search: 0 Sort by Author ~
Sources available in:

N Browse... .
Master List Current List

Copy -»

Delete

o — 9

1=
z

¥ cited source
? placeholder source
Preview [APA):

o ,\

Close

Let us go over the parts of the dialog box.

The main areas of this dialog box show the sources in the master list (1) and the current
document (2).

You can see a preview of the selected source at the bottom of the dialog box (3). Notice
that the current style in use is also displayed here.

You can sort and search the displayed lists using the controls at the top of the dialog box

(4).

The buttons in the middle of the dialog box (5) allow you to copy sources from the master
list to the current document, as well as edit, delete, and create sources.

e If you have another source list in XML format, you can load it using the Browse button (6).

Once you are done with the Source Manager, click Close to return to your document.
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The Create Source Dialog Box

To add a new source to your document, click References - Manage Sources:

AutoSave (
File Home Insert Design Layout References Mailings Review View Developer Help jel
) Add Text - ab1 mlnser‘tEndnote /G) @ @ [E Manage Soires Insert
| Update Table 2k Next Footnote = [ syle: |APA [% - =
Table of D 5 Insert Dlilmmis Smart Researcher Insert =7 t}r Insert D
Contents ~ Footnote [=] Show Motes Lookup Citation » [ Bibliography - Caption [ Cross-
Table of Contents Footnotes IF] Research Citations & Bibliography Captio

Manage Sources

Organize the sources cited in your
document.

You can edit and remove sources,
search for new sources, and preview
how your citations will appear in
your document.

Then, in the Source Manager, click New:

Source Manager ? X

Search: Sort by Author ~

Sources available in:
Browse...
Master List Current List

Copy >

Delete

Edit...

+ cted source
? placeholder source

Preview [APA):
Close
The Create Source dialog box will open:
Create Source ? *

Type of Source |ERETSNNGGGGGGNGGGG__ - Language  Default
Bibliography Fields for APA
Authar Edit
[] corporate Authar

Title

Year

City
Publisher

|:| Show All Bibliography Fields

Tag name
Placehalder? Cancel
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Here, you can enter all of the information about the source that you are using. By default, the
“Type of Source” menu shows Book, but you can choose from a variety of sources, each with their
own set of reference fields:

Create Source ? *
Type of Source | Book Language | Default ~
Eibliography Fields for APA
Book Section
Author Journal Article Edit

0 Article in a Periodical
Conference Proceedings

w
Title Report

Year
City
Publisher

|:| Show All Bibliography Fields
Tag name

Placzhalder1 Cancel

Note that as you fill in fields, Word will give you help as to the type and format of information that

you should add in order to remain consistent with the current bibliographic style:

Create Source ? *

Type of Source | Book ~ Language | Default ~
Bibliography Fields for APA

Author | Godin, Sethl Edit
[] Corparate Authar
Title
Year
City
Fublisher

|:| Show All Bibliography Fields
Tag name Example: Kramer, James D; Chen, Jacky

Once you are done entering information, click OK to complete the source.

The Edit Source Dialog Box

To modify sources in your document, click References - Manage Sources:

,0 Search
File Home Insert Draw Design Layout References Mailings Review View
E‘% Add Text ~ ab1 E‘]Insert Endnaote /.‘iD. @ @ EMEHEQESOUFCSb
| Update Table ak Next Footnote ~ Style: APA .
Table of P Insert e ootnote Smart Researcher Insert = ty
Contents ~ Footnote Show Notes Lookup Citation ~ [D) Bibliography ~
Table of Contents Footnotes ] Research Citations & Bibliography

Then, in the Source Manager, click the entry that you want to modify and click Edit:
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Source Manager ? X

Search: Sort by Author ~

Sources available in:

Browse...
Master List Current List
Godin, Seth; Permission Marketing (1999} <- Copy
Delete
Edit... N
Hew...
¥ dted source
? placeholder source
Preview [APA):
Citation: (Godin, 1598) ~

Bibliography Entry:
Godin, 8. (1999). Permission Marketing. New York City: Simon & Schuster,

Close

The Edit Source dialog box will open. Make your changes and click OK to save them:

Edit Source ? X

Type of Source | Book ~ Language | Default ~
Eibliography Fields for APA
Author | Godin, Seth Edit
|:| Corporate Author

Title |Permission Marketing [2nd Edition)

Year 2012

City |Mew York City

Fublisher |Simon & Schuster

|:| Show All Bibliography Fields
Tag name The Tag Mame will be used to uniguely identify this source.

oK Cancel
Godsd [ o |

Click Yes to update all lists with the change:

Microsoft Werd x

| This source exists in your master list and current document. Do you want to update both lists with these changes?

fes MNa Cancel
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The source will now be updated:

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

) Browse... .
Master List Current List
Godin, Seth; Permission Marketing (2nd Edition) (2012} <- Copy I

Delete

Edit...

Mew...

¥ dted source
? placeholder source

Preview [APA):
Citation: (Godin, 2012) ~

Bibliography Entry:
Godin, S. (2012). Permission Marketing (2nd Edition). New York City: Simon & Schuster.

Close

Citations

A citation places a brief explanation of source text that is used in a document, with more

information contained in the bibliography. Citations are often used for indirect quotes or statistics.

Adding Citations

Literary Citations

To add a literary citation, ensure that the source has been added in the Source Manager. Then,
click to place your cursor at the location of the citation in your document. Click References -
Insert Citation and choose the citation to add:

AutoSave (@ off) -1 = Sales Report - O Search
File Home Insert Draw Design Layout References Mailings Review View
) Add Text ~ abl [ Insert Endnote ﬁ) @ @ 5 Manage Sources
| Update Table ak Next Footnote ~ V4 [13 style: Chicago ~
Table of D P Insert o oonote Smart Researcher Insert = ty J
Contents ~ Footnote |:| Lookup Citation ~ L1 Bibliography ~
Table of Contents Footnotes [ Research Godin, Seth
L O g [T T ST Permission Marketing

(2nd Edition}, (2012} b
El:l Add Mew Source...

=% Add New Placeholder..,

The citation will be inserted using the currently selected style:
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Sales Flow

Qualified

Lead Customer

Citation Placeholders

You can also add a citation placeholder from the Insert Citation menu:

AutoSave (@ off) '-5) O = Sales Report = p Search
File Home Insert Draw Design Layout References Mailings Review View [
B Add Text ~ ab1 E‘]Insert Endnote ﬁ) @ @ & Manage Sources
| Update Table ak Next Footnote ~ Vg [17 Style Chicago ~
Table of D P Insert o potnote Smart Researcher Insert = ty ) 9
Contents ~ Footnote =] Lookup Citation ~ (1] Bibliography ~
Table of Contents Footnotes [ Research Godin, Seth

Permission Marketing
(2nd Editien]), (2012)

El] Add MNew Source...

=% Add New Placeholder... I

You will then be prompted to enter the name of the placeholder. Click OK when you are finished:

Placeholder Mame ? >

Type the tag name of the source. You can add more
information to this source later by clicking Edit in
the Source Manager.

Placeholderﬂ

Cancel
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This placeholder will now be included in the Source Manager and in the document:

Source Manager

? *
Search: Sort by Author ~
Sources available in:
N Browse.., .
Master List Currenfllist
God Copy - ? Placeholderl
¥ Godin, Seth; Permission Marketing (2nd Edition) (2012)
Delete
Edit...
HNew..,
¥ cited source
?  placeholder source
Preview [APA):
Citation: (God) A~
Bibliography Entry:
(n.d.).
v
Close

You can update it at any time in the Source Manager. Then, all related placeholders will be

updated.

Legal Citations

To create a legal citation, select the long citation in the document. Then, click References - Mark

Citation:

AutoSave
File Home Insert
B Add Text -

[l Update Table
Table of

Contents v

Table of Contents

Draw

1

IT5) Insert Endnote
ab ]

Insert
Footnate

1

Design

Sales Report - Saved to this PC ~ O Search John Smith sl
Layout References Mailings Review View Developer Help 143 Share
/Q) @ E,‘ﬁ [@ Manage Sources @ [ Insert Table of Figures | Insert Index
Ve —I

ak Next Footnote ~

=]

Footnotes

[P style Chicago ~
Soro R | Iz 9 Insert

Mark

: Mark
flzsfor Citation ~ [} Bibliography v | Caption [ Cross-reference By \Citation
[ Research Citations & Bibliography Captions Index Table of Authorities
E g ot b e e e D e 3 A e e B B e A Mo Citation (Al+Shift+1)

Sales Qverview

Sales in the East region were stronger than ever, particularly during the first week. Sales in all regions

remained consistent throughout the month. See Figure 1: June

[m]

2 Comments

JDF [B Insert Table of Authorities

Add the selected text to the Table of

Authorities.

Sales for more information.

Next manth, we are looking forward to the re-launch of our website and the launch of a new blog. Check

it out at www.acmeblog.com.

Safety Update
Due to recent changes in the OSHA legislation, our safety rules
are now required to take stretch breaks every ten minutes and

For more information, see Myers vs. Acme Foods, 291 U.S. 204,

on the sales floor have changed. Workers
ensure that cords are taped down.

695 (2020).
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The Mark Citation dialog box will open. Make the necessary changes to the “Selected text” and
“Short citation” boxes, and make sure that you have the proper category selected from the
Category menu. Then, click Mark:

Mark Citation ? >
Selected text:
Myers vs. Acme Foods, 291 ULS. 204,695 LS Mext Citation
{2020)
:
Category: |Cases e
Mark All
Short citation:
Cat
Myers vs. Acme Foods, 291 U.S. 204,695 [2020) ——
| ers vs. Acme Foods, 291 U.5, 204 695 (2020
R.C. 4511.19(4)(1)
Smith vs. Main Widgets, 291 U.5, 101,352 [2010)
Long citation:
Myers vs. Acme Foods, 291 ULS. 204,695 (2020)
Cancel

You can then close the dialog box or mark more citations.

The Edit Citation Dialog Box

[ Edit Citation

your cursor inside the citation. Then, click the drop-down %
Edit Source

If you later want to modify a literary citation, click to place

arrow on the right-hand side of its container and click Edit

e Convert citation to static text
Citation: =

D| Update Citations and Biblicgraphy
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Then, set your options in the Edit Citation dialog box and click OK:

The citation will now be updated:

%/ (Godin, 2012, pp. 90-94) -

Citation and Bibliography Styles

Edit Citation ? *
Add

Pages: 9@944
Suppress

[J author [ ]year []Title

Cancel

By default, Word uses the APA style for the document’s sources and bibliography. To change this

style, click References - Style and choose the desired style to use:

File Home Insert

B Add Text ~

D| Update Table
Table of

Contents ~

Table of Contents

AutoSave (8 off) D) =

Draw

1

Insert
Footnote

Design

F[';] Insert Endnote
aLg' Mext Footnote ~

Footnotes

Sales Report ~

Layout

References

Smart Researcher

Lookup

Research

Mailings

£ Search

Review View Developer Help
(& Manage Sources B InsertTabI
" e (s R =
Style: [APA
A2 W =
Citation ~ L3 Biblio¢  APA
Gitations & Bibld -0 LOtion
Chicago
Sicteenth Edition
GBTT714

005
20U

GOST - Name Sort

2003

GOST - Title Sort

2003

Harvard - Anglia

2008

IEEE
2006
IS0 690 - First Element and Date
1987

IS0 690 - Numerical Reference
1987

MLA

Seventh Edition

SI5T02

00
2003

Turabian
Sixth Edition

After clicking on one of the options in this menu, Word will update all sources in the document to

match that style. It will also create all future references in that style.
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Activity 2-6: Adding Citations and a Bibliography

In this activity, you will add sources and citations to the solar system document. Note that when
we refer to a page number, we are referring to the physical location of the page, not the

formatted number that appears on the page.

1. Open Microsoft 365 Word and open Activity 2-6:
Activity 2-6
2. First, let us add our sources to the document. Click References - Manage Sources:
AutaSave (@ off) Activity 2-6 - Saved to this PC - 2 Search
File Home Insert Draw Design Layout References Mailings Review View Help
L B Add Text ~ 1 ’r[';]lnsert Endnote TEManageSourcs B Ine
ab 3} Ol B
Table of Dol update Tabie Insert 3 Nedt Footnote Smart Researcher Insert FF’St.:}rIz.a: i % Insert O
Contents ~ Footnote [=] Show Notes Lookup Citation ~ [T Bibliography ~ Caption |_—E| Cr
Table of Contents Footnotes ] Research Citations & Bibliography Ci
L R g (R R T Manage Sources
- Organize the sources cited in your
. document.

You can edit and remove sources,
search for new sources, and preview
how your citations will appear in
your docurment.

3. The Source Manager will open. Click New:
Source Manager ? *
Search: Sort by Author ~

Sources available in:
Browse...
Master List = Current List

Copy >

Delete

Edit...

¥ dted source
? placeholder source

Preview (APA):

Close
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below and click OK:

Create Source

Type of Source

Eibliography Fields for Chicago

Author

Title

Year

City

Publisher

|:| Show All Bibliography Fields

Tag name
Geigg

Example:

Ensure that “Book” is selected as the type of source

Book ~

Geisel, Theodore

|:| Corporate Author
There's Mo Place Like space!
1999

Toronto

Random House|

Adventure Works Press

create another source by clicking New:

. Enter the information shown

Language |Default

Edit

Cancel

You will be returned to the Source Manager and the source will be saved. Let us

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

. Erowse.., .
Master List Current List
Giesel Theodore: There's Mo Place Like Space! (1999 Copy - Giesel, Theodore; There's Mo Place Like Space! (1999)
Delete
Edit...
¥ cited source
? placeholder source

Preview (Chicago):

Citation: (Giesel 1999) ~
Bibliography Entry:

Giesel, Theodore. 1999. There's No Place Like Space! Toronto: Random House.

v
Close

6.

This source is also a book. Enter the information shown below and click OK:

Create Source

Tag name
Benl3

Type of Source

Author

Publisher

Eook v

Bibliography Fields for Chicago

Bennett, Jeffrey

|:| Corporate Author
Title |The Cosmic Perspective
Year 2013
City |Mew York

Addison—Wesley{

|:| Show All Bibliography Fields
Example: Adventure Works Press

Language | Default

Edit

Conce
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7. We have one more source to add, so click New again:

Source Manager ? X
Search: Sort by Author v
Souces available in:

Erowse.
Master List = Current List
Bennett Jeffer: The Cosmic Perspective (20 Copy -> Bennett, Jeffery; The Cosmic Perspective (2013)
Giesel, Theodore; There's No Place Like Space! (1599) Giesel, Theodore; There's No Place Like Space! (1999}
Delete
Edit..,
¥ dited source
7 placeholder source
Preview (Chicaga:
Citation: (Bennett 2013) ~
Bibliography Entry:
Bennett, Jeffery. 2013. The Cosmic Perspective. New York: Random House.
v
Close

8. This time, we are adding a website, so choose that source type from the menu at the
top of the dialog box:

Create Source ? x
Type of Source | Web site Language | Default ~
Bibliography Fields for Chicage  |Book Section
Journal Article
Author Article in a Periodical Edit
D Conference Proceedings
Report
MName of Web Page
Year
Month
Day

Year Accessed
Month Accessed
Day Accessed
URL

|:| Show All Bibliography Fields

Tag name

Flacehaolder1
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9.

Enter the information shown below and click OK:

Create Source

Author

MName of Web Page

Year

Month

Day

Year Accessed

Month Accessed

Day Accessed

URL

|:| Show All Bibliography Fields

Tag name
Mat20

Type of Source | Web site
Eibliography Fields for Chicago

Example: hittp://www.adatum.com

Language Default

Edit
Corporate Author | National Aeronautics and Space Administration
The Solar System
2020
o

o

http://solarsystem.nasa.gov

10.
Source Manager:

All sources should now be in the master list and the current list. Click Close in the

Source Manager

Search:

Sources available in:

Sort by Author

Browse...
Master List = Current List
God Copy > Mational Aeronautics and Space Administration: The Solar System (202
National Aeronautics and Space Administration: The Solar System (2020]} Bennett, Jeffrey; The Cosmic Perspective (2013}
Bennett, Jeffrey; The Cosmic Perspective (2013) Delete Geisel, Theodare; There's No Place Like space! (1999)
Geisel, Theodore; There's No Place Like space! (1999) =
Edit...
New...
V¥ cited source
?  placeholder source
Preview (Chicago):
Citation: (National Aeronautics and Space Administration 2020) o)
Bibliography Entry:
National Aeronautics and Space Administration. 2020. The Solar System. 01 01. http://solarsystem.nasa.gov.
v

Close

11.

Heliopause paragraph:

Go to page 10 in the document. Click to place your cursor at the end of the

fuiosere ) _
File Home Insert Draw Design Layout References Mailings Review Wiew Help

B Add Text ~ ab‘ [[F3 Insert Endnote /G) @ @ [[E Manage Sources [ Insert Table of Figures ﬁ [ Insert Index +3

| Update Table al§ Next Footnote ~ 7 Doyle [aa -

Teoeor P Insert 23 o T oomete Smart Researcher | Insen Inseet 1 vk Mark

Contents v Footnate [=] Show Notes Lookup Citation + L1} Bibliography Caption [[] Cross-reference Entry Citation
Table of Cantents Footnotes [F] Research Citations & Bibliography Captions Index

L ‘l"-\‘-‘E-H|"-1‘-‘\-"l”-\‘-‘3-‘-\‘-‘4-”|H-5‘-‘\-Ha‘ i 7

the sun over millions of years.

Heliopause

The Heliopause is what can largely be considered the edge of the solar system. This is where the
solar wind slows down and stops (or "pauses”) due to the "solar wind" coming from other stars in
the galaxy. There is a region just inside the heliopause where the solar wind slows down from
supersonic speeds (literally, faster than sound) to subsonic speeds[[
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12. Click References = Insert Citation and choose the first resource in the menu (“The
Cosmic Perspective”):

AutoSave (@ 0Off) Activity 2-6 ~ 5 Ssearch
File Home Insert Draw Design Layout References Mailings Review View Help
B Add Text ~ abl [Tch Insert Endnote /‘\/D @ @ & Manage Sources Insert Table of Figures
| Update Table a Next Footnote ~ ) > Dsyle aPA - |

Table of D . Insert ootnote Smart Researcher Insert e Insert —

Contents Footnote [=| Show Notes Lockup Citation [0 sibliography ~ Caption [[ Cross-reference
Table of Contents Footnotes ] Research Bennett, Jeffrey

L SR R g S The Cosmic Perspective, (2013) lk S

the sun over i
Geisel, Theodore

- Heliopause There's Mo Place Like space!, (1999)
N The Heliopaus ar system. This
- solar wind slov National Aeronautics and Space Administration | coming from

the galaxy. The The Solar System, (2020) wr wind slows ¢

supersonic spe
El:l Add New Source...

™ =5 Add New Placeholder...

13. The citation will be added:

Heliopause

The Heliopause is what can largely be considered the edge of the solar system. This is where the
solar wind slows down and stops (or "pauses") due to the "solar wind" coming from other stars in
the galaxy. There is a region just inside the heliopause where the solar wind slows down from
supersanic speeds (literally, faster than sound) to subsonic speeds. (Bennett 2013]|

14. Save your document as Activity 2-6 Complete. Close Microsoft 365 Word to complete
this activity.

TOPIC G: Insert a Bibliography

Our final topic in this lesson will focus on bibliographies, which compile all sources into a single list

that is usually included at the end of the document.
Topic Objectives
In this session, you will learn:

e About bibliographies

e How to insert and update a bibliography
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Bibliographies

After you have added all of your sources, it is now time to insert the bibliography, which is a list of
all sources in the document. Generally, the bibliography is placed at the end of the document.
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Adding a Bibliography

To insert the bibliography, place your cursor wherever you want the bibliography to be located.
Then, click References - Bibliography:

AutoSave (@ off) D ~ = Sales Report = P Search -

File Home Insert Draw Design Layout References Mailings Review View Developer Help
B Add Text ~ ab‘ [C57 Insert Endnate /G) @ @ [ Manage Sources Insert Table of Figures —@
| Update Table 2 Next Footnote ~ [Dstyle: |apa
Table of Qe Insert ootnete Smart Researcher Insert =/ ty Insert b Mark &
Contents ~ Footnote [=] Lockup Citation ~ mB'bl"‘g’athT} Caption [[] Cross-reference Entry
Table of Contents Footnotes =] Research Citatio  Built-In
Bibliography
Bibliography

hen, . [2003). Chations end Acferences, Now Yark: ContasoPrass.
Haas, . (2005). Crevting a Formol Publication. Boston: Prosewsre, Inc.

Kramar, . D. [2006) Chicago:

References

References
Chen, . [203). Chations end Acferences, Now Yark: Contasorass.
Haas, . (2005). Crevting a Formol Publication. Boston: Prosewsre, Inc.

Kramer, ], D. [2006) Chicago:

Worlks Cited

Works Cited
Chen, . [203). Chations end Acferences, Now Yark: Contasorass.
Haas, . (2005). Crevting a Formol Publication. Boston: Prosewsre, Inc.

Kramar, . D. [2006) Chicago:

[ insert Bibliograph:
It graphy

From this menu, click the style of bibliography that you want to use. You can also click the Insert
Bibliography command to insert a bibliography with no heading.

The bibliography will then appear in your document:

AutoSave s Sales Report - £ Search John Smith IS

File Home Insert Draw Design Layout References Mailings Review View Developer Help ¥ Share 1 Comments

B Add Text ~ ab‘ IT5 Insert Endnote /G) @ @ 8 Manage Sources ) Insert Table of Figures ﬁ B Insert Index +,|3 [ Insert Table of Authorities

| Update Table 5 - 7 [T style: APA - | Update Table

Tableat LFYP b COEHFEEIEE S R | I insert L) s war LHUP

Contents ~ Footnote =] Lookup Citation ~ [1J Bibliography ~ Caption [[] Cross-reference Entry Citation
Table of Contents Footnotes [E] Research Citations & Bibliography Captions Index Table of Authorities ~
L 1‘--\".UG".."1..w‘..1".."‘3"‘.."4..‘_..sw..w‘s.”‘ﬁ..‘y‘..
Works Cited

+ Godin, S. (2012). Permission Marketing (2nd Edition).
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Updating the Bibliography

Just like a table of contents, Word has the ability to update your bibliography and its citations. This

comes in handy if you have altered sources or changed the style. One way to update the

bibliography is to click inside of it and click “Update Citations and Bibliography” at the top:

- Update Citations and Bibliograph
(L~ (e araphy

“ WOrkS CItEd| Update Citations and Bibliography
Godin, 5. (2012). Permission Marketing (2nd Edition).

Another way to update it is to right-click on the bibliography and click Update Field:

E[T:l)v D| Update Citations and Eib\iography‘ Calibri (Bady) |11 - AA A 5 lyv

Works Cited B I UL~ AviZvizy st
Godin, S. (2012). Permission Marketing (2nd Edition). |

[ 9

I
fﬁ Paste Options:

7 &

| Update Field

7

s

Toggle Field Codes

Edit Field...

Eont...

4 >

Paragraph...

You can also use the F9 shortcut key when the bibliography is selected.
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Activity 2-7: Adding Citations and a Bibliography

In this activity, you will complete the solar system document by adding a bibliography. Activity 2-6

must be completed prior to completing this activity.

1. Open Microsoft 365 Word and open Activity 2-7:

—
M=

Activity 2-7

2. Let us add the bibliography to the document. Go to the end of the document and
make sure your cursor is on the last page. Click References - Bibliography and click

the first item in the gallery:

AutoSave (® off) Activity 2-7 - Saved to this PC ~ £ search
File Home Insert Draw Design Layout References Mailings Review View Help
%Add'ﬁmv ab‘ T} Insert Endnote /[D @ 3 I—TEMWQE Sources ;@ Insert Table of Figures
| Update Table aH Next Footnote ~ Style: APA al
Table of ? Insert 23 o oamete St P | = o Insert

Contents v Footnote [=] Show Notes Lookup
Table of Contents

= ——————— B o

Footnotes 51 Research

Citation ~ L1 Bibliography

Caption [[] Cross-reference

Citatio  Built-In

Bibliography

Bibliography

(Chen, ). (2003). Gitations ond Refererces. Wew York: Contose Press.

Haas, . (2005). Creating @ Formal Publication. Boston: Proseware, e

Krames, J.D. (2006). Haw to Wit Giblographies. Chicago: Adventure Works Press.

References

References
Chen, . (3003} Cotions and References. New ok Contoso Press.

Haas, 1. (2005). Creating @ Formal Publication. Boston: Proseware, e

Kramer, .. (3005). How to Write Biblogrophies. Chicago: Adventure Works Press.

‘Works Cited

Works Cited

(Chen, . (2003). Gitatians an Aeferences. New York: Contasa Press.

Hass, ). (2005). Creating o Formal Publication. Boston: Proseware, Inc

1.0. (2006} o Press.

[T} Insert Bibliography

ﬁ Insert Index

E Eﬁlh

Mark Mark

Entry Citation
idex Tabl
R R

Bibliography
Automatic bibliagraphy that
includes all sources associated with
the document
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3. The bibliography will be added with the sources that we created in Activity 2-6:

O Search

Fle  Home  Inset  Draw  Design  Layout  References  Mailings  Review

Table of Smart Researcher Insert Insert Mark Mark
Contents Footnote [=] Show Notes Lookup Chtation - (1] Bibliography - Caption [ Cross-reference Entry Citation
Table of Contents Footnotes Fl Research Citations & Bibliography Captions Index
& R W RN KR RS R R SRS SRRy,

Bibliography

View  Help

Bennett, J. (2013). The Cosmic

New York: Add| Wesley.

Geisel, T. (1999). There's No Place Like Space! Toronto: Random House.

National Aeronautics and Space Administration. (2020, 01 01). The Solar System. Retrieved from

4. After reviewing the bibliography, you realize that the year of one of the books is

wrong. Click References - Manage Sources:

Activity 2-7 ~

File Home Insert Draw Design Layout Ref

Solar System Exploration: http://solarsystem.nasa.gov

) Add Text ~ ab1 I 0) @ @ [E Manage Sources [ Insert Table of Figures B [ Insert Index +3 E
(31 Update Table oot al3 Next Footnote + Ve [Pstyle APA  ~ o &l r
Inse

,0 Search

nces Mailings Review View Help

@ Add Text ~ a b1 E‘] Insert Endnote @ @ @ [ Manage Sourca]}

| Update Table e .
Table of D P Insert aky Next Footnote

Contents ~ Footnote [=| Show Motes Lookup

Smart Researcher Insert

[T/ style: APA 0

Insert

Citation ~ L1 Bibliography ~ Caption (L] Cr

Table of Contents Footnotes ] Research Citations & Bibliography

Manage Sources

Organize the sources cited in your
document.

You can edit and remove sources,

search for new sources, and preview

how your citations will appear in
your document,

5. Select the second book in the list on the left-hand side. Click Edit:

Source Manager

Search:

Sources available in:
Master List

National Aeronautics and Space Administration; The Solar System [2020] Copy -»
Bennett, Jeffrey; The Cosmic Perspective (2013}

Geisel, Theodore; There's Mo Place Like space! (1999)

Browse...

Delete

Sort by Author

Current List

National Aeronautics and Space Administration; The Solar System (202

+ Bennett, Jeffery; The Cosmic Perspective (2013}

Geisel, Theodore; There's No Place Like Space! (1999]

b

cited source

? placeholder source
Preview [APA):
Citation: (Bennett, 2013) ~
Bibliography Entry:
Bennett, J. (2013). The Cosmic Perspective. New York: Addison-Wesley.
v

Close
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6. The Edit Source dialog box will open. Change the text in the Year field to 2015 and click
OK:

Edit Source ? X

Type of Source |Book ~ Language | Default ~
Eibliography Fields for APA

Author |Bennett, Jeffrey Edit
|:| Corporate Author
Title |The Cosmic Perspective
Year 2015
City |New York
Publisher |Addison-Wesley

|:| Show All Bibliography Fields
Tag name Example: 2006

QK Cancel
Bent3 BN

7. You will be prompted to update the current document’s list. Click Yes:
Microsoft Word *
| This source exists in your master list and current document. Do you want to update both lists with these changes?
Yes k‘ Mo Cancel
8. Close the Source Manager dialog box:
Source Manager ? X
Search: Sort by Author ~

Sources available in:
. Browse... .
Master List Current List

MNational Aeronautics and Space Administration; The Solar System (2020 Copy - Mational Aeronautics and Space Administration; The Solar System (202
Bennett. Jeffrey: The Cosmic Perspective (2015} + Bennett, Jeffrey: The Casmic Perspective (2015)
Geisel, Theodore; There's Mo Place Like space! (1999) Delete Geisel, Theodore; There's No Place Like Space! (1999
Edit...
Hew...
¥ dted source
? placeholder source
Preview [APA):
Citation: (Bennett, 2015) ~
Bibliography Entry:
Bennett, I. (2015). The Cosmic Perspective. New York: Addison-Wesley.
v

L
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9. Back in the document, click inside the bibliography to select it. Click “Update Citations
and Bibliography” at the top of the table:

z [T] ~ [Ylupdate Citations and Bibliographyi

e [
B | bl |Og 'a p hv Update Citations and Biblicgraphy
Bennett, J. (2013). The Cuﬁmic Perspective. New York: Addison-Wesley.

Geisel, T. (1999). There's No Place Like Space! Toronto: Random House.

National Aeronautics and Space Administration. (2020, 01 01). The Solar System. Retrieved from
Solar System Exploration: http://solarsystem.nasa.gov

10. The year will be updated:

Bibliography

Bennett, J.|(2015)| The Cosmic Perspective. New York: Addison-Wesley.
Geisel, T. (1999). There's No Place Like Space! Toronto: Random House.

Mational Aeronautics and Space Administration. (2020, 01 01). The Solar System. Retrieved from
Solar System Exploration: http://sclarsystem.nasa.gov

11. Go to page 10, where we created a citation with this source earlier. You will see that it,

too, has been updated:

Heliopause
The Heliopause is what can largely be considered the edge of the solar system. This is where the

solar wind slows down and stops (or "pauses") due to the "solar wind" coming from other stars in
the galaxy. There is a region just inside the heliopause where the solar wind slows down from
supersonic speeds (literally, faster than sound) to subsonic speeds. (Bennett)2015)

T

12. Save your document as Activity 2-7 Complete. Close Microsoft 365 Word to complete

this activity.

Summary

In this lesson, we took an in-depth look at the various referencing tools in Microsoft 365 Word.
You should now feel comfortable creating and managing captions, cross-references, hyperlinks,

bookmarks, footnotes, endnotes, sources, citations, and bibliographies.
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LESSON 3:
SIMPLIFYING AND MANAGING LONG
DOCUMENTS

Lesson Objectives

In this lesson you will learn how to:
e Add cover pages and blank pages to a document
e |Insert anindex
e Insert a table of contents
e Insert ancillary tables, such as tables of figures and authorities
e Manage document outlines

e Create master and subdocuments

TOPIC A: Insert Blank and Cover Pages

Microsoft Word includes many pre-designed cover pages that can help you add a professional,
polished touch to any document. Microsoft Word also includes a one-click command to add a

blank page anywhere in a document.
Topic Objectives

In this session, you will learn:

e How to insert blank pages

e How toinsert cover pages
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Inserting Blank Pages

To create a blank page, place your cursor where you want the new page to appear. Then, click

Insert = Blank Page:

AutoSave '.ﬂ'

ZoomFoods - Saved to thig

File Home Insert Draw Design Layout Reference
- o1 P - =
% Cover Page i i : ) Shapes = SmartArt
Blank Page 51 Chart
9 - Table Pictures &) lcons EIEI; :
7 Page Break - - Efl 3D Models ~ i Screenshot ~
Pages Tables lllustrations
Add a Blank Page 1"""'5""

Add a blank page anywhere in your
document.

@ Tell me more

This will add a blank page to the document.

Inserting Cover Pages

To add a cover page to your document, click Insert
-> Cover Page and choose a style:

AutoSave 'l:. >ﬂ::

ZoomFoods - Saved to tl

File Home ﬂ Draw Design Layout Referent
%Cmr Page‘h | ﬁ' [ons] '-E)Shapsv & SmartArt

Built-in -
—

Austin

ICCUMENT TITIF]

Filigree

Banded Facet

Grid Integral

[Pocument tile]

len (Dark)

lon (Light) Motion

@ More Cover Pages from Office.com >

E"i BRernove Current Cover Page

[h
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The selected cover page will be added to the beginning of your document. All you have to do is
add the information in the provided fields:

AutoSave @ o) O] D~ ZoomFoods = £ Search John Smith S = - [m}
File Heme Insert Draw Design Layout References Mailings Review View Help % 1% Share 2 Comments
e - R l_ Ha Header ~ Equation ~
B @ gihape; 2 SmartArt m.\ EEnarams W F@ @ + S eader L% g quation
I Chart Footer ~ ; ~ Symbol ~
Pages | Table | Pictures © O 'ﬂ] ° Addfrom |~y pgy e . Wikipedia | Online | Links | Comment | = Ted L 4
- - ~ (D 3DModels v [ Screenshot~ | Files~ | O™ Video - Page Number~ | g, ©=- 8] ~
Tables Illustrations Content Add-ins Media Comments Header & Footer Text Symbols ~

L | S E ‘‘‘‘‘‘‘ 1o 2. ER 4 5. 3 T B

[Draw your reader in with an engaging
abstract. It is typically a short summary of

the document. When you're ready to add
R your content, just click here and start
N typing.]

/oomFoods

Business Overview

Page10f& 311words [[} English (United States) [ (3 Accessibility: Investigate T Focus B - ¥ + 1005

Some text may automatically be inserted for you based on the document’s properties. You can
add any other elements you like (such as your own graphics) or change the formatting of the

existing elements.

Activity 3-1: Inserting Blank and Cover Pages
In this activity, you will add a cover page and a blank page to a document.

1. Open Microsoft 365 Word and open Activity 3-1:

1
=

Activity 3-1
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2. First, let us add a cover page. Click Insert - Cover Page - Retrospect:

AutoSave Activity 3-1 - Saved to th

File Home Insert Draw Design Layout Referen

I%Cwerpage' 'ﬁ‘ A v rﬂ:‘)Shapesv T SmartArt

]
lon (Dark) lon (Light) Motion
ment tith
Retrospect jad - : “ideline
Retrospect
/ Large title with contact info on an
accent color block
Slice (Dark) Slice (Light) ViewMaster
| | -
@ More Cover Pages from Office.com >
E?( Remaove Current Cover Page
«“« ” . .
3.  Enter “Solar System” for the document title:
Activity 3-1 + O Search John Smith 15
fle  Home Insert Draw Design Lajout  References  Mailngs  Review  View Help  Shape Format
Beowr | FH | @A D 5 @ Semwn WL P (1 | Qe [A]E-
& Pidues  eosmoiee - Adafom | Sy addng + Wpeda | Onine | 2 Poge Number ~ =
Pages Tables llustrations Content Addins Media Links Comments | Header & Footer Text
. f D S i ; ER— Fan B ; 5 e
| &
% $ ®
2
X [DOCUMENT SUBTITLE]
o ]

@ &

=

15 Share

T

Symbols

u]
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4. Type “A Wikibooks Project” for the subtitle:

Actiity 31 + Pl sen JohnSmith s @ —
Fle  Home Insert Draw  Design  Layout  References  Maiings  Review  View Help  Shape Format 5 share
Cover Page ~ — | @ Header + Al B~ &~ | T
Do | C o 0 e W L] i = [A]8-Z
o Pictures © Addfrom | Y\ 4 g o Wikipedia | Oniine oot B
= - @30 Models ~ @) Files~ | &M Video | [ [ Page Number - A
Pages Tables ustrations Content Addins Media Links Comments | Header & Footer Text Symbols
. e R SRRNRRRE ERERRRRE ERRR RS ERERRRES S Ry,
(&
O
1
Isuptitie y
A WIKIBOOKS PROJECT]
O o]
Pagefof 14 3307words [} English (United States) [F@ (s Accessibility: Investigate I Focus B - ¥

5. Letusadd a page for the index that we are going to create in the next activity. Press Ctrl

+ End to go to the end of the document. Click Insert - Blank Page:

o

Activity 3-1 = £ search John Smith  J5 [saf — =]
Fle  Home Insert Draw  Design  Layout  References  Maings  Review  View  Help % share T Comments
CoverPage > ) shapes ~ T SmartArt T | @link v T Header v E~ &~  Tlequation ~
B cowrrag Oshap 0 | o W | B = |B gk .
[ Blank Page & icons ol chart [ Bookmarkc [ Footer 48 () symbol ~
= Table | Pictures = Add from | o\ gy i - Wikipedia | Oniine Comment Tet .
= Page Break - ~  @3DModek v f] Screenshot~ Files~ | 07 MyAddins ideo | [E]Cross-reference [ PageNumber~ | pov A2+ ] +
Pages Tables ustrations Content Addins Wedia Links Comments | Header & Footer Text Symbols
Add a Blank Page. ' i 2 5 S s : e 7
. expansion stratched out the light, turning it into weak microwave light. Scientists can detect this
Add a blank page anywhere in your
document, microwave light
@ Tellme more Solar System Formation
N “The solar system formed out o big cloud of gas and dust about 4.6 billion years ago.
Stars and solar systems that are very similar to the Sun are now forming in the Eagle Nebula (also
b known as M16).
12|
=
Pagel4of 14 3397words [} English (United States) @ (s Accessibility: Investigate . Focus B - ¥ + 100%

6. The blank page will be added. Save your document as Activity 3-1 Complete. Close

Microsoft 365 Word to complete this activity.
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TOPIC B: Insert an Index

An index is like a table of contents, except it is arranged a bit differently. Rather than listing pages
in sequential order, an index lists topics, words, and/or phrases, and tells you where to find that
information. This is a very useful feature when working with long documents, and you will learn all

about it in this topic.
Topic Objectives
In this session, you will learn:
e How to mark index entries with the Mark Index Entry dialog box
e How to identify index entry field codes
e How to use the Index dialog box and its various options
e How to automatically mark entries with a concordance file

e How to use the Style and Modify Style dialog boxes to customize an index

e How to update an index

The Mark Index Entry Dialog Box

The first step in creating an index is to indicate what words to include in it. To start, select the text
that you want to use as an index reference. Then, click References - Mark Entry:

AutoSave (@ off) v = ZoomFoods ~ 5 search John Smith IS m — [m] X
File Home Insert Draw Design Layout References Mailings Review View Help 14 Share I Comments
) Add Text ~ ab‘ [T Insert Endnote /.j;. @ P [ Manage Sources [ Insert Table of Figures ﬁ [ Insert Index +7|J &
| Update Table 2R Next Footnate ~ - " [Psyle [apa  ~

Table of Dilue Insert 3 Feomnae S P || e o Insert Mark Mark

Contents ~ Footnote Lookup Citation ~ L1} Bibliography ~ Caption L[] Cross-reference Entry Citation
Table of Contents Footnotes N Research Citations & Bibliography Captions Index Table of Authorities ~

L3 T E """" Lo 2o Foo Ao Sttt 8 Mark Entry (Alt+Shift+))

Add the selected text to the index.

Business Overview
ZoomFoods will prepare and distribute pre-packaged, frozen, Our Vision
gourmet meals that are sold in grocery stores. Consumers can
] then purchase the meals and reheat them at home.

N To be the world
leader in healthy,
high-quality, pre-
packaged meal
solutions.
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You will then see the Mark Index Entry dialog box:

Mark Index Entry ? >

Index

Main entry: | pre-packaged |

Subentry: | |

Options

() Cross-reference: |SEE |

@ Current page
D Page range
Bookmark o

Page number format

[ ] Bold
[] italic

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

Mark Al Cancel

Modify the text as desired in the “Main entry” field and click the Mark button to add the index

entry. The Mark Index Entry dialog box will remain open so that you can mark other index entries.

