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Create a Table of Contents

Mark entries by using heading styles
1. Select the heading to which you want to apply a heading style.

2. Onthe Home tab, in the Styles group, click the style that you want.

AaBb asbceD AaBbCCEL AaBbCd AaBbC) AsBbODd AaBbCcl 448l smcome AQB aasbce
T Caption | TNormal | MoSpacing Heading1 Heading2 Heading3 Heading4 Heading3 Heading6 Title Subtitle

H Styles ]

For example, if you selected text that you want to style as a main heading, click the style called
Heading 1 in the Quick Style gallery.

Create a Table of Contents from heading styles

1. Click where you want to insert the table of contents, usually at the beginning of a document.

2. Onthe References tab, in the Table of Contents group, click Table of Contents, and then click the
table of contents style that you want.

[ Add Text -
[=¥ Update Table

Table of
Contents =

Table of Contents

Format the Table of Contents

If you already have a table of contents in your document, you can change the options. To do this, you need to
insert a new table of contents by using the Table of Contents dialog box.

1. Select the existing table of contents.

2. Onthe References tab, in the Table of Contents group, click Table of Contents, and then click Custom
Table of Contents.

[Z Add Text ~
[Z® Update Table

Table of
Contents =

Table of Contents

3. Inthe Table of Contents dialog box, do any of the following:

To change how many heading levels are displayed in the table of contents, enter the number
that you want in the box next to Show levels, under General.

To change the overall look of your table of contents, click a different format in the Formats list.
You can see what your choice looks like in the Print Preview and Web Preview areas.
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=  To change the way heading levels are displayed in the table of contents, click Modify. In the
Style dialog box, click the level that you want to change, and then click Modify. In the Modify
Style dialog box, you can change the font, the size, and the amount of indentation.

Update the Table of Contents

If you added or removed headings or other table of contents entries in your document, you can quickly update
the table of contents.

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

[Z Add Text ~
[Z® Update Table

Table of
Contents =

Table of Contents

2. Click Update entire table.

Update Table of Contents ? >

Waord is updating the table of contents, Select one
of the following options:

O Update page numbers only
(®)iUpdate entire table!

Note: Right click on the Table of Contents to select Update Field.
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Table of Figures

Note: Before you create a table of figures, add captions to all the figures and tables that you want
included in your table of figures.

Insert a table of figures
1. Click in your document where you want to insert the Table of Figures.

2. Click References > Insert Table of Figures.

H - O L- - Word 2013 - Insert a Table of Figures_Hold - Word

File Home Insert Design Layout Mailings Review View Q Tellme
% B Add Text - 1 [ Insert Endnote ,:_: 5] Manage Sources E [ Insert Table of Figures @
(4! Update Table A%; Mext Footnote = [% Style: APA - Update Table
Table of Insert Insert = Insert Mark:
Contents - Footnote (= Show MNotes Citation ~ £y Bibliography Caption [ Cross-reference Entry
Table of Contents Footnotes P Citations & Bibliography Captions

3. You can adjust your Format and Options in the Table of Figures dialog box.

Update a table of figures
1. Click on the table of figures in your document. This will highlight the entire table.
2. Click References > Update Table.

B H - s Waord 201
FILE HOME  INSERT  DESIGM  PAGELAYOUT |  REFERENCES | MAILNGS — REVIEW  VIEW

% 2 Add Text - ABl i Insert Endnote @ = Manage Sources Insert Table of Figures ﬁ

(4! Update Table A Next Footnote - EE style |APA - [l Update Table
Table of P Insert 5 Insert ,E ty ] Insert P Mark
Contents ~ Footnote Show Motes Citation = ED Bibliography = Caption =l Cross-reference Entry
Table of Contents Footnotes P Citations & Bibliography Captions

3. Select an Update in the in the Update Table of Figures dialog box. Select Update entire table
if you have moved figures or altered captions.
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Review

Track changes

1. Open the document that you want to revise.

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

To add a track changes indicator to the status bar, right-click the status bar and click Track
Changes. Click the Track Changes indicator on the status bar to turn track changes on or off.

3. Make the changes that you want by inserting, deleting, moving, or formatting text or graphics.
You can also add comments.

