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1. Check for Issues — Inspect Document

In File Tab — INFO, we find two important options for our Advanced Word course

‘ Inspect Document
@ Before publishing this file, be aware 1

Check for ®  Document properties, author's nj
Issues ~ ®  Headers and footers

Inspect Document

@ Check the document for hidden properties
or personal information.

1.1.  Inspect Document

It is important to be able to remove Headers, Footers, and Watermarks

a Headers, Footers, and Watermarks

Inspects the document for information in headers, footers, and watermarks.

Also to remove Comments, Revisions, and Versions

Dacument Inspector ? X

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

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

® Comments, Revisions, and Versions! I

2. The Importance of the Brush

The brush is a very important tool in Word, it will reproduce the formatting of the text
to be modified in a very efficient way. Select the text you want to reproduce, then Ijj
click once on the brush, or click twice on the brush to reproduce as many times as Paste E%
you want, then select the text you want to edit. To turn off the brush, click Esc on the - | %
keyboard or click the brush again.

Clipboard &

2.1.  Remove character formatting.

1.  Select the text for which you want to remove formatting

2. From the Font group » Clear All Formatting

Aa~| A
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3. Layout of text in columns

Word allows you to arrange text in multiple columns. Those columns are of the "Journal" type. Columns
can be the same width or different widths. If only part of the document is to be arranged in multiple columns,
you have two choices. If the text you want to format is short, you can select it and then set the format of the
columns. Word will then insert a continuous section break at the beginning and end of the selected text.
In the case of text that takes longer to select, you can insert the section breaks yourself before setting the

column format.

3.1.

Create Columns from the Columns Dialog Box

You can set columns of the same width or columns of different widths. In addition, you can set the value of

the space between columns.

» From the tab » Layout, » click » Columns » More Columns to open the "Columns”

dialog box.

4 Enter the desired number of columns in the Number of Columns text box.

Design Refe

"I,E.! Breaks ¥

— 37 Line Number:

Layout Columns

Presets

QOne

<

b%_ Hyphenation

Two

One Number of columns: |2

TWidth and spacing
Col # Width:

] e
7,62 cm

Equal column width

Two

Three

RALIRERINIE NS

Left

Right = Apply to: | This section

(o] (] [em] (o] (o]

== More Columns...

Spacing:
1,27 cm

Three

AH| A (4]

? X

Right

Left

E] Line between

Preview

Start new column

Cancel

J

l 0K

|

»  To set columns with different widths, clear the Equal column width check box.
4 To specify the width of the columns, enter the desired dimensions for each column in the

Width text box.

4 To specify the amount of space you want to have between columns, enter the desired

dimensions in the Spacing text box.
»  Click the OK button.

3.2.  Handling Column Breaks

A column break allows you to start a new column from the insertion point. By
default, Word places column breaks based on the free vertical space on the
page. You can change this formatting by forcing Word to do so through column

breaks.

See Column and Column Break Exercises and Explore

Drop Cap

in ADDITIONAL EXERCISES at the end of the

documentation (p.45-46)

Word Advanced

= Breaks v ‘

Indent Spa|

I

Page Breaks

Page
Mark the point at which one page ends
and the next page begins.

Column
Indicate that the text following the column
break will begin in the next column

0
I

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text,

Page 5
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3.3. Drop cap

Sometimes it's interesting to see the first letter prominently displayed in a document with columns.

Al B A (A

Text  Quick WordArty Drop
Box~ Parts~ v Cap ~

Text

4 Click in a paragraph, from the Insert tab, Text group, click on “Drop Cap" and choose

"Dropped".
Drop Cap ? X
Mone Position
= W=
A DroppEd Naone In margin
Options
Eont:
A Arial e ‘
In margin Lines to drop:
Distance from text:
= Drop Cap Options... cancel