Click the X to close when you are finished.
Mark Index Entries Options

You can use the Options section in the Mark Index Entry dialog box to change the type of entry
that is created. By default, Microsoft Word will create an entry to the current page, but you can
choose another page range. Or, you can omit the page reference and refer the reader to another

index entry using the Cross-reference field.
Subentries

Each index reference can contain a main entry and a subentry. For example, if a recipe book used
an index, you might see an entry for Chocolate, and then subentries for Chocolate Cake, Chocolate

Chip Cookies, etc.
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Index Entry Field Codes

When you mark an index entry, special characters will be turned on. This allows you to easily see

index entries in the document:

Business-Overviewt] *

stores.-Consumers-can-then-purchase-the-meals-and-reheat-
them-at-home.-q

As you can see, index entries are marked with “XE” and specialized curly brackets. Remember, you

may hide these characters at any time by clicking Home - Show/Hide:

AuteSave @ off) [E] O~ 1) = ZoomFoods ~ P Search

File Home Insert Draw Design Layout References Mailings Review View Help

fﬁ[ Calibr Light (He +[ 14 «| A" A" | Aav | Ap | IE~viE- 2~ [E= 4 AaBbCCDC AaBbCeDC | Aal

TMormal Mo Spacing | Hea

B
Pt g BT Uvx X |A-2-A === =~

Clipboard T~ Font ] Paragraph ] st
Show/Hide T (Ctrl+*)

Show paragraph marks and other
hidden formatting symbols.

This is especially useful for
advanced layout tasks.

@ Tell me more

The Index Dialog Box

After you have marked text as index entries, it is time to insert the index. (You can create an index
with hidden characters enabled or disabled; it does not matter.) Then, place your cursor at the
point where you would like the index to appear (usually at the very end of the document). Click

References = Insert Index:

AutoSave @ o) ] D~ 1) L Search
Fle  Home  Insert  Draw  Design  Llayout  References  Mailings  Review  View  Help ¢ Share  ©3 Comments
1 Add Text ab‘ I} Insert Encnote /@ @ @ [ Manage Seurces [} Insert Table of Figures JlF_b‘ Bmsemnaeuh 43 [ Insert Table of Authorities
| Update Table aH Next Foatnote ~ = Gsyle apa - = 0y
Tapieor L1UP OIS St Pl |l st O o 2 Mark
Trse Footnote & sl Citation ~ (1} Bibliography ~ | Caption [[] Cross-reference iy Trem
Table of Contents Footnotes ~ Research Citations & Bibliography Captions Index Table of Authorities ~
& — SO PR 2. 3 , 4 ‘ s , ¢ | insert index
Add an index listing key words and
the page numbers they appear on.
Index
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The Index dialog box will appear on your screen. Here, you can control every aspect of your index’s
appearance:

Index ? x

i Table of Contents  Table of Figures  Table of Authorities

Print Preview

Aristotle, 2 A Type: ® Indented (O Rup-in
Columns: |2 =
Asteroid belt. SeeJupiter Language: |English [United State b
Atmosphere o
Earth W
|:| Right align page numbee

Tab leader: |

e o
Formats: From template w e
Modify...

Mark Entry... Autobark...

The top left of the dialog box (1) shows a preview of how the index will look with the current
settings. You can also choose a pre-defined format for the index (2) and then customize the
alignment (3) and tab leader (4) used for page numbers. On the right-hand side of the dialog box
(5), you can choose the index type, column format, and language. The commands at the bottom
of the dialog box allow you to mark index entries using the dialog box that we discussed at the
beginning of this topic (6) or with a concordance file (7). The Modify command (8) allows you to
set advanced options for your index (which we will look at in a moment).
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Once your options are set, click OK to create the index:

Index

B DAY ettt s e e e e e nnan Iz and Match. ... 2
Business Plan -2 Pre-packaged .. w1
DB BT e 2 Simgle-serve . o 2
PRI e e

The Open Index AutoMark File Dialog Box

If you have a concordance file outlining how the document should be indexed, you can

automatically mark index entries by clicking the AutoMark command in the Index dialog box:

Index ? *

Indez Table of Contents | Table of Figures = Table of Authorities

Print Preview

Aristotle, 2 ~ Type: @ Indented O Run-in
Asteroid belt. 5ee Jupiter Calumns: 2 5
Atmosphere

Earth Language: |English [Canada) ~

exosphere, 4
ionosphere, 3
mesosphere, 34
stratosphere, 3 W

|:| Right align page numbers

Tab leader: |.... ~

Formats: From template v

Mark Entry... AgtoMark.. Modify...
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Now, you can browse to and select the concordance file:

ﬂ Open Index AutoMark File

>
“ v <« Desktop » Word Files » SampleFiles » Concordance File v O Search Concordance File el
Organize « MNew folder -« [ o
~ ” ifi W

# Quick access Narme Date maodified Type

[ Desktop @ Concordance File 2020-06-02 1:11 PM Microsg

= Documents

; Downloads

&* Dropbox
.eo Creative Cloud Files
| Pictures

3 This PC
ﬂ Microsoft Word

[ Desktop
22 Dropbox

v g
O T

File name: | Concordance File v| All Word Documents ~

Tools ~ Cancel

Once you click Open in the Open Index AutoMark File dialog box, the Index dialog box will close
and the index entries in the concordance file will be marked.

The Concordance File

A concordance file is a special type of text document that can be used to automatically mark index
entries. This file must be set up as a column with two tables, like this:

—

Concardance File + 2 Search John Smith

File Home Insert Draw Design Layout References Mailings Review View Help 1% Share 17 Comments
P op 8 =|a o LFind ~
fﬁ[ Calibri (Body) ~11 ~ A" A" Aa~ fo | @ = 2l T aasbeene smscene AsBbC( Assbccr AdDB <] | & Replace @J
Paste - % = | Dictate Editor
: BIU-axx A-2-A- oy T Normal | TNoSpac.. Headingl Heading 2 Title | | By select~ ,
Clipboard Font E] [} Styles &l Editing Voice | Sensitivity | Editor | A
L Lo g ------ 3o IR SRR E ISP
ZoomFoods ks ds
Dessert

Product:Dessert
Dessert Product:Dessert
Gourmet Product:Gourmet

- gnulmet Product:Gourmet
7 Mix and Match package Mix and Match
Strategy

Strategies

The first column (1) contains the text that Microsoft Word will look for when marking index
entries. Each word must appear exactly in the table as it does in the document. (For example, in
the sample file you can see two entries each for “dessert” and “gourmet” one that is capitalized
and one that is not.)
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The second column (2) contains the index entries themselves, again appearing exactly as they will

in the index. Entries and subentries are separated by a colon (as indicated by the number three (3)

in the image above). You can create up to eight levels of subentries in this way!

Index

30-Day, 2
Business Plan, 2
Dessert, 2

Family, 2

Mix and Match, 2
Pre-packaged, 1

Product
Dessert, 2
Gourmet, 1
Single-serve, 2
Strategies, 1, 2,6
ZoomFoods, 1

The Style Dialog Box

To modify the appearance of the index, click Modify in the Index dialog box:

Index

Index

Table of Contents

Print Preview

Aristotle, 2
Asteroid belt. See Jupiter
Atmosphere

Earth

exosphere, 4
ionosphere, 3
mesosphere, 3—4

mhees 3

Tab leader:

Formats:

|:| Right align page numbers

From template

? >
Table of Figures  Table of Authorities

~ Type: @ Indented D Run-in

Columns: |2 =

Language: |English [United States) ks
W
S
R

Mark Entry... AutoMark...
oK Cancel
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The Style dialog box will open:

Style

entry

Styles:
Index 1

Index 1
T Index 2
T Index 3
T Index 4
T Index 5
T Index &
T Index 7
T Index 8
T Index 9

Please select the appropriate style for your index or table

Preview

+Body

Font: 9 pt, Indent:
Left: O px
Hanging: 0.15°, Space

2

0K

Fpt

After: 0 px, Style: Automatically update, Hide until

? X

EW...

Delete

Cancel

In the main part of this dialog box (1), you can choose the style that you want to modify. You will

see a preview (2) and specific settings (3) for this style at the bottom of the dialog box. Click

Modify (4) to change these settings. The New and Delete (5) commands will be unavailable when

modifying index styles.

The Modify Style Dialog Box

If you click Modify in the Style dialog box, the Modify Style

dialog box will open.

This is exactly the same as the dialog box that appears

when creating and modifying text, table, or list styles. At

the top of the dialog box (1), you can enter a name and

choose a type for the style. You can also choose the style

that it is based on and the style for the following

paragraph/line.

In the next section of the dialog box, you can customize

font formatting (2) and paragraph options (3). For more

Properties
MHame: Index 1
Style type: Paragraph
Style based on: A Marmal

Style for following paragraph: | 7 Mormal

Formatting
Calibri (Body) ~|(9 |«|| B T U

Automatic 9

i +
* t

Dessert, 2

=-Q
(5]

Font: 9 pt, Indent:
Left: 0 px
Hanging: 0.157, Space
After: 0 py, Style: Automatically update, Hide until used, Priority: 100

(6

|:| Add to the Styles gallery Automatically update
@ Only in this document O MNew documents based on this template

Format =

Cancel

145




Microsoft 365 Word: Part 3

advanced options, click the Format button (4) and choose a category to modify. The appropriate

dialog box will then open with more settings that you can customize.

All of your choices will be reflected in the preview area (5). Finally, you can set advanced options

(6) with the checkboxes and radio buttons near the bottom of the dialog box. When you are

finished, click OK to save the changes.

Updating the Index

If you add or remove index entries, you can right-click the index and click Update Field, or click

References -» Update Index:

AutoSave (@ off) 2~ 1) =

File Home Insert Draw Design Layout References

B Add Text ~ ab‘ [ Insert Endnate /{D. @ @

Smart Researcher

[l Update Table a3 Next Footnote
Table of ’ Insert -
Contents ~ Footnote Lookup
Table of Contents Footnotes [F] Research
B S T R

Index

30-Day, 2
Business Plan, 2
Dessert, 2
Family, 2

Mix and Match, 2
Pre-packaged, 1

You can also use the F9 shortcut.

Citation ~ LU Bibliography ~

Citations & Bibliography

Help

InsertTabIeofF\gures +_ \nsertlndex 5

D| Update Index 1
Mark

Insert  —

Caption [[] Cross-reference Entry Ci
Captions Index

-U-e-u---1‘-‘|‘-‘1‘--|---m---

Calibri (Body) ~[9 + A" A" <& efv
Product g 1§ 2. A IT LIS . st
Desse - :
Gourmet, 1
Single-se
Strategie
ZoomFaou

[B Paste Options:
[t (e

Update Field

il
Edit Field...

Toggle Field Codes

A Font...

=5 Paragraph...

1
E
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Activity 3-2: Inserting an Index

In this activity, you will mark index entries using a variety of methods and then insert an index.
Note that when we refer to a page number, we are referring to the physical location of the page,

not the formatted number that appears on the page.

1. Open Microsoft 365 Word and open Activity 3-2:
.Acti\rit)r B—é

2. First, let us attach the concordance file to this document. Click References - Insert
Index:

AutoSave (@ off) = Activity 3-2 - Saved to this PC ~ £ Search John Smith 1S 5

File Home Insert Draw Design Layout References Mailings Review View Help [
B Add Text - ab‘ [TF} Insert Endnote /G) @ E_\ﬁ [& Manage Sources Insert Table of Figures D |nsarund=p|(> +,F [ Insert
| Update Table at Next Footnate ~ - ~ syleapa - = 3 [ o
Tableot LY Insert Xt Footmnote S G | G Insert Mark Mark
@iz Footnote [ Show Notes (it Citation ~ L1 Bibliegraphy ~ | Caption [ Cross-reference Entry iy
Table of Contents Footnotes ] Research Citations & Bibliography Captions Index Table of
Insert Index

Add an index listing key words and
the page numbers they appear on.

(If the command is unavailable, place your cursor on the second page of the document.)

3. In the Index dialog box, click AutoMark:

Index 7 ®
Table of Contents = Table of Figures = Table of Authorities

Print Preview

Aristotle, 2 A Type: ® Indented (O Run-in
Columns: |2 =

Astercid belt. See Jupiter
Language: |English (United States) e

Atmosphere

Earth v

|:| Right align page numbers

Tab leader: | .. w~

Formats: From template ~

Mark Entry... AgtoMark... Madify...
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4,
and click Open:

ﬂ Open Index AutoMark File
« v

Organize « Mew folder

7 Quick access
[ Desktop
Documents

‘ Downloads

&# Dropbox
5o Creative Cloud Files
&=/ Pictures

& ThisPC
Gl Microsoft Word

[ Desktop
£ Dropbox

IR

<« Desktop » WordFiles » ExerciseFiles » Lesson3 »

v O

Mame

Activity 3-6
I3 Activity 3-1 Complete
9 Activity 3-1

3 Activity 3-2

3 Activity 3-3

I3 Activity 3-4

3 Activity 3-5

@ Concordance File

OO "R U VY

File name:

Concordance File

5.
entries:

Search Lesson 3

Date modified

IIN-NR-NT 1750
2020-00-04 10:5

2020-06-02 11:30 ...
01-3110:40 ...
01-3110:40 ...
2018-01-31 10:40 ...
2019-01-31 10:40 ...
2019-01-31 10:40 ...

2019-01-31 10:40 ...

w | All Word Documents

Cancel

o

o @

Type

File folt
Microsi
Micros:
Micros:
Micros:
Micros:
Microsi

Micros:

The index entries will be automatically marked. Scroll to page five to see some of these

AutoSave £ Search John Smith B - [m]
File  Home Insert Draw  Design  layout References  Maiings  Review  View  Help 1 Share = Comments
B Add Text ~ I [T Insert Endrote /Q) @ 3 [ Manage Sources 3 Insert Table of Figures T‘_b‘ [B Insert Index +,F [E Insert Table of Authorities
| Update Table 5 o [Gstyle apa ~
Table of Biue nsert 2> Next Foatnote S D= | mm o) ez = Mark o Mark
Contents » Footnote [=] Show Notes Lookup Citation ~ [13 Bibliography - Caption [[] Cross-reference Entry Citation
Table of Contents Footnotes ) Research Citations & Bibliography Captions Indiex Table of Authorties ~
& ' SR f L: s T s R’ 7
'erhat isthe-Solar-System{: XE-"Solar-System. 3?- 1
h fthe-Solar-Systemf: XE:"Solar-system': ¥ isthe sunf: XE-"Sun’"- § Thisisbut-one-of-
- billions-of: he-sky, but s imp: b ai hoand v
h ldsth he-Sun, and-each-of th g v possibly.
2 imagine. All-of-th bit th orbita-pl h ke-up
. ystem.Asy p  weswill
] and-specialthe Earthf: XE"Planets:Earth"- J isaswell.-
Th
~ pl ' Pt
"Planets:Mercury”: J. This i XE-"Plansts:Venus”: § and-then-our-Eartl 3
*Planets:Earth": §. Beyond-Earth is-anorange-hued-planet-called-Marsf: XE:"Planets:Mar the:
giant:pl iterf: XE:"Planetsupiter”: §5. 3
Uranusf, XE:"Planets:Uranus” § -and-Neptunef: XE"Planets:Neptun
our. lsoinclud herbodies.Th bodies that-orbit.th
planets, in-much:th yasthepl bit-the-Sun: XE"Sun" §.Th lso-al h
smaller-obj led. ds. The big-chunks-of rock-or-metalth. Iy found-orbiting
X the-Sun-between-Mars§- XE-"Planets:Mars" §- and Jupiterf. XE" . § Wealsog
- i he-cold . v lled h bigumps-of-ice-and
dust. C f I y ! h d It q
] The-solarwind is-ah hat-erupts-from th o y-into-space. This g P
he.planetsi pace. Th h he-edga-ofth
m Solarsystemf: XE"Sol " §.This bubble-of gasis ab fardr he-Earthi:
XE"Planets:Earth". § isfrom the Sunf: XE-"sun’. §.Bey Iot-of-empty space. Th
| startoth housands-of- further han-th fihe-entire Solar-System. It's-avery,:
verybiguniverse-autthere. |
- Page Breakmmnrm|
Page5of15 3397words [ English (United States) [Eg (% Accessibility: Investigate T Focus B - ¥ + 100%

Navigate to Lesson 3 of your Exercise Files folder. Select the Concordance File document
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6.
again:

Now, press Ctrl + End to go to the end of the document. Click References = Insert Index

Activity 3-2 + P Search John Smith IS =
File ~ Home  Insert  Draw  Design  Layout  References  Mailings  Review  View  Help & sl
B Add Text v 1 [} Insert Endnote /@ @ @ [ Manage Sources [ Insert Table of Figures ﬁ B \nknlnd% —}j_ [ Insert
| Update Table i = > Doyl o8~
Table of Dive Insert 23 Next Footnate O e e O Mark B Mark 0
Contents ~ Footnote [=] Show Notes Lookup Citation~ L3 Bibliography Caption L[] Cross-reference Entry Citation
Table of Contents Footnotes ~ Research Citations & Bibliography Captions Index Table of
i Shaeeng AR e S e I S R R

7.
page numbers” box and click OK:

Add an index listing key words and
the page numbers they appear on.

In the Index dialog box, choose Fancy from the Formats menu. Check the “Right align

Index ? *
Index Table of Contents  Table of Figures = Table of Authorities
Print Preview
~ Type: @Ingented ORLIﬂ-iI"I
A Columns: |2 =
Language: |English (United States) ~
Aristotle, 2
Asteroid belt. See Jupiter
Atmosphere
Farth i
|:| Right align page numbers
Tab leader: ~
Formats: Fancy ~
Mark Entry... AutoMark... Modify...
Cancel
. . . A P Sserch Jahnsman s |
8. The index will be added: e e
T Caibri [Bady)  +|105 < AT A Aa~  As L M asebcend| assbcend AgRhi AaBbCD - ;):-,:“.- L[;J 5?
g | BTU-exx[A- L A : Tormal | Hoacing Hesding1 Heading? Headng3 (3] |\ g | O Eator
Clpbosd Font 5 Facagasn 5 sy | esing | voke | Senaty | Eahor |
= . n .
J———
e
Uranis 349
[E——— 1
lal Solar Flare, 9,119
_ 1 Sorsmtem,2,3,4,5,
Fanes SocWesther 117
ot 3,4,6,7,5,42.120 5un3.4,6.7.8.5120
usiver 347 Susergan, $1.... Sction Beak (Canino )
K e
n
Pagri3of15  3Tiwords [ Emghih Wnited Statesl B9 03 pemp—— Wrons B B '
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9. There are a few entries that were left out of the concordance file. Go to page 11 of the
document. Select an instance of the word “photosphere” that is not bolded and click
References - Mark Entry:

AutoSave v = ivi £ Search John Smith

Fle  Home Inset  Draw  Design  layout  References  Mailings  Review  View  Help
B Add Text ~ ab‘ [T Insert Endnote /Q) @ Ii—_\ﬁ [ Manage Sources [ Insert Table of Figures —D [ Insert Index +3 B
| Update Table 2k Next Foatnote ~ » Poyle A~
Table of Blve Inset Lo rootnate it P || G e inset. L) Mark B Mark b
Contents ~ Footnote [=] Show Motes Lookup Citation~ (13 Bibliography Caption [[] Cross-reference Entry Citation
Table of Contents Footnotes & Research Citations & Bibliography Captions. Index Tal
- S s 3 a5 L Mark Entry (AltShifts)
What-Isthe-Solar-Atmosphere-Like?- 4 Add the selected text to the index.
The-part-ofth haty he.sky s-called the-photosphere. Thisiswhere the-p —
- he-gasesinsid th I gh-thattheynolongar- bright,-and lly-considered
the-"surface™of the-sun. Everything-that is-below-th ives-offlight. -Th
§ vtop fihe sun. tisonth haty pots. 4

10. Capitalize the entry and click Mark All:

Index
Main entry: |Ph0t05phere |
Subentry: | |

Ciptions

() Cross-reference: |See |

@ Current page
O Page range
Bookmark: e

Page number format

[1Bold
[ itatic

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

[ wan ]| Markglll\L Cancel
] |

11. With the dialog box still open, select the word “Heliopause” and click inside the “Main
entry” field of the Mark Index Entry dialog box:

AutoSave v < 0 search John Smith IS = - o
File Home  Insert  Draw  Design  layout  References  Mailings  Review  View  Help 18 Share & Comments
D Add Text - ab‘ ITEh Insert Endnote /(D @ @ [E Manage Sources [ Insert Table of Figures @ [3 Insert Index =P [ Insert Table of Authorities
Dl update Table K Next Footnote + Pyl [apa o
Table of Insert 23t rootnete Smart Rescarcher | Insert Insert Mark Mark
Contents ~ Footnote [=] Show Notes Lookup Citation + L1 Bibliography Caption [ Cross-reference Entry Citation
Table of Contents Footnotes ) Research Citations & Bibliography Captions Index Table of Authorities ~
. R EREEE RS SRR FESNE ey,
- " phere"- § gives-offlght. The photospheref: XE-" phere™. } isalsoth pofth
fth he-photospheref- XE-" phera§ thaty q
hiley . he-sun-begins at the-photospherel: XE- . . nder
] y ylarg -gases, i i end-to:
orbit-of Plutof: XE:"| e 3T ‘the-Earth§: XE." e 3 ¥ Options
with-solittle-inth o haty pasically-call - butatstill h
a that: ¥ ¥ ¥ pa
y ythattheinfluence.ofthe-sun’ 9 @ curent page
M ous p: at 21 O Page range
Bookmark -
e ces-and:S: ares
rominences-and-Solar-Flares: ) ‘ e
N P P Y Y g : [ gold
e B
h XE ek PPs p g Wi
| ik o Jcano.Each-of.th lled Therehave-b -kinds-of.
outallofth e o i ) This dialog box stays open 5o that you can mark
Ty-large. Ones-y -and: multiple index entries,
the-larg I il hatis-al farasth he-Earth:

- Xe“PlanetsEart £ h oo imspate bernase they et e [ o
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12. Inside the Mark Index Entry dialog box, select the word “Heliopause” and press Ctrl + B
to remove the bold formatting. Change the “h” to a capital letter and click Mark All:

Mark Index Entry ? >

Index

Main entry: |HE|iDpE|u5E |

Subentry: | |

Ciptions

() Cross-reference: |SEE |

@ Current page
O Page range
Bookmark: w

Page number format

[JEBold
[] 1talic

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

Mark i Mark All Close

..................... e

13. Close the Mark Index Entry dialog box:

Index

Main entry: |HE|i|:|pau5e |

Subentry: | |

Options

() Cross-reference: |SEE |

@ Current page
D Page range
Bookmark: e

Page number format

[ ]Bold
[] Italic

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

Mark Mark Al

i
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14.

15.

16.

17.

Click Home

Press Ctrl + End to go to the last page of the document. Place your cursor in the index

- Show/Hide to hide the formatting marks:

AutoSave

2 Search

File Home Insert Draw Design Layout References Mailings Review View Help

zl A2BbCcDd | AaBbCeDd A\

THNormal | Mo Spacing Hea

ﬁﬂ d Calibri (Body)  +105 +~ A" A" Aa~ A
Paste BT U-~ax xX A-2-A-

Clipboard & Font [ Paragraph ] St
Show/Hide T (Ctrl+*)

Show paragraph marks and other
hidden formatting symbaols.

This is especially useful for
advanced layout tasks.

® Tell me more

and click References - Update Index:

P seach sohnsmith s B - O
fle  Home inset Draw Design Lajout References  Maiings  Review  View  Help & Share 43 Comments
) Add Text ab‘ ITE} Insert Endnote: /@ @ B2 [ Manage Sources [ Insert Table of Figures @ [ Insert Index. +3 [ Insert Table of Authorities
| Updiate Table B - [Gstyle APA  ~ | Update Index
Taeot VP Insent 25 Nett Footnote S i ||l Insert ot LU Mark
Contents ¥ Footnote [=] Show Notes Lookup Citation ~ [} Bibliography | Caption [ Cross-reference Entry Citation
Table of Contents Footnotes 5 Researcn Ciations & Bibliography Captions index Table of Authorites -
v T b ; R N B ; 2 T Update Index

Update the index so that al the
entries refer to the correct page
number.

w341

Milky Way, 5, 10, 12

& 1

Planets.

L] I
Solar Flare, 5, 11
SolerSystem, 2,3,4,5,7,,10, 11,12

Solar Weather, 11

Earth,3,4,6,7,9,11, 12 Sun,3,4,6,7,8,9,12
Jupiter, 3,4 Supergiant, 6
Mars, 3,4

The index will be updated with the new entries:

AutoSave - = by £ Search

File ~ Home  Insert  Draw  Design  layout  References  Mailngs  Review  View  Help

D Add Ted - /(D @ @ [ Manage Sources [ Insert Table of Figures | B [ Insert Index

| Update Table [ style |aPA  ~ | Update Index
Table of Blue Insert St B | = Insert Mark Biue

Contents Footnote =] Show Notes (i Citation ~ L3 Bibliogiaphy ~ | Caption (] Cross-reference Enry

b‘ [} Insert Endnote
ah Next Footnote +

Table of Contents Footnotes 51 Research Citations & Bibliography Captions Index

a RN SRR R EER R SR FRRRRr. e

N Earth,3,4,6,7,9,11,12
: l B ] s
. Mars, 3, 4

Big Bang, 12

4 Mercury, 3,4, 11

. l ¥ |

Neptune, 3,4
: I H |  rwoson
N satum, 3,4

b~ Heliopause, 9, 10 Uranus, 3,4

Venus, 3,4
l | ]

: | : 1
J Milky Way, 5,10, 12

. Solar Fiare, 9, 11

Solar System, 2,3, 4,5,7,9, 10, 11, 12

‘Solar Weather, 11
e Photosphere, 8,9 5un,3,4,6,7,8,9,12
i Planets Supergiant, 6

Save your document as Activity 3-2 Complete. Close Microsoft 365 Word to complete

this activity.
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TOPIC C: Insert a Table of Contents

Microsoft Word also includes some powerful tools for automatically generating a table of

contents, which lists the major headings in a document. In this topic, you will learn how to create

and customize a table of contents.
Topic Objectives

In this session, you will learn:

e What a table of contents is

e How to use the Table of Contents dialog box

e How to mark text for inclusion in a table of contents using several different techniques

e How to update a table of contents

Table of Contents

A table of contents is made up of three major parts:

Table of Contents

Business OVEerviewW . ... e ssssas e
BUSINESS Plan ..o ssesss s s s v
Company Description ...,
Executive SUMMEny ... e
Markeo:i Sales Strategy.......... 9
List of Products and Services ...,
Market Analysis ...,
Organizational Structure .......ccoeeeeverreceee
Financial Projections .,

b T =Y e T T 2 5

1. Thisis the list of headings in the document.

3. Page numbers are listed here.

These characters are called tab leaders. They fill in the space between your headings and your
page numbers. You can choose different styles of tab leaders, including none at all.
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You can hold the Ctrl key and click on any of the headings to go to that part of the document:

Table of Contents
TSR S ST amsorr0=00mmormno-o0 oor- o0 PG N N OO OC=00] 1
a Current Document

Business Plan ...... Cirl+ (hck 1o follow Buk [ i e 2
ComMPany DESCIIPIDN ...cucuce s e sr s mr s s saees 2
EXeCUTIVE SUMIIBIY e v e s nes v sssmrs s e rne s e s e s sam s s snrm s s senens 2
Marketing and Sales Strategy ... 2
List of Products and Services ... e s iss s s s 2
Market ANaIYSIs. .o 3
Organizational Structure . s 3
FINANCIal Projections ... e inee s sssses s essas s rssssssessrmnns s ssnmnsess 4
30-5200nd PICH oo s s 5
T 7

One of the key things to remember when working with tables of contents that are generated by
Word is that you should never edit the table of contents itself. If you do make changes to an

automatic TOC, they will be overwritten once the table of contents is updated.

In addition, you may have noticed that if you click in your table of contents, it will appear inside a
special box and gray shading may appear. This acts as only a temporary visual aid to separate it

from the other text, and will not be printed.
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The Table of Contents Dialog Box

To create a table of contents, click in your document
to place your cursor where you want the table to
appear. (Generally, this will be at or near the
beginning of the document.) Then, click References
-» Table of Contents and choose one of the
available styles:

The first two entries in the menu are automatic
tables, meaning that Word will change the text and
page numbers to match the headings and
corresponding pages in your document. The third

choice, Manual Table, lets you create a table of

contents where you can enter the headings yourself.

AutoSave (@ of) Lf) -

File Home Insert Draw

B Add Text ~

D' Update Table

Table of
Contents

Built-In

Automatic Table 1

Contents

LT

Heading 2

E‘] Insert Endnote
aL*)' Mext Footnote ~

Footnote

L S S

Automatic Table 2

Table of Contents

L

Heading 2

L S S

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)

@ Mere Tables of Contents from Office.com

Custem Table of Contents..,

[& Remove Table of Contents

1Y

B oMo
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To create a custom table of contents, click References =
Table of Contents - Custom Table of Contents:

AutoSave (@ off) Eé[l E)

File Home Insert Draw Design Layout

) Add Text ~
D| Update Table
Table of Insert Smart

Contents ~ Footnote |:| Looku)

Iz
-

J E‘] Insert Endnote
aL;' Next Footnote ~

Built-In
Automatic Table 1
Contents

Heading 1
Heading 2 1

L —— Y

Automatic Table 2

Table of Contents
Heading 1
Heading 2 1

LT T S —

Manual Table

Table of Contents

Type chapter e DEvel Ih......c.cvwimmmmsss s s m s s s —————— ———

Type chapter title (level 2)......
Type chapter tale [level 3).

Type chapter title (level 1)

@ More Tables of Contents from Office.com >
Custom Table of Contents... I}
E.‘} Remove Table of Contents

l:k

The Table of Contents dialog box will appear. This dialog box allows you to customize every aspect

of your table of contents:

Table of Contents ? >
Index Table of Figures = Table of Authorities
Print Preview Web Preview
Heading 1. 1|~ Heading 1 ~
[SE:Ts 131 3 3 Heading 2
Heading 2o ceveeeerierennes 5 Heading 3
W W

Show page numbers Use hyperlinks instead of page numbers
Right align page numbers 9

Tab leader: |...... b

From template s
’ : o

General
Formats:

Show |evels:

Options H Modify...

The top part of the dialog box (1) shows a preview of how the table of contents will look with the
current settings in both print and web formats. You can customize page number display (2) with
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the options below these previews. You can also choose a pre-defined format for the table of

contents and customize the number of levels shown (3).

The commands at the bottom of the dialog box (4) allow you to set advanced options (which we

will look at in a moment) and modify the style of various TOC levels.

When you are ready, click OK to insert your TOC:

Table of Contents 7 >
Index = Table of Contents | Table of Figures = Table of Authorities
Print Preview Web Preview
£ ~
HEADING 1 1 HEADING 1
HEADING 2 HEADING 2
HEADING 3 HEADING 3
v W

Show page numbers
Right align page numbers

Tab leader:

General

Show |evels: 3 =

Formats: E

Use hyperlinks instead of page numbers

DOptions... Modify...

Here is what our table of contents looks like with the above settings:
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Table of Contents

BUSINESS OVERVIEW 1

BUSIMNESS PLAN 2

COMPANY DESCRIPTION
EXECUTIVE SUMMARY
MARKETING AND SALES STRATEGY
LIST OF PRODUCTS AND SERVICES
MVIARKET ANALYSIS
ORGANIZATIOMAL STRUCTURE
FINAMCIAL PROJIECTIONS

W W R R NN

J0-SECOND PITCH 5

INDEX ri

The Add Text Option

Microsoft Word will automatically add heading text to the table of contents up to the level

specified in the Table of Contents dialog box (or in the options set for a pre-defined table).

You can mark headings using the pre-defined styles available in the Styles gallery, or with the Add

Text menu on the References tab:

AutoSave (@ or)) 9~ ZoomFoods - P Ssearch JohnSmith 5 B — O

File Home Insert Draw Design Layout References Mailings Review View Help 12 Share 2 Comments

1 Add Text ~ Al [ilnsert Endnote /‘:D @ @ [ Manage Sources [ Insert Table of Figures —@ [ Insert Index +_|3 [ Insert Table of Authorities
o = ) Iy

%h ' s otnote ~ Fstyle aPA ~
Table of Do Not Show in Table of Contents pfnote S (o | o e insert L) Mark Mark
Contents v Level 1 Lookup Citation ~ [ Bibliography~ | Caption [ Cross-reference Entry Citation
Table Level 2 ] Research Citations & Bibliography Captions Index Table of Authorities ~
o evele E S B T P L s . L B . —
. Level 3

Business Plan

Company Description
Product List

¥ 500 gram single-serve product
750 gram family product

800 gram dessert packages
Mix and Match package

>
>
>
¥»  30-day meal package

This will mark the text with the appropriate outline level and give it the proper heading

formatting.
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The Mark Table of Contents Entry Dialog Box

You can also use the Mark Table of Contents Entry dialog box to mark entries for tables of
contents. To access this dialog box, you can add its command to the Quick Access toolbar or a
custom ribbon tab via the Word Options dialog box:

Word Options 7 =
General - .
@‘E] Customize the Quick Access Toolbar.
Display
Choose commands from: G Customize Quick Access Toolbar G
Proofing
All Commands - For all documents (default) -
Save
e -
Language [ Mark as Final - (B Autosave
B =] Mark Citation... & save
Ease of Access i I.f) Und »
. MarkEntry nde
Advanced B Mark Index Entry O Redo
Master Document

Customize Ribbon
Master Document @

Master Document View
Match Fields...

Matrix »
Trust Center Maximize All
Media

Media Clip Options
Menu Commands
Menu Meode
Merge

Cuick Access Toolbar

Ci ey

=20

Add-ins

Add >>

O O O

Merge Cells

Merge Subdocument
Merge to Fax
Merge/Split Cells
Message Header
Message Properties
Microsoft Access
Microsoft Excel
Microsoft Outlock

Microsoft PowerPoint - Customizations: i
Show Quick Access Toolbar below the Ribbon Import/Export ¥ |

| QK I | Cancel

U PREEEOH YD
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Or, use the Alt + Shift + O shortcut. Here is what the Mark Table of Contents Entry dialog box looks
like:

Mark Table of Contents Entry ? >
Entry: | |
Table identifier: | C o

Level: 1 =

First, select the document text that you want to include in the table of contents. Then, click in the

Entry field to place it there:

AutoSave (@ off) E] '-f) ZoomFoods - P Search -
File Home Insert Draw Design Layout References Mailings Review View Help
) Add Text ~ ab" [5) Insert Endnote ﬁ) @ @ [& Manage Sources [ Insert Table of Figures
| Update Table aki Mext Footnote ~ [ style APA  ~ —
Table of D g Insert i ootnote Smart Researcher Insert < t}r Insert D
Contents ~ Footnote |:| Lookup Citation ~ [T_—l)BlbhOgrEph}f" Caption |.—E| Cross-reference
Table of Contents Footnotes ] Research Citations & Bibliography Captions
L L"'I"'E-"'I"'l"'l"'Z'"I"'3"'I"'4"'I"'5"'I'
. TERmEpetsey s emenemapeewees
- Product Li
- > 500gramsi
. » 750 gram family p
h > 800 gram dessert packag X
: # Mix and Match package ety [Product List
~ » 30-day meal package
- Table identifier. |C ~
Level: 1 -
Service List Mark Cancel

Like the Mark Index Entry dialog box, the text will keep the formatting and capitalization from the

document. However, you can modify it as necessary.

Next, make sure the “Table identifier” field is set to C. Set the desired level and click Mark:

Mark Table of Contents Entry ? *
Entry: |Product List

Table identifier: | C A

Level; 1 =
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Note that in order for these fields to be included in the TOC, you must click References - Table of

Contents - Custom Table of Contents to open the Table of Contents dialog box. Then, click

Options to open the related dialog box.

Table of Contents

Index  Table of Contents = Table of Figures

Print Preview

Table of Authorities

Web Preview

HEADING 1 1

HEADING 2
HEADING 3

HEADING 1

HEADING 2

HEADING 3
W

[+] show page numbers
Right align page numbers

Tab leader: e

General

Formats: Fancy ~

4k

Show |evels: 3

Use hyperlinks instead of page numbers

Modify...

QK Cancel

In the Table of Contents Options dialog box, ensure that “Table entry fields” is checked and click

OK:

Table of Contents Options

Build table of contents from:

[ styles

Available styles:
Bibliography
Caption
Footnote Text

v Heading 1

v  Heading 2

¥  Heading 3

Dutline levels

%’able entry fields

Reset

? it
TOC level:
-
1
2
3
"

Click OK in the Table of Contents dialog box and click OK to replace the current table (if
prompted). The table entry fields in the document will then be added to the TOC.
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Updating a Table of Contents

Perhaps the most useful feature when working with an automatic table of contents in Word is the
Update Table command. This command will update your table of contents to reflect any changes

that you have made to your document. You can update your TOC at any time.

There are several ways to update a table of contents. The first way is to click the Update Table
button at the top of the table:

AutoSave (@ O ) "'-7 -

File Home Insert Draw

By Add Text L
E ab

[ Update Tabl
Table of Insert

Contents ~ Footnot

Table of Contents
(This command will not be available for all tables of contents.)

You can also right-click the table itself and click Update Field from the context menu, or use the

Update Table command in the Table of Contents group on the References tab:

AutoSave (8 0f) )~ = - £ Search John Smith S
File Home Insert Draw Design Layout References Mailings Review View Help 15 Share I Comments
B Add Text ab‘ I[53 Insert Endnote /'(D @ @ [ Manage Sources Insert Table of Figures ﬁ [ Insert Index +_f (B Insert Table of Authorities
| Update Table i Next Footnote ~ - [Pstyle apA O 0O M
Tableaf Insert 0 o ootnete Soct P | mn Insert — Mark — Mark —
Contents ~ Footnote [=] Lookup Citation ~ 1} Bibliography Cantian [[] Cross-reference Entry Citation
Table of Contents Footnotes 5 Researcn | Calibr (Body) |11 A" AT ¥ Ay Captions Index Table of Authorities ~
L L O | e R
BUSINESS OVERVIEV" 1
7 BUSINESS PLAN [ 2
[B Paste Options:
COMPANY DESCRIPTION . 2
EXECUTIVE SUMM flj % [
by [ update Field
BUSINESS OVERVIEV 2
EEE— Edit Field...
: EERESE Toggle Field Codes 5
o A Eont..
COMPANY DESCRIPTION — 3
=5 Paragraph..
PRODUCT LIST 3
7 EXECUTIVE SUMMARY 3

The final method is to click to place your cursor inside the table and press the F9 key.
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With any of these actions, you may see this dialog box:

Update Table of Contents ? *

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

@?Update page numbers only:
() Update entire table

If you have just made changes that affect page numbering, choose the first option. If you have

added or removed headings, choose the second option. (If you are not sure, you can safely use the

“Update entire table” option whenever you like.) Once you click OK, the table will be updated in

the specified way.

Activity 3-3: Inserting a Table of Contents

In this activity, you will add a table of contents to a document. Note that when we refer to a page

number, we are referring to the physical location of the page, not the formatted number that

appears on the page.