Turn off track changes

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

ferences Mailings View Developer @ Tell me what you want to do
-I-:] E E'_s,. 7§ simple Markup  ~ € Previous
'Z B show Markup = ':’j Mext
New  Delete Previous MNext Show Track o Accept Reject Compare
Comment Comments Changes~ Reviewing Pane ~ - - -
Comments Tracking [F] Changes Compare

NOTE | Turning off change tracking does not eliminate the tracked changes in your document.
To ensure that there are no more tracked changes in your document, be sure that all changes
are showing, and then use the Accept or Reject commands for each change in the document.

Change the way that markup is displayed
Do any of the following:

You can change the color and other formatting that Word uses to mark changed text and
graphics by clicking the arrow next to Tracking and then select from Track Changes Options
and Advanced Options.

Track Changes Options ? x
Show

Comments Highlight Updates

Ink Other Authors

Insertions and Deletions Pictures By Comments
Formatting

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

Reviewing Pane: Off Nt

Advanced Options... Change User Name...

Cancel
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Advanced Track Changes Options 7 X
Markup
Insertions: Underling | Color . By authar e
Deletions: Strikethrough | Color . By authaor W
Changed lines: Chutside border e
I
Comments: . By author b
hMoves

Track moves

Moved from: Double strikethrough |~ Color

. Green -
. Green i

Moved to: Double underline ~ | Colon

Table cell highlighting

Inserted cells: || Light Blue ~ | Merged cells: ||| [ight vellow |~

Deleted cells: |:| Pink | Split cells: |:| Light Orange | ™
Formatting

Track formatting

Formatting: [nonej ~| Color mv
Balloons

Preferred width: 9.4 cm | Measure in: Centimeters v

Margin: Right b

Show lines connecting to text

Paper orientation in printing: Preserve -

Cancel
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Customize Toolbars and Ribbon
Quick Access Toolbar
The Quick Access Toolbar can be located:

Upper-left corner next to the File Menu

HE RS O3

Click Customize Quick Access Toolbar H

In the list, click Show Below the Ribbon or Show Above the Ribbon.
Select More Commands

Choose commands from All Commands and select Add to Quick Access Toolbar

Add a command to the Quick Access Toolbar

You can add a command to the Quick Access Toolbar directly from commands that are displayed on
the Office Ribbon.

1. On the Ribbon, click the appropriate tab or group to display the command that you want to add
to the Quick Access Toolbar.

2. Right-click the command, and then click Add to Quick Access Toolbar on the shortcut
menu.
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Customize Ribbon

1. Click File > Options > Customize Ribbon

Word Options

G | . .
Ener E-E Customize the Ribbon and keyboard shortcuts.
Display
Choose commands from: (&) Customize the Ribbon
Proofi
reeting | All Commands " ‘ Main Tabs -
Save
b Main Tabs
Language O Contrast » IZ‘ a =
Control Run & kHome
Advanced Convert... Clipboard
P & Convert Font
Cust Ribbo @
omizeRbbon Convert Endnote/Footnote Paragraph
Quick Access Toolbar ’[’%1' Convert Ink to Math |:| St_\,fl.es
Convert Text Box To Frame Editing

Add-ins

Trust Center

Convert Text to Table...

(5 Convert to Freeform
T Convert to Text...
R Copy
Copy & paste settings...
Copy as Picture...
Copy Hyperlink
Copy Ink As Text

Keyboard shortcuts:

B Insert

[/ Design

B Layout

[ References
] Mailings
[ Review

Customizations: )
Import/Export ~

Copy Text
4 Corrections 4 A Developer
>

5 G
Create Blog Post
4 Create a Style Insert (Blog Post)
Create Address Side Outlining

Create AutoText... Background Removal
Create Design Side
+#| Create Microsoft Outlook Task
@ Create Text Box Link ‘ New Tab | | Mew Group | | Rename... |
4 Crop Picture -

oK

| | Cancel

Show the Developer tab
Use the Developer Tab for Macros, Templates, Protection
2. Click File > Options.
3. Click Customize Ribbon.