4 See Drop Cap Options...To change the font and number of lines as needed.

4. Design tab

We can't talk about Styles without talking about DESIGN

Filee Home Insert Design Layout References Mailings Review View [

TITLE Title TitlE TITLE Title Title

1 Heisaus 1

HEADTHG 1 1 L, e gl e
Headingl 0 geresssooe A i, P e At
[

o
e T e Lo e o
i T, ssrempleemceeise a0 ST CETEE |

e o o et T .l 5 i - [T —————

Title Title TITLE TrLe rlt].ﬂ Tlt]e

Hsdinng 1 Heading I Hiams 1
O mimn s e vk gl kst o 8, e gl ki
e e

Heading 1 :"ﬂ”::;';m‘: .E':.ﬂ.lll.f:n..a_-—-- Heading 1 CDID[S FDntS

pha -
e basten rnen, o e, e ————re L lir o e - v w

Document Formatting

The "Design" tab contains options for themes and document formatting. This will make changes in
styles, formatting your entire document by changing colors and fonts, also touching on the paragraph:
spacing, alignment, and even a theme for hierarchical numbering.

Page 6 WORD Advanced



4.1. Edit atheme

» In it, we change the colors and fonts

» If you just want to change the Colors or Fonts, click on the last 2 options

A
Fonts

v

Colors

v

/_,.
| office
' office

-——_ Office 2013 - 2022
"— office 2007 - 2010
W T N Grayscale
T Blue Warm

I N sive
LR T
\.—— Blue Green
_ Green
.‘ Green Yellow

w

5

: Styles & Formatting

5.1.  Quick Styles

Click on the "Home" tab, “Style" group, The appearance of the paragraph is changed automatically,

demonstrating what the style corresponds to.

We'll need to go back into the styles to change the Titles, Normal, etc.

(. Head 1.1. Heac

Normal * Puce-Persc

TITRE DO Titre F

ou Title

Quote Intense Quote

List Paragraph  TOC Headir

A+ Create a Style
/39 Clear Formatting

A; Apply Styles..

Word Advanced

1.1.1. He Heading 4 Heading 5
SOUS-TITRE Strong Subtitle
TITRE NIVEA TITRE SECTION No Spacing
Subtle Emphasis Emphasis Intense Emphasis
SUBTLE REFERENCE  INTENSE REFERENC Beok Title

Page 7



CERB

5.2. Style Characteristics

A style is a group of formatting of paragraphs and/or characters. A style has a name and can be applied as
many times as needed.

By default, all documents are created from the Normal style, which contains paragraph and character
formatting that is already defined.

Several styles already exist in Word templates: footnotes, headers, and footers, heading 1, etc. Styles that
meet users' needs can be created and reused in other documents.

To quickly change the formatting of the text for which a style has been used, simply change that style and
the change will be reflected throughout the document.

In summary, the advantage of this technique is that if, for some reason, you want to change one of the
formatting, you will only have to change the style concerned. The changes will automatically apply to the
different sections of the text to which the style was applied.

Styles are the basis of plans and tables of contents.

ATTENTION:  Word automatically creates styles as you type when the Set styles
\I/s from your formatting check box. (AutoCorrect options in File »
OPTIONS » Proofing » Check spelling as you type is enabled.
Word detects the type of formatting and position of the text, and
then applies the styles associated with that formatting.

5.3. Viewing the styles applied to a document

Bring up the "Styles" pane by clicking on the Edit Styles drop-down bar.

Fle Home Insert Design Layout References Mailings Review View Developer Help

(B e e A

1. Head!||1.1. Heac|}i.1.1. He Heading4

Pavste o B I U~ s x ¥ A
Clipboard 5 Font [ Paragraph ] Styles
L 1 ‘.‘u-\-‘7-«1-9-2‘.‘3-\-4@‘5- SB T B G101 1T 1200 13 0 141 15 1 16 e 1
Styles v X
Dark Red, Before: 12 pt T - FO
B = 1
Expanded by 1 pt a -

1. Heading 1 E .

5.3. - Viewing-the-styles-applied-to-a-document-{ ]

-The-"Si clicking-on-the-|

Heading 1 + 11 pt a
[1.1. Heading 2 w
1.1.1. Heading3 =

1

If the-style of the-current-paragraph-or-selection is-visible-in-the Styles-bar, -it-appears-surrounded-by-a-blue-
rectangle. -Otherwise, -you'll-need-to-move-the-Style-Visualization-area-to-make-it-appear.-{

Ttalic a

4030

5.4. > Quick-style-set-|

If the style of the current paragraph or selection is visible in the Styles bar, it appears surrounded by a blue
rectangle. Otherwise, you'll need to move the Style Visualization area to make it appear.