1. Open Microsoft 365 Word and open Activity 3-3:

2. Go to the third page of the document and click to place

your cursor there. Click References - Table of Contents Bastar | Dt

- Automatic Table 2:

Refe

O]
/\l/
Smart
Looku|

Activity 3-3
AutoSave (@ of) s Activity 3-3 - Saved to'
File Home Insert Draw Design Layout
| Update Table I =
ter LMue ems 3 Next Footnote
Contents ~ Foatnote 5 Show Notes
Built-In

Automatic Table 1

Contents
Heading 1
Weading2
Heading 3

Automatic Table 2

Table of Contents
Heading 1

Heading 2 N

Heading 3

Automatic Table 2

Manual Table Automatic table contents (labeled

Table of Contents”) that includes

Table of Contents

“3 styles
Type chapteretefivela) ... |2 I

Type chaper thie )

all text formatted with the Heading

Type chapter tite (level 3]

@ More Tables of Contents from Office.com
Custom Table of Contents...
[® Remove Table of Contents

[ save Selection to Table of Contents Gallery...
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3.

4.

The table of contents will be inserted. Since this document uses headings, most of the

work will be done automatically:

File Home I

D 3 Add Text~

[l update Table
Table of

Contents

Table of Contents

nsert  Draw  Design

Insert

Footnote [5] Show Notes

Footnotes
-

! [} Insert Endnote
ab o
a3 Next Footnote ~

Layout

£ Search
References  Mailings ~ Review  View  Help
& Manage Sources
T S, [Em St

7 [Pstyle apA  ~
Smart Researcher Insert Insert
Lookup Citation ~ [JBibliography * | caption [ Cross-reference

5 Research Citations & Bibliography Captions
. ER 40 s

g. ' 1 P 2

Table of Contents
Solar System

What is the Solar System?

Who Discovered It?

How Was It Formed?

What will Happen To It?

The Sun

What Happens Inside The Sun?

What are Sunspots?

What Is the Solar Atmosphere Like?
Prominences and Solar Flares
Chromosphere
Corona
Solar wind
Zodiacal Light
Heliopause

‘What is Solar Weather?

How the Selar System Was Born

Big Bang Theory

. @nlar Cuctam Enrmatinn
Page3of 15  3563words [} English (United States) [g (i Accessibility; Investigate

(You may need to scroll up to see the entire table.)

There are a few more entries that we need to add manually. Hold the Ctrl key and click

Mark
Entry

D Focus

the “What Happens Inside the Sun?” link to go to that page:

AutoSave £ Search

Fle  Home Insert Draw  Design  Llayout  References  Malings  Review  View  Help

E B Add Text > b‘ ITE} Insert Endnote. /Q) @ @ [ Manage Sources [ Insert Table of Figures

| Update Table ali Next Footnote ~ [ style aPA

Tuteor 1P Insert 23 Xt FoOImOte S ot | b o s

Contents ~ Footnote [=] Show Nates Lookup Citation ~ [1] Bibliography ~ Caption [[] Cross-reference
Table of Contents Footnotes 5 Research Citations & Bibliography Captions

C AT P R PR AN SR

g“'l

Table of Contents
Solar System
What is the Solar System?
Who Discovered It?
How Was It Formed?

What Will Happen To It?

Current Docurnent
Ctri+Click to follow fink

The Sun

What Happens Inside The Sun?

&

What Is the Solar Atmosphere Like?

What are Sunspots?

Prominences and Solar Flares

John Smith

[ Insert Table of Figures @ [ Insert Index

Index

John Smith

-+ Insert Index
05

Mark
Entry

o @ @ v e ow

e

Index

1 Share

e
Mark D
Citation

Table of Authorities

B - ]

& Share

e
Mark m
Citation

Table of Authorities

= —

o

T Comments

+ 100%

a

- Comments
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5. Scroll down a bit so that you can see the bottom half of the page. Select the text “The
Core” and press Alt + Shift + O to open the Mark Table of Contents Entry dialog box:

File Home

) Add Text ~

A Update Table

Table of
Contents

Table of Contents

£ Search

Draw  Design References

! [} Insert Endnate L& Manage Sources D
Clol Om| | B

o Next Footnote [ syl apa

Layout Mailings  Review  View  Help

[B) Insert Table of Figures ﬁ
o

Insert Smart Researcher | Insert ; Insert WMark
Foatnote [=] Show Notes Lookup Citation ~ L3 Bibliography ~ Caption [J Cross-reference Entry
Footnotes [ Research Citations & Bibliography Captions
T ——

The Core: The center of the Sun is very dense. It's about 12 times as dense as lead. It's alse very hot
about 15 million °C. This region is where most of the nuclear reactions are taking place.

The Radiation Zone: In this zone their way out
towards the surface, The gases th bsorbing and

emitting the rays. Have you ever { gntry: light waves in

this region of the sun. It can take | 11 iyentiien |C = ut of this zone,

Mark Table of Contents Entry 7 x

Level 1 =

Cancel
i, and o eses e o ik

behave more like ordinary gases that we see on Earth. At the bottom of the convection zane the gas
gets heated up by the energy that is coming through the radiation zone from the core. This gas rises
up to the surface of the sun where it gives up its heat and cools down. The now cold gas then sinks

The Convection Zone: Have you ey e been told it's

because "heat rises"? Heat doesn| ases tend to

se and so

back down. The plumes of rising hot gas and sinking cool gas together form huge ribbons of
circulating gas known as convection cells

6. Change the level to “4” and click Mark:

15 Share  §7 Comments
[ Insert Index +_r B
Mark b
Citation

Index Table of Authorities ~

Mark Table of Contents Entry

~a
it

Entry: | The Core

Table identifier: | C =

-
-

Level: 4

Cancel

7. Repeat Step 6 to mark two more entries on the same page: “The Radiation Zone” and
“The Convection Zone.” Close the Mark Table of Contents Entry dialog box when you

are finished:

AutoSave

File Home

1 Add Text -

[ Update Table

Table of
Contents

Table of Contents

Activity 3-3 ~ P search
Draw  Design  Layout  References  Maiings  Review  View  Help
ab‘ [T Insert Endnote /(D @ @ [ Manage Sources D [ Insert Table of Figures | 1
. oy I
1 N [7style APA
nerr 25 Nt Foatnote S G | nsert Mark
Footnote [ Show Notes fleterp Citation -~ 1 Bibliography ~ | Caption [ Cross-reference (i
Footnotes & Research Citations & Bibliography Captions
= What-Happens-Inside The-Sunf: XE-"sun": ?- 11
h he-mail y-for the-earth. Th gys released-deepwithinth
o lled-atomicsfusi y X heli §
he-hel has-slightly han-the four hydrog St onverted-to-
energy.Thisisith yisreleased learbomb-called-a-hyd bomb.- §
el The-Corelf: TC'The-Core"\-CAI:"4": §-The fith & XE-"Sun™ § is-very-dense. It's-about-12:
" Jead. It's-alsovery hot—ab llion“C. This regi h fthenuclear-

reactions-are-taking-place.-

» ¥ TG The:Radiation:Zone UARGALIAY nth he light, heat,-and-X-ray:
producedinth fightth o Th h pth
lvery-d (keep-absorbing-and-emitting the-rays. Have-y tried hrough »
That'swhatit'stik g hisreg) h ke-a-singl Flight-amill
years-to-make-its:way-out-of this:zone.- §
el The-Convection-Zonef: TC"The €. AfCA"L" E y he-air-shimmer:
above-a-fire? Perhapsyou've-been-told:it's-because:"heat-rises"?Heat doesn't-rise-all-by-itself itis:
the-hotairthat o rise, and-cold dtosink.In-th -region-of th
h lessd dsobeh Jike-ordinary h rth XE:
"Planets;Earth": .-At-the-b fth he-gas-getsheated-up-by th yth
ing: he-radiati he-core. This:gas risesuptothessurface of thy h

John Smith @ - O
15 Share 7 Comments
Insert Index +_r B
Mark b
Citation
Index Table of Authorities ~
[ =
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8.

AutoSave

File m Insert Draw Design Layout

Eﬁ ® CalibriLight (He ~ 14~ A" A" Aa~ K | i=~ i=
Paste BT Uvax ¢ A2~ A~
Clipboard T Font (]

9.

References

Hide the formatting marks in the document by clicking Home - Show/Hide:

,0 Search

Paragraph

Mailings

Review

7l AaBbCcDd  AaBbcedd A\ 2

View Help

THormal Mo Spacing Hea

[ Styles
Show/Hide T (Ctrl+*)

Show paragraph marks and other
hidden formatting symbols.

This is especially useful for
advanced layout tasks,

® Tell me more

Go back to the third page in the document, which contains the table of contents. Select

the table. Then, click References - Table of Contents - Custom Table of Contents:

File ~ Home  Inset  Draw  Design

) Add Text ~
[l Update Table
Table of

Contents ~

1 [ Insert Endnote
et 2 Next Footnote
Footnote [=] Show Notes
Built-In
Automatic Table 1
Contents
Heading 1

Heading2
Heading3

Automatic Table 2

Table of Contents
Heading 1
Hesding2
Heading3

Manual Table

Table of Contents

Layout

@ D 08 Manage Sources
)
= [P Style: | APA

£ Search

Mailings  Review  View

References

Insert

Smart Researcher
Citation ~ (1} Bibliography ~

Lookup

esearch Citations & Bibliography

SLe 2 3

date Table...

Help

[ Insert Table of Figures

Insert

Caption C[] Cross-reference

AP

Captions

5.

John Smith )5 [sa} — a
15 share 7 Comments
«Iﬁ Insert Index +_r B
Mark o Mark b
Entry Citation
Index Table of Authorities ~
. 7

+ f Contents

Selar System?
ered It?
Formed?

lappenTo It?

ens Inside The Sun?
inspots?

Solar Atmosphere Like?

ces and Solar Flares

@3 More Tables of Contents from Office.com
[® Custom Table of Contents.. I
[ Remove Table of Contents

B

phere

ar Weather?
How the Solar System Was Born

Big Bang Theory

& w o

o«
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10.

11.

In the Table of Contents dialog box, click the up arrow next to the “Show levels” field to

increase the value to 4:

Table of Contents ? x
Index Table of Figures = Table of Authorities
Print Preview Web Preview
A A
HEADING 1 1 HEADING 1
HEADING 2 HEADING 2
HEADING 3 HEADINE 3
L W
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: v
General
Formats: Fancy ~
Show Jevels: 3

Options... Maodify...

Next, click the Options button:

Index | Table of Contents | Table of Figures = Table of Authorities
Print Preview Web Preview
~ ~
HEADING 1 1 HEADING 1
HEADING 2 HEADING 2
HEADING 3
W | W
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: ~
General
Faormats: Fancy ~

Show |evels: 4
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12.

13.

In the Table of Contents Options dialog box, check the “Table entry fields” box and click

OK:

Table of Contents Options

Build table of contents from:
Styles
Available styles:

Balloon Text
Bibliography
Caption

CM34

CM35

CM36

Qutline level

? >
TOC level:
~
W

Click OK in the Table of Contents dialog box:

General
Formats: Fancy v
Show levels: |4 =

Table of Contents ? x
Index = Table of Contents = Table of Figures = Table of Authorities
Print Preview Web Preview
A A
HEADING 1 1 HEADING 1
HEADING 2 HEADING 2
HEADING 3 HEADINE 5
W Headine 4 b
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: ~

Options... Modify...

Cancel
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14. Click Yes if you are prompted to replace the existing TOC:

Microsoft Word

e Feplace this table of contents?

Yes Mo Cancel

(If you do not see this prompt, skip to the next step.)

15. The table will be updated and you will see the new entries added:

AutoSave (@ ) (58

File Home
B Add Text ~
[l update Table
Table of

Contents v

Table of Cantents

16. Save your document as Activity 3-3 Complete. Close Microsoft Word 365 to complete

this activity.

! [T5h Insert Endnote
2 Next Fe -

et

Footnote [=] Show

P Search

Design  layout ~ References  Mailings  Review  View  Help

/(D @ E\ﬁ B Manage Sources
Vg .
o | Insert

[P style apA

Smart Researcher
ool

nse
Look Citation ~ [} Bibliography - | caption [ Cros Entry

jons & Bibliography

RS SRR 3 e s

Table of Contents

Solar System 1

What is the Solar System?

Who Discovered It?

How Was It Formed? 4

What Will Happen To It

The sun

What Happens Inside The Sun?.

The Core

The Radiation Zone

o @ o o o

The Convection Zon:

[ Insert Table of Figures E B Insert Index E
tosen O ik Mark
e

HYD

John Smith IS = = o

Citation

12 Share (3 Comments

[B Insert Table of Autherities

Table of Authorities
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TOPIC D: Insert an Ancillary Table

Although the table of contents is the most common type of table that you will create in a complex
document, there are several other types of tables that you can create as well. In this topic, you will

learn how to create tables of figures as well as tables of authorities.
Topic Objectives
In this session, you will learn:

e About ancillary tables

e How to use the Table of Figures dialog box

e About tables of authorities

e How to use the Mark Citation and Table of Authorities dialog boxes

e How to identify the field code for a marked citation

Ancillary Tables

There are two main types of ancillary tables in Microsoft Word.

e Atable of figures lists all of the graphics, equations, and tables in a document. (However,
for a figure to be recognized by Word as such, it must have a caption.)

e A table of authorities lists the cases, statutes, and other references in a legal document.

The Table of Figures Dialog Box

Before you add a table of figures, you should first make sure that all illustrations are properly
captioned. (See Topic A of Lesson 2 for more information.) Then, place your cursor where you
want the table to go. Finally, click References = Insert Table of Figures:

AutaSave (® off) D0 = ZoomFoods ~ £ Search -

File Home Insert Draw Design Layout References Mailings Review View Help
) Add Text ~ ab1 Tch Insert Endnte /'/j:‘ @ IL—_H 8 Manage Sources [ Insert Table of Figurslk ﬁ
| Update Table A (e Faspnta = - " Psyle apa -~
Table of D P Insert - ootnete Smart Researcher Insert —0 Insert Mark
Contents ~ Footnote Lookup Citation ~ U——I) Bibliography ~ Caption L—E| Cross-reference Entry

Table of Contents Footnotes ] Research Citations & Bibliography Captions

Table of Figures Dialog

Add a list of captioned objects and
their page numbers for quick
reference.

171



Microsoft 365 Word: Part 3

The Table of Figures dialog box will ap

pear:

Table of Figures ? >

Index | Table of Contents Table of Authorities

Print Preview Web Preview

Figure 1: Texto s 1|~ Figure 1: Text A

Figure 2: TeXt. e ceceenee s 3 aigure 2: Text

Figure 3: TeXEommmerenesmressenens 5 rigure 3: Text

Figure 4: Texto s 7w Figure 4: Text v

Show page numbers

General
Farmats:

Caption label:

Right align page numbers 9

Tab leader: | .0 ~
From template ~
Figure ~

Include label and number

Use hyperlinks instead of page numbers

Options... Madify...

Like the Index and Table of Contents dialog boxes, you can use this dialog box to customize how

your table of figures will look. The top part of the dialog box (1) shows a preview of how the table

of figures will look with the current settings in both print and web formats. You can customize

page number display (2) with the opti

ons below these previews. You can also choose a pre-

defined format for the table of contents and then customize the type of figures listed (3).

The commands at the bottom of the dialog box (4) allow you to set advanced options and modify

the style of various levels of the table.

Once you are ready, click OK to insert the table:

Table of Figures

Figure 1: Marketing and Sales Strategy
Figure 2: Organizational Structure........
Figure 3: Financial Projections..............

Like other types of tables, if you add or modify figures, you can use the Update Table command in

the Captions group of the References tab or right-click the table and click Update Field. You can

also use the F9 shortcut.

Other Types of Reference Tables
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If you want to create a table just of tables, figures, or equations, simply choose that option from
the “Caption label” menu in the Table of Figures dialog box:

Table of Figures 7 it
Index  Table of Contents = Table of Figures | Table of Authorities
Print Preview Web Preview
Figure 1: Texto.. e 1| Figure 1: Text ~
Figure 2: TeXtu e e ee e 3 Figure 2: Text
Figure 2 TeXt e 5 Figure 3: Text
Figure 4: TeXto e 7 Figure 4: Text
FIgure 5: TeXturrrrerereene 10 Figure 5: Text
W W
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: | ... w
General
Formats: From template W
Caption label: | Figure
Include labe|(Nonel
EEuatmn
0 . .
Table DOptions... Modify...

Table of Authorities

You will often find a table of authorities in legal documents. It lists the cases, statutes, and other
authorities used in the document, as marked by legal citations.

The Mark Citation Dialog Box

To create a legal citation to include in a table of authorities, select the long citation in the
document. Then, click References - Mark Citation:
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AutoSave

File Home Insert Draw

) Add Text ~

Design

b‘ [T7} Insert Endnote

£ Search

Sales Repart ~

References  Mailings

o m|B

Review  View  Help

[& Manage Sources

Layout

[ Insert Table of Figures ﬁ Insert Index

| Update Table aH Next Footnote ~ [Pstyle APA  ~
Table of Dotve Inset Smart Researcher = Insert = Mark b
Contents ~ Footnote [=] Lookup Citation ~ L3 Bibliography ~ Caption L[] Cross-reference Entry
Table of Contents Footnotes Fl Research Citations & Bibliography Captions Index
L 1‘-‘\"-g-‘-\-‘-i-"\‘-‘2‘-‘|‘-‘]“-\-‘-4-‘-\“‘5‘-‘|‘-‘6“‘é-‘-7-‘-

Sales Report

Sales Overview
Sales in the East region were stronger than ever, particularly during the first week. Sales in all regions
remained consistent throughout the month. See Figure 1: June Sales for more information.

Next month, we are looking forward to the re-launch of our website and the launch of a new blog. Check
it out at www.acmeblog.com.

Safety Update
Due to recent changes in the OSHA legislation, our safety rules on the sales floor have changed. Workers
are now required to take stretch breaks every ten minutes and ensure that cords are taped down.

For more information, see Myers vs. Acme Foods, 291 U.S. 204,695 (2020).

John Smith

1% Share (7 Comments

=P [ Insert Table of Authorities

il

Mark
Citatiopn

Table of Authorities ~
Mark Gitation (Alt=Shift-I)

Add the selected text to the Table of
Authorities

You will then see the Mark Citation dialog box appear. Make the necessary changes to the “Short

citation” field and make sure that you have the proper category selected from the Category menu.

Then, click Mark:

Mark Citation ? >

Selected text:
Myers vs. Acme Foods, 291 ULS. 204,695 LS Mext Citation
{2020}
v
Category: | Cases b
=ategon Mark All
Short citation:
Cat
Myers vs. Acme Foads, 291 U.S. 204,695 (2020) ategory
Long citation:
Cancel

You can then close the dialog box or mark more citations.
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The Table of Authorities Dialog Box

Once you have marked all citations, place your cursor in the location where you would like the
table of authorities to appear. Then, click the Insert Table of Authorities command on the

References tab:

1% Share

I Comments

[B Insert Table of Authorities

O

Table of Authorities ~

Insert Table of Authorities

Add a list of the cases, statutes, and
other authorities cited in your
document.

AutoSave (@ or) - = Sales Report ~ £ Search John Smith 1S
ile Home Insert Draw Design Layout References Mailings Review View Help
D ) Add Text~ ! ITgh Insert Endnote [E Manage Sources D [3 Insert Table of Figures | Insert Index +
[l Update Table i Next Footnote ~ /G> @ @ [P syle: apa O a O J
ableof Insert Smart Researcher | Insert Insert Mark Mark
ntents Footnote [=] Lookup Citation ~ L3 Bibliegraphy Caption [[] Cross-reference Entry Citation
Table of Contents Footnotes ] Research Citations & Bibliography Captions Index
The Table of Authorities dialog box will open:
Table of Autherities ? X
Index Table of Contents = Table of Figures
Print Preview Category:
-~ "
Cases Cases
Statutes
Baldwin v. Alberti, Other Authorities
Rules
58 Wn. 2d 243 (1961) .......... 56 Treatises
Regulations
Dravo Corp. v. Metro. Seattle, Constitutional Provisions
Faiin 94 1A {19711 nassim | ¥ 8 hd
Use passim
Keep original formatting
Tab leader: | .. ~
Formats: From template ~
Mark Citation... Muodify...

This dialog box is very similar to the others that we have encountered. In the top left of the dialog

box (1), you will see a preview of how the table will look with the current settings
you can choose what reference types to include in the table (2).

. In the top right,

Below the preview, you can set formatting and passim options (3) for the table. You can also

customize the tab leader and general format used (4).

The commands at the bottom of the dialog box (5) allow you to mark citations using the dialog

box that we discussed earlier and to modify the styles that the table will use.

Once you have set your options, click OK to insert the table of authorities and close this dialog box.
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The table of authorities will appear at the specified location. A separate table will be created for

each type of citation in the document:

AutoSave (@ o) v~ Sales Report ~ £ search

File Home  Insert  Draw  Design  layout  References  Mailings  Review  View  Help

Eﬁ[ Calibri Boty)  ~| 11~ AT AT Aav A E =3 7l | | aemocone| asmbcene AaBbCe AsBbcc AQB
Paste BIU-axx A~2-A- a3 TNormal | TNoSpac.. Headingl Heading2  Title
Clipboard & Font [ Styles

L Lo E C 3 4 S 6 . A

Cases
N Myers vs. Acme Foods, 251 U.S. 204,635 (2020) 1

Statutes

R.C. 4511.19(A)(1)

Smith vs. Main Widgets, 291 U.S. 101,352 (2010),

John Smith  Js = = o
1% Share 7 Comments
SOFind ~ @
¥ | & Replace LQJ
= Dictate Editor
[ Select ~ -
& Editing Voice Sensitivity Editor ~

Like other types of tables, if you add or modify legal citations, you can use the Update Table

command in the Table of Authorities group on the References tab or right-click the table and click

Update Field. The F9 shortcut will also update this type of table.

Field Code for a Marked Citation

Like index entries and other references, marked citations use field codes:

Formore-information,-see-Myers-vs.-Acme-Foods,-291-U.5.-204, 595-(2020,@{@|-"Myer5-u&. Acme-Foods,-

291-11.5.-204,695{2020)"\s"Myers-vs.-Acme-Foods,-291-U.5.-204,695-(2020) " \c-1-&.9

“Use Passim” Option

)

You may have noticed the “Use passim’
option in the Table of Authorities dialog

box:

This option is set by default and will use
the word “passim” in place of page
numbers in a table of authorities if a
case is referenced more than five times

in the document.

Table of Authorities

Index Table of Contents = Table of Figures

Print Preview

Cases

Baldwin v. Alberti,
58 Wn. 2d 243 (1961) .......... 56
Dravo Corp. v. Metro. Seattle,
79Whn. 2d 214 (1971) 1, 3,5, 8,9 v

Table of Authorities

Categorny

Cases

Statutes

Other Authaorities

Rules

Treatises

Regulations
Constitutional Provisions

' eep original formatting
Tab leader | ... w

Formats: From template ~

Mark Citation... Modify...
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Activity 3-4: Inserting Ancillary Tables

In this activity, you will add a table of figures and a table of authorities to a document.

1. To begin, open Activity 3-4 in Microsoft Word 365:

T

Activity 3-4

2. Scroll through the document. You can see that there are a number of diagrams that

have captions:

5 Activity 3-4 - Saved to this PC + £ search John Smith IS caf — o
File Home  Insert  Draw  Design  layout  References  Mailngs  Review  View  Help & Share T Comments
oo A PFind
fﬁ Garamond (Hea « |14« A" A" Aa~ Ao 2L | AaBbCeD ABHCD AaBbC| AaBbCc AaBbCe Gorepoce |
Paste ¢ Important lo Spacing leadin leading leadin 3| ‘ Dictate Editor
e g |[[B7 U~ x A2 A & Important... No Spacing | Heading 1 | Heading2  Heading 3 s Selct - 2
Clipboard 1 Font = Paragraph [l styles 5 edting | Voice | sensitity | Editor |
& & Ry . B . 3 . 5 . 5 . T N
employees about it, and enforcing it. The policy needs to be written by a team of people
(typically the Human Resources department), preferably with the input of staff at all levels and
some legal advice. This group should also lay out education, follow-up, and monitoring
guidelines to ensure that the policy is effective. Writing a policy will take time, resources, and
effort, but the end result will be a document that outlines your company’s stance on bullying.
Writing the Policy
Your policy needs to have five essential elements.

The rules.

A complainant’s rights.

e} Figure 2 The essential elements.

3. Go to the end of the document. Place your cursor below the title “Table of Figures.”
Click References - Insert Table of Figures:

Activity 3-4 - £ Search

AutoSave

File Home Insert Draw Design Layout References Mailings Review View Help

) Add Text ~ ab‘ [ Insert Endnote /G) @ @ [ Manage Sources I?InsertTableofF\gursh '@ E

[ style: aPA

| Update Table ak5 Next Footnate

Table of Dive Insert Smart Researcher Insert i Insert Mark

Contents ~ Footnote D Lookup Citation ~ [D,E\bllngraphyv Caption rE| Cross-reference Entry
Table of Contents Footnotes =] Research Citations & Bibliography Captions

L 1'§ sleesn 02030 4] Taple of Figures Dialog

Add a list of captioned objects and
their page numbers for quick
reference.

- Table of Figures
: |

177



Microsoft 365 Word: Part 3

4, Choose “Classic” from the Formats menu. Click OK:

Table of Figures 7 x

Index  Table of Contents | Table of Figures | Table of Authorities

Print Preview Web Preview
FIGURE 1: TEXT
FIGURE 2: TEXT
FIGURE 3: TEXT
FIGURE 4: TEXT
FIGURE 5: TEXT 10

U G e

W W
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers

Tab leader: Ed
General
Formats: v
Caption label: | Figure ~

Include label and number

Options... Modify...

1
5. The table will be created:
AutoSave = = Activity3-4 - P Search JohnSmith s B - O
File  Home Insert Draw  Design  Layout References Mailngs  Review  View  Help & Share 7 Comments
) Add Text~ ab‘ [TTyInsert Endinote /G) @ @ [ Manage Sources [ Insert Table of Figures ﬁ 3 Insert Index +7F [ Insert Table of Authorities
| Updlate Table " o 7 [Doiyle: a4 <
Table of B nsert 4 Next Footnate Smart Researcher | Insert ¥ " nsert. ) Mark O Mark o
@iz Footnote 5] flzsling Citation ~ [} Bibliography~ | Caption [ Cross-reference ¥y G
Table of Contents Footnotes ] Research Citations & Bibliography Captions Index Table of Authorities ~
5 RN RENN EREENENE IREWNNWE ERENNNRTNNNWNNRERNNWERRRNRY.
Table of Figures
] FIGURE 1: RESULTS FROM WORKPLACE BULLYING INSTITUTE SURVEY 1
- FIGURE 2: THE ESSENTIAL ELEMENTS. 2
- FIGURE 3. THE ANTLBULLYING MOVEMENT SHOULD START FROM TELE TOP AND FLOW
o DOWNWARD (UST AS BULLYING DOES). 4
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6.

7.

8.

Now let us mark the legal references in the document. Go to page three. Select the line

“Myers vs. Southside Shipping, 8 Adj. 1d768(1999).” Click References - Mark

Citation:

File  Home Insert

B Add Text ~

[l Update Table
Table of

Contents ~

Table of Contents

Draw

b‘ [z} Insert Endnote

a3 Next Footnote v

Insert

Design  layout  References

Footnote =] Lookup

Fo

otnotes [ Research
n

g.‘l

The consequences.

P Search

Mailings

om|B

Smart Researcher | Insert

Citation ~

Citations & Bibliography

Review  View

[ Manage Sources
[ style: |apa
[0 Bibliography +

3

Help

5 Insert Table of Figures

Insert
Caption [[] Cross-reference

JhnSmith 5 @ — O
15 Share T3 Comments
ﬁ B Insert Index =P B Insert Table of Authorities
Wark Mark b
Entry Citation
Index Table of Authorities
€ fa, - Mark Citation (Alt+Shift+1)

Make sure you include the possible solutions and consequences for a bullying incident,
including what disciplinary action may be taken. Also include conseguences for false claims.

A complainant’s rights.
Make sure victims know what will happen if they file a complaint and what rights they have,
including confidentiality, privacy, and the right to a fair hearing. They should also know their
avenues of complaint: the union, internal Human Resources department, appropriate
government department, police, or the legal system. Myers vs. Southside Shipping, 8Adj.

1d768(1999).

Add the selected text to the Table of
Authorities

Make sure that the Cases category is selected and then click Mark:

Short citation:
Myers vs, Southside Shipping, 8Adj. 1d768(1999)

Mark All

Category...

Long citation:

Wiyers vs. Southside Shipping, 8Ad].
1d768(1999)

Mark Citation ? >
Selected fext:
Myers vs. Southside Shipping, 8Adj]. Mext Citation
1d768(1999)
Category v o
Lategory: digs Markﬁll
Shaort citation:
Myers vs. Southside Shipping, BAdj. 1d768(1999) Category...
Long citation:
Cancel
After marking the citation, click Close:
Mark Citation ? >
Selected text:
gl Mext Citation
o Mark
Category: |Cases A
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9. The citation will be added to the document. Hidden characters will also be enabled,
allowing you to see the reference:

A-complainant’s-rights_1]
Make-surewictims-know-what-will-happen-ifthey-file-a-complaint-and-what-rights-they-have,-
including-confidentiality,-privacy,-and-the-right-to-a-fair-hearing.-They-should-also-know-their-
avenues-of-complaint:-the-union,-internal-Human-Resources-department,-appropriate-
government-department,-police,-or-the-legal-system.-Myers-vs.-Southside-Shipping,-8Adj.-
—_—1 1d?GS{l‘BQQ}%E-TA-\_I_—_"Myers-vs.-Southside-Shippingé-8Adj.-ld?68{1999]"- s-"Myers-vs.-Southside-

10. Scroll to the next page and select the text “Chan v. Levi Strauss Inc, 27 Adj. (1998).”
Click References - Mark Citation:

AutoSave (@ 0D 9~ = Activity 3-4 - O Search JohnSmith ) B - O
File Home  Insert  Draw  Design  layout  References  Mailings Review  View  Help 1% Share 7 Comments
§|:d: Ts:vm ab‘ Fjln;ert Endnote /@) @ Eﬁ/ FTEr;Aa‘n?gZ:;mes [B Insert Table of Figures E E Insert Index E Ef,lmeﬂame of Authorities.
Tegy P | SR © | S i || e I e O Mark Mark
Contents Footnate [F] Lookup Citation ~ (13 Bibliography~ | caption [ Crass-reference Entry Citation.
Table of Contents Footnotes Il Research Citations & Bibliography Captions Index I}Tﬂh\t of Authorities ~
v [ 5) Lo 2 i 4 . PRy, 7
e e e e e
| Itis also a good idea to post the policy in a public location and to require that anyone who
interacts with the organization (including suppliers and clients) abides by it.
Give people the tools to fight.
Train employees about what bullying looks like, what they can do, and what the employer will
~ do for them if they are bullied. Traditionally, employers have been more hurtful than helpful
when addressing bullying issues; we would like to see that change. Chan v. Levi Strauss Inc, 27
Adj. (1998).
11. Ensure that the Cases category has been selected and then click Mark:
Mark Citation 7 >
Selected fext:
Chan v. Levi 5trauss Inc, 27 Adj. (1998) ~ Mext Citation
R Mark .:
Category: | Cases -
Mark All
Short citation:
- - Category...
Chan v, Levi Strauss Inc, 27 Adj. [1998)
Myers vs. Southside Shipping, 8Adj. 1d768(199%9)
Long citation:
Cancel
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12. Click Close:

13.

Mark Citation ? X
Selected text:
A Hext Citation
w Mark
Categony: | Cases ~
Mark All
Short citation:
Categony...

Chan v, Levi Strauss Ine, 27 Adj. [(1993)

Chan v, Levi Strauss Inc, 27 Adj. (1998]
Myers vs, Southside Shipping, 8Adj. 1d763(199%9)

Long citation:
Chan v. Levi Strauss Inc, 27 Adj. (1998)

Turn off paragraph markings by clicking Home - Show/Hide:

AutaSave (1 Activity 3-4 + O Search
File m Insert Draw Design Layout References Mailings Review View Help
I;ﬁlﬁ [D Calibri “12 «|AT A Aav B | i=viz iz~ == 8] AaBbCeD AaBbCcD  Aal
Pajte BIU~skxx AL - A. =Z=== 1=~ &by Important.. Mo Spacing Hea
Clipboard T Font [ Paragraph [ 5t

14.

Show/Hide T (Ctrl+)

Show paragraph marks and other
hidden formatting symbols.

This is especially useful for
advanced layout tasks.

® Tell me more

Place your cursor below the table of figures that you created earlier. Press Enter twice

to create some space. Then, type “Table of Authorities” using the Heading 1 style.
Press Enter after the heading:

AutoSave

File  Home Insert  Draw layout  References  Malings  Review  View  Help

ﬁj[ﬁ Calibri d2 AN Aa- A 2l 1| paBbeeD AsBBCD AaBbC AaBbCe

Paste < BIUvaxx Av2vA- e Important... NoSpacing Heading1 Heading 2

Clipboard & Font ] Paragraph & Styles

L 1“-“‘5‘”‘”1 a2 3 d S
Table of Figures

Activity 34 + PO Search

FIGURE 1: RESULTS FROM WORKPLACE BULLYING INSTITUTE SURVEY
FIGURE 2 THE ESSENTIAL ELEMENTS.

FIGURE 3: THE ANTI-BULLYING MOVEMENT SHOULD START FROM THE TOP AND FLOW

DOWNWARD UST 45 BULLYING DOES)

Table of Authorities

johnsmith )5 B — O
4 Share & Comments
OFind ~
AaBbCe A
<] | Replace
Hesiing (2| ) o | D Editor
5| eating | Veice | sensitiy | Edtor |
s . USEE
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15. Click References = Insert Table of Authorities:

JohnSmith IS B - [m)

AutoSave (@ o) )~ = Activity 3-4 - £ Search

|3 Share 2 Comments

B nsert Inder =P [ Insert Table of Authorities
o o 5 o ke

File  Home Insert  Draw  Design  layout  References  Mailngs  Review  View  Help

1B Add Text ~ ab‘ TG} Insert Endinote. /@ @ & [ Manage Sources [B Insert Table of Figures
7 [Pstyle apa  ~ 0

| Update Table 2 Next Footnote ~
Dive Insert Smart Researcher | Insert Insert Mark Mark

Table of
Contents ~ Footnote [=] Lookup Citation ~ LT3 Bibliography - Caption [T Cross-reference Entry Citation
Table of Contents Footnotes [} Research Citations & Bibliography Captions Index Table of Authorities -

Insert Table of Authorities

Add 3 list of the cases, statutes, and
other authorities cited in your
document.

16. Inthe Table of Authorities dialog box, ensure All is selected under the Category
heading and select “Classic” from the Formats menu. Click OK:

Table of Authorities

Index = Table of Contents = Table of Figures = Table of Authorities

Print Preview Category:
CASES
Baldwin v. Alberti, Other Authorities
5B W n. 2d 243 (1961) ... 5.6 Rules
Diravo Corp. v. Metro. Seattle, Treatises
T Wn. 2d 214 (1971) passim Regulations
Fosrester v. Craddodk, Constitutional Provisions
51 Wn, 2d 315 (1957 a4 |V 3 v

Use passim
Keep ariginal formatting

Tab leader: | ... ~

Formats:  [[EETAIN - |

Mark Citation... Modify...

X

17. The table will be inserted:

Table of Authorities

CASES

Chan v. Levi Strauss Inc, 27 Ady. (1998) ...
Mryers vz, Southside Shipping, BAdj. 14768(1599)

18. Save your document as Activity 3-4 Complete. Close Microsoft Word 365 to complete

this activity.
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TOPIC E: Manage Outlines

The next tool that we will look at is one that you will use before creating a complex document:

outlining. In this topic, you will learn how to create and manage outlines using Microsoft Word

365.
Topic Objectives

In this session, you will learn:
e How to switch to Outline view
e About the symbols in Outline view
e How to use the tools on the Outlining tab
e How to create an outline

e How to promote and demote outline sections

Outline View

To switch to Outline view, click View->» Outline:

AutoSave (@ o) 5E S Outline - Savedtothis PC ~ £ Search

John Smith s = — a

File Home Insert Draw Design Layout References Mailings Review View Help 12 Share  Comments
F\Ep [Z] Outline D—\ IE [ Ruler C)\ D [E] OnePage I New Window | M r:*,j '::4 L—;\
@ o [y =P < | [ Gridiines EE Multiple Pages | [ Anange Al < =Lf s |
Read | Print Web Focus Immersive | Vertical Side Zoom 100% Switch Macros | Properties
Mode Layout Layout Reader toSide | [ Navigation Pane « = Page Width Elsplit Windows ~ ~
Views Immersive Page Movement Show Zoom Window Macros | SharePaint
L Outline View 1o 2 I 4 5B A 7
. See your document in outline form
where content is shown as bulleted
points,
This view is useful for creating
headings and moving whole
paragraphs within the document,
. Design Processes
- Features
- Benefits
Prototyping Process
Here we will outline our prototyping process)
~ Testing Processes
- Internal
] Procedures
. Checklist
- External
. Procedures
N Checklist
Production Processes
Pagelof1 23 words [0 English (Canada) [EZ ¥ Accessibility: Good to go T, Focus B - 1 + 100%
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Your document will then be displayed in Outline view:

£ Search

John Smith  JS

File Outlining Home Insert Draw Design Layout References Mailings Review View

& & |Body Tet 5 | % Showlevel AllLevels - ™
=
Show Text Formatting
Show Close

S [ Show First Line Only Document Outline View
Qutline Tools Master Document Close
@ Design Processes
= Features
© Benefits
@ Prototyping Process
© Here we will outline our prototyping process.
@® Testing Processes
@® Internal
© Procedures
© Checklist
@® External
© Procedures
© Checklist

@ Production Processes
°

Outline view is special for a few reasons:

Help 12 share

e |timplements heading styles as indents rather than using numbers or bullets to identify

different levels of text. Although the heading styles will remain consistent, the indents you

see in Outline view will not be reflected in other views because they are a visual aid rather

than actual formatting.

e You do not have to worry about formatting while in Outline view. Once your outline is as

complete as possible, switch to another view (such as Print Layout) to start writing the

content of your document.

e Qutline view displays the Outlining tab, which will be discussed in detail later in this topic.

Outline Symbols

In Outline view, Microsoft Word displays markers beside different types of headings:

o@ Design Processes

@ Features
@ Benefits

Headings that have subordinate text have plus signs

& Prototyping Process next to them (1). Headings without subordinate text
© H ill outli totypi : . . .
ere we willoutiine our prototyping process (or without a level applied to them) have a minus
® Testing Processes
@ Internal sign next to them (2). Paragraphs that contain
@ Procedures i
o Checklist regular text (known as body text) are marked with a
@® External
©  Procedures dot (3)
O Checklist

(o]

@® Production Processes

o
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Outline View Tools
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When you switch to Outline view, you will see the Outlining tab:

AutoSave (@ off) ] £~ Outline - Saved to this PC - P Search

File Outlining Home Insert Draw Design Layout References Mailings
@— | . I,

& ¢ BodyText | =5 = | ©-Show Level Al Levels =
Show Text Formatting

A~ v 4+ — Show Close
[ Show First Line Only Document Outline Yiew

Cutline Tools Master Document Close

Let us take a quick look at its groups.

e Outline Tools: The first half of this group contains commands to promote, demote, move,
expand, and collapse headings, as well as a menu to choose what level to apply to selected
text. The second half of the group contains options to control the display of the outline text.

e Master Document: Contains commands to show or hide subdocuments. When you show
subdocuments, you will see commands for managing them in this group. (See the next topic
for more details.)

e Close Group: Contains a single command which closes Outline view and returns you to the
normal document view.