4. Under Customize the Ribbon select the Developer check box.

© Libby Baker libby@msoffice.co.nz Page 9



Word Advanced

Master Documents — Outlines
e Close Outline View

On the View tab, in the Document Views group, click the Outline button:

| L| |:| | [ ] Outline
@ [=] Draft

Read Print Web

Mode Layout Layout

Views

On the Outlining tab appears Master Document buttons:

Master document viel - Waord (Trial)

@— ) - -
% € Body Text - 3 Show Level: All Levels
| Show Text Formatting

o ¥ F - - Show Collapse Close
Show First Line Only Document Subdocuments | Qutline View
Outline Tools Master Document Close

Show

Document  show Document - Toggles the display of all Master
Document tools except for Show Document and Collapse Subdocuments

e
—

T

Collapse
Subdocuments  collapse Subdocuments - Toggles between showing the
path and name of the subdocument and showing the subdocument
content itself

[ Create L .
. Create - Transforms selected outline items into
subdocuments, each major outline division becomes a separate file

Insert . -

F; Insert - Inserts an independent file into the Master
Document as a subdocument, use this approach to assemble existing files
into aMaster Document

Note: it must be inserted after a heading

Unlink . . .
@( Unlink - Deletes the link to the subdocument and copies the
subdocument contents into the Master Document.
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[E] Merge

subdocument.

Merge - Combines multiple subdocuments into one

aall Split - Splits the selected subdocument into new subdocuments
at the next lower level of organization. For example, if the subdocument
has one Heading 1 but multiple Heading 2 styles, then there will be one
subdocument for each Heading 2 in the selection.

Lock Document .
E Lock Document - Toggles the entire document or

selected subdocuments to a locked or an unlocked state. Note that this
provides only cursory protection, however. Any user can unlock the
subdocument simply by choosing the Lock Document button again.

There are three main methods of building a Master Document:

e Combine existing documents into a master document by inserting them as subdocuments.
Any existing Word document can be treated as a subdocument.

Starting with an Existing Document
1. Open the document that you want to use as your master document.

2. On the View menu, in the Document Views group, click
the Outline button.

3. Assign a heading style to each heading (for example, use Heading
1 for the title and Heading 2 for each subdocument). To do this, use the
buttons on the Outlining tab:

e Click Promote (or Alt+Shift+left arrow) to increase the heading level.

e Click Demote (or Alt+Shift+right arrow) to decrease the heading level.
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Macros

Record a macro

1. Click Developer > Record Macro.

He @ ©-0 & : Word 2016 Advanced.dock - Word

File Home Insert Design Layout References Mailings Review View Developer QT ) N
j D 29 Record Macro ’ ;}ﬁ :—] Aa A3 [= B b Design Mode @ p =
o a : =
K - Pause Recording . o m & Properties i 5
Visual Macros Add- Word COM _ XML Mapping Block Restrict Document
Basic % Macro Security ins  Add-ins Add-ins 8 &5~ Group Pane Authors - Editing | Template
Code Add-ins Controls Mapping Protect Templates

2. Type a name for the macro. (one word name only, can include underscores)

3. To use this macro in any new documents, Store macro in: box says All Documents
(Normal.dotm). Otherwise select the document name from the dropdown.

e
Record Macro

Macro name:
kyblacro

Assign macro to

g?k Button @ Keyboard
[me]

Store macro in:

All Documents (Marmal.dotm)

4. To run your macro when you click a button, click Button.

é i“ Button
[me]

5. Click the new macro (it’s named something like Normal.NewMacros.<your macro name>),
and click Add.

© Libby Baker libby@msoffice.co.nz Page 12



Word Advanced

"‘L—l Customize the Quick Access Toalbar.

Chie Customize Duick Scoes Tookas
Macras Far all docusnents idefaut) =]

<Ganarbers H e
# Unde k
(3 Rede

I Add = I

Customgetions | Reset =

.+. Normal.NewMacros.MyMacro I

Show Quick dccesf] Toolbar below the
Rishon

[ Imgort Expoes = |

6. Click Modify.

Modify...

Customizations: Reset = |0

Import/Export = |

7. Choose a button image, type the name you want, and click OK twice.

{

[ Modify Button R
Symbal:
<L JORNRER -
DEsoeldd €
av2>@40 ¥ Y
YEELRm®E %4 o=
OBV~ u
| EEERm [ |
WO EL== =
HEElERE= 2
AA X v O =
Py EGDEDLAVED -
Display name: |Nurmal.NewMatms.WMatm |
[ QK ] [ Cancel ]

8. Now it’s time to record the steps. Click the commands or press the keys for each step in the
task. Word records your clicks and keystrokes.
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NOTE: Use the keyboard to select text while you’re recording your macro.
Macros don’t record selections made with a mouse.