Page 8 WORD Advanced
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5.4. Style "Normal”

Change the formats of the Normal style (font, spacing, etc.) The other styles are built on the latter
»  Select the Normal button for Quick Styles

1. Head 1.1. Heac 1.1.1. He Heading 4 Heading 5

Normal %  Puce-Persc SOUS-TITRE Strong Subtitle

»  Right-click on "Normal" and then "Modify".

Norr Update Normal to Match Selection
As Modify..
TITRE Select All 566 Instance(s)
Rename...
(o]l
Remove from Style Gallery
Add Gallery to Quick Access Toolbar
b i

» Then use the Format button to edit the option you want to change: Font, Paragraph, Border, etc.

Modify Style ? X
Properties
Name: MNormal
Style type: Paragraph v
Style based on: (no style)

Style for following paragraph: | T Normal

Formatting

Arial ~||10 V| B I U | Automatic ~

t=  e= = =
|¢E 1= “'= =

Then use the Format button to edit the option you want to change: Font, Paragraph, Border, etc.

Font: (Default) Arial, Left
Line spacing: single, Space
Before: 6 pt
After: 6 pt, Widow/Orphan cantrol, Style: Show in the Styles gallery

Add to the Styles gallery

| o Only in this document O MNew documents based on this template

» Click OK. Changes to the Normal style will affect the rest of the document. All your text changes, even
the headings. This is completely normal since all the text was by default in this style.
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Please note:

A style can be based on another style, so that if the base style is changed, \\/
the derived style can be modified in the same way.

You can set the style to be automatically applied to the next paragraph.
For example, you can ask to apply the "subtitle" style to the paragraph
after the "title" style. If you type a paragraph in "title" style, pressing the <Enter>
key will present a new paragraph in "subtitle" style.

5.5. Selection of texts in the same style

It may be interesting to select all the texts in your document that have the same style applied. This cannot
be done for list and table styles.

Update Heading 2 to Match Selection

As Modify..

Select All 77 Instance(s)

Clear Formatting of 77 Instance(s)

Remove from Style Gallery

It is also possible to select text from the style drop-down, select the style you want to search for and right-
click on the style you want to select in the document and click on the Select All Occurrences option (n is
the number of texts involved).

With preview

Styles v X
1. Heading =
Heading 1 + 11 pt a

1.1. Heading=

Show Preview

[ ] Disable Linked Styles

A 1] [A] (v
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5.6. Cancel a style.

This manipulation affects character and paragraph styles. It allows you to

find the layout of the text before the style was applied. Style Inspector X
»  Toundo the application of a character style, select the affected characters | 2r2graph formatting

or, if it is a paragraph, click in the relevant paragraph. 1.1. Heading 2 Ao

» Display the Styles pane) and click the Style Inspector button visible at Plus: <nene> Fo
the bottom of the window. Text level formatting

A
Default Paragraph Font (4
| Ao,
Plus: <nonex /}9

The Style Inspector pane appears on the screen. 3
) \ Clear All

0

To undo the paragraph style, click the button to the right of the style name in

the Paragraph Formatting area.
To undo the character style, click the button to the right of the style name in the Text Formatting box.

To undo the paragraph or character style for all text with that style in the document, right-click the style
name visible in the Style Inspector pane. Then click the Clear Formatting of n Instances option, where
n is the number of texts involved.

To undo the application of a paragraph or character style to all text with that style in the document, you can
also right-click on the name of the style in the Styles window and click the Clear Formatting of N Instances
option.

If, in addition to the paragraph or character style, other formatting has been added, you can clear these
formatting by clicking the button visible to the right of the corresponding grayed area: the grayed area will
then display the text <none>.

To undo the style and other formatting, click the "Clear All" button: the Normal style is applied to the
paragraph and the Font style defaults to the characters; the grayed-out areas display the text <none>.