Creating an Outline

@® Design Processes
© Features
let us look at how to create an actual outline. If you = Benefits

Now that you know the basics of the outlining tools,

have opened a blank document and then switched @® Prototyping Process

. . . . ©  Here we will outline our prototyping process.
to Outline view, the first sentence you type will ] prototyping p

@® Testing Processes

automatically be at Level 1. Once you press Enter, @ Internal

the next sentence will be at Level 1 as well. This is a ©  Procedures
o Checklist
great way to get all your major ideas listed at once. @® External
©  Procedures
In our sample outline, you can see that outline levels © Checklist
(@]
have been created based on the heading styles we @® Production Processes
used: o
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You can add headings at a lower level by pressing the Tab key once for each level you want to
demote, or you can use the Demote arrow on the Outlining tab. You can also do this for existing

text:

Word allows you to use nine different outline levels, plus body text, to organize your work.

AutoSave (@ off) D~ 1) = Outline ~
File Outlining Home Insert Draw  Design
@_ . -
H— — Level 2 By e- Show Level: All Levels

I/\X) Show Text Formatting
Fa® R
vt [] Show First Line Only

Outline Tools

= DESigI"I Proce Demote (Alt+Shift+Right)

= Features Demote this itern to a lower level.

© Self-sanitizing

© Benefits
@® Prototyping Process

©  Here we will outline our prototyping process.

@® Testing Processes

@® Internal

If you want to hide the subordinate text (collapse the heading’s contents), simply select a heading

and click the Collapse command on the Outlining tab once for each heading level you want to

hide:

AutoSave (@ off) DY) = Outline -
File Outlining Home Insert Craw Design
@_ . -
& & |Level 1 oy e Show Level: All Levels

Show Text Formatting
ot _I/} [ Show First Line Only
Cutline Tools
#® Det Collapse
{ Collapse the selected item.
= Self-sanitizing
= Benefits
@® Prototyping Process
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To see the text again, click the heading and click the Expand command for each heading level you

want to show:

AutoSave (@ off) ) ~ = Outline -

& Lewvel 1
Ao | —

L3

File Outlining Home Insert Draw Design

@ | Brpand
Expand the selected itern,

= Benefits
@® Prototyping Process

_y oy B Showlevel: AllLevels |~
ow lext Formattin
[] Show Text F ing
ow First Line On
[] Show First Line Only

QOutline Toaols

= Self-sanitizing

You can also double-click the + and —icons to the left of outline headings to expand and collapse

subordinate items, respectively.

To move a heading, select it and drag it up or down in the list to rearrange the document order.

You will see a grey line appear, showing you where the heading will be moved:

av o+ =

Lo

AutoSave (@ oOF) 9~ = Outline ~ £ search

File Outlining Home Insert Draw Design Layout References
o 1 - I,

& & BodyTer |+ = > B~ Show Level: | All Levels D

@® Design Processes

@® Prototyping Process

#1Testing Processes

@ Production Processes

Show Text Formatting
Show

[ Show First Line Only Document

Qutline Tools Master Document

@ Features
= Self-sanitizing
© Benefits

Here we will outline our prototyping process.

® Internal
Procedures
Checklist

® External
Procedures
Checklist
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You can also select a heading and use the Move Up/Move Down arrows on the Outlining tab to

move it:
AutoSave (@ off) s < Outline -
File Outlining Home Insert Draw Design
i 3 o
& & |Level 1 Jo | e Show Level: |All Levels
Show Text Formatting
Ao+ — . i
%‘ [] Show First Line Only

Cutline Tools

Mowe Up [(Alt+5hift+Up)

Move the itern up within the
outline,

Note that if you move a heading that has visible subitems, the subitems will not move with the
main heading. You will have to move all elements separately or, more simply, collapse the heading

and then move it.

Promoting and Demoting Sections

The point of an outline is to lay out your ideas and brainstorm. Naturally, as you work on your
outline, some ideas will become more or less important. If this happens, you may want to promote

or demote your headings. If you demote a heading, its subheadings will be affected as well.

Remember, the Promote and Demote commands can be found in the Outline Tools group of the
Outlining tab:

AutaSave (@ off) )~ _ Outline -

File Outlining Home Insert Draw Design

& < |Body Tex S 2" Show Level:  All Levels -
ow Text Formattin
(V] Show Text F ing

[] Show First Line COnly

/\v—'—_

Qutline Tools
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Here is an overview of each command in this group.

& Promote item to Heading 1.
&« Promote item one level.

Choose the specific level to apply to this item.

Body Text v
- Demote item one level.
=5 Demote item to body text.

For example, let us say you demote Level 1 text to Level 2. Any Level 2 text in that section will be

demoted to Level 3; any Level 3 text will be demoted to Level 4; and so on.

Take a look at this sample outline section:

@ Design Processes
@® Prototyping Process
* Testing Processes
® Internal
Procedures
Checklist
® External
Procedures
Checklist

® Production Processes

Now look at what happens when we demote it by one level: ) Design Processes

@® Prototyping Process
# Testing Processes
@ Internal
Procedures
Checklist
+ External
Procedures
Checklist

@® Production Processes
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Activity 3-5: Managing Outlines

In this activity, we will turn a plain text document into a document outline.

1. Open Microsoft Word 365 and open Activity 3-5:

T

Activity 3-5

2. Click View = Outline:

File Home

=8 = E8

Read  Print Web
Mode Layout Layout

Wiews

See your decument in outline form
where content is shown as bulleted
points.

This view is useful for creating

headings and moving whole
paragraphs within the document.

polar System
What s the Solar System?
Who Discovered It?
How Was It Formed?
What Will Happen To 1t?

The Sun

Activity 3-5 - Saved to this PC ~ P Search .
Insert Draw Design Layout References Mailings Review View
[=] Qutline IIEI Ruler C)\ Ijb‘ E One Page 7 Mew Window
ElDraft [y LB <]J;' — <— | [ Gridlines EEl Multiple Pages | 5 Arrange Al
Focus Immersive | Vertical Side i Zoom % =
Reader toSide | L Mavigation Pane « Page Width Hsplit
Immersive Page Movement Show Zoom
Qutline View e i Sl e
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3.

With your cursor in the first line, click Outlining - Promote to Heading 1:

AutoSave '::. ‘Z’f'f::' = = Activity 3-5 - Saved to this PC ~ ,o Search

@- . - I,
«14\36 Body Text U5 = G Showlevek All Levels D
Show

Show Text Formatting

Promote to Heading 1

Promaote this itemn to the highest
level of the outline.

|

L = R =

What Will Happen To 1£?

The Sun

What Happens Inside The Sun?
What are Sunspots?

What |5 the Solar Atmosphere Like?
Prominences and Solar Flares
Chromosphere

Corona

Solar Wind

Zodiacal Light

Heliopause

What is Solar Weather?

How the Solar System Was Born
Big Bang Theory

Solar System Formation

Q000 0CQCQ0QCOQOQCQCOCQCO0OC0QCO0

File Outlining Home Insert Draw Design Layout References Mailings

A~ — Close
[] Show First Line Only Document Outline View
Outline Tools Master Document Close

Select the next four lines. Click Outlining - Outline Level menu -> Level 2:

AutoSave (@ off) D ~ = Activity 3-5
File Outlining Home Insert Draw Design
@— L .
& < [Body Text PN = Show Level: |All Levels
Level 1 Show Text Formatting
A on EVE . .
Level 2 I/} [ Show First Line Only
Level 2 Cutline Tools
® S Levels 1
9 Level5 olar System?
€ red It?
Level &
¢ ormed?
¢ Level? ppen To It?
0 Level 8
€ Level 15 Inside The Sun?
€ 1spots?
¢ Body Text olar Atmosphere Like?
o Prominences and Solar Flares
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5. The headings will be promoted, but notice that
this did not change the formatting of the text:

@® Solar
=
©
=
L
=)
o
®

System

What is the Solar System?

Who Discovered I1t?

How Was It Formed?

What Will Happen To I£?

The Sun

What Happens Inside The Sun?
What are Sunspots?

What Is the Solar Atmosphere Like?
Prominences and Solar Flares
Chromosphere

Corona

Solar wind

Zodiacal Light

Heliopause

What is Solar Weather?

How the Solar System Was Born
Big Bang Theory

Solar System Formation

00 0000000000000

Now, select the lines “The Sun” and “How the Solar System Was Born.” Apply either

of the methods we just used to promote these lines to Heading 1:

AutoSave E.

Activity 3-5

File

Ao+ —

o
o
o
o
o
o
&)
o
o
o
o
o
o
o

Outlining

@ € Body Text

Promote this item to the highest
level of the outline.

Home Insert Draw

N & Show Level: |Al

Show Text Formatting
] Show First Line Only

Outline Tools

Promote to Heading 1

em?

(= How Was It Formed?
@® wWhat Wil Happen To It?

The Sun

What Happens Inside The Sun?
What are Sunspots?

What Is the Solar Atmosphere Li
Prominences and Solar Flares
Chromosphere

Corona

Solar wind

Zodiacal Light

Heliopause

What is Solar Weather?

How the Solar System Was Born
Big Bang Theory

Solar System Formation

Design

| Levels e

ke?
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7. Apply Level 2 to the first three lines under “The Sun” heading:

Activity 3-5

File Outlining Home Insert Draw Design

& < [BodyText 5 © Show Level: |All Levels ~

Show Text Formatting

A Level 1 - . .
Level 2 Show First Line Only
Level 3 l’\\b Outline Tools
® S Levels N
Level 5 he Solar System?
overed 1£?
Level &
= 31t Formed?
Level 7 | Happen To It?
@ T Levels
¢ Level9 15 Inside The Sun?
d

Body Tet  1SPOEs?

wwiiaL s tie solar Atmosphere Like?
Prominences and Solar Flares
Chromosphere

Corona

Solar Wind

©  Zodiacal Light

©  Heliopause

@ What is Solar Weather?

@® How the Solar System Was Born
©  Big Bang Theory
©  Solar System Formation

o2QCQ0OQ0GQ

8. Apply Level 2 to the lines under the “How the Solar System Was Born” heading:

AutoSave = Activity 3-3

File Outlining Home Insert Draw Design

& < SIS %__Sthevel: All Levels ~

Show Text Formatting

A o | Leveld
Levdls ] Show First Line Only
Level 3 |} Outline Tools
@ 9 Levels 1
Level 5 he Solar System?
overed 17
Level 6
e i 1t Formed?
Level 7 | Happen To 17
@ T Level2
Level 9 opens Inside The Sun?
Body Text s Sunspots?

wwwnat s the Solar Atmosphere Like?
@  Prominences and Solar Flares
@ Chromosphere
< Corona
@ Solar Wind
© Zodiacal Light
@ Heliopause
o What is Solar Weather?

@® How the Solar System Was Born
O Big Bang Theory
O Solar System Formation
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9. Click to place your cursor after the “What are

AutoSave - Activity 3-5

Sunspots?” heading and press Enter: fle  Outlining  Home  Insert  Draw  Design

& ¢ [Tovel2 Sy %~ Show Level: Al Levels v
Show Text Formatting

St [ Show First Line Only

Cutline Tools

@® Solar System
= What is the Solar System?
= Wha Discovered I£?
= How Was It Formed?
= What Will Happen To I£?
@® The Sun

= What Happens Insidg The Sun?
What are Sunspots?

0]

POOO®

What Is the Solar Atmosphere Like?
©  Prominences and Solar Flares
© Chromosphere

©  Corona

©  Solar Wind

©  Zodiacal Light

O Heliopause

@ What is Solar Weather?

@® How the Solar System Was Born
(= Big Bang Theory
(= Solar System Formation

10. Click Outlining > Demote:

AutoSave (@ off = Activity 3-5
File Outlining Home Insert Draw Design
&= 5 .
& & [Level2 ml EY o- Show Level: All Levels

Show Text Formatting
- _
S ] Show First Line Only

Cutline Tools

@ Solar Svsten' Demote (Alt+Shift+Right)
= whatistf Demote this iterm ta a lower level.
= who Discovered It¥
= How Was It Formed?

= wWhat Will Happen To 117

@® The Sun

= What Happens Inside The Sun?
= whatare Sunspots?
© |
@ Whatls the Solar Atmosphere Like?
©  Prominences and Solar Flares
©  Chromosphere
@ Corona
©  Solar Wind
©  Zodiacal Light
©  Heliopause
O What is Solar Weather?

@® How the Solar System Was Born
= Big Bang Theory
= solar System Formation
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11. Add the headings “Definition” and “Complexity:”

@® Solar System

What is the Solar System?
Who Discovered 117

How Was It Formed?

= What Will Happen To It?

@® The Sun

What Happens Inside The Sun?
What are Sunspots?

= Definition

= Complexity

DODD

@O

12. The outline is now complete. Now, just show the top headings by clicking Outlining =

Show Level - Level 1:

AutoSave (@ off) -0 = Activity 3-5
File Outlining Home Insert Draw Design
& & [Level3 Jos > =—- Show Level: |All Levels
[] Show Text Fa. Level 1
. _
v+ (] Show First Lit Level 2 s
Outline Tools Level 3
@® Solar System Leveld
(= What is the Solar System? Level 5
= Who Discovered It? Level 6
(= How \Was It Formed? Level 7
(= What Will Happen To It? el
EVE|
@® The Sun els
EVE|
(= What Happens Inside The Sun? ’
# What are Sunspots? All Levels
= Definition
© complexity|
& What Is the Solar Atmosphere Like?
O Prominences and Solar Flares
©  Chromosphere
@ Corona
2 Solar Wind
© Zodiacal Light
©  Heliopause
O What is Solar Weather?
@® How the Solar System Was Born
(=) Big Bang Theary
E‘.‘ Solar System Formation
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13. You will now see only the Level 1 headings:

AutoSave (@ off) l‘l'jl - O = Activity 3-5

Design

File Outlining Home Insert Draw

i

@_ "
o - Show Level: | Lewel 1

Show Text Formatting
cer e (] Show First Line Only

& < |Level 3

Outline Tools

@® Solar System
@® The Sun
@® How the Solar System Was Born

14. Click Close Outline View:

Activity 3-5 = B Search

AutoSave (® off) D7) =

Insert Draw Design Layout References

Mailings Review View

File Outlining Home
& < lLovel3 o s _ | B Show Levek |Level1 ~ D
=
Show Text Farmatting
&y o db = Show Close
[ Show First Line Only Document Outline View
Outline Tools Master Document Close

15.
this activity.

Save your document as Activity 3-5 Complete. Close Microsoft Word 365 to complete
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TOPIC F: Create a Master Document

In the last topic, we explored Outline view, which contains tools for master and subdocuments. In

this topic, we will take a closer look at this feature.

Topic Objectives

In this session, you will learn:
e What a master document is
e What the benefits of master documents are
e How to create a master document and subdocuments
e How to use the Master Document group on the Outlining tab

e How to manage subdocuments

Master Documents

If you are creating complex documents, you may want to consider using master and
subdocuments. First, you create a master document and then you nest subdocuments into it.

Each subdocument is saved separately, but they are all included in the master document.

Benefits of Master Documents
Using a master/subdocument configuration when working with complex documents provides
several benefits.

e Rather than rearranging or managing large blocks of text, you can work with single
subdocuments in Outline view.

e If the same piece of text (such as a company profile) is going to be used in multiple
documents, you can have one document in one location that is then linked to multiple
master documents, making updates and edits easy.

e You can streamline references such as captions, index entries, citations, etc.

e Since subdocuments are linked to the master document, the master document will be a
smaller size than if the text were embedded.
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Creating a Master Document

Your first step in creating a master document is to create a location in Windows where all the
documents for this project (the master document and all the subdocuments) are going to be

stored.

Next, create the master document and save it in this location. Then, create the content of the
master document. Start by switching to Outline view. (Remember that you can do this using the
View tab.) Then, type your document in Outline view, assigning headings and levels to each of the

topics:

Annual Report ~ £ Search John Smith IS

File Qutlining Home Insert Draw Design Layout References Mailings Review View Help 15 Share
2~ Show Level: v
@ & Levell > S —— D
G — Show Close
[ Show First Line Only Document Outline View
Outline Tools Master Document. Close ~
@® SALES REPORT
@® Summary
@® Datg Chart
® MARKETING REPORT
® PRODUCTION REPORT
@® EXECUTIVE REPORT

(You can also take an existing document and format it using Outline view.) Once the outline is

completed, save the document. Your master document is done!

Creating Subdocuments

There are two ways to add sub-documents to a master document. The first way to add a
subdocument is to create a new one from existing text. First, switch to Outline view and click

Outlining - Show Document:

AutoSave (@ 0ff) B~ 0) = Annual Report -

D Search

File Outlining Home Insert Draw Design Layout References Mailings F

iy 2 o
& < |Level «| > 2 | o Showlevet =) X
Show

Show Text Formatting

A v+ — Close
] Show First Line Only Document Outline View
Cutline Tools Mast®r Document Close

199



Microsoft 365 Word: Part 3

This will display an extra set of subdocuments controls on the Outlining tab. Next, select the
headings and/or text that you want to split into subdocuments and click Outlining = Create:

AutaSave (@ off) D~ 70) = Annual Report ~ B Search
File Qutlining Home Insert Draw Design Layout References Mailings Review View Help
% : - L Create [
& & [Level1 «| > -» | o-Showlevel E “"“%
Show Text Formatting |_ﬁ|<_lnsert
A v + — Show Close
[ Show First Line Only Document |_E| F Outline View
Outline Tools Master Document Close
+ SALES REPORT Create Subdocument

@ Summary
® Data Chart

MARKETING REPORT
PRQRUCTION REPORT
EXECUTIVE REPORT

|® @ @

Create a new subdocument.

You cannot embed a subdocument
within body text; it must be
embedded after a heading.

Ensure that Expand Subdocuments
is turned on before using this
feature.

The selected text will be turned into a subdocument. Note the light border around the text. Also

note the small document icon next to the heading:

AutoSave (@ off) E 2~ ) Annual Report ~ O Search
File Outlining Home Insert Draw Design Layout References Mailings Review View Help
e : - i s Create |2
& < [Body Text s s % Show Level: reate |2
Show Text Formatting [ insert
A v+ — Show Callapse Close
[] Show First Line Only Document Subdocuments |E‘ @ Lock Document Outline View
Outline Tools Master Document Close
[+]
®® SALES REPORT
@® Summary
.‘_———
T @® Data Chart

o

MARKETING REPORT
PRQRUCTION REPORT
EXECUTIVE REPORT

|® @ @
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You can also add a subdocument from a separate file. First, place your cursor where you want the

subdocument to go. Then, click Outlining = Insert:

AutoSave (@ of) 'If) w O = Annual Report ~ ,o Search
File Outlining Home Insert Draw Design Layout References Mailings Review View Help
. : - i it Create [3
& ¢ [Body Text Jo e Show Level: reate [
Show Text Formatting @;Insert
A v+ — Show Caollapse Close
[[1 Show First Line Only Document Subdocuments | @ Lock Document Outline View
Cutline Tools Master Document Close
o | Insert Subdocument

Browse for an existing file to embed
as a subdocument.

You cannot embed a subdocument
within body text; it must be
embedded after a heading,

Ensure that Expand Subdocuments
is turned on before using this
feature.

(Remember, if you cannot see this command, click Show Document first.)

You will be prompted to choose the subdocument. (Remember that the subdocuments should be

saved in the same location as the master document.) Select the subdocument and click Open:

ﬂ Insert Subdocument

T <« Desktop » Word Files » SampleFiles » Annual Report v 0 Search Annual Report

Organize « New folder ==«
G2 Mitchell 6 Name Date modified
@ Travel Books 0] Executive Report 2020-06-03 2:46
42 Wood girls

@ OneDrive - Personal

@ OneDrive - Velsoft
Attachments
Documents
Microsoft Teamns Chat Files
MNotebooks
Shared with Everyone

3 Jan Bates

R T N -

File name: | Executive Report v| All Word Documents

L

PowerPoint 363_Part 1_Rewrite 03 Annual Report 2020-05-1110:49...  Microsd

X
P
m @

Type

PM  Microsg

Cancel
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The subdocument will then be added to the master document:

Annual Report - O Search

File QOutlining Home Insert Draw Design Layout References Mailings Review View
% : - it it Create [

& ¢ [Body Text Jo oy e Show Level: reate [
Show Text Formatting @ Insert

~ v + — Show Collapse
[ show First Line Only e R ——— [ Lock Document

Cutline Tools Master Document
B @ SALES REPORT

@ Summary
@® Datg Chari

o]

MARKETING REPORT
> PRODUCTION REPORT
b EXECUTIVE REPORT

©  This year was the most profitable yet for Acme Widgets Inc. All teams worked
extremely hard to deliver better results than ever. We're happy to give everyone a
10% raise thanks to this year's immense success!

[+]

[+]

EXECUTIVE REPORT

©  This year was the most profitable yet for Acme Widgets Inc. all teams worked

extremely hard to deliver better results than ever. We are happy to give everyone a '
10% raise thanks to this year's inmense success!

e

[N

b
@

Help

Close
Outline View

Close

Master Document Group

The Master Document group of the Outlining tab offers tools to help you manage master and

subdocuments:
AutaSave (@ 0fF) D0 = Annual Report ~ £ Search
ile utlinin ome nse raw esign ayou eferences ailings eview iew e
Fil Outlining H Insert D Desig Layout Ref Mailing Ri V Help
% : - it it Create B
@« ¢« Body Text Jo>» e Show Lewvel: reate .
Show Text Formatting |_ﬁ|<; Insert
A v+ — Show Collapse Close
[] Show First Line Only Document Subdocuments |E| @L“k Document Cutline View
Outline Tools Master Document Close

(If you cannot see these controls, click Show Document on the Outlining tab.)
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Let us look at its commands.

Command

Show Document

Collapse
Subdocuments

Create
Subdocument

Insert Subdocument

Unlink
Subdocument

Merge
Subdocuments

Split Subdocuments

Lock/Unlock
Documents

Icon

[
=

=

Show
Document

Collapse
Subdocuments

Create
@ Insert
[ Unlink
Bl Merge
Split

E.' Lock Document

Description

Shows subdocument content and
master/subdocument commands.

Collapse subdocuments so that just the link to
it is shown. (This may also hide some
commands.) When you click this command, it
will turn into Expand Subdocuments.

Create a new subdocument.

Insert a file as a subdocument.

Remove the link to the current subdocument
and place the text directly in the master
document.

Combine multiple subdocuments into one
subdocument.

Separate the subdocument into two parts at
the point of your cursor.

Lock or unlock master or subdocuments to
prevent or enable editing.
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Managing Subdocuments

Editing a Subdocument

To edit a subdocument, you can edit it in the master document, or open it in its own window using

the document icon in the left-hand margin. To perform this latter task, double-click this small icon:

o

@® SALES REPORT
@ Summary
@® Data Chart

@® MARKETING REPORT

2 Production Report

2 @® EXECUTIVE REPORT

2 This year was the most profitable yet for Acme Widgets Inc. all teams worked

10% raize thanks to thiz year’s immense success!

extremely hard to deliver better results than ever. We are happy to give everyone a

®

The subdocument will open in its own Word window:

Annual Report ~ £ Search John Smith (S

file  Outlining  Home  Insert Draw  Design  Layout  References  Mailings  Review  View  Help 1% Share

Nl =l - i i Jocumentt - erd p =

A v+ — File Home Insert Draw Design Layout References Mailings Review View Help
& v P e — — |a
fﬁ 5 Calibri Light (He ~[16 | A" A" Aa~ Ao | i v Z=3E 2l T | aaebcede AsBbCeDe | AABBC AaBbCc AsBbCcD -
° Paste 2 —
BIUvaxx A~2«A-~ TNormal TNoSpac.. | Heading 1| Heading2 Heading3 = .
®@® SALESREPO| - ¥ : B select
a ® Summg Cipboard & Font F] Paragraph [c] Styles = Editing
L -g--\-n-\--z-..;...4.‘.5.‘..5..O..
@® Data C
® MARKETING
©  Produciion Re|
?@ EXECUTIVER .
© Thi .
Juidanird B SALES REPORT
10% raise thal -
° N Summary
® T Sales in the West region were stronger than ever, particularly during the first quarter.
® .
- ] Data Chart
: 450,000
~
. 5400,000
. 5350,000
: $300,000
- $250,000
: 5200,000
| 5150,000
. $100,000
-
. 550,000
- s
. East North South West
1 o mQl 02 mQ3 WQd

LFind |~

&% Replace
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Moving Subdocuments

To move a subdocument, click and drag the collapsed heading to a new location, just as you would
with a regular outline heading:

AutoSave (8 Off) D0 = Annual Report - 2 Search

File Outlining Home Insert Draw Design Layout References Mailings Review View Help

& & [Levali Jos s %__ShowLeuel: - Create

Show Text Formatting [ Insert Split

Show Collapse Close
Ea —_— -
v+ [[] Show First Line Only Document Subdocuments Bl uniink [ Lock Document Outline View
Outline Tools Master Document Close

o
B ® [SALES REPORT
@ Summary

@ Data Chart

MARKETING REPORT
PRODUCTION REPORT

EXECUTIVE REPORT

= This year was the most profitable yet for Acme Widgets Inc. all teams worked
extremely hard to deliver better results than ever. We are happy to give everyone a
10% raise thanks fo this year's immense success!

®

B q

0]
@) ¢

| ®

Deleting Subdocuments

Finally, to delete a subdocument, click the document icon to select all of the subdocument’s
contents:

o
ﬁ + SALES REPORT
*® Summary
#* Data Chart

With the content selected, press Delete on your keyboard to remove the content:

o
® MARKETING REPORT
@® PRODUCTION REPORT
® ® EXECUTIVE REPORT

©  This year was the most profitable yet for Acme Widgets Inc. all teams worked
extremely hard to deliver better results than ever. We are happy to give everyone a
10% raise thanks to this year’s immense success!

o

Note that the actual document file will not be deleted.
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Unlinking Subdocuments

To remove the link from a subdocument and copy its text into the master document, select the

subdocument and click Outlining = Unlink:

AutoSave (® oOf) D) =

File

& & Levell

Ao+ —

®
®
®

®

Outlining Home Insert

Cutline Tools
[+]
MARKETING REPORT
PRODUCTION REPORT

EXECUTIVE REPORT

[] Show First Line Only

Annual Report ~

Draw Design Layout References

(o
o- Show Level: - By %
- E'

Show Text Formatting

Show Collapse

O Search
Mailings Review View
Create
[El Split

Document Subdocuments E‘( Unlin @ Lock Document Outline View

Master Document

Remove Subdocument

Delete the link to the subdecument
and copy the subdocument content

| into the master document.

Help

Clase

Close

The subdocument will now be part of the master document:

-)

NG

® ¢

| [

o

MARKETING REPORT
PRODUCTION REPORT
EXECUTIVE REPORT

Activity 3-6: Creating a Master Document

In this exercise, you will create a master document and subdocuments.

1.

To begin, open Activity 3-6A from the Activity 3-6 folder in your Exercise Files. This

document will be used as the master file:

Il 7

Activity 3-6A
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2. Click View = Outline:

AutoSave s Activity 3-6A - Saved to this PC ~ P Search |
File Home Insert Draw Design Layout References Mailings Review V\;ﬂw Help

=7 = Outlin Ruler [E] One Page + [ View Side £
’;—‘E@ EIDra&T} D'J IE [ Gridlines O\ D EE Multiple Pages lj E E I
Read ' Print Web Focus Immersive | Vertical Side Zoom 100% New Arrange Split
Mode Layout Layout Reader toSide | L Navigation Pane L1 page width Window Al (i)

Views Immersive Page Movement Show Zoom Window
(If Qutline view is already shown, skip to the next step.)
3. Click Outlining - Show Document, if it is not already selected. This will display extra

commands in the Master Document group:

Activity 3-0A - Saved to this PC -

AutoSave (@

File Outlining Home Insert Draw Design Layout References Mailings Review View Help
o
& & [Level s o- Show Level: All Levels v
Show Text Formatting D Close
D= DShowFirstLineOnly Document Outline View
Outline Tools Mast&Document Close
4, This document is already organized into headings. Click the plus sign next to Step One

to select that section:

,0 Search

AutoSave (@ 0) [ Activity 3-6A - Saved to this PC ~ 2 Search
File Outlining Home Insert Draw Design Layout References Mailings Review View Help
@
7 3 v Create |2
& ¢ [ioalt L5 s % Showlevek All Levels D reate
Show Text Formatting @ insert  [E]
A v+ — Show Close
[ Show First Line Only Document B B Outline View
Qutline Tools Master Document Close

@ Step One: Identify the Future State

@ Recording the Data
©  There are a wide variety of templates and tools available to help you track the
information gathered during the training analysis process. The tool that you
choose will depend on the complexity of your analysis.
©  Here is a simple template that we will work through.

Future State Current State Gap Action Plan

2]

The First Step

©  The first step in your analysis process is to identify your future state. What do
you want the results to look like when the skills gap has been bridged and
training is complete? An easy place to find the ideal future state is to look for
competency statements in a job description or job analysis conducted by your
HR department. A good future state summary is objective, realistic, and
quantitative, just like a competency statement.

@® (Case Studies
©  Sample future state; p y st ts for working in a
contact center, for example, could include a general competency statement
that is further broken into individual competencies. Let’s look at some

examples.
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5. Click Outlining = Create:

AutoSave (@ of) = Activity 3-6A - Saved to this PC - P Search
File Outlining Home Insert Draw Design Layout References Mailings Review View Help
@&— [
& < [imvalt J = = | B Showlevek Alllevels |~ [ Create 4
Show Text Formatting ShEI D @In;srt k
A v+ — § X aw lose.
[ Show First Line Only Document IE‘ IE‘ Qutline View
Qutline Tools Master Document Close
Now this section will be saved as its own subdocument.
6. Double-click the plus sign next to the heading to collapse this subdocument:
AutoSave (@ of) Activity 3-6A - Saved to this PC - 2 Ssearch
File Qutlining Home Insert Draw Design Layout References Mailings Review View Help

& < [level sy % Showlevel AllLevels |~ D [ Create
Show

Show Text Formatting @_In;ert

Close
A v 4+ —
[] Show First Line Only Document I.E‘ I_F QOutline View
Qutline Tools Master Document Close

@ Step One: Identify the Future State

@® Recording the Data
O There are a wide variety of templates and tools available to help you track the
information gathered during the training analysis process. The tool that you
choose will depend on the complexity of your analysis.
= Here is a simple template that we will work through.

o | Future State Current State Gap Action Plan

Now this section will be saved as its own subdocument.
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Repeat steps 4 and 5 to create subdocuments for the next two steps in the document:

Activity 3-64 - ,O Search

File Outlining Home Insert Draw Design Layout References Mailings Review View

__ Show Level: All Levels - |§| Create

& ¢ Body Text v = R =
ShowTactFormattmg @_Insert

A v+ — Show Collapse )
[ Show First Line Only Document Subdocuments (5 Unlink [T Lock Document

Outline Tools Master Document
® Step One: |dentify the Future State
[+]
=

® Step Two: Identify the Current State
@® Gathering Data

@ Next, identify how things currently look. This involves gathering data from as
many sources as possible, such as statistics, reports, interviews with
stakeholders, surveys, etc. Focus on quantitative measures that are equivalent
to the desired future state. For example, if your future state focuses on
response time to customer inquiries via e-mail, the data that you gather for
the current state should focus on that as well.

@ Here are some guestions that you can use to identify the current state,

o What is happening that makes us want to improve this situation?
o v What metrics can we gather about this situation?
o v What steps take place in this process?

@ You will need to access several data sets, including performance data (who
does what, when they do it, and how much they do). These numbers are
often captured in annual or periodic performance reviews, and may be called
key performance indicators (KPI's). You may also be able to gather team
statistics and electronic reporting (such as phone call volume and duration,
clicks on a keyboard, number of steps taken to complete a task, etc.).

©  Sample Project: Improve Response Times to Customer Inquiries

° Future State Current State Gap Action Plan
Customer e-mail inguiries will Average response time

o be replied to within 24 hours is 32 hours
on average

Customer telephone inguiries | Average hold time is 8
will be answered within 5 minutes
minutes on average

[=]

Help

Close
Outline View

Close
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8. Click to place your cursor at the end of the document, outside of the third sub-
document:
AutoSave i £ Search
File Outlining Home Insert Draw Design Layout References Mailings Review View Help
% : v = Create [F]
« Body Text Jo e Show Level: |All Levels reate
Show Text Formatting @ Insert
A v + — Show Collapse Close
[] show First Line Only Document Subdocuments L~ E Lock Dacument Outline View
Qutline Tools Master Document Close
This will help you priaritize action items and focus on high-value items.
[+]
© Somple Project: Improve Response Times to Customer Inguiries
| Future state Current State Gap Action Plan
Customer e-mail inquiries will | Average response time | 8 hours
o be replied to within 24 hours is 32 hours
on average
Customer telephone inquiries | Average hold time is 8 3 minutes
o will be answered within 5 minutes
minutes on average
[+]

= Once you have identified the gap, you can perform additional interviews and analysis
to identify causes of the gap. You can use the five whys technique, SWOT analysis, and
other problem-solving tools to help you in your investigation. {See Session Four for
more information.)

o v Continuing with our customer service example, you might gather the following
information.

o v Review e-mail response statistics, which show that e-mail inguiries are
responded to within 15 hours on the weekdays and within 40 hours on the weekend.

o v Review e-mail response team staffing levels: 15 members on weekdays, 5
members on the weekend.

o v Review telephone response statistics, which show that the average hold time

skyrockets to about 12 minutes during the lunch and shift changeover periods. The
average hold time outside of these periods is about 4 minutes.

o | 4——

9. Click Outlining - Insert:

AutoSave ) i £ Search
File Outlining Home Insert Draw Design Layout References Mailings Review View Help
% : w i Create |2
& < [Body Text U s o | 5 Show Level |All Levels reate [
Show Text Formatting @Insert
e - — Collapse Close
[] Show First Line Only Document Subdocuments E ELU(I‘ Document Outline View
QOutline Tools Master Document Close
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10. Browse to the Activity 3-6 folder in your Exercise Files folder. Select Activity 3-6B and
click Open:

[0l Insert Subdocument =
&« v <« Word Files » Exercise Files » Lesson3 » Activity 3-6 ~ O Search Activity 3-6 -]
Organize = Mew folder == - | o
~
# Quick sccess "~ MName Date modified Type
1 Deskiop » €3] Activity 3-6A 2019-01-3110:40 .. Microsc
» @ActwrtyS-ﬁB 2019-01-31 10:40 ...  Microsc
& Downloads *
£# Dropbox *
. Creative Cloud Files *
[&=] Pictures -»
[ This PC *
ﬂ Microsoft Word
[ Desktop
2% Dropbox
v < >
PR,
File name: | Activity 3-68 V| |AII Werd Documents i |

Tools = | Open %’J | Cancel |

11. The document will be inserted:

File Outlining Hiome Insert Draw  Design Layout References Mailings Review  View Halp

L 7 = rc e

€ [BodyTot |- = b T Show Levet AllLevels % Ec"m |

Shirw Tt F Inaert (3 roe

= S has T Fomueeg Show  Colapse = Clow
] Shew First Lime Only Decument Sutsdocuments ¢ BBk Document | Outfine View

Chatfine Teok Masier Doenament Theae

-]

[+]

B& Step Five: Implement and Follow Up
@ The final stage of the process is 1o implement the sction plan, After the gap-reducing
miedsengs ane in place, gather data and evaluate the new metric. It may alio be
appropriate to repeat the training needs analysis to ensure that the gap has been
suceessdully bridged.

[+]

# Step Four: Create an Action Plan
@ It now time to oreate an action plan to badge the gap. Ensure that you have a dear
daa of what resources are available s that youwr action plan is realistic. A mult-phased
Beticn plan iy De PEropriate depending on your project,
@ Somple Frojed: improwve Response Times o Customer Inguines

| Future State Current $tate Gap Action Plan
Customer e-mal inquiries will Average response time | &hours Create e-mail templates
b replied to within 24 hours 5 32 hours about the most frequent
o average nguiries
o Conduct training on using and

customizing these templates

Conduct problem-soving
training

Customer telephone inquiries | Average hold time is8 | 3minutes | Create shedronic te mplates to

will be answered within 5 minutes replace paper templates
minutes on average
Conduct traning on the new
templates
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12.

You can see that the inserted subdocument contains two items that are not in the

correct order:

£ Search

File Outlining Home Insert Draw Design Layout References Mailings Review View
% : - L s Create [B

& Body Text o e Show Level: All Levels reate .
Show Text Formatting @ Insert

G e db = Show Collapse
1 Show First Line Only Document Subdocuments I @ Lock Document

Outline Tools Master Document

[+]
L=}
[+]

B® Step Five: Implement and Follow Up €=—

© The final stage of the process is to implement the action plan. After the gap-reducing
measures are in place, gather data and evaluate the new metrics. It may also be
appropriate to repeat the training needs analysis to ensure that the gap has been
successfully bridged.

[+]

o

[+]

® Step Four: Create an Action Plan €——

©  Itis now time to create an action plan to bridge the gap. Ensure that you have a clear
idea of what resources are available so that your action plan is realistic. A multi-phased
action plan may be appropriate depending on your project.

@ Sample Project: Improve Response Times to Custemer Inquiries

| Future State Current State Gap Action Plan
Customer e-mail inquiries will | Average response time | 8hours Create e-mail templates
be replied to within 24 hours is 32 hours about the most frequent
on average inquiries

Conduct training on using and
customizing|these templates

Conduct prcblem-solving
training

3 minutes Create electronic templates to

replace paper templates

Customer telephone inquiries | Average hold time is 8
will be answered within 5 minutes

minutes on average
Conduct training on the new
templates

Help

Close
Outline View

Close
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13.

14.

To fix this, click the plus sign next to Step Four to select it:

B@® Step Five: Implement and Follow Up
©  The final stage of the process is to implement the action plan. After the gap-reducing
measures are in place, gather data and evaluate the new metrics. It may also be
appropriate to repeat the training needs analysis to ensure that the gap has been
successfully bridged.
[#]
[+]

& Step Four: Create an Action Plan
< Itis now time to create an action plan to bridge the gap. Ensure that you have a clear

idea of what resources are available so that your action plan is realistic. A multi-phased
action plan may be appropriate depending on your project.

o ple Project: Improve Response Times to Cust Inquiries

.| Future State Current State Gap Action Plan
Customer e-mail inquiries will | Average response time | & hours Create e-mail templates
be replied to within 24 hours is 32 hours about the most frequent
on average inguiries

Conduct training on using and
customizing|these templates

Conduct preblem-solving
training

Customer telephone inquiries | Average hold time is 8 3 minutes Create electronic templates to
will be answered within 5 minutes replace paper templates

minutes on average
Conduct training on the new
templates

Click and drag Step Four above Step Five to move it to its correct position:

® @ Step Five: Implement and Follow Up
©  The final stage of the process is to implement the action plan. After the gap-reducing
measures are in place, gather data and evaluate the new metrics. It may also be
appropriate to repeat the training needs analysis to ensure that the gap has been
successfully bridged.
[a]
[0}

o

@ Step Four: Create an Action Plan
It is now time to create an action plan to bridge the gap. Ensure that you have a clear
idea of what resources are available so that your action plan is realistic. A multi-phased
action plan may be appropriate depending on your project.
© Sample Project: Improve Response Times to Customer Inguiries

-~ | Future State Current State Gap Action Plan
Customer e-mail inguiries will | Average response time | 8 hours Create e-mail templates
be replied to within 24 hours. is 32 hours about the most frequent
on average inquiries
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15.