9. To stop recording, click Developer > Stop Recording.

The button for your macro appears on the Quick Access Toolbar.

@HS

HOME IMSERT DESIGM PAGE LA

41

To run the macro, click the button.
1. Click Developer > Macros > Edit.

Microsoft Visual Basic for Applications opens in a new window.
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Forms and Templates
Start with a form template
1. Click the File tab.
2. Click New.
3. Search for Forms in the Templates search box.
4. Click the form that matches the type you want to create.
5. Click Download if you're using Word 2010, or Create if you're using Word 2013 or 2016.
6. Click the File tab again, click Save As and pick a location to save the form.
7. Inthe Save As dialog box, type a name for the new template or document, and then

click Save.

Start with a blank document

1. Inthe form document you've created, click the File tab.

2. Click Save As.

3. Under Save as type, select Word template from the menu.

4. Inthe Save As dialog box, type a file name for the new template, and then click Save.
Add controls to the form

On the Developer tab, in the Controls group, click Design Mode, and then insert the controls that you

want.

Aa Aa (=] | B Design Mode
% 3
= MR

Contrals

Insert a text control where users can enter text

In a rich text content control, users can format text as bold or italic, and they can type multiple
paragraphs. If you want to limit what users add, insert the plain text content control.

1.

2.

Click where you want to insert the control.

On the Developer tab, in the Controls group, click Rich Text Content Control A8 or plain
Text Content Control £
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Content Controls Properties
Each content control has properties that you can set or change.
1. Click the content control that you want to change.

2. Onthe Developer tab, in the Controls group, click Properties, and change the properties that
you want.

For example, the Date Picker control offers options for the format you want to use to display
the date.

Add protection to all of the content in a template
1. Open the template that you want to help protect from changes.

2. Make sure you are not in design mode by clicking Design Mode in the Controls group.

Aaﬁa,ﬁ-lj %Design Maode

'fﬁPr-:uperties
= o e .
2 ﬂ‘ LERE S @Gr-:uur:"r
Controls

3. Onthe Developer tab, in the Protect group, click Protect Document, and then click Restrict
Formatting and Editing.

o
{5

Protect
Document -

Protect

4. Inthe Protect Document task pane, under Editing restrictions, select the Allow only this type
of editing in the document check box.

5. Inthe list of editing restrictions, select the restrictions that you want.
6. Under Start enforcement, click Yes, Start Enforcing Protection.

7. Save your template.
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Fields
1. Click Insert > Quick Parts > Field.
A Q 4 [# Signature Line ~ A
E".-' Date & Time 4
Text Quick WordArt Drop . Equ
- Object ~
Box~ Parts~+ v p [Obiec

=]l AutoText >
 [m Document Property »

[==] Field... [\
=L Building Blocks Organizer... A

2. Inthe Field names list, select a field name.

Field ? W
Please choose a field Field properties Field options
Categories: Faormat:
— s
(A1 v (poney A
1,23 .
Field names: ab,c .
IncludeText - A B, C, ..
Index i, i, dii, v
Infa 111,
Keywords 1st, 2nd, 3rd ...
LastSavedBy One, Twao, Three ...
Link First Second, Third ... Mo field options available for this field
ListMum hex ...
MacroButton Dollar Text W
MergeField
MergeRec MNumeric format:
MergeSeq
Mext
MextIf o
MoteRef 0.00
MNumtChars ##20
: ##20.00
NumWards 5% ##0.00;(5% ##0.00)
Page v 6 _ _
0.00% Preserye formatting during updates
Description:

The number of pages in the document

Field Codes Cancel

3. Under Field properties, select any properties or options you want, and click OK.

Edit a field
1. Right-click in the field, and then click Edit Field.

2. Change the field properties and options. For information about the properties and options
available for a particular field, see Field codes in Word or search on the field name in Help.

NOTE: For some fields, you must display the field code to edit the field. To do this, click the field,
and then press SHIFT+F9. Or, to display all the field codes in the document, press ALT+F9.
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