5.7. What to do if your style does not appear into the styles box

» Select your style

» In Group Editing form Home Tab, choose » select and click Select Text with Similar Formatting

OFind ~ @ ﬁ-

GcReplace  1ate | Editor | Add-i
||} Select v | v
ER selectall

l} Select Objects

Select Text with Similar Formatting

[’E‘ Selection Pane...
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5.8. Create a new style

»  Click the button under Edit Styles - -
To create a new style: You need to click on the create style A Ao | |A ]| options..
button. = — —

» Click on Create Style, enter the new name

1. Head 1.1. Heac 1.1.1. He Heading4 Heading 5

Normal *  Puce-Persc SOUS-TITRE Strong Subtitle
TITRE DO Titre F mTRENIVEA TimResecrion  Nospacing = -
_— Create New Style from Formatting ? X
ou Title Subtle Emphasis Emphasis Intense Emphasi. Name:
Styled
Quote Intense Quote  SUBTLEREFERENCE INTENSE REFERENC Book Title Paragraph style preview:
Style4
List Paragraph  TOC Headir
A, Create astyle [ oK ] [ Madify... ] Cancel

»  Choose the style from which you base your new style (a change to the base style will affect your
style)
»  Specify character formats, paragraphs, borders, etc.

1. You'll open a new dialog box that allows you to edit an existing style or create a new style from

scratch.
The name of the style » Click on Modify
Create New Style from Formatting ? X
Properties o
—
Name! Styled
€ Style type 9 Linked (paragraph and character) 9 -
! Style based om: T Normal ~
style for following paragraph:§ | T style4 o
¢
Formatting
€ Arial ~||10 e ‘ B I U | Automatic e
(EEE§|EEE‘IE:Z|§E |
¢ Font...
€ You'll open a new dialog box that allows you to edit an existing style or create a new style from scratch. Earagraph.‘.
Tabs...
4
Border...
¢
Language...
4
5 Frame...
English (Canada), Space
After: 8,1 pt, Style: Show in the Styles gallery -
4
Based on: Normal Numbering..
€ Shortcut key...
@ add to the Styles gallery )] Automatically update
e O Only in this document ) New documents based on this template ) Text Effects‘..
Format v oK ; Cancel f Format ~ I

2. The type of style, the two most common are paragraph and character
3. The style on which the creation is based

4. The style of the next paragraph (for a title for example, this will be normal) 5. The format button
allows you to change the style more precisely.

»  After clicking the Format button, you have the option to choose which style attributes you want to
change.
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5.9. Managing quick styles

Add to the Styles gallery ] Automatically update
o Only in this document O Mew documents based on this template

1. You must check this box if you want your new style to be present in all documents based
on this template.

2. Determine if this style will be added to the list of quick styles

3. Determine if this style will only belong to this document or if it will be present in any new
document
4. Pay attention to the mention Automatically Update

5.9.1. Edit a style

We have a few options to select or modify a style (See window below)

Update S

As MOdify... f—

Select All 18 Instance(s)

itle to Match Selection

Rename...

Remove from Style Galle

Add Gallery to Quick Access Toolbar

5.9.2. Delete a style in a document

Click the button under Edit Styles

»  Select the style you want to delete from the Styles list.

A7 Modify Style...

Select All 1 Instance(s)

»  Click on Delete... and confirm the deletion of the style by clicking Yes.

\YV;

Little exercise with Quick Style on page 46
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5.10. Create Character Styles

»  Click the button under Edit Styles
» Click New, enter new name

»  Style Type, select Character

Create New Style from Formatting ? X
Properties

Mame: Styled

Style type: Fharacter

Style based on:

Style for following paragraph: Linked (paragraph and character)

Formatting List

e V‘ B I U ‘ Automatic v

v

Modify Format, Font

v

To use it, point to the desired paragraph and activate shortcut keys

5.11. Style Management

The styles created are linked to the document in which they were made. To use them in other documents,
they should be incorporated into the most commonly used template (usually Normal.dot)

»  Open the document containing the styles you want to add to the template

»  Click the button under Edit Styles

|A+| |!‘q| |!5¢,z| | Options..

1 2 3 4
»  Then select the Manage Styles button
1. Create a style
2. Inspect a style
3.  Manage styles
4. Options

Note :
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5.12. Styles Options

CERB

In your styles, you have different options: In current document or in use or Recommended or All

styles

If you choose » All styles, next document will keep the same option.