The steps will be in the right position. Click the document icon to ensure that the

subdocument is selected. Then, click Outlining - Collapse:

AutoSave |

File

2@

Activity 3-64 ~ O search

Qutlining Home Insert Draw Design Layout References Mailings Review View

@- . - B I =
= e e v >y T Showlevel AllLevels B .
F‘ Split
Show

Show Text Formatting

~ = Collapse )
i [ Show First Line Only Document Subdocuments @‘( Unlink E
Qutline Tools Master Document
B @ St Collapse 1 Follow Up
o 1 Collapsethe selected item. nplemeant the action plan. After the gap-reducing

measures are in place, gather data and evaluate the new metrics. It may also be
appropriate to repeat the training needs analysis to ensure that the gap has been
successfully bridged.

[+]
[+]
L=}

[+]

Step Four: Create an Action Plan

@ Itis now time to create an action plan to bridge the gap. Ensure that you have a clear
idea of what resources are available so that your action plan is realistic. A multi-phased
action plan may be appropriate depending on your project.

< Sample Project: Improve Response Times to Customer Inquiries

o Future State Current State Gap Action Plan
Customer e-mail inguiries will | Average response time | 8 hours Create e-mail templates
be replied to within 24 hours is 32 hours about the most frequent
on average inguiries

Conduct training on using and
customizing these templates

Conduct preblem-solving
training

Customer telephone inquiries | Average hold time is 8 3 minutes Create electronic templates to
will be answered within 5 minutes replace paper templates

minutes on average
Conduct training on the new

templates

Provide customer service rens

Help

Close
Outline View

Close
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16.

17.

Now, let us make this document its own subdocument. Click Outlining = Split to do

this:

AutoSave g = £ search

File

s . . it I Create [
& < [tevel . =5 5 | ©-Showlevek |All Levels O Create [E

~

Outlining Home Insert Draw Design Layout References Mailings Review View Help

Show Text Formatting [P insert | [B] Split
v 4+ - Show Collapse i ] Close
[ Show First Line Only Document Subdocuments Dk Unlink  TfLock Document | 0y tfine View
Qutline Tools Master Document Close
= Once you have identified the gap, you can perform additional interviews and analysis Split Subdocument
to identify causes of the gap. You can use the five whys technigue, SWOT analysis,
and other problem-solving tocls to help you in your investigation. (See Session Four Split subdecument content into
for more information.) separate documents.
LIRS Continuing with our customer service example, you might gather the
following information. All content beyond the insertion
o Review e-mail response statistics, which show that e-mail inguiries are point is placed into a new
responded to within 15 hours on the weekdays and within 40 hours on the weekend. subdocument.
s Review e-mail response team staffing levels: 15 members on weekdays, 5
members on the weekend
= v Review telephone response statistics, which show that the average hold time

skyrockets to about 12 minutes during the lunch and shift changeover periods. The
average hold time outside of these periods is about 4 minutes.

0 Step Four: Create an Action Plan
> Step Five: Implement and Follow Up

= The final stage of the process is to implement the action plan. After the gap-reducing
measures are in place, gather data and evaluate the new metrics. It may also be
appropriate to repeat the training needs analysis to ensure that the gap has been
successfully bridged.

Now collapse Step Five:

AutoSave = Activity 3-6A ~
File Outlining Home Insert Draw Design Layout References Mailings
% ; v [ Creat,
& ¢ |Lovel . 5 | ®-ShowLevek All Levels reate
[

A o+ —

Show Text Formatting Hregry Collapse

L\\? L] Show First Line Only Document Subdocuments T Unlink
Cutline Tools Master Document
sk Collapse ch and shift changeover periods. The
| about 4 minutes.

v
. Collapse the selected item.

®

@ Step Four: Create an Action Plan

@ Step Five: Implement and Follow Up
= The final stage of the process is to implement the action plan. After the gap—reducir@
measures are in place, gather data and evaluate the new metrics. It may also be
appropriate to repeat the training needs analysis to ensure that the gap has been
successfully bridged.
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18.

19.

Summary

B
@ Step Five: Implement and Follow Up

The document is now complete. Click Outlining - Close Outline View:

AutoSave (8 oft) V- =

Fle  Outining Home  Insert Design  lLayout  References  Malngs  Review  View Developer Help 2 Search
o B 5 N g
& ¢ [Levelt =5 5 % ShowLevek All Levels [0 Create
Show Text Farmatting [ insert
ot Show  Collapse Close
(1 Show First Line Only Document Subdocuments L' [ Lock Document | Ouiine View
Outline Tools Master Document Close
skyrockets to about 12 minutes during the lunch and shift changeover periods. The Close Outline View
average hold time outside of these periods is about 4 minutes. Close Outline View snd returm o

editing the document.

® Step Four: Create an Action Plan

this exercise.

Save your work as Activity 3-6 Complete and close Microsoft Word 365 to complete

In this lesson, you learned how to use advanced referencing tools available in Microsoft 365 Word.

We discussed how to create and customize an index, table of contents, table of figures, and table

of authorities. We also learned how to add cover and blank pages to a document, simplify complex

documents using master and subdocument features, and create document outlines.
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LESSON 4:
SECURING A DOCUMENT

Lesson Objectives

In this lesson you will learn how to:
e Suppress information
e Set editing restrictions
e Add a digital signature to a document

e Restrict document access

TOPIC A: Suppress Information

You have spent a lot of time creating that perfect document and you are ready to distribute it to

others. Before you send it, you should make sure that it is really ready to be circulated. Microsoft

365 Word contains polishing tools to make sure your document only contains the information that

you want others to see.

Topic Objectives

In this session, you will learn:

e How to suppress sensitive information in a document

e How to format text as hidden

e How to remove personal information from a document

e How to use the Document Inspector
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Suppress Sensitive Information

There are a few ways to control how sensitive information is displayed. You can format it as
hidden text so that the information is still accessible but not automatically shown. Or, you can

remove it from the document entirely so there is no chance of it being accessed.

Hidden Text

You can format text as hidden using the Font dialog box. To start, select the text that you want to

hide. Then, click the option button in the Font group of the Home tab or use the Ctrl + D shortcut:

AutoSave (8 of)) D7) = £ search John Smith S 3] - o
File Home Insert Draw Design Layout References Mailings Review View Help 122 Share 2 Comments
X . s L=, =1 a LFind ~
ﬁj Calibri (Body)  ~[11 «| A" A" [Aa~ (Ao P2 viZ vy ZE 2L T aabcene assbcene AaBbCi AaBbCc & Replace LQJ
c
Paste 2 = = = i ; = Dictate Editar
e g | BIUvaexx Ay FvAv S == | &~ TNomal | NoSpacing  Heading | Heading2 [5] | p o i
Clipboard 5 Font T Paragraph 7] Styles 5 Editing Voice Sensitivity Editor ~
o S B e e e s PRI R S
] Customize your text using advanced
font and character options to give it
the exact look you want.
You can add a variety of styles and
colors to your text, as well as visual
effects, like strikethrough,
. superscript, and all caps.
: Business Overview Our Vision
i ZoomFoods will prepare and distribute pre-packaged, frozen,
- gourmet meals that are sold in grocery stores. Consumers can
R then purchase the meals and reheat them at home.
R To be the world
. Our financial projections show that the company will be leader in healthy
N making over a million dollars in profit in three years. high it ’
B Ign-quality, pre-
. . IGTH ” . .
The Font dialog box will open. Check the “Hidden” box and click OK:
Font ? X

Font Advanced

Font: Font style: Size:
+Body Regular 11
8 -
=Headings Italic 9
Abadi Bold 10
Abadi Extra Light Bold ltalic v
Adobe Arabic v 12
Font color: Underline style: Underline color:
Automatic e [none) £ Automatic “
Effects
[ strikethrough [] small caps
|:| Double strikethrough |:| All caps
[ superseript —_—
D Subscript
Preview

Our financial projections show that the company will be making over a mill‘

This is the body theme font. The current document theme defines which font will be used.

Set As Default | | Text Effects... Cancel

The text will now be hidden. You can view it, however, by turning formatting marks on:
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AutoSave ZoomFoods - £ Search John Smith IS cal - O
File Home Insert Draw Design Layout References Mailings Review View Help 1% Share 2 Comments
b " o == LFind ~
ﬁj h Calibri Light (He + |14« A" A7 Aa~ | Ay EE 2l M| aasbcene assbcen: |AaBbCi| AaBbCc 2] | & Replace 0 4-
C
Paste 2 i i - Dictate Editor
s BT U-~a x,x A-2-A- A~ Thormal  NoSpacing | Heading1 | Heading2 [3] | |\ oy £
Clipboard = Font [E] [} Styles | Editing voice | Sensitivity | Editor ~
L 1‘-‘|-‘-§-w|‘-‘1-‘-w-‘1w--“3‘-‘-‘-4‘-‘|w-s-‘-|‘-‘s-‘-a-w7‘-‘ -
: Business-Overviewd] Our-Vision]
N ZcumFoudsf-)(E-"ZcumFouds" E-w’\II-prepare-and-distlihute-pre—
: packagedEXE"Pre-packaged"§ frozen, gourmetfXE- 7
"Product:Gourmet”-}meals-that-are-sold-in-grocery-stores..
N Consumers-can-then-purchasethe-meals-and-reheat-them-at- To-be-the-world-
: home.q leader-in-healthy,-
~ i ity -pre-
- Our financial-projections show-that the.c willbe: high-quality, -pre
making:over-a:million:dollarsin-profitinthree:years.q packaged-meal-
] . solutions. g T

You can choose to always display hidden text and/or to print it via the Display category of the

Word Options dialog box:

Word Options

General

Proofing

Save

Language

Ease of Access
Advanced

Customize Ribbon
Cuick Access Toolbar
Add-ins

Trust Center

? x

E)\ Change how document content is displayed on the screen and when printed.
Page display options

Show white space between pages in Print Layout view ()

Show highlighter marks ©

Show document toeltips on hover
Always show these formatting marks on the screen

[ Tab characters —

O Spaces

[] Paragraph marks T

[ Hidden text abc |

[ Optional hyphens -

Object anchors \I;

Show all fermatting marks
Printing options

Print drawings created in Word (&

[] Print background colors and images

[] Print document properties

[ Print hidden text

[] Update fields before printing

[] Update linked data before printing

oK | | Cancel
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Remove Personal Information from a Document

In Lesson 1, we learned that Microsoft Word stores a lot of information about a document in the

file itself. You can view and modify this information from the Info category of Backstage view, and

from the Properties dialog box (accessible by clicking Properties < Advanced Properties):

Transform

Close

Account

Feedback

Options

You can remove information from these fields as desired.

The Document Inspector Dialog Box

Info

ZoomFoods
Desktop » Word Files » Sample Files

& Upload

(2

Protect

Document ~

]
Check for
Issues ~

0]

Version
History

&

Manage

Document ~

2
15 5h3) ZoomFoods Properties

General Summary Statistcs Contents Custom
Prot]

Contrd  Title: ZoomFoods - Business Overview
Subject: | Business Overview

Author: | Windows User

Manager:

Company:

Category:
o reworss:

Comments:

Hyperiirk
Very L
Template:  Normal

[ 5ave Thumbnails for All Word Documents

Cancel

Manoge-oocarmerm
T3] Today, 11:41 AM (autorecovery)

Properties ~

Size 88.8KB

Pages

Words 392

Total Editing Time 1279 Minutes

Title ZoomFoods - Business Ov...
Tags Add a tag

Comments Add comments

Related Dates

Last Maodified 2020-06-03 11:02 AM
Created 2015-07-06 1:55 PM
Last Printed

Related People

Author .
Windows User

Add an author

Last Madified By @J o St
onn Smi

Related Documents

"] 9pen File Location

Show Al Properties

The Document Inspector can browse a document and search for personal information that may be

hidden to you. This includes information about the computer used to create the document, your

own personal information, custom XML data, and hidden text or text elements.
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To begin, click File = Info - Check for Issues = Inspect Document:

® Info

@ e

[3 New

ZoomFoods
Desktop » Word Files » Sample Files

B Open

ZoomFoods John Smith @ @ @ » = o

@ Upload |2 Share @ Copy path | | E5 Openfilelocation

I Protect Document Properties ~
. && Control what types of changes people can make to this document. Size 23,88
Save Protect
Document ~ Pages 9
Save As Words 392
Total Editing Time 1282 Minutes
Print Inspect Document Title ZoomFoods - Business Ov...
— c@ﬁx B.efnrapuhh;hmgtmsﬂla baawareﬂ:at it contains: Tags Add atag
Pl Document properties and author's name e PR pe———

Export
Inspect Document
© Check the document for hidden properties

Transform or persenal information.

Check Accessibility
(%> Check the documentfor cantent that people
with disabilities might find difficult to read.

@ Check Compatibility
. Check for features not supported by earlier

wersions of Word.

Close

Manage Document
&)

i3] Today, 11:41 AM (autorecovery)
Manage
Document ~

Account
Feedback

Options

"  Characters formatted as hidden text

Related Dates

=5 are unable to read
Last Modified 2020-06-03 11:02 AM

Created 2015-07-06 1:55 PM
Last Printed

Related People

Author
Windows User

Add an author

Last Modified By .
John Smith

Related Documents

] openile Location

Show All Properties

You will be instructed to save the file if you have not already done so:

Microsoft Word

0 Before you use Document Inspector...

Yes k No

Make sure you save your changes because the Document Inspector might remove data that can't be restored later. Do you want to save your file now?

Then, the Document Inspector will
open. Here, you can choose which
elements the Document Inspector
should look for. By default, all types of
personal information will be inspected.

Click the Inspect button:

Document Inspector

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

iComments, Revisions, and Version

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

Document Properties and Personal Information
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.

Embedded Documents

the file.

Macros, Forms, and ActiveX Controls
Inspects for macras, forms, and ActiveX controls.

7 nk

Inspects the document for Ink.

Collapsed Headings
Inspects the document for text that has been collapsed under a heading.

Inspects for embedded documents, which may include infarmation that's not visible in

Clase
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After a moment, anything the Document Inspector finds will be listed. Details of the data are also

shown, as well as the option to remove any personal information. Click Remove All to remove the

items found by the inspector in each category:

Document Inspector

Review the inspection results,

Comments, Revisions, and Versions
Mo items were found,

Document Properties and Personal Information

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

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

Embedded Documents

Embedded documents, which may include information that's not visible
in the file, were found. We can't remove these for you. After you remove
them, inspect the file again.

Macros, Forms, and ActiveX Controls
Mo macros, forms, or ActiveX controls were found.

Collapsed Headings
Mo collapsed headings were found,

Remove All

Maore Info

r-N

Mote: 5ome changes cannot be undone.

If you do choose to remove any personal data, we recommend that you run the Document

Inspector again to ensure that everything you want removed is taken care of.

Tracked Changes Security Issues

Tracked changes can cause serious problems if the user is not aware that their changes are being

tracked. Imagine that someone inappropriately modifies financial information in a prospectus or

deletes a disclaimer in a contract. If these changes are tracked, these actions could have legal

consequences.

If you want to be reminded when a document contains tracked changes, you can set this option in

the Trust Center on a document-by-document basis. First, open the Word Options dialog box to

the Trust Center category. Then, click the Trust Center Settings button:
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‘Word Options ? *
General
Help keep your documents safe and your computer secure and healthy.
Display
Proofing Security & more
Save Visit Office.com te learn more about protecting your privacy and security.
Language Microsoft Trust Center

Ease of Access
Microsoft Word Trust Center
Advanced
The Trust Center contains security and privacy settings. These settings help keep your

Customize Ribbon computer secure. We recommend that you do not change these settings. Trust Center Settings...

Quick Access Toolbar

Add-ins

Trust Center

The Trust Center will open. Click the Privacy Options category and check the option relating to

tracked changes:

Trust Center ? >

Trusted Publishers

Privacy Options
Trusted Locations
Trusted Documents m
Trusted Add-in Catalogs Read our privacy statement

View Diagnostic Data...

Add-ins
ActiveX Settings Document-specific settings
Macro Settings » [[] Warn before printing, saving or sending a file that contains tracked changes or comments

Protected View Store random numbers to improve Combine accuracy @

Make hidden markup visible when opening or saving

Message Bar
Remove personal information from file properties on save &

Document |nspector...

Research & Reference

Translation Options...
Research Options...

File Block Settings

Privacy Options

Form-based Sign-in

Click OK in all open dialog boxes to save this change.
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Activity 4-1: Suppressing Information
In this activity, you will test the capabilities of the Document Inspector.

1. Open Microsoft Word 365 and open Activity 4-1:

Activity 4-1

%

2. First, let us mark some text as hidden. Select the words “(Myers-Briggs Type
Indicator)” in the second sentence on the first page. Click the option button in the
Font group of the Home tab:

AutoSave (@ o) £ search John Smith JS. cal = o
Fle  Home Insert  Draw  Design  Layout  References  Mailings  Review  View  Help 1% share 7 Comments
X ° o = = = | —==—|a PFind
fﬁf@ TwCenMT @Bec-[11 ~ AT A Aav Ao 2l T o AcBl ABbC:D |ABBCCD:| AaBBCED: & neptce )
>
Paste 2 Fre - Dictate Editor
e g BT U~ x XA~ 2 A - B8 DefautBu... Important.. | TNormal | TNo Spac.. ] | | soper 2

Clipboard & Font y Paragraph ] Styles N Editing Voice Sensitivity Editor ~
= S g ““““ Font (Ctrl+D) R G R N
Customize your text using advanced

font and character options to give it
the exact look you want,

Leadership Asse{

You can add a variety of styles and
colors to your tex, as wel as visual
effects, like strikethrough,
superscript, and all caps.

WHAT'S YOUR TYPE2 HOW ABOUT MINE2
ASSESSING YOUR PREFERENCES

There are many ways to discuss the personality types of people that we work and play with. Whether you
use initials like the MBTI (Myers-Briggs Type Indicater), colors like P liry Dis i lutai like
True Colors, the names of animals, or Greek philosophers, the idea is that there are base temperaments
that we can relate to, and that we prefer. The science behind this kind of assessment relates back to the
work of Carl Jung. It has been substantiated through fens of thousands of people who have completed and

validated questionnaires.
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3.

4.

Check the “Hidden” box and click OK:

Font ? >

Font Advanced

Font: Font style: Size:
+Body Regular 11
~
+Headings Italic 9
Abadi Baold 10
Abadi Extra Light Bold Italic
Adobe Arabic v 12 hd
Font colon Underline style: Underline color:
Automatic ~ [none) ~ Automatic ~
Effects
|:| Strikethrough |:| Small caps
[] Double strikethrough [ &l caps

|:| Superscript ——-’-

|:| Subscript

Preview

[Myers-Briggs Type Indicator)

This is the body theme font. The current document theme defines which font will be used.

Set As Default | Text Effects... Cancel

The text will now be marked as hidden. Click Home - Show/Hide to see it:

AutoSave v Activity 41 ~ £ Search John Smith IS = - [m]

File  Home Insert Draw  Design  layout  References  Mailngs  Review  View  Help 1 Share 2 Comments
fﬁ [Tw CenMT oc 11 -|ATA" [ Aa | A | L ©  AdBl AuBbCD |AGBDCED:| AaBbCED: I i):”dl L] é‘
Paste g BIU~sxxX A2 A~ CE Y D, Important... | TNormal | 7No Spac... [+ E;:cf Bz Editor
Clipboard Font & Paragraph & Styles N Editing Voice Sensitivity Editor
= r ; - T PR i P W s L s . e A LA

Leadership-Assessment]]

"WHAT'S-YOUR-TYPE2-HOW-ABOUT-MINE2-
" ASSESSING-YOUR- PREFERENCES-
1

There aremany-ways-to-discuss-the: personality-types-of- people-that-wework-and- play- with.- Whether-you~

use*initials-like-the: MBTI-[Myers-Briggs: Type-Indicator),-colors:like-Personality-Dimensions, edutainment-like:

True-Colors, the-names-of-animals, or-Greek- philosophers,-the-idea-is that-there-are-base- temperaments-

that-we-can-relate*to, and-that-we-prefer.-The*science-behind-this-kind-of- assessment-relates-back-to-the:
.

been J-through-tens-of-t Is-of people-who-have-completed-and-

workof-Carl-Jung -It-h

validated-questionnaires.-f|
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Now, let us run the Document Inspector. Before we do this, save your document as

Activity 4-1 Complete.

Click File = Info = Check for Issues = Inspect Document:

MNew

7 Open

Infa

Save

Save As

Print

Share

Export

Transform

Close

Activity 4-1 Complete - Saved to this

Info

Activity 4-1 Complete

Desktop » Word Files » Exercise Files » Lesson 4

Cy Upload & Share @ Copy path = Open file location

IEL Protect Document
&,

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

Protect
Dacument ~
@ Inspect Document
Before publishing this file, be aware that it contains:
Check for " Document properties, template name, author's name and related dates
Issues ~
" Headers and footers
D Inspect Document ft
© Check the decument for hidden properties
or persenal information,
L\\, =5 are unable to read

Check Accessibility

? Check the document for content that people

with disabilities might find difficult to read.

Check Compatibility
Check for features not supported by earlier
wversions of Word,

227



Microsoft 365 Word: Part 3

7. The Document Inspector will open. Ensure that all items are checked and click
Inspect:
Document Inspector 7 >

To check the document far the selected content, dick Inspedt.

Macros, Forms, and ActiveX Controls 2
Inspects for macros, forms, and ActiveX controls,

Inspects the document for Ink,

Collapsed Headings
Inspects the document for text that has been collapsed under a heading.

Custom XML Data
Inspects for custom XML data stored with this document.

Headers, Footers, and Watermarks

Inspects the document for information in headers, footers, and watermarks.

Invisible Content

Inspects the document for objects that are not visible because they have been formatted
as invisible, This does not include objects that are covered by other objects.

Hidden Text
Inspects the document for text that has been formatted as hidden.

A
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8. Scroll down to the bottom of the dialog box. Click Remove All next to the Hidden
Text entry:
Document Inspector ? x

Review the inspection results.

Mo macros, forms, or ActiveX controls were found. A

| Ik
Ink was found

Remove All

@ Collapsed Headings
Mo collapsed headings were found.

| Custom XML Data
Custom XML data was found.

Remove All

! Headers, Footers, and Watermarks

The following items were found:

* Headers

* Footers

Headers and footers may include shapes such as watermarks.

Remove All

(~) Invisible Content
Mo invisible objects found.

! Hidden Text Remove All
Hidden text was found. k.
W

/b, MNote: Some changes cannot be undone,
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9.

10.

11.

The other items can be left in the document. Click Close:

Document Inspector [ >
Review the inspection results,
Mo macros, forms, or ActiveX controls were found, ~
! Ink Remaove All
Ink was found
@ Collapsed Headings
Mo collapsed headings were found,
| Custom XML Data Remove All
Custom XML data was found.
! Headers, Footers, and Watermarks Remove All
The following items were found:
*Headers
* Footers
Headers and footers may include shapes such as watermarks,
@ Invisible Content
Mo invisible objects found.
() Hidden Text
Mo hidden text was found.
W

/i, Mote: Some changes cannot be undone,

Beinspect

Activity 4-1 Complete ~ P search John Smith S
Fle  Home Insert Draw  Design  layout  References  Mailngs  Review  View  Help
- . . [ SFind ~

[_ﬁ B TwCenMT (Bocv |11 «| AT A Aa~ Ao | v == O AaBl AeBhCD AaBbCCDI| AGBBCCD |y b
Daj‘? = BIU-a3xx A-2-A- Default Bu... Important... | TNormal | THNo Spac... [= bcsaenv D‘(fatﬁ
Clipboard s Font B Styles m Editing Voice
&5 Prot S Koo R R SR R IR PR R AT R

Leadership-Assessment]] I

WHAT'S-YOUR-TYPE2-HOW-ABOUT-MINE2-

" ASSESSING-YOUR-PREFERENCES-Y[
§ 1

There-are-many ussthep: lity-types-of-people-that-we-work-and- play-with-Whether-you*

use* |nmu|a-H-rn\bMETl colors like:Personality-Dimensions, edutainment-like: True: Colors, thenames-of-
animals, or-Greek: philosophers,-the-idea-is-that-there-are-base-temperaments- that-we-can-relate-to,-and-
that-we-prefer. Thescience-beh d-of lates'back-to+th rk-of-Carl-Jung.l-has

been-substantiated-through-tens-of- ohousands of-people- wlm have-completed-and-validated-

questionnaires.

complete this activity.

14 Share

Sensitivity

Back in the document, you can see that the hidden text has been completely
deleted:

I Comments

&

Editor

Editor

Save your document as Activity 4-1 Complete. Close Microsoft 365 Word to
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OPIC B: Set Editing Restrictions

Another way to protect sensitive information is by restricting the editing that can be done to a
document. In this topic, we will learn about the central tool that is used to accomplish this: The

Restrict Editing task pane. Then, we will learn how to mark a document as final.
Topic Objectives
In this session, you will learn:

e How to use the Restrict Editing task pane

e About Protected View

e How to mark a document as final

The Restrict Editing Task Pane

To open the Restrict Editing task pane, click Review - Protect - Restrict Editing:

AutoSave (@ aff) 55 = - L Search John Smith 15 [cal - (m]

fle  Home  Inset  Draw  Design  Layout  References  Mailings  Review  View  Help % Share T Comments
/& Editor A\,) ﬁ h Aﬂ o : ] &g 7 Ep Simple Markup  ~ o [BReject ~ @j - [h V/ E_\;

s ; 1 5 k= = - s
[ Thesaurus ax iz = [ Show Markup~ ~ [2 Previous a |~ =
= Read Check Translate Language New Track  — Accept Compare Restrict | Hide | Resume
=% Word Count | Aloud | Accessibility ~ ~ Comment [ ) Show Comments | Changes ~ (] Reviewing Pane ~ < Bvet ~ Ed\tm& Ink~ | Assistant
Proofing Speech | Accessibility Language Comments Tracking ] Changes Compare Protect Ink Resume ~

Then, you will see the Restrict Editing task pane appear on the right-hand side of the window:

AutcSave (@ o) 91 = - P search John Smith IS

1% Share 11 Comments

File Home Insert Draw Design Layout References Mailings Review Wiew Help
A Editor A;;) ﬁ ch /}\7’- F Hj = ?f Bpy Simple Markup |~ ﬁ B Reject ~ @ I:\x IZ E\;
o l]:l = 5 [ g 5
Thesaurus = ax= 5| A D Show Markup ~ = [3 Previous g Sin]
- Read Check Translate Language New Track — Accept Compare Restrict | Hide | Resume
S Word Count | Aloud | Accessibility ~ - Comment {1 Show Comments | Changes ~ [F]Reviewing Pane ~ < BNex - Editing | Ink~ | Assistant
Proafing Speech | Accessibility Language Comments Tracking E] Changes Compare Protect Ink Resume ~
N F "'E"" T T T e s Ce e ) -
; Restrict Editi.. ~ %
1. Formatting restrictions
[] Limit formatting to a selection
of styles
.. Settings
Business Overview Our Vision 2. Editing restrictions
N ZoomFoods will prepare and distribute pre-packaged, frozen, ] Allow only this type of editing
. in the document:
gourmet meals that are sold in grocery stores. Consumers can
then purchase the meals and reheat them at home. No changes (Read oniy)
To be the world
: leader in healthy, 3. Start enforcement
~ p : Are you ready to apply these
. high-quality, pre- settings? [You can tum them off
packaged meal jade)
solutions.

There are three steps to this task pane. You can choose any options in Step 1 and/or 2, and then

finalize your choices with Step 3.
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The first step lets you limit formatting to a certain set of styles. Click the Settings link to open the
Formatting Restrictions dialog box:

Restrict Editi.. ~ %

1. Formatting restrictions

|:| Limit formatting to a selection
of styles

Settings...
2. Editi estrictions

|:| Allow only this type of editing
in the document:

Mo changes (Read only)

3. Start enforcement

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

The Formatting Restrictions dialog box will open:

Formatting Restrictions ? x

Styles

[«]iLimit 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:
M1 /1.1/1.1.1 P
1/a/i

Article / Section

Balloon Text [recommended)

Bibliography [recommended)
Block Text [recommended)
Body Text [recommended)

Body Text 2 [recommended]
Body Text 3 [recommended] hd

All Becommended Minimum Mone 9

Formatting

FIRIERIEIEIEE]

|:| Allow AutoFormat to override formatting restrictions
|:| Elock Theme or Scheme switching
|:| Block Quick Style Set switching

In the top part of the dialog box (1), you can check styles that you want to be used in the
document and uncheck those that you do not want used. You can also click the All, Recommended
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Minimum, or None buttons (2) to check all styles, a minimum number of suggested styles, or no

styles, respectively.

The bottom of the dialog box also offers you options to enable or disable AutoFormat, schemes,
themes, and style sets (3). Once you have put your restrictions in place, click the OK button to

apply them.

Via a drop-down menu, Step 2 of the Restrict Editing task pane lets you allow only certain types of

editing to occur in the document:

Restrict Editi.. = %

1. Formatting restrictions

Limit formatting to a selection
of styles

Settings...
2. Editing restrictions

Allow only this type of editing
in the document:

|N|:u changes [Read only) |ﬂ?

Tracked changes
Comments

Filling in forms
Mo changes [Read only) ___ $iF

choose users who are allowed to
freely edit them.

Groups:
Cl[Everyone

A% More users...

3. Start enforcement

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

Yes, start Enforcing Protection

Depending on the option you choose, you may have additional options to specify. For example, if

you choose “Filling in forms” you will have the option to unprotect certain sections in the
document. If you choose “No changes (Read only)” or Comments, you will be allowed to set
exceptions for these rules. (This exception list is most effective when sharing a document on a

network because it allows you to specify users who will be able to freely edit the document.)

Once you are finished setting your restrictions, click the button in Step 3: Yes, Start Enforcing

Protection.
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Restrict Editi.. =~ %

1. Formatting restrictions

Limit formatting to a selection
of styles

Settings...
2. Editing restrictions

Allow only this type of editing
in the document:

Tracked changes -

3. Start enforcement

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

Yes, Start Enforcing Protection

You will then see this dialog box:

Start Enforcing Protection ? >

Protection method

@ Password

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

Enter new password [optional): |
Reenter password to confirm:

User authentication

[Authenticated owners can remove document protection.
The document is encrypted and Restricted Access is

enabled.)

The Start Enforcing Protection box offers two protection methods. If you are going to share the
document with people outside of your organization’s network, we recommend that you set a
password. This allow certain users, with whom you share the password, to remove document
protection. You can leave this field blank if you do not want to apply a password. However,
without a password, anyone can unprotect the document and edit it.

If you are on a network, you can protect your document by user authentication. Talk to your

system administrator to see if this option can be made available for your organization.

Once you set your authentication options, click OK to apply them:
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Fle  Home Insert
/& Editor A;)
B Thesaurus
! Read
=% Word Count | Aloud
Proofing Speech
L fros

0O Search
Draw  Design  layout  References  Mailings  Review
ch I i =
R % g 0o
Check | Translate Language | New
Accessibility - - Comment {- Show Comments
Accessibility Language Comments

Business Overview

ZoomFoods will prepare and distribute pre-packaged, frozen,
gourmet meals that are sold in grocery stores. Consumers can
then purchase the meals and reheat them at home.

View

Help
By Simple Markup |~
[} Show Markup ~

2

rack  —
Changes ~ [E]Reviewing Pane ~

Tracking 1

|-"E"-|"-1‘--w‘-‘z--‘w-“3‘H|H-nw-w‘-‘§‘-‘w.”s.‘

Our Vision

To be the world
leader in healthy,
high-quality, pre-
packaged meal
solutions.

123 Share 2 Comments
Broms | B 14 £ | B
Compare Restrict | Hide
[ Next ~ Editing | Ink~
Changes Compare Protect Ink Resume ~
. T

Restrict Editi.. = %

Your permissions
This document is protected from
unintentional editing.

You may edit in this region, but all
changes will be tracked.

You may format text only with
certain styles.,
Available styles...

-
Stop Pratection

©

Page3of9 3%2words [} English (United States) g  {l Accessibility: Investigate M Focus B - 1 + 100%

Document restrictions can be turned off with the Stop Protection command in the Restrict Editing

task pane:

AutoSave ZoomFoods - O Search
File Home  Insert ~ Draw  Design  layout  References  Mailings  Review  View  Help 1 Share {2 Comments
A Editor A;) ﬁ ek A7r i L‘:I =] Fx B Simple Markup  ~ Elﬁ B E: |:\; V D
I I~
EH Thesaurus ax sl < [®) Show Markup ~ R Previous £ e
iy Read Check Translate Language New tack Compare Restrict | Hide
SmWord Count | Aloud | Accessibility v - Comment b Show Comments | Changes~ [EReviewing Pane ~ [ Next ~ Editing | Ink~
Proofing Speech | Accessibility Language Comments Tracking [F1 Changes Compare Protect Ink Resume ~
& LgizaAssaw . .
Restrict Editi.. = %
Your permissions
This document is protected from
unintentional editing.
| . You may edit in this region, but all
. . changes will be tracked.
Business Overview Our Vision
N ZoomFoods will prepare and distribute pre-packaged, frozen, tsr“ta"“:ystfyﬂlg'ﬂf Eediervplac
. gourmet meals that are sold in grocery stores. Consumers can Available styles...
then purchase the meals and reheat them at home.
- To be the world
: leader in healthy,
by high-quality, pre-
packaged meal
] solutions.
-
Stop Protection
©
Page3of9 392words [[}  English (United States) [  { Accessibility: Investigate O Focus B - ] + 100%

If document protection was applied using a password, the user will be prompted to enter it before

the action will be completed. If no password was applied, the document will be immediately

unprotected.
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Protected View

When you open documents from potentially dangerous locations, such as the internet, Microsoft
Word will open that file in a special mode called Protected View:

Fle  Home  nset  Draw  Design  Layout

(1) PROTECTED VIEW B careful—files from the Internet can contain vi:

Sales Report - Protected View - Saved to this PC + £ Search John Smith s
Refer Maiings ~ Review  View  Help  Kindle
ses. Unless you need to edit, it's saferto stay in Protected View. Enable Editing
5 : : : : : s : . : s : e &

PageTofs  162words

This prevents malicious content from running and protects your computer. If you trust the file,

]Sales Report

Sales Overview

ere stionger Uhan evs
roughout the month. s

looking forward to the re-
om.

h of a new blog. Check
eblog.c

safety Update

Due t

in the OSHA legisla
e stretch breaks ey

sa

ety rules on the sales floor have changed. Workers
iinutes and ensure that cords are taped down.

ee Myers vs. Acme Foods, 291 U.S. 204,695 (2020).

[ Display Settinas [ Focus B -

click Enable Editing on the Message Bar to begin working with it. Otherwise, click File < Close to

close the file.

To modify the settings for this feature, open the Word Options dialog box to the Trust Center

category. Then, click the Trust Center Settings button:

Word Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

?
@ Help keep your documents safe and your computer secure and healthy.
Security & more
Visit Office.com to learn more about protecting your privacy and security.
Micresoft Trustworthy Computing
Microsoft Word Trust Center
The Trust Center contains security and privacy settings. These settings help keep your 8
computer secure, We recommend that you do not change these settings, Trust Center Settings...
0K Cancel
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In the Trust Center, you will see a category for Protected View:

Trusted Publishers
Trusted Locations
Trusted Documents
Trusted Add-in Catalogs
Add-ins

ActiveX Settings
Macro Settings
Protected View
Message Bar

File Block Settings
Privacy Options

Form-based Sign-in

Set your options as desired and click OK in all open dialog boxes to save your changes.

Mark as Final

Protected View

Protected View opens potentially dangerous files, without any security prompts, in a restricted mode to help
minimize harm to your computer. By disabling Protected View you could be exposing your computer to possible
security threats.

Enable Protected View for files originating from the Internet

Enable Protected View for files located in potentially unsafe locations

Enable Protected View for Qutlook attachments (G

Once you have completed a document, the last thing you want is someone to accidentally change

something! That is where the Mark as Final command can come in handy. This command puts

editing restrictions on the document without going as far as adding a password.

To mark a document as final, click File < Info = Protect Document - Mark as Final:
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7 Open

Infa
Save
Save As
Print

Share

Export

Transform

Close

Info

ZoomFoods
Desktop » Word Files » 5ample Files

P Upload 1= Share @y Copy path = Open file location

E Protect Document
@

Always Open Read-Only
® Prevent accidental changes by asking
readers to opt-in to editing.

wre that it contains:

E Encrypt with Password

Passwerd-protect this decument
ithor's name

len text

|:|}‘ Restrict Editing abilities are unable to read
E| Control the types of changes others

can make

Restrict Access

(=) Grant people access while removing  *
their ability to edit, copy, or print.

Add a Digital Signature
Ensure the integrity of the document
by adding an invisible digital signature

ﬁ Mark as Final
«~" Let readers know the document is e,

final. Ik

You will be warned of the action you are about to take. Click OK:

Microsoft Weord X

| This document will be marked as final and then saved.

Cancel

4,

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

238



Microsoft 365 Word: Part 3

Another explanation will appear stating that some commands are now turned off. Click OK to
dismiss this dialog box:

Microsoft Word *

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

0 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,

When you click OK, the document will be marked as final. Backstage view will still be displayed.

|:| Don't show this message again

Click the back arrow to return to the document:

ZoomFoods
Desktop » Word Files » Sample Files
& Upload |17 Share @ Copy path Open file location
IE Protect Document Properties
Q [> This document has been marked as final to discourage editing Size 81.0KB
Protect Pages 3
Document Z
SaveAs Words 201
Total Editing Time 2 Minutes
Print
@ Inspect Document Title P
S Before publishing this file, be aware that it contains: T Nene
Check for = Revisions Comments None
Eeh (e = Document properties and author's name
i ®  Characters formatted as hidden text Related Dates
aneiom ® Content that people with disabilities are unable to read Lot Modified T2
Created Today, 230PM
Close @ Version History Last Printed
View and restore previous versions.
Version Related People
History
Author .
John Smith
Last Modiified By
’_ﬂ Manage Document @ John Smith
a W] There are no unsaved changes.
Manage
Document Related Documents
Account D Open File Location
Feedback Show All Properties
Options
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Back in the document, you will see the Marked as Final status in the Message Bar and the status
bar. As well, the document will now be read-only:

ZoomFoods - Read-Only - Saved to this PC + O Search John Smith S
file  Home Inset Draw  Design  layout  References  Mailings  Review  View  Help 1% Share
(1)) MARKED AS FINAL An author has marked this document as final to discourage editing Edit Anyway x
T S R AR AR R Fe e —

/oomFoods -

Riicinocc

Pagelof9  391words [} English (United States) [ Bg  Accessibility: Investigate I, Focus B - ] + 144%

Note that you can easily remove this status by clicking “Edit Anyway” in the Message Bar.

Activity 4-2: Setting Editing Restrictions
In this activity, you will restrict editing in a questionnaire.

1. Open Microsoft Word 365 and open Activity 4-2:
m=
lActivity-‘l-P‘_.

2. Click Review -» Restrict Editing:

AutoSave @0F) T) 5 Adiity42 - SavedtothisPC - £ Search
fle  Home Insert Draw Design  layout  References  Malings  Review  View  Help ¢ Share P Comments
£ Editor b I} 0 ¥ % Bia[Simple Markup |~ [}\5 B~ Eﬂ C [m Z B
FH Thesaurus ax A Y LE wp~ > @ gy | -
- Translate Language New Tr = Accept Compare Restiict | Hide .
SWord Count | Aloud | Accessibilty |+ v | Commen ¢ e v | B - Editing, | Ink -
" o s o o eme e omas B m .
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3. The Restrict Editing task pane will open. Check the box in Step 2 and choose “Filling in

forms” from the drop-down menu:

AutoSave Activity 4-2 + P search
Fle  Home Insert Draw  Design  Layout  References  Mallngs  Review  View  Help
£ Editor A)) ﬁ 55 A7)» T 1‘:‘ 9 By Simple Markup [@ [
o 1
Thesaurus > = “ [ showMarkup - ~ R
Read Check | Transiste Language | New Track  — Accept
SHWord Count | Aloud | Accessibility - - Comment [ Show Comments | Changes~ [F]Reviewing Pane ~ . B
Prosing Speech | Accessibility Language Comments Tracking 5l Changes
B i A 2 A 3 - . . s PR o

MHAT’S YOUR TYPEZ2 HOW ABOUT MINE?
ASSESSING YOUR PREFERENCES

There are many ways fo discuss the personality fypes of people that we work and play with. Whether you
use initicls like the MBTI (Myers-Briggs Type Indicator), colors like Personality Dimensions, edutainment like
True Colors, the names of animals, or Greek philosophers, the idea is that there are base temperaments
that we can relate 1o, and thar we prefer. The science behind this kind of assessment relates back 1o the
werk of Carl Jung. It has been substantiated through tens of thousands of people who have completed and

validated questionnaiires.