Style Pane Options ? X

Select styles to show:
In current document =7
Select how list is sorted:
As Recommended ™
Select formatting to show as styles:
(] Paragraph level formatting
- Font formatting
' Bullet and numbering formatting
Select how built-in style names are shown
- Show next heading when previous level is used

[] Hide built-in name when alternate name exists

o Only in this document O New documents based on this template

Cancel

Style Pane Options

Select styles to show:

In current document

Recommended

In current document
All styles

Let’s do a little exercise together and open a new document

1. Openanew document

2. Open styles Box and Active Show Preview

3. How many styles do you have? (A few, a lot?)

4. See the difference

Word Advanced

In use orin current document Recommended All styles
Styles v X ||| Styles v Styles vooX
Clear all Clear all Clear All
Normal T Normal T Normal T
Majuscule a Majuscule a Default Paragraph Font a
Heading 1 2 No Spacing T Majuscule a
Heading 2 @ Heading 1 e No Spacing v
Title 0 Heading 2 1 Heading 1 »
i 1 Heading 2 n
Subtitle u Title g
Subtitle n Heading 3 b ]
Intense Emphasis a
Subtle Emphasis a Heading 4 1
Quote hic]
Emphasis a Heading 5 12
Intense Quote Ta .
Intense Emphasis a Heading 6 1a
INTENSE REFERENCE a )
Strong a Heading 7 1a
List Paragraph T ovote w Heading 8 e
Intense Quote 12 Heading 9 b
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Now, open "Atmosphere"

In use or in current document | Recommended All styles
Styles Styles Styles
Clear all
Clear all
Clear All
Normal
Normal
: - Normal Title section
Title section - : Tifle subsectio
- - Title section subsection
Title subsection
. . Default Paragraph Font
) Title subsection
Majuscule Mai |
ajuscule
Heading 1 Majuscule No Spacing
Title No Spacing Heading 1
List Paragraph Headi ng 1 Heading 2
. ) Heading 3
In thlhs document, we don’t Heading 2
ave a lot of style Heading 4
] .
\ Z Tltle Heading 5
Subtitle Heading 6
Subtle Emphasis Heading 7
Show Preview

Emphasis
Intense Emphasis

Strong

5.13. Manage Styles

The Manage Styles dialog box that is displayed allows you to create new styles or delete unnecessary
styles from the Edit tab.

Also to Import or Export STYLES |ﬁ| '@ |A_\/| | Options.. |

5.14. Import/Export styles

This involves importing styles from another document or template into the active document or
template.

»  Open the document or template where you want to import styles.
» Onthe Home tab, click the button visible in the Style group to display the corresponding window.

» Click the Manage Styles button at the bottom of the Styles pane, and then click the Import/Export
button at the bottom of the Manage Styles dialog box.
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Manage Styles a X
Edit Recommend Restrict Set Defaults
Sort order: | As Recommended 2 (] show recommended styles only

Select a style to edit

Normal
T Normal Indent (Hide Until Used)
I3 Note Heading (Hide Until Used)
2 page Number I
T par1
T parz2
12 plain Text (Hide Until Used)
T Puce Carrée
12 pyce-perso
12 salutation

Preview of Normal:

Arial Modify. Delete

10 pt

Font: (Default) Arial, Left
Line spacing: single, Space
Before: 6 pt
After: 6 pt, Widow/Orphan control, Style: Show in the Styles gallery

New Style..,

o Only in this docume (O New documents based on this template )

Cancel

Import/Export...

Organizer

Styles Macro Project ltems

To WORD ADVANCED July19 2...:

Melle_Template_Sty\...:

A2

Balloon Text I
commande

Comment Reference

Comment Text

Default Paragraph Font

Document Map

Emphasis

Styles available in:

Close File

Description
Font: 12 pt, Bold, All caps
Line spacing: single, Space
Before: 12 pt

WORD ADVANCED_July19 2024.docx (Document) w

' <- Copy '

Eename...

Intense Reference

List Paragraph
Majuscule
Murielle BULLET

Murielle Section Title
Murielle Subtitle

Mo List

Narmal

Styles available in:

Murielle_Template_Style.dotx (Template)

e

Close Fily

Close

Make sure that the Styles tab is active in the Organizer dialog box.

Click the Close File button visible below the right-hand box: the Close File button is replaced by the

Open File button.
Click the Open File button.

Select the document or template that contains the styles you want to import; by default, only the
templates are visible in the Open dialog box. If you want to view the documents, you must choose the
All Word Documents option from the list to the right of the File Name box. v*  Click the Open button.

Word Advanced

If the styles you want to import are not contained in the Normal
template, close the template, and then open the document or template
that contains the styles:
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0. Table of contents

The easiest way to create a table of contents is to format all the headings that you want to appear in the
table of contents using Word's built-in styles (example: Title 1 to Title 9).

If you prefer, you can apply personal styles or styles that contain hierarchy-level formatting.

When the styles are applied, you can select a formatting and create the table of contents. During this
process, Word searches for the titles with the specified styles, sorts them by level, lists their page numbers,
and displays the table of contents in the document.

Once the table of contents is created, you can use it to quickly move through an online document. The table
of contents is based on hyperlink. To navigate to a specific page or section within the document, simply
click on a page number in the table of contents to display the corresponding title in the document.

File Home Insert Design Layout References

@ Add Text ~ ab' [IT'] Insert Endnote

B| Update Table a}:; Next Footnote v

Table of Insert
Contents ¥ Footnote []
Table of Contents Footnotes

6.1. Create a table of contents from HEADING styles

1. Heading styles must be applied before generating the table of contents
2. References, Table of Contents, choose the desired format, and click the OK button.

3.  Select the layout of your choice from the list box

™ Add Text ~ a bW [ Insert Endnote /(
= v
Table of B| Update Table Insert 23 Next Footnote Ses
Contents ¥ Footnote [
Built-In
Automatic Table 1
Contents
1. HEADING 1 2
1.1, HEADING 2 2
111 Heading 3 2
Automatic Table 2
Table of Contents
1. HEADING 1 2
1.1 HEADING 2 2
111 Heading 3 2
Manual Table
Table of Contents
TYPE CHAPTER 1).
TYPE CHAPTER TITLE (LEVEL 2) 2
» chapter title (level 3) 3
@ More Tables of Cantents from Office.com >
Custom Table of Contents...
E; Remove Table of Contents
=Y

4.  Your table of contents will generate where your cursor was positioned.
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6.2. Update a table of contents

If text, structure, or pagination changes are made in the document, the table of contents does not update
automatically. The user must take care of updating the table of contents.

1.  Position your cursor in the table of contents.

2.  Pressthe F9 key to update your table or click on the field tab

Update Table of Contents ? X

N ) Add Text v
Word is updating the table of contents. Select one of the following

[ Update Table L ,
°§Update page numbers only:

Table of
Contents v O Update entire table

Tahle of Contents oK Cancel

3.  Select the required option.

Note: When updating an entire index or table, any text or formatting
changes made individually to the final table or index are lost

6.3. Customize a table of contents

When Word constructs a table of contents, it assigns styles TM1 — TM9 to the various entries in the table
of contents according to their heading level in the document. To change the formatting of entries at the
same level, simply change the corresponding built-in table of contents style (TM1 —TM9).

To do this:

1. On the References Tab W click Tables of Contents.

2. Choose Custom Table of Contents

@ More Tables of Contents from Office.com

EI Custom Table of Contents...

Eh,".c Bemove Table of Contents

3. InTab leader, you have a few choice
Tab leader: E
(none)
General — J[-------
Coernnntc: — J
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4. Inthe Format box, click From Template, and then click on Modify;
Table of Contents ? X
Index Table of Contents Table of Figures Table of Authorities
Print Preview Web Preview
?
HEADING 11 I HEADING 1 b Lo
Please select the appropriate style for your index or table entry
STYLE STYLE2 + COULEUR PERSON STYLE STYLE2 *:COULEUR Styles:
PERSONNALISEE(RVB(0;0;100)) 001 —
STYLE2 1 TOUT EN MAJUSCU...
o Troc2 Delete
Show page numbers Use hyperlinks instead of page numbers T10C3
Right align page numbers T 10C 4
Trocs
Tab leader: ... v T10c6
Troc7
Trocs
ral, Trocs
Preview
Formals: i
showlevels; |3 = +8oDY gt Lo
D Font: {Default) +Body (Calibri), 11 pt, Bold, All caps, Do not check
spelling or grammar, Space I
Options... Ll i::“rﬂb"i pt
er: 0 p
I~