If you have ever wendered what type of person — or temperament — makes the best type of leader, the
answer mary surprise you. Ii's not necessarily the person that achieves the greatest success (however you
define that), nor is it necessarily the person with the greatest communication skills. The keys to being the
best type of leader have to do with many things, including the way you approach work and life, and also
in having a strong team that can offer a range of strengths.

4, Click Yes, Start Enforcing Protection in the task pane:

Restrict Editi.. ~ *

1. Formatting restrictions

|:| Limit formatting to a selection
of styles

Settings...
2. Editing restrictions

Allow only this type of editing
in the document:

Filling in forms -

3. 5tart enforcement

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

Yes, Start Enforcing Protection

Compare

Compare
-7

& share

EZANE)

Restiict | Hide | Resume
Editing | Inkv | Assistant

= Comments

Protect Ink Resume

Restrict Editi.. ¥ %

1. Formatting restrictions
(] Limit formatting to a selection
f styles
Settings...
2. Editing restrictions
o> (7] Allow only this type of editing

in the document:

N ¢hanges (Read only) |

Tracked changes
Comments

(No_changes [Read only) k _and

choose users who are allowed to
freely edit them.
Groups:

e r—

28 More users..

3. Start enforcement

Areyou ready to apply these
settings? (fou can tum them off
Iater)

Yes, Start Enforcing Protection
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5.

6.

Click OK to start enforcing protection without applying a password:

Start Enforcing Protection ? et

Protection method

@ Password

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

Enter new password [optional):

Reenter password to confirm:

User authentication

[Authenticated owners can remove document protection.
The document is encrypted and Restricted Access is

enabled.)

Cancel

Your changes will be reflected in the Restrict Editing task pane. Click the File tab:

Activity4-2 - £ Ssearch John Smith IS = - (=)
File N Home  Insert ~ Draw  Design  Layout  References  Mailings  Review  View  Help & Share
) 27 7 | [ Simple Markup [ A
AR | 5% R 2 = . [iZ

A A7 ol [ Show Markup ~ [l

- Read Check | Tanslate Language - Restrict

= Aloud | Accessibility < = [E]Reviewing Pane - B E

Proofing Speech Accessibility Language Comments Tracking & Changes Compare Protect Ink Resume ~

v . S B 2 A 3 . S A . s i c & -

Restrict Editi.. ~ %

Your permissions
This document is protected from
unintentional editing
You may only fill in forms in this
region.

WHAT'S YOUR TYPEZ2 HOW ABOUT MINE2
ASSESSING YOUR PREFERENCES

There are many ways to discuss the personality types of people that we work and play with. Whether you
use initials like the MBTI (Myers-Briggs Type Indicator), colors like Personality Dimensions, edutainment like
True Colors, the names of animals, or Greek philosophers, the idea is that there are base temperaments
that we can relate 1o, and that we prefer, The science behind this kind of assessment relares back 1o the
work of Carl Jung. It has been substantiated through tens of thousands of people who have completed and
validated questionnaires.

If you have ever wondered what type of person — or tfemperament — makes the best type of leader, the
answer may surptise you. It’s not necessarily the person that achieves the greatest success (however you
define that), nor is it necessarily the person with the greatest communication skills. The keys to being the
best type of leader have fo do with many things, including the way you approach work and life, and also
in having @ strong team that can offer a range of sirengths,

Some people seem 1o be natural leaders with an enviable track record and lots of people turning to them
for advice and mentorship. Others seem to have to work at it, and are constantly looking 1o the world for
learning and working on developing their skills. In reality, all leaders need o work at something, because
. one strength of a leader is their continving drive 1o learn.

L T S R o TLell BT 1

1
Page1ofs 954words [} English (UnitedStates) 3 (g Accessibility: Investigate

Stop Protection

3
o Focus B - ' e
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7. You will also see the changes in the Info category:

Save

Save As

Print

Share

Activity 4-2

Info

Activity 4-2

Desktop » Word Files » Exercise Files » Lesson 4

& Upload |& Share @ Copy path = Open file location

E Protect Document
a,

[‘é Certain types of changes are restricted in this document.
Protect

Document ~

@ Inspect Document
Before publishing this file, be aware that it contains:
Check for »

Document properties, template name, author's name and related dates

Issues ~
Export ® Headers and footers
" Custorn XML data
"  Annotations
fransiorm = Content that people with disabilities are unable to read
Close
8. Now, let us mark the document as final. Save it as Activity 4-2 Complete before

proceeding. Then, click File = Info = Protect Document - Mark as Final:

= Open

Info
Save
Save As
Print

Share

Export

Transform

Close

Activity 4-2 Complete - Saved to this PC

Info

Activity 4-2 Complete

Desktop » Word Files » Exercise Files » Lesson 4

< Upload |5 Share @ Copy path = Open file location

E_ Protect Document
[,

[ha Certain types of changes are restricted in this document.

Always Open Read-Only
T Prevent accidental changes by asking
readers to opt-in to editing.

Encrypt with P rd are that it contains:
q Password-pratect this document ate name, author's name and related dates

|:|5~ Restrict Editing
E| Control the types of changes others

abilities are unable to read
can make

Restrict Access

@ Grant people access while removing »
their ability to edit, copy, or print.

5.
Add a Digital Signature
Ensure the integrity of the document
by adding an invisible digital signature
D Mark as Final
\/Letreadersknowthedocumenti; l}
final.
€s.
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9. Click OK to confirm the operation:
Microsoft Word =
| This document will be marked as final and then saved.
Cancel

10. Microsoft Word will then explain what the Mark as Final process entails. Read this
information and then click OK to continue:

Microsoft Word >

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

o 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.

[ pon‘t show this message again

11. When you click OK, the document will be marked as final. Backstage view will still be
displayed. Click the back arrow to return to the document:

Activity 4-2 Comnplete - Read-Only - Saved to this PC

Info

Activity 4-2 Complete

Desktop » Word Files » Exercise Files » Lesson 4

4y Upload & Share @y Copy path [ Open file location

IEL Protect Document
[0

D This documnent has been marked as final to discourage editing.
Protect

[Ba Certain types of changes are restricted in this document.
Document ~
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12.

13.

You will see the Mark as Final status in several places in the document:

- Read-Only - Saved to this P £ Search John Smith 15,
Fle ~ Home Insert Draw  Design  layout  References  Malings  Review  View  Help
(i) MARKED AS FINAL An author has marked this document as finel o discourage editing. Edit Anyway
o ez s e s e

MHAT’S YOUR TYPEZ2 HOW ABOUT MINE?
ASSESSING YOUR PREFERENCES

There are many ways fo discuss the personality types of people that we work and play with. Whether you
use initials like the MBTI (Myers-Briggs Type Indicator), colors like Personality Dimensions, edutainment like
True Colors, the names of animals, or Greek philosophers, the idea is that there are base temperamenis
that we can relate 1o, and that we prefer. The science behind this kind of assessment relares back 1o the

o work of Carl Jung. It has been substantiated through tens of thousands of people who have completed and
validated questionnaires.

If you have ever wondered what type of person — or temperament — makes the best type of leader, the
answer may surprise you. It's not necessarily the person that achieves the greatest success (however you
define that), nor is it necessarily the person with the greatest communication skills. The keys to being the

N best type of leader have to do with many things, including the way you approach work and life, and also
In having @ streng team that can offer a range of strengths.

Some people seem 1o be natural leaders with an enviable track record and lots of people turning to them
for advice and mentorship. Others seem to have to work at it, and are constantly looking to the world for
leairning and working on developing their skills. In reality, all leaders need to work at something, because
. one sirength of a leader is their continuing drive fo learn.

This is an official assessment developed by Think Fast Training, Inc.

|

Page 1013 9s4words English Unfteastates) [ B (g Accessibiity: Ivestigate T Focus B -

+ 134%

Close Microsoft 365 Word to complete this activity.
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TOPIC C: Add a Digital Signature to a Document

Digital certificates and digital signatures are crucial tools for verifying a document’s authenticity

and security. In this topic, you will learn how to digitally sign a document.

Topic Objectives

In this session, you will learn:
e About digital signatures and digital certificates
e About the signature line available in Microsoft 365 Word
e How to digitally sign a document
e How to use the Signatures task pane

e About requested versus valid signatures

Digital Certificates

Anyone can obtain a digital certificate that verifies their identity and helps to secure documents.

Most commonly, these certificates are issued through a third-party authority.

Digital Signatures

Once you have a digital certificate, you can apply digital signatures to your document. Digitally

signing your document is like signing a check or a legal document: the signature confirms your

identity. For electronic documents, it also provides reassurance to the recipient that the document

really came from you.

The Signature Line

A signature line can work in one of two ways. It can be used as a way for someone to physically

sign a printed page, or it can work in conjunction with a digital signature.
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To add a signature line to your document, click in the document wherever you would like the

signature line to appear. Then, click Insert = Signature Line:

AutoSave (

File  Home Inset Draw  Design

B Cover Page ~ @ [® Shapes ~ T2 SmartArt @\ 5 Gec Adet-ins Aves

Blank Page & Bookmark Footer v
9 g Table | Pictures © 1< @C"m Addfiom | oy Wikipedia | Oniine H Comment | B Tet L
= Page Break o v (3D Models v flscreenshot~ | Filesv | 07 Video | [ Cross-reference 5 Page Number - ggyw 25
Pages Tables Illustrations Content Add-ins Media Links Comments | Header & Footer
= L L E A ——

Signed Letter - Saved to this PC - £ Ssearch

layout  References  Mailngs  Review  View  Help

D@ @ Link ~ ﬁ [®) Header ~

Emily Bollinger
1334 Sycamore Fork road
Fort Lauderdale, FL 33309

Dear Emily,

| want to reach out to you personally to thank you for joining the Acme Widgets family.
Our team is here to help you whenever and wherever you need it. Just refer to the
information sheet that came packaged with your widget for your personalized help
options.

As a thank-you, I'd like to offer you 15% off of your next purchase! Just use the promo
code LOVEWIDGETS. If you use t his code in the next two weeks, | will throw in free
shipping too.

Sincerely,

John Smith
CEO

John Smith 1S = = o

3 Share I Comments

Quick Parts ~ [ Signature Line - | | TT Equation ~
[E Date & Time ) symbol ~
] Object ~
Text Symbols

Add a Signature Line
Insert a signature line that specifies
the individual who must sign.

Inserting a digital signature requires
that you obtain a digital ID, such as
ane from a certified Microsoft
partner.

You will then be prompted to enter information for the person who will sign the document. Once

you are finished, click OK to insert the signature line:

Signature Setup ? X

Suggested signer [for example, John Doe):
lohn Smith

Suggested signer’'s title (for example, Manager):
CEO
Suggested signer's g-mail address:

j5mith@acmewidgets.nnmicrnsoft.cnm|

Instructions to the signer:

Before signing this document, verify that the content
you are signing is correct,

|:| Allow the signer to add comments in the Sign dialog
Show sign date in signature line

Cancel
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The signature line will then be inserted:

s3]

& Share

AutoSave (@ of)) D = Signed Letter ~ £ Search John Smith 1S
File Home  Insert Draw  Design  layout  References  Mailings  Review  View  Help
CoverPage ~ [ Shapes - T Smartrt T | Olink ~ s Header ~ f [E] QuickParts ~ [ Signature Line ~
B 2 O Shap: [Q | Bfceadin: W fg LJ B E [2tsig
[™ Blank Page ¥ cons i Chart [] Bookmark [2 Footer v A Wordartv [T Date & Time
o Table | Pictures - Addfrom | s s < Wikipedia | Online Comment -
i Page Break . = 3D Models * ] Screenshot ¥ Filesv | © My Add-ins Video | [ Cross-reference [3 Page Number ~ Box~ AZDropCap~ 8] Object ~
Pages Tables lustrations Content Add-ins Wedia Links Comments | Header & Footer Text
C i 1 B 2 s [ [N R B
873 ROMINES MILL ROAD, PLANO, TX 75074

5/7/2020
. Emily Bollinger
" 1334 Sycamore Fork road

Fort Lauderdale, FL 33309

Dear Emily,
W I want to reach out to you personally to thank you for joining the Acme Widgets family.

Our team is here to help you whenever and wherever you need it. Just refer to the

information sheet that came packaged with your widget for your personalized help

options.

As a thank-you, I'd like to offer you 15% off of your next purchase! Just use the promo

code LOVEWIDGETS. If you use t his code in the next two weeks, 1 will throw in free

shipping toa.
M sincerely,

John Smith
CEO

Pagelof1 1Swords [} English (United States) B3 (b Accessibilitys Investigate T Focus B -

Digitally Signing a Document

[m}

T Equation ~

() symbol v

Symbols

© Comments

Once a signature line has been inserted, the user can double-click it to sign the document. (If there

is no signature line, they can click File = Info - Protect Document - Add a Digital Signature to

manually launch the process.)

If they do not have a digital ID, they will be prompted to get one. They must click Yes to proceed:

Get a Digital ID

To sign a Microsoft Office document you need a digital ID, would you like to get one from a Microsoft Partner now?

Yes Mo

X

248



Microsoft 365 Word: Part 3

Once the user has a digital ID, the Sign dialog box will be displayed when the signature line is
double-clicked. Here, the user can type their name and click Sign to complete the process:

Sign ? >
'@' See additional information about what you are signing...

Before signing this document, verify that the content you are signing is correct.

Type your name below, or click Select Image to select a picture to use as your
signature:

X [rohn smith, CeQ)

Select Image...
John Smith
CEO
To include information about the signer, click the details button, Details...
Signing as: ACME Widgets Inc.5ign Change...

Then, the user will see more details about what the signing process does to the document:

Signature Confirmation X

Your signature has been successfully saved with this document.
If the document is changed, your signature will become invalid.

|:| Don't show this message again
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Clicking OK will return the user to the document, which has now been marked as final. They will

also see a notification that the document contains digital signatures:

Signed Letter - Saved to this PC ~ 2 search

File  Home nset  Draw  Design  layout  References  Mailngs  Review  View Help  Kindle  Table Design  Layout 4 share
(i) MARKED AS FINAL An auth
(i) siGnaTuRES “This documen t cont;

d th Edit Anyway

1 . 2 . 3 . 4 . B . G . 7 ] @
‘ACIVIE WIDGETS INC.
273 ROMINES MILL ROAD, PLANO, TX 75074

5/7/2020

Emily Bollinger

1334 Sycamore Fork road
Fort Lauderdale, FL 33309

Dear Emily,
Iwant to reach out to you personally to thank you for joining the Acme Widgets family. Our team is here
to help you whenever and wherever you need it. Just refer to the information sheet that came packaged

with your widget for your personalized help options.

As a thank-you, I'd like to offer you 15% off of your next purchasel Just use the promo code
LOVEWIDGETS. If you wse this code in the next two weeks, I will throw in free shipping too.

sincerely,
20200706

X John Smith, CEO

John Smith
ceo
o Signed by: ACME Widgets Inc.Sign

John Smith
cEo

Page 1 of 1 111 words  English (United States)  [R &% Accessibility: Good to go g Display Settings [, Focus B B - 1 + 100%

The Signatures Task Pane

You can view and manage signatures with the Signatures task pane. The easiest way to open this
task pane is to click the View Signatures command in the Message Bar, which will be displayed

whenever requested or valid signatures are detected in a document:

AutoSave (@ off) = Signed Letter - Saved to this PC -

File Home Insert Draw Design Layout References Mailings Review WView

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

® SIGNATURES This document contains valid signatures, I View Signatures... |
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You can also click File = Info - View Signatures:

Info

Signed Letter

Desktop » Word Files » Sample Files

& Upload |14 Share @5 Copy path Open file location

D Signed Document Properties -
XQ\ This document has been signed and marked as final. It should not be edited. If Size
View anyone tampers with this document, the signatures will become invalid. s
Signatures
¥ Words
Total Editing Time
Title
E Protect Document Tags
< [ This document has been marked as final to discourage editing.
Protect ECIEEnts
Document ~

Related Dates

You can also click the signatures icon in the status bar:

65.7KB

E

11

2 Minutes
None
MNone

MNone

Page 1 of 1 126 words D:l/\\? ﬂ

This document contains signatures,

With any of these commands,
Microsoft 365 Word window:

the Signatures task pane will appear on the right-hand side of the

Signed Letter - Saved to this S Search John Smith = = [m]
File Home Insert Draw Design Layout References Mailings Review View Developer Help Picture Format 12 Share

@ MARKED AS FINAL An author has marked this document as final to discourage editing Edit Anyway x
L 1‘--|"‘g--‘\"-1-"\‘--2"‘|--‘]"-|-“4‘--\“‘5--‘\“-6“‘6--- -

Signatures v
8 Valid siqnatures:

ACME Widgets Inc.Sign 2020-07-06
- 273 ROMINES MILL ROAD, PLANO, TX 75074
l 5/7/2020
N Emily Bollinger
- 1334 Sycamore Fork road
N Fort Lauderdale, FL 33309
Dear Emily,
1 want to reach out to you personally to thank you for joining the Acme Widgets family. Our team is here

) to help you whenever and wherever you need it. Just refer to the information sheet that came packaged
N with your widget for your personalized help options.
] As a thank-you, I'd like to offer you 15% off of your next purchase! Just use the promo code
R LOVEWIDGETS. If you use this code in the next two weeks, | will throw in free shipping too.
-
. Sincerely,
- - - B —
- 2020-07-06
. X . ; This document is signed.
i ; John Smith, CEO s Any edits made to this document will invalidate
- | John Smith ; the digital signatures.
- | CEO Learn more about signatures in Office
- . Signed by: ACME Widgets Inc.Sign . documents...
Pagelof 1  111words  English United States) [ E&@ &% Accessibility: Good to go O, Focus B - 1 + 100%
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You can right-click a signature to view its details, open the Signature Setup dialog box, or remove it

from the document:

Signatures RS
Valid signatures:

ACME Widgets Inc.Sign 2020-07-06 |~

3

Signature Details...
Signature Setup...

Remove Signature

Requested Signatures

When you complete the information in the Signature Setup dialog box, and it is then displayed
below the signature line, this is saved as the requested signature. It is not considered a valid

digital signature.

Valid Signatures

Once the document is digitally signed, a valid signature is applied. as previously discussed, its

details can be viewed in the Signatures pane.

Activity 4-3: Adding Digital Signatures to a Document
In this activity, you will add a signature line to a document.

1. Open Microsoft 365 Word and open Activity 4-3:

AN
=

Activity 4-3
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2. Let us add a signature line to the second page. Click to place your cursor after the last

sentence on this page:

Activity4-3 - D Search Johnsmith (§) @ — x
Fle  Home Insert Draw  Design  layout References Mailngs  Review View  Help (& Share 53 Comments
“ . " y Pind ~
LOg TwCenMT Boc~ /11 ~/A" A" Aav Ao | i~ = 2L T o AcBl ABBCD AaBbCCD. AaBbCD AABB( AABBCC AABSCC & Replce QJ
Paste - o - - ~ e Default Bu... Important T Normal | TNoSpac.. Heading1 Heading2 Heading3 5| - Dictate. Editor
7 Sromapine | BT U @k AR 2- A ] porant v 9 9 9 B st | O
Giosd Font 5 e 5 soies 5l catng | vae | senstity | cator &
L 1. ' 1 ' 2 ' 3 ' s ' 6 A
at each group of words. For each group, decide which of the four choices is most like you, a lot like you,
somewhat like you, and least like you. lf's important to answer the questions according to what feels right,
| and not what you think people think about you, o may expect.
First, select the choice that is most like you and write the number 4 on the line. Then select the term that is a
lot lie you and write number 3 on the line, then 2, and then 1. You have o use the numbers 4,3,2,1 in
each sectlon. There are no ties allowed, so you need to make a decision on each group. You can see an
example on the next page.
~ Remember that you are working on preferences and not a math exam, so don't get overly tied up in
absolute definitions. When you ars finished the questionnaire, follow the instructions on the scoring sheet.
Sign your name below before you start this assessment.
| —
3. Click Insert - Signature Line:
Actiy 43 - P s Jomsmitn (5 @ — x
Fle  Home inset Draw Design Loyt References Malings  Review View Hep & share | 3 Comments
B Cover Page ~ @ g I tr>~ @ + Dlink ~ ) Header ~ [E] Quick Parts ~ [ SignatureLine. ~ | TT Equation ~
ad = I BiGetadains W | E [A]
[ BlankPage O %9 = + | [Q [ Bookmark [ Footer~ [A] A Wordart~ @Dam&hmej} Q symbol~
o Tobe Shpes Kors 3D Smanan Char Srerhot | Adarom | o1 Wikped Tt
= Page Break. = v Models~ 7 Files~ | &2 MyAdd-ins [ Cross-reference. [3 Page Number~ | poyv A= ] Object ~
rages s usttins Content Adins veia unks Comments | Headera Footer Tt smools | a

4. In the Signature Setup dialog box, enter “Your Name Here” as the suggested signer. Click

OK:

Signature Setup ? >
Suggested signer (for example, John Doe):
Your Mame Here

Suggested signer’s title (for example, Manager):
Suggested signer's g-mail address:

Instructions to the signer

Before signing this document, verify that the content
you are signing is correct.

|:| Allow the signer to add comments in the Sign dialog
Show sign date in signature line

Cancel
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5.

The signature line will be added:

Actviy 3 - D s = 5 x
Fiel 0 Home! ! insert 0 Dram I Design 0 Layout I efecences 10 Makings 0 Feview I view B i & share || 9 Comments
B Cover Page - @ B & ‘ T | @tink ~ i ) Header [E] QuickParts~ [ SignatureLine ~ | Tl Equation ~
| B @ | Boeadsins W | [ [A]
[ Blank Page O % = Il © q © | [ ookmark [ Footer - [A] jordArt~ [ Date & Time Q symbol~
e Tabe | Picures Sapes Icons 3D Smann Chat Sesenshot | Addfom | o3, Widpeda | Online e oo
Spagenmeak | o | e Models~ e & Do ies | EElCrossreerence D PageNumber= | pore AbropCop~ ] Object ~
Pages abies ustatons Content Adens veda s Comments | Header & rooter et symbais
5 — P P P P I S
IDENTIFYING YOUR CHARACTERISTCS AN PagresENeS
We have developed on assessment hat can hlp you identfy vh your base femperament . Fir, look
] ot ccch group of words. For sach group, dcide vhichof the four checes s most ke you, @ ot e you,
comevhat Ik you, and least ke you. s important o answer he questions according o what fecsright
E an not what you think people think abou you, or may expect.
Fis, selec the choice tht s mos ke you and it the number 4 on he ine. Then selctthe ferm that 1 &
Tot ke yoo an wite mumber 3 o th ne hen 2, and then 1. You have 10 6% the numbers 4,321
] each section. There are no ties allowed, so you need to make a decision on each group. You can see an
xample onthe next page,
~ Rememiser thot you are worling on prefersnces ond not & mah xam, o don't get overly ied vp
abnclte dofions. When you are fnshed e questomare, follow the Tstructons on th scoring sheet.
] Sign your name below before you start this assessment.
—a X
] Your Name Here
Pagezars  sstwords [R EngiohUnteasiten B G Acesibit: imestigte Blrows e - 1+ o

6. Save, close, and re-open the document. You should see the View Signatures command

in the Message Bar. Click it:

File Home Insert

[

Paste [E‘

- <¥ Format Painter

Clipboard ]
@ SIGNATURES This doc

7. You will see the signature th

Saved to this P

Activity 4-3

Draw Design Layout References Mailings Review

TwCenMT (Hei~ 18 ~ A" A Aa~ B | := =+ =~

ITU~#x ¥ A-2+-A. E===|=.

Font ] Paragraph

ument needs to be signed. View Signatures... l\é

A

at we just created as a requested signature:

i
[k

8.

e dome W Ome Deign Lok Reewcs Mol Reiew view e st & Comments
- : o . Prind -
Nl Tl A A Aee B BT o aon aomco e b |AABB asssce amee | Gre | 8
1| & e
e x 2 A 20 A et e o | k| i i 3 | | D o
cem o . e 5 e Al e | oo llemesall o .
3 ey - x
MWHAT'S YOUR TYPEZ HOW ABOUT MINE?
'ASSESSING YOUR PREFERENCES
Therear oy vy o s h ey e of pocsle o cor o ly . Wt yeu
frombwtat s Amylon
T Colon i mames f el Grock oy e 6 o e ere b rporemas
e e g e v estor e it v ek of vttt oo T
ittty il
oited ot
1y v e bty fprn ot enpere ke by of e
oottt s
i -
) type ok Ppr and life, and also
e e o s
[
P ok, s
Ko and v on vl . ooy adors st ok oo, e
E e e e o
S ——
e
e
e sy
s
e
e lof Mo woret i M G e S I B AR Orows B IEN B -4+ s

Close Microsoft 365 Word to complete this activ

ity.
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TOPIC D: Restrict Document Access

In this topic, we will explore another tool that you can use to secure your documents: applying a
password. We will cover how to apply a document password, change an existing password, and
remove a password from a document entirely.

Topic Objectives
In this session, you will learn:

e How to apply a password to a document

e How to change or remove a document password

Applying a Document Password

For additional security, you can add passwords to your documents. To start, open the document
and click File = Info - Protect Document - Encrypt with Password:

Info

]_|-|_| Home
ZoomFoods
Desktop = Waord Files » Sample Files

DNEW

= Open Gy Upload | Share @ Copy path = Open file location

Infa

E_ Protect Document
Q Contral what types of changes people can make to this document.
Save Protect
Document ~
Save As

Abways Open Read-Only
TS Prevent accidental changes by asking

m: readers to opt-in to editing.

are that it contains:

Hi=rz Encrypt with Password
Q Password-protect this document
ithor's name
[Eqparis den text
+  Restrict Editing -abilities are unable to read
Transform |1j Control the types of changes others
can make
Close Restrict Access

(=) Grant people access while removing >
their ability to edit, copy, or print.
Add a Digital Signature

Ensure the integrity of the document
by adding an invisible digital signature

D Mark as Final
.~ Let readers know the document is very)
final.
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Now, enter the password in the provided text field and click OK:

Encrypt Document ? X

Encrypt the contents of this file
Password:
l.lillllill

Caution: If you lose or forget the passwaord, 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.)

Cancel

Then, retype the password to confirm it and click OK:

Confirm Password ? *

Encrypt the contents of this file
Reenter password:
..........l

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.)

Cancel

The Info category of Backstage view will now indicate that the file has a password applied to it:

ZoomFoods

Info

ZoomFoods
Desktop » Word Files » Sample Files

> Upload |2 Share @ Copy path = Open file location

IE Protect Document
o

(2, A password is required to open this document.
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Changing the Document Password

To change the password, click File = Info - Protect Document - Encrypt with Password:

LI'I_I Home

DNew

= Open

Info

Save
Save As
Print
Share
Export
Transform

Close

Info

ZoomFoods
Desktop » Word Files » Sample Files

P Upload | Share @y Copy path

IEL Protect Document
@

ZoomFoods

= Open file location

& A passwaord is required to open this document.

Always Open Read-Only
) Prevent accidental changes by asking
readers to opt-in to editing.

E_ Encrypt with Password
Qﬁ Password-protect this document

|:h Restrict Editing
|9| Control the types of changes others
can make

Restrict Access

@ Grant people access while removing >
their ability to edit, copy, or print.

ire that it contains:

ithor's name
den text

abilities are unable to read

In the Encrypt Document dialog box, enter the new password and click OK:

Encrypt Document

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.)

? X
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Re-enter the new password to confirm it and click OK:

Confirm Password ? ot

Encrypt the contents of this file
Beenter password:
lilillllil.l

Caution: If you lose or forget the passwaord, 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.)

Cancel

The document password will now be changed.

Removing the Document Password

To remove the password, click File = Info - Protect Document - Encrypt with Password:

]_|-|_| Home

DNew

= Open

Info

Save
Save As
Print
Share
Export
Transform

Close

ZoomFoods

Info

ZoomFoods
Desktop » Word Files = Sample Files

5 Upload | Share @y Copy path = Open file location

IEL Protect Document
@

& A password is required to open this document.

Document ~

Always Open Read-Only
) Prevent accidental changes by asking
readers to opt-in to editing.

& Ene with P. d are that it contains:
Q Password-protect this document

l} ithor's name
den text

>, Restrict Editing -abilities are unable to read

(=] Control the types of changes others
can make

Restrict Access

(5 Grant people access while removing >
their ability to edit, copy, or print.
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In the Encrypt Document dialog box, remove the password from the text field and click OK:

Encrypt Document ? X

Encrypt the contents of this file
Password:

Caution: If you lose or forget the passwaord, 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.)

Cancel

Now, the document will no longer be password protected.

Activity 4-4: Restricting Document Access
In this activity, you will apply a password to a document.

1. Open Microsoft 365 Word and open Activity 4-4:

Activity 4-4

Il
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2.

Let us add a password to this document. Click File = Info = Protect Document =

Encrypt with Password:

3.
and click OK:

G)

{1} Home

M New

Info

Activity 4-4
Desktop = Word Files » Exercise Files » Lesson 4

B Open

D Upload |5 Share @ Copy path | | = Open file location

Info E Protect Document
Q Control what types of changes people can make to this document.
Save Protect
Document >
Save As
Always Open Read-Only

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

Share Encrypt with P - are that it contains:
> 2 Pa;m! AT ate name, author's name and related dates
Export
., Restrict Editing
Transform & E:;&;D;;:EWPES of changes others abilities are unable to read
Close D Restrict Access
(©) Grant people access while removing >

their ability to edit, copy, or print.

Add a Digital Signature
Ensure the integrity of the document
by adding an invisible digital signature

[H Mark as Final
.~ Let readers know the document is
final.

Encrypt Document ? X

Encrypt the contents of this file
Passwaord:

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.)

Cancel

Activity 4-4 - Saved to this PC

The Encrypt Document dialog box will open. Type the word “password” in the text field

In a real-world scenario, you would choose a strong password that is a mix of uppercase
and lowercase letters, numbers, and special characters.
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4.

5.

The Confirm Password dialog box will open. Type the word “password” again to confirm

it and click OK:

Back in the Info category of Backstage view, you can see that the password has been

applied:

©

{1 Home

[ Mew

e

Save As

Print

Share

Export

Transform

Close

Confirm Password ? ot

Encrypt the contents of this file
Beenter password:

Caution: If you lose or forget the passwaord, 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.)

Cancel

Activity 4-4
Activity 4-4
Desktop » Word Files » Exercise Files » Lesson 4

> Upload | Share @ Copy path = Open file location

IEL Protect Document
o}

[, A password is required to apen this document.

Protect
Document ~
@ Inspect Document
Before publishing this file, be aware that it contains:
Clh“k'c" = Document properties, template name, author's name and related dates
ssues

= Headers and foaters
= Custom XML data

= Annotations
[l

Content that people with disabilities are unable to read

@ Version History

View and restore previous versions,
Version
History
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6.

On second thought, we do not really need a password for this document. In the Info

category of Backstage view, click Protect Document - Encrypt with Password:

©

{n} Home

DNew

= Open

Info

Save

Save As
Print
Share
Export
Transform

Close

7.
OK:

Activity 4-4

Info

Activity 4-4

Desktop » Ward Files » Exercise Files = Lesson 4

& Upload |&% Share @ Copy path | | EF Open file location

IEL Protect Document
9 &, A password is required to open this document.

Document ~

Always Open Read-Only
® Prevent accidental changes by asking
readers to opt-in to editing.

, Restrict Editing

fj Control the types of changes others obilities are unable to read
can make
Restrict Access

@ Grant people access while removing >
their ability to edit, copy, or print.

B with P: rd ire that it contains:
E% Password-protect this document ate name, author's name and related dates

Encrypt Document ? X

Encrypt the contents of this file
Password:

Caution: If you lose or forget the passwaord, 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.)

Cancel

In the Encrypt Document dialog box, remove the password from the text field and click
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8. Back in the Info category of Backstage view, you can see that there is no longer a
password applied to this document:

©

{0l Home

DNEW

= Open

Info

Save
Save As
Print
Share
Export
Transform

Close

Activity 4-4

Info

Activity 4-4

Desktop » Word Files » Exercise Files » Lesson 4

S Upload |2 Share <& Copy path = Open file location

E Protect Document
2y

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

Protect
Document ~
@ Inspect Document
Before publishing this file, be aware that it contains:
(ihe:kfor ®  Document properties, template name, author's name and related dates
ssues ~

Headers and footers
Custom XML data
Annatations

Content that people with disabilities are unable to read

@ Version History

View and restore previous versions,
Version
History

9.  Save your document as Activity 4-4 Complete. Close Microsoft 365 Word to complete

this activity.

Summary

In this lesson, you learned about different ways to secure important documents. You should now

feel ready to assess each document’s requirements and apply the necessary security measures,

such as digital signatures, document passwords, and/or editing restrictions.

263



Microsoft 365 Word: Part 3

LESSON 5: FORMS

Lesson Objectives

In this lesson you will learn how to:
e Create forms
e Manipulate forms

e Convert form data

TOPIC A: Create Forms

Microsoft Office Word 365 can assist with data automation by providing the ability to create and

customize interactive forms. In this topic, we will learn how to create a form for data entry and

add controls to it.

Topic Objectives

In this session, you will learn:
e Whataformis
e How to plan a form
e How to add controls to a form
e How to enter Design mode
e How to use legacy tools
e How to set form field options
e How to toggle form field shading

e How to protect and reset a form
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Forms

In this context, the term “form” refers to an electronic or paper document used to gather
information. When dealing with electronic files, data protocols such as XML can be used to store

and manage data.

Many of the commands to work with forms are located on the Developer tab, which is not enabled
by default.

To enable this tab, click File = Options:

Now, choose the Customize Ribbon category from the left-hand side of the Word Options dialog

box. Then, in the list on the right-hand side, check Developer. Click OK to apply the change:

Word Options ? X
General
'5@ Customize the Ribbon and keyboard shortcuts.
Display
Choose commands from: (i Customize the Ribbon: (G
Proofi
reeting Popular Cernmands - Main Tabs -
Save
Language > Accept Revision - . . -
% Add Table v (Blog Post)
Ease of Access = Align Left Outlining
R 'E Bullets 3 Background Removal
Advanced = Center B [ Home
- st Lew: 3 .
Customize Ribbon E,_ Change List Level Clipboard
B Copy Font
Quick Access Toolbar & Cut Paragraph
b Define Mew Number Format... Styles
Add-ins e De\et.e Editing
E:_[ Draw Table Voice
Trust Center [=] Draw Vertical Text Box Editor
B2 Email neert
/|9| F!nd . - Draw El
le» Fit to Window Width . EI
Font Design
A Font Color 3 Layout
x Font Settings References
) Font Size @ [ Mailings
ab Footnote
< Format Painter .
A" Grow Font ‘
BT Insert Comment —_— Developer
= Insert Page Section Breaks 4 [J Add-ins
FS Insert Picture [ [] Help -
Ej Insert Text Box
L= Line and Paragraph Spacing 3 | New Tab | | New Group ‘ | Rename... ‘

@5 Link -
e on Customizations: 0
Keyboard shortcuts: Import/Export ¥ |

OK Cancel
|

The Developer tab will now be accessible:

AutoSave (@ off) '-f) ~ = Survey - Saved to this PC - O Search
File Home Insert Draw Design Layout References Mailings Review View Developer Help
@@_] E [fg Recard Macro o@ @J . Aa Az B B | N Design Mode EI \H
= = ] u@ — i 1
@Il )
Visual Macros Add-  Word COM D XML Mapping Restrict | Document
Basic & Macro Security ins  Add-ins Add-ins 'E=|ﬁ BB~ = Pane Editing Template
Code Add-ins Controls Mapping Protect Templates
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Plan a Form

Let us start by creating a basic form. We highly recommend that you create a table and lay out the
basics of your form, just as if you were creating a form that would be filled in by hand. (Remember

that table commands can be found on the Insert tab.)

For example, here is a basic customer satisfaction form that was created using a table and related

features:

Date of Purchase: Product{s) Purchased

Store Location:

Was this your first time shopping with us?

How would you rate your shopping experience with us?

Would you shop with us again?

Home Phone Number: Email Address:

Various cells were merged or split in order to create the desired layout. A style was then applied

and modified.

The form should then be saved as a template. Remember, you can do this using the Save As dialog

Survey - Saved to this PC John Smith e e ® -2 - [m} x
/]\ [ Documents = Custom Office Templates
@ Recent
Survey
Acme Widgets Word Template (*.dotx) - [ save
Mercoptin L
OneDrive - Acme Widgets
jsmith@acmewidgets.onmicrosoft.com [ New Folder
Q Sites - Acme Widgets We didn't find anything to show here.

jsmith@acmewidgets.onmicrosoft.com

Personal

. OneDrive - Personal

You are now ready to move to the next step: adding controls and fields.
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The Controls Group

Once you have created the structure of your form, it is time to add some form fields and controls.

These elements will allow users to interact with forms in an electronic format. In order to add
controls, you must first enable the Developer tab. (See the beginning of this topic for more

information.) Basic form controls can be found in the Controls group of the Developer tab:

AutoSave (8 off) |E[| )+ Survey - Saved to this PC - O Search -

File Home Insert Draw Design Layout References Mailings Review View Developer Help

EEIZ] T‘EEE[‘ [ig Record Macro O() {@}] @ Aa Aa B B | [of Design Mode @ [E ‘H

= (B a dob — B e

Visual Macros Add- Word COM XML Mapping Restrict | Document

Basic M Macro Security ins  Add-ins Add-ins ’E=|E E§~ Pane Editing Termnplate
Code Add-ins Controls Mapping Protect Templates

Let us take a quick look at each command:

Icon | Description
Aa Inserts a rich text box control.
Aa Inserts a plain text box control.
Inserts a picture control.
sl
= Inserts a Building Block control.
Inserts a checkbox, where users can specify one or more
conditions.
=7  Inserts a combo box, where users can pick from multiple items.
Inserts a drop-down list, where users can pick from a drop-
down menu.
E Inserts a date picker, where users can pick a date from a
calendar.
Ea  Inserts a repeating section control, which can contain multiple
controls that can be inserted over and over again.
E@ ~  This menu contains form controls offered in previous versions
of Word and ActiveX controls, referred to as legacy tools.

Content Controls
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Some of the more advanced controls available in Microsoft 365 Word are called content controls.

These allow users to interact with document properties or objects (such as date pickers) to make

form entry easier and less prone to error.

Form Controls

To insert a control, first place your cursor where you want the control to appear. Then, click the

desired icon in the Controls group of the Developer tab. For example, here we are about to insert

the date picker into the Date cell in the table:

File Home Insert Draw Design Layout References Mailings Review View Developer Table Design Layout
E’EEDE] E‘r [f@) Record Macro O(J {C:)}‘ @: Aa Az B BB M Design Mode @ [‘E W}
" | E° =
Visual Macros Add- Word COM XML Mapping Restrict | Document
Basic M\ Macro Security ins  Add-ins Add-ins ,E=|a E§~ Pane Editing Template
Code Add-ins Controls Mapping Protect Templates
Date Picker Content Control
Insert a date content control.
s

Date of Purchase:| Product(s) Purchased

Store Location:

Was this your first time shopping with us?