le you want to edit insteamem plate" |

Heading (Lgvel)" to see in the Table of Contents

5. Inthe Styles area, click on

6. Show levels is the number of

6.4. Create a table of contents from LEVEL in Paragraph

Everything is the same to create a table of contents. Instead of using "HEADING", we use Level in
Paragraph Box.

When or why using "Level" instead of "Heading"?". That could be a subtitle or a style and this one as to
be in your Table of Contents but not formatting as a title, you want to keep your style.

See an example together with Document "Atmosphere"

1. Selectyour Title "Atmosphere"

2. In styles Box, choose » Select All

Title section T
Tiile subsection |~
M Update Title subsection to Match Selection
As Modify..
H ' Modify.
H Select All: (No Data)
Remove All: (No Data)
T _ _
Delete Title subsection...
Add to Style Gallery

3. You will have 2 instance(s)
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4. Open "Paragraph” » choose "Level 1" in Outline level

Paragraph
Indents and Spacing Line and Page Breaks
= General
Alignment: Left w
Qutline level:] | Body Text
\ Body Text
Indentation Level 2
Level 3
Left: Level 4
level 5

5. Select a planet and Select All (12 Instance(s)

Title section v
Title subsection 7|
M) Update Title subsection to Match Selection
A7 Modify..
H 7 Modify.
H Select All: (No Data)
Remove All: (No Data)
T ) )
Delete Title subsection...
Add to Style Gallery

o

In Paragraph, choose "level 2"

7.  Now, look on the second pages "Neptune" is a Title left alone at the end
Just-like-Saturn,-Uranus-is-surrounded-by-rings.-It-was-d
occultation-(eclipse-of-a-star-by-a-planet)-that-astronome
They-noticed-that-the-light-emitted-by-the-star-began-to-
was-occulted-by-Uranus.-Then,-after-Uranus-passed-in-f
by-the-star-began-to-flicker-again-before-becoming-fully-

Neptuneq

8. Never, a title should stay alone at the end of a page. What to do?
Reselect all your planets » reopen » Paragraph » Line and Page Breaks Tab » choose » Keep

with next"
Layout References Mailings Review
Paragraph —_—
= Breaks v ‘ Indent Sp
Page Breaks
Indents and Spacing Line and Page Breaks || Page
- ”—‘ Mark the point at which one page ends
and the next page begins.
Pagination Column

ﬂ—% Indicate that the text following the column
break will begin in the next column.

Widow,/Crphan control

. —  TextWrapping
i Separate text around objects on web
" — pages, such as caption text from body text.
] Keep lines together Section Breaks
—|  NextPage
[:] Page break before TS| et s st st s st e
- section on the next page.
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9. See the difference

10. Inthe preview section, we have explore "Quick Styles", click on any word in the text
11. With right click on "Normal" style » modify for "Justify" instead of "Left"

12. Now, you want your "Table of Contents"

13. Insert "Table of Contents" at the beginning of the document with a new section » Layout Tab
» "Section Break" » Next page

14. Insert your "Table of Contents"

We will see later how to change the level of the Table of Contents with
the style

7. Format long documents

Headers and footers are layout options. By default, they apply to the entire document even if the document
is divided into sections. Thus, a header or footer defined in one section will appear in the other sections of
the document. There are ways to handle this situation if you want to set a particular header or footer for a
given section. In future sections, we will look at how to manipulate headers and footers.