How would you rate your shopping experience with us?

Would you shop with us again?

Home Phone Number: Email Address:
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Once the command is executed, the control appears in the form and is ready to be used:

Store Survey

Date of PurchasELc\ick or tap to enter a date.‘ Product(s) Purchased

Store Location: < June, 2020
Was this your first] 54 Mo Tu We T Fr sa

12 3 4 5 6
7 8 s[dg 11 12 13
1415 16 17 18 19 20
2122 23 2 25 26 27
2 29 30

How would you rat thus?
Today

Would you shop with us again?

Home Phone Number: | Email Address:

To remove a control, select it with your cursor and press the Delete key on your keyboard.

Design Mode

To edit the properties of some controls, you will need to enter Design Mode. To do this, click
Developer - Design Mode:

AutoSave (@ off) =)= £ Search -

File Home Insert Draw Design Layout References Mailings Review View Developer Help

@?ﬂ E .E?'@Record Macro o(j [{Ej}: E%)} Aa sz B B | [ Design Model/} @ . [BEI .‘H

1 MEEE [

Visual Macros Add-  Word COM . XML Mapping Restrict | Document
Basic & Macro Security ins  Add-ins Add-ins 'E=|ﬁ BB~ = Pane Editing Template
Code Add-ins Controls Mapping Protect Templates

When you are finished, click Developer - Design Mode again to return to editing mode.

Legacy Tools

Legacy controls, which are compatible with Word 2003 and earlier, can be found by clicking
Developer - Legacy Tools:

AutoSave (@ off) Ly £ Search -

File Home Insert Draw Design Layout References Mailings Review View Developer Help

@ E E‘;Record Macra O(J :{é} E‘@ Aa Aa Bl T2 b Design Mode @ 5 [BEI ﬁ

MEE® [

Visual Macros Add-  Word COM : XML Mapping Restrict | Document
Basic M\ Macro Security ins  Add-ins Add-ins | Bg Fjﬁ-k = Pane Editing | Template
Code Add-ins Legacy Forms Mapping Protect Templates

A EREE % ¢

ActiveX Controls

MEA @ E3E
Ho=Eg =2
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Let us take a look at the six legacy controls:

Icon | Description

Inserts text field.

Inserts a checkbox.

=]  Inserts a list box.
LE  Inserts aframe.
“a:  Shades form fields.

Reset form fields to empty; useful when testing.

®

Like other controls, simply click to place your cursor in the form and then from the drop-down

menu click the control that you would like to insert:

AutoSave (@ off) D~ 0 = P Search _

File Home Insert Draw Design Layout References Mailings Review View Developer Help Table Design Layout
E"ﬁi E [E@ Record Macro fg) {C’é} IE—_—‘ Aa Aa B BB | [N Design Mode @ |:B_ H
L= |5 75k . . 8
O -
Visual Macros . Add-  Word COM XML Mapping Restrict | Document
Basic M Macro Security ins  Add-ins Add-ins ’Ez‘a Eﬁ = Pane Editing Template
Code Add-ins Legacy Forms Mapping Protect Templates

EE@E@

Act Check Box Form Field
A o3
oEER AT

Store Survey

Date of Purchase: Click or tap to enter a date. Product(s) Purchased

Store Location:

Was this your first time shopping with us?

Yes
No

How would you rate your shopping experience with us?

Would you shop with us again?

Home Phone Number: Email Address:
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Form Field Options

In the case of certain controls, the control is ready to use as it is. But if you insert a customizable
item such as a drop-down list or a combo box, you need to tell Word what sort of content it will
contain. To do this, first insert the control you want to use. Then, click the control to select it and
click Developer - Properties. For example, here we have inserted a drop-down list and we are

about to modify its properties:

AutoSave (@ off) LI~ O Search _

File Home Insert Draw Design Layout References Mailings Review View Developer Help Table Design Layout
[’ﬁ__g] %E[" F‘@Record Macro I{é} @ Aa ta B B &l Design Mode @ _- [E ‘H
@Il Properti .
Visual Macros Word COM D Ej l:l:l B __ RS XML Mapping Restrict | Document
Basic A\ Macro Security Add-ins Add-ins L_| = = Pane Editing Template
Code Add-ins Controls Mapping Protect Templates

Control Properties

View or modify properties for the
selected control,

Store Survey

Date of Purchase: Click or tap to enter a date. Product(s) Purchased

Store Location:

Was this your first time shopping with us?

Yes
No

How would you rate your shopping experience with us?

oo e ||

Would you shop with us again?

Home Phone Number: Email Address:
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The appropriate Properties dialog box will open. Here, you can modify various aspects of the

control:

(Note that this dialog box may look different, depending on what type of control you have

selected.)

Content Control Properties ? >

General
Title: |
Taq:

Show as: |Bounding Box| ~

LColor: 2 b

|:| Use a style to format text typed into the empty control
Style: |Default Paragraph Font| s

A, Mew Style...

|:| Bemove content control when contents are edited

Locking

|:| Content control cannot be deleted
|:| Contents cannot be edited

Drop-Down List Properties

Display Mame Value Add...

Choose an item. Modify...

Remove

Move Up

Move Down

Cancel
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For this example, we can add the desired values for the drop-down menu by clicking the Add
button:

Content Control Properties 7 x

General
Title: |
Tag:

Show as: |Bounding Box|

LColor: ﬂ -

[ ] Use a style to format text typed into the empty control
Style: |Default Paragraph Font |«

A

Py New Style..,
|:| Bemove content control when contents are edited
Locking

|:| Content control cannot be deleted
|:| Contents cannot be edited

Drop-Down List Properties

Display Name Value Add...
Choose an item. Modify..
Remove
Move Up
Move Down

Cancel

Now, we can type the name of the drop-down entry. (The Value field will automatically be
populated as you do this.) Click OK:

Add Choice ? 4

Display Name: | Eyrellent]

Value: Excellent

Cancel
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The entry will now appear in the Content Control Properties dialog box:

Repeat the above process to continue adding more entries. Click OK to save your changes when

you are finished.

Content Control Properties 7 >

General
Title: |
Tag:

show as: Bounding Box|

Colon i -

|:| 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

Drop-Down List Properties

Display Name Value Add..,
Choose an item o
|F_xcellent Excellent Modify..
Remaove
Move Up
Move Down

Cancel
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Toggling Form Field Shading

The Legacy Forms menu also contains a command to toggle shading on or off for all the fields in a

particular form:

AutoSave (@ off) = O Search -

File Home Insert Draw Design Layout References Mailings Review View Developer Help

ﬁia_:] E ff@ Record Macro C@ {@} Ei@ Aa Aa B BB | o8 Design Mode @ [‘EI H
®I | EF =a /

Visual Macros Add-  Word COM D XML Mapping Restrict | Document

Basic & Macro Security ins  Add-ins Add-ins ’E=|i1 Eﬁ = = Group ~ Pane Editing Template
Code Add-ins Legacy Forms Mapping Protect Templates

EE E?ESQ
ActiveX Contrd £, Field Shading

MEA o ezl
BlmEg EW

Clearing Entered Data from Form Fields

You can also use the Legacy Forms menu to reset all fields in a form to their default information:

AutoSave (@ off) = O Search
File Home Insert Draw Design Layout References Mailings Review View Developer Help
@] ::D’ [E@ Record Macro [:(j {@}_‘ = Aa Az B 52 | [2f] Design Mode i EI \H
g==l |E2 - s dop = = 'd
@l A1 Properti
Visual Macros Add- Word COM _. roperties XML Mapping Restrict | Document
Basic & Macro Security ins  Add-ins Add-ins ,E=|ﬁ @ 4 1= Group ~ Pane Editing Template
Code Add-ins Legacy Forms Mapping Protect Templates

LA 6>|}
ActiveX Controls | gecet Form Fields

MEA @ E2E
Bo=EER

Protecting a Form

If you have completed your form, we recommend that you protect it so it cannot be edited by
users (except, of course, for the portions that need to be filled in). To protect the form, click

Developer - Restrict Editing:

AutoSave (@ off) = P Search -

File Home Insert Draw Design Layout References Mailings Review View Developer Help

@EEZ EEI’ [Fg Record Macro (gj {Eé}: E%@} Aa Az B B8 | [N Design Made @ :_ [BEI \H
@I wl=s == Properti f

Visual Macros Add- Word COM __ S AML Mapping Restrict | Document

Basic M\ Macro Security ins  Add-ins Add-ins ’E=|ﬁ Eg ~ = Pane Editing Template
Code Add-ins Controls Mapping Protect Templates
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You will then see the Restrict Editing task pane. Check the second box and choose “Filling in

forms” from the drop-down menu:

AutoSave (@ ofr) £ Search John Smith IS = = m]
file  Home  Insert Draw  Design  layout  References  Mailings  Review  View Developer Help  Table Design  Layout % Share
@] E‘ [7@ Record Macro {é} E& Aa b B [ Design Mode @ 8 Dﬂ “Eﬂ
il wislEil= /
Visual Macros Word  COM _D. XML Mapping Restrict | Document
Basic A\ Macro Security Add-ins Add-ins | [E3 % ~ = Pane Editing | Template
Code Add-ins Controls Mapping Protect Templates ~

Restrict Editi.. ~ %

1. Formatting restrictions
[[] Limit formatting to a selection
of styles
Settings...
2. Editing restrictions

Store Survey & Atowo

nly this type of editing
t

inthe documen
2 ms -
Date of Purchase: Product(s) Purchased Tracked dranges
Store Location: | G
‘Was this your first time shopping with us? INoshangssiRead oot ot
settings? (Yo in turn them off
later)
Yes, Start Enforcing Protection

How would you rate your shopping experience with us?

Would you shop with us again?

Home Phone Number: Email Address:

See also

Restrict permission...

| Pagetort S7words [[J English (United States) [ (& Accessibility: Investigate T Focus B - ] + 100

Then click Yes, Start Enforcing Protection. You will see this dialog box appear:

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): |
Reenter password to confirm:

User authentication

[Authenticated owners can remove document protection.
The document is encrypted and Restricted Access is

enabled.)

Here, you can choose to protect the form using a password or user authentication. We
recommend that you always enter a password; otherwise users can easily unprotect the form.
However, passwords are not required: simply leave the password fields blank if this is what you

wish to do.

Once you click OK in this dialog box, the Restrict Editing task pane will change to let you know you

can only fill in the form:
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AutoSave (8 Off) . - P Search John Smith IS = — [m]
File Home Insert Draw Design Layout References Mailings Review View Developer Help 1 Share
1 R [mes & 3| @
Visual K CoM XML Mapping Restrict
Basic A\ Macra Security Add-ins B~ Pane Editing
Code Add-ins Controls Mapping Protect Templates ~

Restrict Editi.. ¥ %

Your permissions

This document is protected from
unintentional editing.

You may only fill in farms in this
region.

LSto re Survey

Date of Purchase: Product(s) Purchased

Store Location:

Was this your first time shopping with us?

How would you rate your shopping experience with us?

Would you shop with us again?

Home Phone Number: Email Address:

Stop Protection

Page1of 1 37words [} English(Canada) [g ¢k Accessibility: Investigate T Facus B - 1 + 100%

To stop protecting the form, click Stop Protection. If a password has been used to protect the
form, you will be prompted to enter it. (Without the password, the document cannot be
unprotected.) If a password has not been used, the document will simply be unprotected and
available for editing.

Activity 5-1: Creating a Form

In this activity, you will create and test a simple form.

1. To begin, open Microsoft 365 Word. Create a blank document.
2. If you already have the Developer tab enabled, skip to Step 4. Otherwise, click File =
Options:
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3. The Word Options dialog box will appear. Click the Customize Ribbon category on the

left-hand side. Check the Developer checkbox and click OK:

Word Optiens

General

Display

Proofing

Save

Language

Ease of Access
Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

[@‘% Customize the Ribbon and keyb

Choose commands from: G

Popular Commands

Accept Revision

Add Table

Align Left

Bullets

Center

Change List Level

Copy

Cut

Define Mew Number Format...
Delete

Draw Table

Draw Vertical Text Box
Email

Find

Fit to Window Width

Font

Font Color

Font Settings

Font Size

Footnote

Format Painter

Grow Fent

Insert Comment

Insert Page Section Breaks
Insert Picture

Insert Text Box

Line and Paragraph Spacing
Link

Keyboard shortcuts:

= [ToEHET = hHiNE

FENIT =4

oard shortcuts.

Customize the Ribbon: G
- Main Tabs -

ey
[ Insert (Blog Post)
Outllmng
3 [ Background Removal
B A Home

Clipboard

Font

Paragraph

Styles

Editing

Voice

Editor
[ Insert
[w] Draw

Ko

Design
» Layout
References
Mailings
Review
View
—
3 [ add-ins
Help -

4 | New Tab | | MNew Group ‘ ‘ Rename... ‘
= Customnizations: i
i

OK Cancel
g

4. With the
Developer tab
now displayed,
create a table that
looks like the
following. Use the
Insert tab to
create the table
and the
contextual tabs to
design it. (You can
start by creating a
2x7 table and
then

Store Survey

Date of Purchase:

Product(s) Purchased

Store Location:

Was this your first time shopping with us?

How would you rate your shy

opping experience with us?

Would you shop with us aga

in?

Home Phone Number:

‘ Email Address:

merging/splitting cells as necessary.) Do not forget the “Store Survey” title!
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5.

6.

Click File = Save As = Browse:

When the Save As dialog box appears, select Word Template from the “Save as type”
drop-down menu. Name the document Activity 5-1 and save it to your desktop. Click

Save:

Print

Share

Export

Transform

Close

Acme Widgets

OneDrive - Acme Widgets

jsmith@acmewidgets.onmicrosoft.com

Sites - Acme Widgets

jsmith@acmewidgets.onmicrosoft.com

Personal

a OneDrive - Personal
getwindowsapps@outlook.com

OneDrive - Personal
jsmith@acmewidgets.onmicrosoft.com

Other locations
E@ This PC
o) AddaPlace

B Browse s

ﬂ Save As
<« « 4 I > ThisPC » Desktop » v O Search Desktop
Organize + Mew folder = -
# Ouick access ~ Mame - Date modified Type Size
[ Desktop » Word Files 2020-06-1010:10 ... File folder
E] Documents *
< Downloads *
&# Dropbox o
Jeo Creative Cloud Files
&=/ Pictures E
3 This PC g
Il Microsnft Word i
File name: | Activity 3-1
Save as type: | Word Template
Authors: John Smith Tags: Addatag Title:  Add a title

Save Thumbnail

» Hide Folders

Tools - Cancel
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7. Returning to the document, click inside the Date of Purchase cell to place the cursor

there. Add a space after the colon if necessary:

Date of Purchase: |

8. Click Developer - Date Picker:

AutoSave (@ off) D) = Activity 5-1 - P Search -

File Home Insert Draw Design Layout References Mailings Review View Developer Help Table Design
Ea_sé — ERE[D’d Macra = Aa ba b BB @Design Mode _- W
HME”" Ed? ﬁ ES D XMLMEI' R[EI &
isual acros o b apping estrict | Document
Basic ,& Macro Security ins  Add-ins Add-ins E‘E E§~ k = Pane Editing Template
Code Add-ins Controls Mapping Protect Templates
9. The control will be added. Click to place your cursor beside the words “Product(s)

Purchased.” Press Enter twice. Click the Rich Text control on the Developer tab:

AutoSave (@ of) i~ Activity 5-1 ~ £ search John Smith

File Home Insert Draw Design Layout References Mailings Review View Developer Help Table Design Layout
@] F [F@ Recard Macro (J @ E| Aa 4a B BB [2f Design Mode El g D ‘Eﬂ
= =L o, o B E*Ei E ' o
Visual Macros Add-  Word  COM = XML Mapping Restrict | Document
Basic A\ Macro Security ins  Add-ins Add-ins | [Em B~ = Pane Editing | Template
Code Add-ins Controls Wapping Protect Templates
L L ® 1 Rich Text Content Control 3'8'“"“"“"'5"“"'6“0‘""7‘

Insert a rich text content control.

Store Survey

Date of Purchase: Click or tap to enter a date. Product(s) Purchased

| —

Store Location:

‘Was this your first time shopping with us?

How would you rate your shopping experience with us?

‘Would you shop with us again?

Home Phone Number: Email Address:
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10.

This will insert the control. Next, select it and copy it:

Activity 5-1 P Search John Smith 1S = - [m]
File  Heme  Insert  Draw  Design  layout  References  Mailings  Review  View  Developer Help  Table Design  Layout 1% Share 7 Comments
- = [
[5@ Record Macro Kj {‘9’}3 L—\ Aa A3 B B8 | [0 Design Mede E} [h Eﬂ
1 O S [E] Properties =]
Visual Macros Add- Word  COM JIe XML Mapping Restrict | Document
Basic A\ Macro Security ins  Add-ins Add-ins = Group~ Panc Editing | Template
Code Add-ins Controls Mapping Protect Templates
L 1 i # ' 1 ' 2. 3 - 4 s ' [y, 7
- = Calibri (Bo ~ (11 «| A" A" 1= v 1=« Eﬁv @.
- Date of Purchase: Click or tap to enter a date. Product(s) Purchased ||B [ = 2 . A . & . [§] v <F Inset Delete
Store Location: L |
. Was this your first time shopping with us? & S (R m i X ca
- (@ Copy
" [l Paste Options:
m How would you rate your shopping experience with us? & &
) D smart Lookup
" Synonyms >
Would you shop with us again? 5% Tranglate
Remaove Content Control
Insert >
Home Phone Number: Email Address:
Delete Cells..
7] [ spiit Cells...
- Border Styles >
- 14 Text Direction.
] B Table Properties..
- @ Link >
M +
New € t
Pagelof1 7ofSTwerds [} English(Canada) [Eg (y Accessibility: Investigate 1 New D_m_men g B - 1 + 1003
ight-click inside the “ il " fiel lick >
11. Right-click inside the “E-mail address” field and click Paste - Keep Source
AutoSave Activity 5-1 = P search John Smith IS ®| - o
Fle  Home  nsert  Draw  Design  layout  References  Maiings  Review  View Developer Help  Table Design  Layout % Share 3 Comments
@Z] F! [Fd Record Macro KJ {;(5}3 E\ Aa A2 B T [N Design Mode @ [h “Eﬂ
== LT o) O % B )
Visual Macros Add- Word COM = XML Mapping Restrict | Document
Basic M\ Macro Security ins  Add-ins Add-ins | [Eg E9 ~ = Editing | Template
Code Add-ins Controls Mapping Protect Templates
L 1 P @ e b o 2 3 cle ot d e e B e 6 R CT o
: Store Survey Paste Options:
; PG
B - enter ad w
b Date of Purchase: Click or tap to enter 2 date Productis) Purchased L o
Store Location:
T e
. “Was this your first time shopping with us? Click or tap here t
] How would you rate your shopping experience with us?
‘Would you shop with us again?
Home Phone Number: Email Address: Click or tap here o enter text.
Pageleof1 Siwords [[J English Canada) B8 ¢ Accessibilty: Investigate . Focus B - 1 + 100

Note that the rest of the right-click menu fades away when you point to Keep Source

Formatting. The control will be pasted once you click the command.
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12. Click Developer - Restrict Editing:

AutoSave (@ o) D~ Q= Activity 5-1 ~ P Search -

File Home Insert Draw Design Layout References Mailings Review View Developer Help Table Design
@] E [58 Record Macro 5:) {CSJ @ Aa Aa B 2 [of Design Mode @
@I [ ER il
Visual Macras Add- Word COM _D_ XML Mapping Document
Basic A\ Macro Security ins  Add-ins Add-ins | B3 B~ = Pane Template
Code Add-ins Contrals Mapping Protect Templates

13. The Restrict Editing task pane should now be displayed. Check the checkbox under “2.
Editing restrictions” and then select “Filling in forms” from the drop-down menu:

Restrict Editi.. = %

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] |"|
Tracked changes

Comments

0
Mo changes (Read P_”_'E]...g_. —~and

choose users who are allowed to
freely edit them.

Groups:
[1|Everyone

&% More users..,

3. Start enforcement

Are you ready to apply these
settings? [You can turn them off
later]

Yes, Start Enforcing Protection
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14. Now click “Yes, Start Enforcing Protection” at the bottom of the pane:

Restrict Editi.. ~ *

1. Formatting restrictions

|:| Limit formatting to a selection
of styles

Settings...
2. Editing restrictions

Allow only this type of editing
in the document:

Filling in forms -

3. Start enforcement

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

Yes, Start Enforcing Protection

(If this command is not available, click Developer - Design Mode.)

15. The Start Enforcing Protection dialog box will open. Click OK to protect the form

without a password:

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):
Reenter password to confirm:

User authentication

[Authenticated owners can remove document protection.
The document is encrypted and Restricted Access is

enabled.)

In a real-world scenario, you would choose a strong password that is a mix of
uppercase and lowercase letters, numbers, and special characters.

16. Save your document as Activity 5-1 Complete. Close Microsoft 365 Word to complete

this activity.
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TOPIC B: Manipulate Forms

So far in this lesson, we have created a basic form. It is now time to learn about manipulating the

controls in a form. You will learn how to modify the title of a control, change its properties, and

assign help to a form field.
Topic Objectives

In this session, you will learn:

e How to modify the title tab for a control

e How to add help to a form field

Modifying a Control’s Title Tab

Many controls are identified by a title that appears at the top of its bounding box:

el | 2 Purchase Date

Date of Purchase? Click or tap to enter a date.| -

To modify a title (or to add one if none is present), select the control and click Developer =

Properties:

AutoSave (@ off) LR =

O Search

Developer Help Table Design

[ @

Restrict Document
Editing | Template

Protect Templates

Store Survey

File Home Insert Draw Design Layout References Mailings Review View
s E [i@ Record Macra @ E| B 28] Design Mode EI
== & 5 dgh et
Visual Macros Word  COM Bleigat= XML Mapping
Basic M\ Macro Security Add-ins Add-ins Pane
Code Add-ins Controls Mapping
Control Properties
View or modify properties for the
selected control.
]

Date of Purchase: Click or tap to enter a date.

Store Location:

Yes [0
No[J

Was this your first time shopping with us?

Product(s) Purchased

How would you rate your shopping experience with us?

Chemten

Would you shop with us again?

Home Phone Number:

Email Address:
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The Properties dialog box for that control will open. Enter the desired title in the appropriate field

and click OK:

General

Tag:

LColor: ﬂ -

Locking

A New style...

Content Contrel Properties

Title: Experience Rating|

Show as: |Bounding Box|

|:| Content control cannot be deleted
|:| Contents cannot be edited

Drop-Down List Properties

Display Name
Choose an item.
Excellent

Value

Excellent

|:| Use a style to format text typed into the empty contral
Style: |Default Paragraph Font| «

|:| Bemove content control when contents are edited

Add...

Modify...
Remove
Move Up

Move Down

Cancel

The title will now be applied:

= Experience R,atingl

Choose an item. |- |

How would you rate your shopping experience with us?
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Adding Help Contents to Form Fields

Sometimes it may not be obvious what a particular form control is used for or what sort of

information the user is supposed to enter. Word allows you to add help information to some form

fields to better describe the type or format of information that is required for a particular field.

To start, open the control’s property dialog box by clicking Developer = Properties. Then, click

the Add Help Text button:

Drop-Down Form Field Options

Drop-down item: Items in drop-down list:

Add ==

Remove

Run macro on
Entry: Exit:

Field settings
Bookmark: |Dropdowni

Drop-down enabled
|:| Calculate on exit

Cancel

Upon completing this action, you will see the Form Field Help Text dialog box. You have the option

to display help in the status bar or in a pop-up box when the F1 key is pressed on the keyboard.

Set your options in the desired tab(s) and click OK:

Form Field Help Text

Status Bar  Help Key (F1)

() Mone

AutoText entry:

@ Type your own:

Please choose one.|

Cancel

Once you click OK, the help information will be applied to the selected control.
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Activity 5-2: Manipulating Forms

In this activity, you will modify control properties in a variety of ways, including adding help text.

Ensure that the Developer tab is enabled before beginning this activity.

1. Open Microsoft 365 Word. At the Start

screen, click Open - Browse:

R Shared with Me
Acme Widgets

OneDrive - Acme Widgets

jsmith@acmewidgets.onmicrosoft.com

Sites - Acme Widgets

jsmith@acmewidgets.onmicrosoft.com

Personal

OneDrive - Personal
getwindowsapps@outlook.com

OneDrive - Personal
jsmith@acmewidgets.onmicrosoft.com

Other locations

E@ This PC

) AddaPlace
B Browse h

3. Browse to the Lesson 5 folder of your Exercise Files. Click to select Activity 5-2 and click

Open:

@l Open X
T <« Jan » Desktop » Word Files » ExerciseFiles » Lesson3 v O Search Lesson 5 -l
Organize ~ MNew folder k2~ [ 0
# Quick access (o) MName Date modified Type
[ Desktop - ﬂ Activity 5-1 Complete 02:41PM  Micros
@ Documents » @ Activity 5-2 202 1:37PM  Micros
* Downloads -
&# Dropbox -
Lo Creative Cloud Files -
&= Pictures -
& This PC -+
Gl Microsoft Word
[ Desktop
23 Dropbox
— " v < >
File name: | Activity 5-2 v | All Word Decuments ~
Tools - Cancel
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4, The template will open for editing. Click to place your cursor at the end of the line “How
would you rate your shopping experience with us?” text. Press ENTER twice. Click
Developer - Legacy Tools - Drop-Down Form Field:

AutoSave (@ off) )~ = Activity 5-2 - 2 Search John Smith  Js

File Home Insert Draw Design Layout References Mailings Review View Developer Help Table Design Layout

@E‘ E EI)‘Re:ord Macra @ @ Ii—_g} Aa Az B B8 | M) Design Mode @ . - I:BEI ‘E

wal=s =
Visual Macros Add- Word COM _D_ XML Mapping Restrict | Document
Basic A\ Macro Security ins  Add-ins Add-ins | g £~ = Pane Editing | Template
Code Add-ins Legacy Forms Mapping Protect Templates
o 000 oo &g ----- ERrrz s a2 e R A E v g 6 T
m!%&@@
Active) Drop-Down Form Field
HE A @ BE
Blo=E S
Date of Purchase: Click or tap to enter a date. Product(s) Purchased

Store Location: _
Click or tap here to enter text.
‘Was this your first time shopping with us?

How would you rate your shopping experience with us?

e

‘Would you shop with us again?

5. The field will be inserted. Now we should add entries to it. With the field still selected,
click Developer - Properties:

Activity 5-2 ~ O Search -

File Home Insert Draw Design Layout References Mailings Review View Developer Help Table Design

@?i: F‘D’ ?Rawrd Macro &j {é}: @ Aa Az B BB | [ Design Mode @ . _’_ I:BE ﬁ

] Ef E Properti
Visual Macros Add- Word COM _. L2 ISL\\) 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
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6. The Drop-Down Form Field Options dialog box will open. In the “Drop-down item” field,

type “Excellent.” Click Add >>:

Drop-Down Form Field Options

Drop-down item: Items in drop-down list:

IExcellenﬂ

Add == [

Remove

Move

Eun macro on
Entry: Exit:

Field settings
Eookmark: |Dropdowni

Drop-down enabled
|:| Calculate on exit

Add Help Text...

OK Cancel

7. Repeat Step 6 to add entries for Good, Average, Poor, and Abysmal:

Drop-Down Form Field Options

Drop-down item: ltems in drop-down list:

X

Excellent

Good
Add == Average

Poar

Remove
Eun macro on
Entry: Exit:

Field settings
EBookmark: |Dropdowni

Drop-down enabled
|:| Calculate on exit

Add Help Text...

Cancel
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8. Click Add Help Text:

Drop-Down Form Field Options ? et
Drop-down item: Items in drop-down list:
| Excellent
Good -
Add == Average Mave
Poor
-
Eemnve Ab}fsmal
Run macro on
Entry: Exit:
S S
Field settings
Eookmark: |Dropdowni
Drop-down enabled
|:| Calculate on exit

Add Help Iext...[

9. The Form Field Help Text dialog box will open. In the “Type your own” field of the Status
Bar tab, type, “Rate your most recent visit only.” Click OK:

Faorm Field Help Text

Status Bar  Help Key (F1)

Oﬂnne

AutoText entry:
@ Type your own:

Rate your most recent visit nnl].r.|

Cancel

291



Microsoft 365 Word: Part 3

10. Click OK in the Drop-Down Form Field Options dialog box:
Drop-Down Form Field Options ? X
Drop-down item: ltems in drop-down list:
Good -
Add >> Average Move
Poar
Remove Abysmal 7
Run macro on
Entry: Exit:
Field settings
Eookmark: |Dropdowni
Drop-down enabled
|:| Calculate on exit
Add Help Text.., Cancel
11. Let us test our new field. Click Developer - Restrict Editing:
AutoSave (@ o) By s Activity 5-2 ~ O Search -
File Home Insert Draw Design Layout References Mailings Review View Developer Help Table Design
@ F [f@ Record Macro g {C}'}J Ii—:‘ Aa Aa B BB [bf Design Mode @ I:h \H
% 5 S B |AneEE A
Visual Macros el Add-  Word COM __Pmpeme; XML Mapping Restrict | Document
Basic A\ Macro Security ins  Add-ins Add-ins = [Eg E§ ~ 1= Group ~ Pane Editing | Template
Code Add-ins Controls Mapping Protect Templates
12. You will see the Restrict Editing task pane appear.

Check the second box and choose “Filling in forms”

Restrict Editi.. ~

from the drop-down menu. Then, click Yes, Start

Enforcing Protection:

1. Foermatting restrictions

|:| Limit formatting to a selection
of styles

Settings...

X

2. Editing restrictions

Allow only this type of editing
in the document:

Filling in forms

3. Start enforcement

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

Yes, Start Enforcing Protection
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13.

14.

15.

In the Start Enforcing Protection dialog box, click OK to start protecting the form
without a password:

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): |
Reenter password to confirm:

User authentication

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

enabled.)

Save the document as Activity 5-2 Complete. Click the drop-down field that we just

created. Notice the options available. As well, look at the status bar to see the help text:

AutoSave (@ 0F) D1 = Activity 5-2 Complete + O Search

Fle  Home  Insert Draw  Design  Layout  References  Mailings ~ Review  View  Developer  Help  Table Design  Layout

®EE g B |aa=2H B | L4 =
= . B
Visual com | AEREIER .D. XML Mapping Restrict
B: A\ Macro Security Add-ins | BE E9 = Pane Editing
Cod Addins Controls Mapping Protect Templates ~
L s i 2 SIS 6 BT
B x
N Date of Purchase: Click or tap to enter a date. | Product(s) Purchased
Store Location: y
Click or tap here to enter text
Was this your first time shopping with us?
How would you rate your shopping experience with us?
" Excellent
Good
| Average
. Poor shop with us again?
N Abys
Home Phone Number: E-Mail Address: Click or tap here to enter text.
l Stop Pratection
o] B - N + 100%

Close Microsoft 365 Word to complete this activity.
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TOPIC C: Form Data Conversion

In the last topic, we learned how to use legacy controls, which can store form data in a plain text

format. In this topic, we will learn how to access and interpret that data.

Topic Objectives

In this session, you will learn:

e How to save form data as a plain text file
e How form data is saved

e How to link a form to a database

e How to set tab order for controls

Save Form Data as a Text File

Here is a sample form that uses legacy controls. You can see that the form has been filled out:

aved to this PC ~ P search
File Home Insert Draw Design Layout References Mailings Review View Developer Help
s L;:!D [5@ Record Macro @ @ EL Aa Az Bl 58 | [bf Design Mode @ D‘j
= B | e -
Visual Macros Add- Word COM XML Mapping Restrict
Basic Ay Macro Security ins  Add-ins Add-ins | [ E§ - Pane Editing
Code Add-ins Controls Mapping Protect

Store Survey

Table Design

g

Document

Template

Templates

Date of Purchase: 2020-07-01 Product(s) Purchased
Store Location: 1 Hamster
- - - - 1Cage
Was this your first time shopping with us? &
1 Carrier
Yes &
No[l

How would you rate your shopping experience with us?
Average

Would you shop with us again?
Yes &
No [0

Home Phone Number: 955-959-9595

Email Address: jsmith@acmewidgets.com

Page1of1 Sswords [[} English (Canads) [ <Ay Accessibility: Investigate

. Focus

John Smith

Layout

1% Share

7 Comments
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To save form data as plain text,

Browse:

click File = Save As -

Share

Export

Transform

Close

Then, in the Save As dialog box, click Tools - Save Options:

Acme Widgets

. OneDrive - Acme Widgets
J

smith@acmewidgets.onmicrosoft.com

Sites - Acme Widgets

jsmith@acmewidgets.onmicrosoft.com

Personal

a OneDrive - Personal
getwindowsapps@outlook.com

. OneDrive - Personal

jsmith@acmewidgets.onmicrosoft.com

Other locations

5 isec

1) AddaPlace
B Browse I

Il saveas s
« « Il > ThisPC » Desktop » v O Search Desktop 2
Organize = Mew folder B < e
~
A i o
v 3 Quick access Name Date modified Size
[ Desktop » Word Files 2020-06-10 3:39 PM  File folder
== Documents +
* Downloads +
&# Dropbox *
Je Creative Cloud Files #
= | Pictures -
3 This PC *
Tl Microsoft Word w7 Eg
File name: | Survey
Save as type: | Word Document
Authors:  John Smith Tags: Addatag Title: Add a title
[+ Save Thumbnail
A Hide Folders Tools ~ Cancel
Map Metwork Drive... "
Save Options... |}
General Opticns...
Web Options...
Compress Pictures...

Click the Advanced category and check “Save form data as delimited text file:”
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Word Options

General

Display

Proofing

Save

Language

Ease of Access
Advanced

Customize Ribbon
Cuick Access Toolbar

Trust Center

Allow fields containing tracked changes to update before printing
[] Print on front of the sheet for duplex printing

[ Print on back of the sheet for duplex printing

Scale content for A4 or 8.5 % 11" paper sizes

Default tray: | Use printer settings A

‘When printing this document: | Survey -

[ Print PostScript over text
7 Print only the data from a form

Save

[ Prompt before saving Normal template &
[ Always create backup copy
[] Copy remotely stored files onto your computer, and update the remote file when saving

Allow background saves

Preserve fidelity when sharing this document: | @ Survey -

> Save form data as delimited text file;

Embed linguistic data

General

[ Confirm file format cenyersion on open

Update automatic links at open

[] Allow opening a document in Draft view
Enable background repagination

1 Show add-in user interface errers

Mailing address:

oK ,\J| Cancel |
L
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Click OK. You will now be returned to the Save As dialog box, where you can choose the file name

and location. Ensure that the file type is set to plain text and click Save:

» Hide Folders

ﬂ Save As
“ < 4 Bl s ThisPC s Desktop » v O Search Desktop
Organize - Mew folder EEE
A - ifi iz
# Quick access Name Date modified Type Size
[ Desktop - Word Files 2020-06-10 3:538 PM  File folder
@ Documents *
‘ Downloads *
&* Dropbox *
Lo Creative Cloud Files
&= Pictures -
O ThisPC *
Tl Microsoft Word il (S
File name: | Survey Data
Save astype: | Plain Text
Authors:  John Smith Tags: Add atag Title: Add a title

Tools Cancel

After you click Save, you will see the File Conversion dialog box:

Text encoding:

Options:
|:| Insert line breaks

End lines with: | CR / LF

Preview:

File Conversion - Store Survey Data.bet

D Allow character substitution

Warning: Saving as a text file will cause all formatting, pictures, and objects in your file to be lost.

if O ms-pos O Other encoding:

? x

Wang Taiwan

Western European [DO5)
tern European [IA5)

tern European (150

Western Eur-:uiean [Mac

"Excellent”
O

Here you can confirm that the data preview looks correct and then set advanced options. When

you are ready, click OK. The file will now be saved as plain text.
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How Data is Saved

When you open a plain text file that contains form data, you will see the information that was

entered in the fields:

4

File Edit Format Wiew Help
"July 1, 2828","1 widget
1 hammer

12 nails”,"Center City",1,8,"Average”,1,8,"999-658-5342"  "john@gacme.com"

Most of the data should be quite readable. Checkboxes will be represented as 1 for Yes and O for

no, with the first number representing the selected value.

Linking the Form to a Database

You can also use macros to link the form to a
database so that data in legacy controls is
automatically transferred when the form is
completed. To do this, you must identify each

control with a bookmark name:

Text Form Field Options

Text form field

Type: Default text:
Reqular text w
Maximum length: Text format:
Unlimited =

Run macro on
Entry: Exit:

Field settings

Bookmark:

Home Phone Mumber

Fill-in enabled
|:| LCalculate on exit

Add Help Text..

Cancel

You can then create a button to execute the macro and transfer the data in each form field to the

appropriate database field:

Poor

Would you shop with us again?

Yes [
No [

Heme Phone Number:

Submil

How would you rate your shopping experience with us?

E-Mail Address:
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The process for coding this type of macro requires advanced
and is beyond the scope of this manual.

Modifying Tab Order

Access and Visual Basic knowledge,

In order to speed up data entry, form developers often choose to set the order in which fields are

selected when the user presses the Tab key. Unfortunately, there is no interface command for this

feature when using Word forms. You must manually code a macro to achieve this. This process

requires advanced knowledge of Visual Basic, and is beyond the scope of this manual.

Activity 5-3: Converting Form Data

In this activity, you will fill out a form, save the data as plain text, and view the converted file.

1.

Activity 3-3

Open Microsoft 365 Word and create a new document based on Activity 5-3:

D search

Autasove @D [F] D~

Fill out the
form by

Home nset  Draw  Design  Layout  References  Mailings  Review

T

Paragraph

entering
data in the
appropriate
fields and
using the

Store Survey

&2
Date of Purchase: July 1, 2020
Store Location: Center City
Was this your first time shopping with us?

[X] ves
Cno

provided R ————
Average
controls:

Would you shop with us

[X] ves
Cno

again?

Home Phone Number: 899°650-5342

Page 1011 sswords [ Engish United States) g Accessbily: Investigate

B

View  Developer  Help  Table Design  Layout

AaBbCCDC AsBbCDC AaB

Styles

Product(s) Purchased
1 widget
mmmmm

with us?

E-Mail Address: john@acme.com

[ Focus B -

299



Microsoft 365 Word: Part 3

3. Next, click File & Save As < Browse:

Print

Share

Export

Transfarm

Close

Acme Widgets

. OneDrive - Acme Widgets

jsmith@acmewidgets.onmicrosoft.com

Sites - Acme Widgets

jsmith@acmewidgets.onmicrosoft.com

Personal

a OneDrive - Personal
getwindowsapps@outlook.com

OneDrive - Personal
jsmith@acmewidgets.onmicrosoft.com

Other locations
E@ This PC
—@ Add a Place
[~ Browse
s

4. In the Save As dialog box, click Tools < Save Options:

u Save As
« - 4 <« Desktop » Word Files » ExerciseFiles » Lesson 5 v & Search Lesson 5
Organize *  New folder -
PicStream *  Name Date modified Type Size
=/ Pictures
No items match your search.
P Saved Games
7 Searches
& SkyDrive (2).0ld
& SkyDrive.old
Tracing
B videos
3 This PC
= v <
File name: | Store Survey
Save as type: | Word Document
Authors:  John Smith Tags: Add atag Title: Add a title
[ 5ave Thumbnail
Tools ~ Cancel

» Hide Folders

Map Netwerk Drive...
Save Options...

General Options... s
Web Options...

Compress Pictures...
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5. Click the Advanced category. Scroll to the “Preserve fidelity when sharing this
document” section. Check “Save form data as delimited text file:”

Word Options

General
Display
Proofing

Save

Ease of Access
Advanced

Customize Ribbon
Quick Access Toolbar

Trust Center

Language .

[T Always create backup copy
[] Copy remotely stored files onto your computer, and update the remote file when saving
Allow background saves

Preserve fidelity when sharing this document: @ Document12

ave form data as delimited text file

mbed linguistic data
General

[ Confirm file format conyersion on open
Update automatic links at open

[ Allow opening a document in Draft view

[ Show add-in user interface errors

Mailing address:

Web Options...

Layout options for: @ Document12 -

[] Add space for underlines

[] 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

O Don't expand character spaces on a line that ends with SHIFT+RETURN

o] [ |

Click OK.

6. Back in the Save As dialog box, change the location to your desktop. Enter “Activity 5-3
Complete” as a file name. Make sure the file type is set to Plain Text. Click Save:

ﬂ Save As

ped
« v 4 Il > ThisPC » Desktop » v O Search Desktop el
Organize v MNew folder =2 v (7]
~
v 5 Cuick access ~ Name Date modified Type Size
[ Desktop » ‘Word Files 2020-06-104:34 PM  File folder
|i§f| Documents b
‘ Downloads b
&# Dropbox b
.o Creative Cloud Files #
| Pictures b
[ This PC b
Tl Microsoft Word & = 2
File name: | Activity 5-3 -
Save as type: |Plain Text ~
Authors:  Jan Bates Tags: Add atag Title: Add a title

» Hide Folders

Tools - Cancel
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7.

8.

9

Click OK in the File Conversion dialog box to complete the process:

File Conversion - Activity 3-3 Complete.bd

Text encoding:

‘Warning: 5aving as a text file will cause all formatting, pictures, and objects in your file to be lost.

Oh it (O ms-pos () Other encoding: [ Wang Taiwan

COptions: Western European [DO5)
W . (145

D Insert line breaks estern European |

Western European (I50)

Western Euro i ean [Mac

End lines with: | CR / LF |+
|:| Allow character substitution

Preview:

“Tuly 1, 2020","1 widget

01 hammer

012 nails","Center City",1.0." Average",1,0,"008-650-3342" "john/@acme com"
O

Close Microsoft 365 Word. Do not save any changes to the document.

Find the document you saved to your desktop and double-click it:

Activity 3-3
Complete
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10. Notepad (or a similar program) should open and you will see the data that you
entered:
. |
File Edit Format View Help
“July 1, 2028","1 widget ‘
izh:g’"i:”,'(enter City",1,8,"Average”,1,8,"999-650-5342", "john@acme. com” |
Windows (CRLF) Ln1,Col 1 100%
11. Close Notepad to complete this activity.

In this lesson, you learned how to create Microsoft Word forms. We began with a look at the basic
process of designing a form, adding controls, modifying those controls, and protecting it. We also
learned how to use legacy form controls and what advantages they provide, particularly when
saving form data as plain text or linking it to a database.
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LESSON 6:
MANAGING DOCUMENT VERSIONS

Lesson Objectives
In this lesson you will learn how to:
e Create a new document version using Microsoft Word and Microsoft SharePoint Server

e Compare document versions

e Merge document versions

TOPIC A: Create a New Document Version

In order to facilitate document collaboration and management, Microsoft Word integrates with
Microsoft SharePoint Server. In this topic, you will learn how to access Microsoft Word documents

from a SharePoint server and how to use its powerful versioning features.

Note that for these examples, we will be using a SharePoint Server hosted as part of Microsoft
Office 365 services. If your organization is using an internal server, the images that you see may be
different.

Topic Objectives

In this session, you will learn:
e What Microsoft SharePoint Server is
e About versioning and major versus minor versions
e How to enable versioning on a SharePoint server
e How to access Microsoft Word documents from a SharePoint server

e How to check out, check in, and upload Microsoft Word documents
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Microsoft SharePoint Server

Microsoft SharePoint Server is an online repository and collaboration space where information
can be shared within an organization.

Members of an organization can use Microsoft Edge (or other modern web browsers) to connect

to the SharePoint server anywhere they have access to the internet:

B eﬁ‘ £ Microsoft Office Home j 3 ABC Widgets Inc - Hom X L+ v

&< - O m £ | https://acmewidgets.sharepoint.com/ABC%20Widgets%20Inc/SitePages/Home.aspx +* = 4 &

ABC Widgets Inc Team Blog # EDITLINKS

arch this site - p

Heme Get started with your site  revove s
Notebook
Documents
Recent alla

Team Calendar V

Weekdy Priorities Working on a Add lists, libraries, and

Templates and Share your site. deadline? other apps. What's your style? Your site. Your brand.

esources
Pages
Site contents Newsfeed Documents

B New B Upload 2 Sync v
7 EDTUNKS Start & conversatiol @ =~
v 0
It's pretty quiet here. Invite more people to the site, or start a conversation. g Schedule
Drag files here fo upload
Versioning

While the modern office may still require a lot of paper, most important information and records
are now kept primarily in electronic format. It is common for documents to undergo a series of
changes in their lifetime, so keeping track of what was changed when is important. This process is
referred to as versioning. As of this writing, in Microsoft 365 versioning is turned on by default in

SharePoint libraries and off by default in SharePoint lists.
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Versioning Settings

To enable versioning in a SharePoint Server library, open the desired library. Then, click Settings =

Library settings:

~

<3 | £} Microsoft Office Home EB ABC Widgets Inc - Doct X i+ o

- O fr 2 | httpsy//acmewidgets.sharepoint.com/ABC%620Widgetsds20inc/Shared%20Documents/Forms/Allitems. 7viewpath=%2FABC%20Widgets%20Incoh2Fs b

- T

L e -
shareroint ¢
Team Biog
Settings X
ABC W\dgets |ﬂ[ ¥r Notfollowing £ Share 9
SharePoint
— - — Add a page
Home + New ~ T Upload ~ ¢ Quickedit {3 Sync &8 Export to Excel = AllDocuments ~ ¥ D /S o
Add an app
Site contents
e Documents m%
Documents Getting starts
Restore this library
Pages [ MName Modified Medified By + Add column Site information
Site permissions
Site contents B Schedulexisx May 27 Jane Gibson

Edit

(You may require administrative privileges to access this command.)

When the list of library settings appears, click Versioning settings:

Site usage
Change the look

B <3 | ) Microsoft Office Home

Home
MNotebook
Documents
Recent
Team Calendar
Weekly Priorities

Templates and
Resources

Pages

Site contents

# EDIT LINKS

< - 0O M

SharePoint

ABC Widgets Inc Team Blog # EDITLINKS

Documents » Settings

List Information

Name: Documents
Web Address: https:/facmewidgets.sharepoint

Description:

General Settings

o List name, description and navigation
a Versioning settings

o Advanced settin@

8 Validation settings

= Column default value settings

o Audience targeting settings

o Rating settings
= Form settings

B Document Library Settir I'-l- b

& | httpsy//acmewidgets.sharepoint.com/ABC20Widge

The Versioning Settings page will open. You will see versioning settings on the right-hand side of

the window:
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= ) Microsoft Office Home J £ Document Library Versi 3 l+ ~

&

i1 SharePoint

- O @ & | hitps://ac

ABC Widgets Inc Team Blog # EDITLINKS
_ Settings » Versioning Settings

Weekly Priorities

Templates and
Resources

Pages

Site contents

#' EDIT LINKS

Draft ftem Security

Require Check Out
Specify whether users must chy

ry. Leam about requiring check out

int.com/ABC9620Widgets3s20inc/_layouts/15/LstSetng.aspx7List=9%7861CD366A%2 D6892362DADT A%2 DB4FA% 2 D20BCB3 r = 1L o=

Home Content Approval
Notebonk Specify whether new items or changes to existing items should remain in a draft state until they have been approved. Leam about requiring approval.
Documents
Recent Document Version History
Team Calendar Specify whethera version is created each time you edit 2 file in this document ibrary. Leam about versions.

Require content approval for submitted items?
O Yes ® Mo

Create a version each time you edit a file in this document library?
O Create major versions

Example: 1,2,3, 4
@) Create major and minor (draft) versions

Example: 1.0, 1.1, 1.2, 2.0

Keep the following number of major versions:
500

[ Keep drafts for the following number of major versions:

Who should see draft items in this document library?
® Any user who can read items
O Only users who can edit items

Only users who can approve items (and the author of the item)

Require documents to be checked out before they can be edited?
QO Yes @ No

ok Cancel

Simply choose the desired options and click OK at the bottom of the page.

Major versus Minor Versions

Version numbering in SharePoint is fairly straightforward. A file version number is typically in the

format MajorRevision.MinorRevision. For example, version 3.5 means that there have been five

minor revisions to this third major revision. How you classify a major or minor revision is up to

you. You can even choose to use major versions only and omit the minor version number.

Consider a standard operating procedure document (SOP) for the production of a widget. A minor

revision to the SOP might include a new subsection or an address change. A major revision might

include adding or removing an entire section from the SOP.

Accessing Documents Directly from a SharePoint Site

To open a document stored on a SharePoint server, right-click it and click Open - Open in app:
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*~

m/ABC%%20)

iewpath=92FAB: FS r

« = 0O a 4

p:

gy '0Inc/Shared%20Doc 111t

Z

’O o

Team Blog
ABC Widgets Inc # Not following
Home @& open v 1= Share Publish @ Copylink L Download [l Delete -= Pintotop =D Rename #E Automate - > = All Documents ~ ¥
Notebook
Documents
Documents
Pages D Name ™ Mexdified Modified By + Add column
N
site contents @ @ "Annual Report: Open > | Open in browser 2hn Smith
B  Schedulexlsx Preview EraumzT sne Gibson

Ediit @

Share

Copy link

Manage access

Download

Delete

Automate >

Rename

Pin to top

Move to

Copy to

Version histary
Alert me
More >

Details

B

£ Share

O 2

The document should automatically load into the desktop version of Word. You may also be

prompted to enter your username and password. Once your credentials have been verified, the

file will open:

Home Insert Draw

A
(g,

Paste

Tw Cen MT (Hei ~| 16
B I

Clipboard Font

Page1of2 16Twords [}

Design

< AA Aa-

U~a x, x A~ £ A

o [

English (United States)

References Review View Help

Mailings

Layout Developer

2l
&~ -

F] Paragraph F]

5..‘..1 S .2 ' 3. R R

Ao

THeader.. THead

S=== 1=. 7 Footer E.. T Footer O...

styles
s s

SALES REPORT

Summary

Sales in the West region were stronger than ever, particularly during the first quarter.

West

Data Chart

East North

=Ql =Q2 =Q3 =Q4

$450,000
$400,000
$350,000
$300,000
$250,000
$200,000
$150,000
$100,000

$50,000

$0
South

g Accessibility: Investigate

AcBbCcDdl  AaBbCcDdl AeBhbCeDd  AaBbCeDd

T4, Focus

PFind ~
5 Repl

&% Replace

[y Select ~
Editing
N

1% Share

N

8=
Dictate | Sensitivit
voice | sensitivity

7 Comments

&

Editor

Editor ~

B ——8F——+ 100%
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This file is still saved on the SharePoint server. Therefore, if you click Save in the Quick Access
toolbar or click File - Save, you will be directly saving the file to SharePoint. You will notice that

the Save command looks a bit different because of this:

£l

AutoSave E[:?':k

As well, when saving content to a SharePoint server, you may be asked to enter your username

and password to complete the operation.

Begin Working with Document Versions

Upload One or More Documents to the SharePoint Server

To add items to a SharePoint server library, simply drag and drop the file into the SharePoint

window. Alternatively, click Upload - Files in the document library:

i

B & ‘ ) Microsoft Office Home j B ABC Widgets Inc - Doct X |+ v - ] X

- O @ & | https;//acmewidgets.sharepoint.com/ABCS620Widgets%20Inc/Shared%s20Dacuments/Forms/Allitems.aspx?viewpath=3%2FABC!

T~

P search s Q@& ? 5

iii  SharePoint

Team Blog

ABC W|dge‘[5 Inc ¥ Notfollowing ¥ Share
Home + New v T Upload v ¢ Quickedit £3 Sync B ExporttoExcel 9% Power Apps ~ #I Automate ~ -+ = AllDocuments v ¥ O
Files
Notebook
Docur reider Y
| Documents Temp\ale
Pages [ Name Moified Modified By Add column
Site contents @ “Annual Reportdoox A few seconds ago John Smitn
Edit [} Schedulexlsx May 27 Jane Gibson
Then, the Upload Document Open x
. N « v <« Desktop » Word Files » SampleFiles * Annual Report v | & Search Annual Report r
dialog box will appear and let you
Organize ~ New folder =~ [ @
browse your computer for the @ OneDrive A Nome ) Detemodfied  Type
) . @ OneDrive - Velsoft @3 Annual Report 2 321PM Micros
flle(S) you need to Upload. Click OneDrive for Business - Unsynced Changes [ Executive Report 332PM  Micros
PicStream
Open to begin the upload: = Pictures

4P Saved Games

- Searches

i SkyDrive (2).0ld

¢ SkyDrive.old
Tracing

B Videos

[ This PC
[

File name: | Executive Report | [arites

Cancel
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Checking Out a Document with the SharePoint Server

In order to keep track of what is happening with documents that are uploaded to a SharePoint

server, you can use the Check In/Check Out commands. This system works just like a library or

video rental store. Once the item has been added to the repository, it can be checked out, used in

some way, and then checked back in.

While an item is checked out, it can be modified by others if necessary, but the item will be

opened as read-only to discourage editing. Different user accounts have different permission

settings, so check with your SharePoint administrator for specific file permission restrictions. We

recommend you wait until a checked-out document is restored before attempting to modify it.

In order to check out a file, you will need to select it. Do this by clicking the box to the left of the

file name:

i «—EI‘ ) Microsoft Office Home

<« - O @

Team Blog

ABC Widgets Inc

Home

Notebook

Documents

Pages

Site contents

Edit

SharePoint

-+ New v~ T Upload v~ ¢’ Quickedit 2 Sync €5 Ex
Documents
D Mame
m- “annual Report.doct
I}, @Y Executive Report.docx 4
B Schedulexlsx

J b ABC Widgets Inc - DocL % L+ s

) httpsy//acmewidgets.sharepoint.com/ABC3620Widgets%:20ing

2 search
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With the file selected, click the ellipses ( ) & More = Check Out:

B a B ABC Widgets Inc - Doct X
<« - O @ & i int.com/ABC20 ared%20Documents/For
SharePoint O search
Team Blog
ABC Widgets Inc
Home @ Open ~ 14 Share [ Publish @ Copylink & Download [il Delete < Pintotop =0 Rename £% Automate
Notebook
Documents
Documents
Pages O Name Moxified Mocified By + Add column
Ste contents @ “Annual Report.docx open > hnsmitn
i © @ Executive Reportdocx =3 preview in Smith
Share
@  Schedulexisx N 18 Gibson
Copy link

Manage access

Download

Delete

Automate >

Rename

Pin to top

Move to

Copy to Properties

Version history Workflow

Alert me Compliance details
More > Check out

Details Publish @

You will be notified that the file has been checked out:

5] IP ABC Widgets Inc - Doct -_

< - O @ (4 | hitps://acmewid harep m/ABC3620Widgetsd620 1ared%20Documents/For Il .aspx?viewpath=%2FAB i s i d = f o=
SharePoint S search a0 B ? 15
Team Blog
&
ABC W\dgetg Inc % Not following 1% Share
Home €8 Open ~ £ Shere [ Publish @ Copylink ) Download [i] Delete << Pintotop = Rename #§ Automate » 53 Moveto [} Copyto X~ = All Documen
Notebook Checked cut 1 item
Documents oore
Documents
) Bxecutive Report.docx

Pages O Name Mogified Mosified By + Add column =| Done
Site contents @ “Annual Reportdoo & minutes ago John Smitn
it © O Executive Reportdock = 4 minutes 200 John Smitn

| Schedulexisx May 27 Jane Gibson

The check-out notification to the right of the file name will identify that the file has been checked

out:

)

sl
“Annual Report.docx

You can now download, edit, and save it as previously discussed.
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Checking in a Document with the SharePoint Server

Once you are finished with the document, you can check it back in, or if you do not want to

commit any changes, you can discard the check out. Both commands can be found by selecting the

file, and right-clicking the ellipses ( ") = More - Check in (or, Discard check out):

i SharePoint

Team Blog

Home

Notebook

Documents.

Pages

Site contents

Edit

B ABC Widgets Inc - DocL X

harepoint.com/ABC:

ABC Widgets Inc

@B Open ~ 1 Share [ Publish < Copylink J Download [i] Delete <= Pintotop =D Rename # Automate |

Documents

O nNamew
@) “Annual Reportdoc:
© @ Becutive Reportdoc [E3

B Schedulexis:

Modified

Open

. Preview

Share

Copy link
Manage access
Download
Delete
Automate
Rename

Fin to top.
Move to

Copy to
Version history
Alert me

More

Details

Modified By *
> hnsmith
hn Smith

ne Gibson

Properties
‘Workflow
Compliance details

> | checkin

Discard check out

+ Add column

b

If you click Discard check out, you will be prompted to check in any unsaved changes. If you click

Check In, you will be prompted to set your version options and add a comment. Then click Check

£ ABC Widgets Inc - Docu X

int.com/ABC: Do

Check in Executive Report.docx

Version

() 02 Minar version (draft)

(®) 1.0 Major version (publish)

O 0.1 Qwerwrite the current miner version

Comment

Updated the repnrl‘\

The document will now be checked in.
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Checking Out a Document Using Word 365

You can also check out a document
after it has been opened in
Microsoft Word 365. Click File =
Info & Manage Document - Check
Out:

(n) Home

DNe‘w

= Open

Info
Save
Save As

The document will then be checked

Print

out. (You may be prompted to enter

Share
your user name and password Eram
Transform

before this can be done.)

Close

Account

Feedback

Checking in a Document Using Word 365

Info

Executive Report

Executive Report

ABC Widgets Inc

@ Share

&

Protect
Document ~

a
Check for
Issues ~

O

Version
History

b

Manage
Document

@ Copy path = Open file location

Protect Document

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

Inspect Document
Before publishing this file, be aware that it contains:

= Document properties, document server properties, content type information
and author's name

= Custom XML data

Version History

View and restore previous versions.

Manage Document

T There are no unsaved changes.

Check Out
4, Edit a private copy and prevent
other people from making changes %

[Ty Recover Unsaved Documents
EIO Browse recent unsaved files

To check a document back in, click File = Info = Check In:

Info

Executive Report
ABC Widgets Inc

\&} Share @ Copy path

Check In

A

a Discard Check Out

= Open file location

D Checked Out Document
R

No one else can edit this docurmnent or view your changes until it is checked in.

Executive Report & - Saved

(Notice that you can also discard the check out from here.) You can now enter the details of the

check in:
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Check In

Version Type

What kind of version would you like
@ 1.1 Minor version [draft]

CI 2.0 Majorversion (publish]

Version Comments

Added information about the upcoming Executive meeting.

|:| Eeep the document checked out after checking in this version,

to check in?

Cancel

Once you click OK, the file will be checked back in.

&

View the Version History of a Document

To view the version of a document, select the
file on the SharePoint server and click the
ellipses and select Version history:

< - 0O @

| 1) Miaoso

point.com/ABC%20

& | https://ac %20Inc/Shared%20Documents/Forms/Allitems.;

O Search

SharePoint

Team Blog

ABC Widgets Inc

Home @ Open v | share @ Copylink  Download [il Delete <= Pintotop =0 Rename #3

Notebook

Documents
Documents
Name Modified

Pages Modified By

il

i % > hn Smit
Site contents Annual Report.docx Open > hn smitn

Preview

59

N
~ Executive Report.docx hn Smith

Edit
Share

Schedulexlsx ne Gibson

Copy link
Manage access
Download
Delete
Automate
Rename

Pin to top
Move to

Copy to
\eersion histary
Alert me

More

Details

314




Microsoft 365 Word: Part 3

Version history will be shown. Click the X to close once you are finished.

Version history

Delete All Versions | Delete Minor Versions

MNo. ¢ Modified Medified By Size Comments

11 6/17/2020 8:01 AM John Smith 21.6KE  Added information about the uptoming Executive meeting.
This is the current published major version

10 §/17/2020 7:56 AM John Smith 21.2KB Updated the report.

0.1 6/17/2020 743 AM Johin Smith 20.7KB

Activity 6-1: Creating a New Document Version

In this activity, you will upload a document to a SharePoint server and then open it with Microsoft

Word. Access to a SharePoint server that has versioning enabled in the Documents library is

required to complete this activity.

1. Open your browser and navigate to your SharePoint site:

(=) £ ABC Widgets Inc - Hom X

& = O @ O hps//acmewidgets sharepoint.com/ASCo Oine/Sitepage aspx

i1 SharePoint

_ ABC Widgets Inc

Get started with your site  revoveTas

Newsfeed Documents

New A Upioad @ sync
# EDTUNKS ® ~

v

It's pretty quiet here. Invite more people to the site, or start a

45 Schedule

Drag fes here to upload

©sHare gy Fouow T O

arch this site ~ P
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2.  Open the Documents library. Click Upload - Files:

3.  Browse to the Lesson 6 folder of your Exercise Files. Select Activity 6-1 and click Open:

b B ABC Widgets Inc - Doct X .
&< - O @

£ hitpsy//acmewidgets.sharepoint.com/ABCH%20Wi

SharePoint

Team Blog
I\WA ABC Widgets Inc
Home + New ~ T Upload ~ ¢ Quickedit 2
Files
Notebook
Docur rolder Y
| Documents
Template

Open

«

v 1

Organize =

@ OneDrive

@ OneDrive - Velsoft
OneDrive for Business — Unsynced Changes

PicStream

[&=] Pictures

#P Saved Games

7 Searches

& SkyDrive (2).0ld
& SkyDrive.old

Tracing

B videos

[ This PC

[T

<« Desktop » Word Files » ExerciseFiles » Lesson &

File name: | Activity 6-1

v D

Mew folder

A Name

03] Activity 6-1
@ Lege

v| All files

Search Lesson 6

Bz

Date modified

|

2020-06-17 10:39 ...
2020-05-06 11:20 ...

Cancel

X
R
7]
Type

Micros:
JPG File
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4.

5.

Now, let us test the document out. Right-click it and

click “Open - Open in app:”

B« B ABC Widgets Inc - Dot X 1

< - 0O @

SharePoint

Team Blog

AW

ABC Widgets Inc

Home

Motebook
Documents

Documents

Mame

Pages i

oAl
Site contents © @ Actvity Open

. Previ
B9 Schedul review

Share

Edit

The document will open in Microsoft 365 Word:

4 | https://acmewidgets.sharepoint.com/ABC%620Widgets%620inc/Shared%20Documer

2 Search

@B Open ~ = Share [0 Publish < Copylink 4 Download [i] Delete

Medified

» | Open in browser

COpen in app

Autosave CED [ U = Activity 6-1 & - Last Modified: 3m ago £ Search John Smith (S = = o
Fle  Home Insert  Draw  Design  layout  References  Mailings  Review  View  Developer  Help  Table Design  Layout &t Share O Commeents
X o == - | PFind ~
0 Century Gothic 1 (8~ A" A" Aa~ Ao == 2000 A sosscene
. i) & Replace o I
aste 2 T jictate | Sensitivit itor
= & BIU-~ax <A~ 2-A~ O T Contact.. THeading1 THeading 1% Select v . b
Clipboard = Font ~ Paragraph ~ Styles 1) Editing Voice Sensitivity Editor ~
L ‘-\“Ig“‘\‘-‘@-‘\H‘1-"\-"J"‘l‘“4‘“\“-5“-\“-5‘-‘\‘-‘7 ....

YOUR LOGO
HERE

Solesperson Job Payment Terms

QUOTE

Date: [Click fo select date]
INVOICE # [NoJ
Exoration Date: [Click fe select date]

o INamne]
[Company Nome]

[sirest Address]

[City. ST ZP Code]

[Phone]

Customer ID [ABC12345]

Due Date

Due on recsipt

aty Description

Unit Frice: Line Total

Page1of1 120words [[} English (United States) y Accessibility: Investigate

I Focus

B - —8F——+ 100%
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6.

7.

We need to add a logo to this document. First, let us check it out. To do this, click File =

Info - Manage Document - Check Out:

®

{1 Home

DNew

= Open

Info

Save a Copy
Print

Share
Export
Transform

Close

Account
Feedback

Options

Now, right-click the Logo placeholder in the document and click Change Picture < From

a file:

Activity 61 & -

Fle  Home Insert Draw  Design

ﬁ% Century Gothic | ~|8

Bestz = - SV
g BIlUrex XA =

Clipboard 15 Font

VA A Aav A

Activity 6-1 #* - Le

Info

Activity 6-1

ABC Widgets Inc

|& Share @ Copy path | | 5 Open file location

E Protect Document
a,

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

Protect
Document ~
@3 Inspect Document
Before publishing this file, be aware that it contains:
Clheck for = Document properties, document server properties, content type information,
ssues

template name and related dates
= Custom XML data
= Content that people with disabilities find difficult to read

@ Version History

View and restore previous versions,
Version
History

Manage Document
[y 9

@1 There are no unsaved changes,

D Check Out
4 Edit a private copy and prevent

other people from making changes %

[Ty Recover Unsaved Documents
EZ) Browse recent unsaved files

Layout

51

Last Modified: 11m ago

£ Ssearch

References  Mailngs ~ Review  View  Developer  Help  Picture Format  Table Design  Layout 5 Share
== A PFind ~
E=[2l| W AgBbCeDE | AcBbCeDe | AaBbCoDE n
~| | & Replace
=== | H T Contact.. THeading 1 THeading 2 | TNormal | TRight-ali [+] | 1 g pecr Dictate Editor
Paragraph [} styles 5 Editing Voice | sensitwity | ditor
. 2 . 3 . A . s . s f— .

[t
Stle Crop
vour Logo | "
HERE ¥ cu
@ copy
Date: [Click fo select dote]
[ Paste Options: N Mol
Expiration Date: [Click to select date]
P& o -~
Save as Picture...
Customer D [A8C12049]
51 ChengePicture > G Fromafile ! ]D
saesperon > | FA Fom StockImages.. | Due Date
> B From Qnline Sources..
oy Urit Frice ine Tota

> % Fromlcons.
Link > | & From Clipboard.
Insert Caption
Wrap Text >
dit Alt Text..

Size and Position...

Format Picture...

JohnSmith (5. E  —

u]

& Comments
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8. Use the Insert Picture dialog box to open the Lesson 6 sub-folder of your Exercise Files
folder. Select the Logo file and click Insert:

I Insert Picture X
« v « Desktop » Word Files » ExerciseFiles » Lesson & v | O Search Lesson & 2
Organize » New folder = ~ [ o

@ OneDrive &~
@ OneDrive - Velsoft M
OneDrive for Business — Unsynced Changes - 19 o
PicStream 00"
=
| Pictures Logo
## Saved Games
7 Searches
@ SkyDrive (2).0ld
¢ SkyDrive.old
Tracing
m Videos
3 This PC
. v
[T
File name: | Logo v| All Pictures ~
9. The logo will be inserted:
B =5
fle Home et Draw Desgn Lajow References Maings Review View Developer Hep  Picurefomat TableDesign Layout & share | © Comments
[ 2 | ey o4 & [ov 8| Eviz -7 sl AQ sotnceoe frasvcese] sooceoe (| 27~ | &) £
e g BIU-®x X A- 2~ A~ ) 7 Contact... THeading1 T Heading2 | T Normal | TRight-li.. gk‘im Dictate Edit
Cipposra ont s eang | voie | sensuty | eanor 2
PR P
2oL OTE
pr— o Foment e DueDate
Oueonreceir
ay oesoro unprce e ot
Pagetofl 120words [ English Unitedstates) E9 (i Accessbilty: Investigate BFocus B B - ] + 100
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10.

11.

Now, let us check the document back in. Click File = Info = Check In:

The Check In dialog box will
open. Select “Major version”
from the Version Type list.
Type, “Added logo” for the
Version Comments. Click OK:

Activity 6-1 & - Last Modified: 1

Info

Activity 6-1

ABC Widgets Inc
@ Share @ Copy path = Open file location
D Checked Out Document
N

Mo one else can edit this document or view your changes until it is checked in.

Check In '™, Discard Check Out

Version Type

What kind of version would you like to check in?
D 0.2 Mipnor version [draft)

(®) 1.0 Major version [publish)
(:) 0.1 Overwrite the current minor version

Version Comments

sdded logal

Keep the document checked out after checking in this version,

Cancel

Check In ? *
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12.

Switch back to your internet browser, which should still be displaying your SharePoint

site. The file that we have been working with should still be selected. Click the ellipses (

) = Version history -:

< - 0O @

Team Blog

Home

Notebook

Documents

Pages

Site contents

Edit

Documents
D MNarme
(] Bﬂ _\;chi\r'rty 6-1.docx

ABC Widgets Inc

(B Open ~~ |& Share %@ Copy link

Schedulexdsx

& | https://acmewidgets.sharepoint.com/ABC3%20Widgets%20Inc/Shared%20Documents/For

4 Download [i] Delete = Pintotop =D |

N3

Modified Ml

Open >
Preview

Share

Copy link

Manage access

Download

Delete

Automate >
Rename

Pin to top

Move to

Copy to

Version history

Alert me @
Mare >

Details
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13. You should see the major version that you just uploaded, with the relevant comment:

Version history

Delete All Versions | Delete Minor Versions

Mo. ¢ Maodified Modified By Size Comments

This is the current published major version

1.0 €/17/2020 7:19 AM John Smith TO1KB Added logo

0.1 &/17/2020 6:59 AM John Smith 555 KB

14. Close all open windows to complete this activity.

TOPIC B: Compare Document Versions

For even more powerful document control, you can use SharePoint’s version management tools
with Microsoft Word’s reviewing tools. In this topic, we will learn how to compare different

document versions.
Topic Objectives

In this session, you will learn:

e About the Compare feature

e How to compare document versions

The Compare Feature

As discussed in Topic 1-D, Microsoft Word’s compare feature is also known as legal blackline
because of the way it marks up documents. This feature will compare two documents and show
the changes between them, without altering the original documents. When you are working with

a document that has been checked out from Microsoft SharePoint Server, you will have additional
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options to access various versions of a document. Of course, this only works as long as the feature

has been enabled and if multiple versions of the file exist on the server.

Compare Document Versions

To compare a Microsoft Word document stored on a SharePoint server to other versions of that

document, first check the document out and open it in Microsoft Word. Then, click Review =

Compare and choose the version that you want to compare the document with:

AutoSave (@ o) = Annual Report - version 0.3 2020-06-17 1:43 PM - Read-Only ~ D search John Smith (18
Fle  Home Insert  Draw  Design  layout  References  Mailngs  Review  View  Developer  Help
LN AE=R=E B B B 2 B Q| 0 [ 2| B
Thesaurus =z el < [® Show Markup ~ [2 Next e
== Read Check | Translate Language Compare Hide
S=Word Count | Aloud | Accessibility - - [ Show Comments i} = Ink ~
Proofing Speech | Accessibility Language Comments Tracking ® Changes ne =

Major Version
Compare this document with the last
major version published on the server
[k Last Version
Compare this document with the last
version saved on the server.
[y Specific Version...
Compare this document with a
specificversion saved on the sever. [\

Compare...
Compare two versions of 2 document

(Iegal blackling).

=[] Combine..
7] Combine revisions from multiple
uthors into a single document.

H >

Microsoft Word will then retrieve the version history. When it is finished, the Comparison Settings

dialog box will open. Here, you can choose the target version, set your options, and click Compare.

Versions saved for Annual Report

Versions saved to:

?

hitps:/facmewidgets. sharepoint.com/ABC Widgets Inc/Shared Documents,

x

Ma. Madified = Madified By
0.4 2020-06-17 1:43 PM  John Smith
0.3 2020-06-17 1:43 PM  John Smith
0.2 2020-06-17 1:41 PM John Smith

2020-06-17 11:35 AM

John Smith

Size Comments
543 KB
543 KB

554 KB

Maore =>>

Close

The comparison will now take place and the results will be displayed as normal:
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AutoSave Compare Result4 - Word John Smith
File Home Insert Draw Design Layout References Mailings Review  View Developer Help 15 share 2 Comments
/& Editor A)) D ') 7} T 1 £ Previous By Simple Markup  ~ [}5 % [2 Previous Eﬂ Q [m IZ s
Thesaurus & ax A 1 Next [® Show Markup ~ 7 X [ Next &°) a | &~ =@
- Read Check Translate Language New  Delete Track = Accept Reject Compare | B Restrict | Hide | Resume
:Word Count | Aloud | Accessibility - - Comment [ Shaw Comments | ¢hanges « [E]Reviewing Pane ~ v v - Authors~ Editing | Ink~ | Assistant
Proofing Speech | Accessibility Language Comments Tracking ] Changes Compare Protect Ink Resume |~
. Compared Document X || Original Document (Annual Report - version 0.1: 2020-06-17 11:2 x
Revisions T
A 2 revisions i
SALES REPORT

Changes since 0.1 Inserted

ACME WIDGET
ANNUAL SALES
REPORT

Changes since 0.1 Inserted

We expect results next year to be

the same.

Summary

In this lesson, we focused on the tools available when using Microsoft SharePoint Server with

‘ /ACME WIDGET ANNUAL SALES REPORT

SALES REPORT

$300,000
$250,000
$200,000
$150,000
$100,000
$50,000
$0
Eost Norh

Q] =Q2 =Q3 =Q4

Sauwth

Summary
Sales in the West region were stronger than ever,

particularly during the first quarter.

Summary
Sales in the West region were sironger than ever, parficularly during the first Data Chart
quarter. We expect results next year to be the same s4s0,000
Data Chart $400,000
$450,000 $350,000
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APPENDICES

Keyboard Shortcut Quick Reference Sheet

Open a new document Ctrl+N
c .
g Save a file Ctrl +S
Q
(1]
® | Open afile Ctrl+0
(1}
=
@ | Print document Ctrl+P
=
Close Microsoft Word Alt + F4
Select all Ctrl+ A
Copy text Ctrl+ C
Cut text Ctrl+ X
wo | Paste text Ctrl +V
c
b=
S | Toggle Format Painter on Ctrl + Shift + C
&
F | Undo last action Ctrl+2
Redo last action Ctrl+Y
Get help F1
Check spelling F7
« | Apply bold formatting Ctrl + B
8
':o Apply underlining Ctrl+ U
[ =
g Apply italic formatting Ctrl + |
6
u | Align text to center Ctrl+E
%
& Align text to left Ctrl+ L

325



Microsoft 365 Word: Part 3

Align text to right Ctrl+R
Justify text Ctrl +J
Increase font size Ctrl + Shift +.
Decrease font size Ctrl + Shift +,
Cycle through cases Shift + F3

Clear formatting

Ctrl + Spacebar

Create hyperlink

Ctrl + K

Switch to Outline view

Alt + Ctrl + O

Promote a paragraph

Alt + Shift + Left
Arrow

Demote a paragraph

Alt + Shift + Right
Arrow

Demote to body text

Ctrl + Shift + N

3

'g Move selected paragraphs up or down Alt + Shift + Up

'2 Arrow/Down Arrow

=

O | Expand/collapse text under a heading Alt + Shift + Plus

Sign/Minus Sign

Expand or collapse all text or headings Alt + Shift + A
Hide or display character formatting Numeric Slash
Show first line of body text/all body text | Alt + Shift + L
Show all headings up to <X> heading Alt + Shift + Heading #
Mark a table of contents entry Alt + Shift + O

[7,]

§ Mark a citation Alt + Shift + |

[J]

% Mark an index entry Alt + Shift + X

o
Insert a footnote Alt + Ctrl + F
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Insert an endnote

Alt+ Ctrl+ D

Update table

F9

Turn Track Changes on

Ctrl + Shift + E
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Glossary

AutoCorrect
A feature that automatically corrects text as you type, including common typos, mathematical

symbols, and capitalization.

Backstage view
A component of the interface that shows a number of categories that group file-related

commands together.

Bibliography
A list of all sources in a document.

Blog
Online journal that can include text, photos, and/or videos.

Bookmark
A hidden indicator used to mark key points in a document.

Building Blocks
Pre-formatted elements that can be combined to create a cohesive look for a Microsoft Word

document.

Caption
Descriptive text added to an illustration or graphic.

Citation
A brief explanation of source text in a document.

Combine feature
Tool used to merge two documents together.

Compare feature
Tool used to view differences between two documents.

Concordance file
Special type of text document that can be used to automatically mark index entries.

Contextual tabs
Special tabs that appear when you are working with a specific object.

Cross-reference
Inter-document links to bookmarks, objects, etc.
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Design mode
Special form editing and testing mode.

Digital certificate
Electronic document that validates a user’s identity.

Digital signature
Electronic signature created with a digital certificate. Used to verify authenticity and integrity of a
file.

Document Inspector
Tool that automatically scans a document for various types of information. Also allows the user to

remove that information.

Endnotes
A number or letter that refers the reader to a note at the end of the current section or the end of

the document.

Font
A complete set of characters, including typeface and style.

Footnote
A number or letter that refers the reader to a note at the end of the current page.

Form field
Controls that allow users to interact with forms in an electronic format.

Form
An electronic or paper document used to gather information.

Formatting marks
A set of characters that indicate spaces, formatting, page breaks, and other document features

that are usually hidden.

Format Painter
A tool that is used to copy formatting from one selection of text to another.

Hyperlink
Interactive text that takes the reader to another location or file.

lllustration
A graphic created in or inserted into a Microsoft Word document.

Index
Lists topics, words, and/or phrases and the location for each item.
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Legacy controls
Form controls that provide a simple user interface and allow data to be extracted using basic

methods.

Macro
A small program that is created to complete a specific task or set of tasks.

Mark as Final
Feature that puts editing restrictions on the document to indicate that it is the final version.

Master document
Tool used to simplify long documents by breaking them into subdocuments that can be stored

outside of the master document.

Metadata
Information about a file, such as who created it and when it was last modified.

Microsoft SharePoint Server
Online repository and collaboration space where information can be shared within an

organization.

Microsoft Visual Basic for Applications
Program used to edit Visual Basic code within Microsoft Office.

Navigation Pane

Feature that allows the user to view important parts of a document. Also provides search tools.

OneDrive
Microsoft’s cloud-based solution for storing and sharing files. Formerly known as SkyDrive.

Organizer
Tool that allows the user to manage macros and styles in documents and templates.

Outline view
Special view used to create document outlines and work with master and subdocuments.

Quick Access Toolbar
Customizable toolbar providing quick access to frequently used commands.

Ribbon interface
The group of commands at the top of the Microsoft Word screen. Encompasses File tab, Quick

Access toolbar, tabs, and groups.

Source
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Any resource used in creating a document.

Status bar
Horizontal bar at the bottom of the Microsoft Word window that displays information about the

document.

Style
In Microsoft Word, a saved set of formatting options.

Table of authorities
Lists the cases, statutes, and other references in a legal document.

Table of contents
Lists the major headings in a document.

Table of figures
Lists all of the graphics, equations, and tables in a document.

Task pane
Vertical pane that provides additional commands for a task.

Template
A document that usually contains preformatted styles, graphics, objects, and/or sample text.

Track Changes
Feature that records every change to the document, as well as when that change was made and

who made it.

Versioning
Process that keeps track of what was changed in a document and when it was changed.

XML
Stands for eXtensible Markup Language. Provides a set of rules and protocols for storing data.
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