7.1. Create a header or footer

How to: Create a Header or Footer

1. Place the insertion point in the section where the header or footer should appear, from » the
Insert tab » choose either » Header or Footer
File  Home Insert Design Layout References Mailings Review View Developer Help

B D= MBS O Rlle BeoehBh HBBE B

Cover Blank Page Table Pictures Shapes Icons 3D SmartArt Chart Screenshot Online Link Bookmark Cross- Comment Header Footer
Page ¥ Page Break v v v Models ~ ~ Videos ~ reference v v

Pages Tables lllustrations Media Links Comments Header & Footer

2. Choose from Suggested Templates

B Q ;q E [ signature

Header| Footer  Page Text Quick WordArt Drop [Bpate st
e e Number ¥ Box v Parts v - Cap > ﬁ:l Object

I |

Banded

Facet (Even Page)

r

Facet (Odd Page)

‘

3. Enter text and change formatting as needed (font and size)
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4. Click the close button on the Design tab to exit » Header & Footer

File Home Insert Design Layout References Mailings Review View Developer Help Header & Footer

B 1 Previous [_] Different First Page £ Header from Top "DJB cm L ‘
i : F\ - § -
© EI El:' &

=l . = i
Header Footer  Page Date & Document Quick Pictures Online Goto B Next Different Odd & Even Pages L1, Footer from Bottom: “1 cm

e ‘ Close Header

~ ~  Numberv = Time Infov Partsv Pictures = Header 18] Link to Previous Show Document Text B Insert Alignment Tab and Footer
Heacler & Footer Insert Navigation Options Position Close

In the header or footer input box, two tabs stops have been set on the
ruler to make it easier to align text either at the center of the line or at
the right margin. This tab definition aligns text as shown only if you use
the default values of the left and right margins. If you've changed these
settings, use the Alignment paragraph formatting instead to center or
right-align the text, or to customize the tab.

\Is

7.2. Window: Header

Save-our-planet = - June-27,-20249]

Header -Section 1- | Atmosphereq[

7.3.  Window: Footer

Footer -Section 1-

Atmosphere.docx - - Page-|-1]

vl When creating a different header and/or footer, don't forget to disable

. "Link to Previous"
It's always better to start headers and footers on the first page. We do
the opposite to remove all header or footer (Start at the end).

7.4. Different first page

This option applies for the purpose of not having a header or footer on the first page

File Home Insert Design Layout References Mailings Review View Developer Help Header & Footer

|Eb| D m r;/_'l ET]:I E‘ Al el [=] E‘ [F Previous [] Different First Page
Save-our-planet - - June-2?,-2024ﬂ
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7.5.

EXERCISE - Different First Page

Create a header and footer from the "Numerology" file

1.
2.
3.

© N o 0 &

10.

11.

Page 24

From the » Insert tab » Header & Footer
Enter the contents of the Header » Choose the first option » Type “Numerology"

This page header should not appear on the first page, you should check the option:
"Different first page". Observe your result.

Review View Developer Header & Footer

FJ Previous

Help

Different First Page

Go to E_',Next
Footer ||

Mavigation

["] Different Odd & Even Pages

[v] Show Document Text

Options

Switch to the footer area, choose » Page X of Y, insert it in the center of the page
Select text, apply Arial formatting, and set font size to 9 points

Remove all Header and Footer

Insert a new section to Insert Table of Contents

Change TOC 2 » Left indent » 1 cm — Font color of your choice
Update TOC 2

Footer of "Table of Contents"» left » File Name — right » Page Number Format »
Roman numeral

Page Number Format ? X

AT

Mumber format:

Balance of the document (11 pages) — Normal numbers but start at Page 1
If you want to continue instead, choose from » Page Number Format » Continue from
previous section

Page Number Farmat ? X

Mumber format:

| E] Include chapter number

Chapter starts with style: | Heading 1 w
i Use separator: {hyphen) w
l Examples: 1-1, 1-A
f Page numbering
L C) Continue from previous section }

s

O startat |1

o [0].4

Don't forget to click on "Link to Previous" to cut link.
<_|;| Link to Previous

-

Cancel
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7.6. Different Odd and Even Pages
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If your document needs to be bound, you may want to create headings for both even-numbered and
odd-numbered pages. When viewing the pages facing a bound document, the odd and even pages

are indicated in the header and footer

. . ! Previous [ ] Different First Page
e B [B= B B2 p——
Header Footer Page Date & Document Quick Pictures Online Goto D’ Next Different Odd & Even Pages
v > MNumber ~ Time Info~  Parts v Pictures =~ Header : Show Document Text
Header & Footer Insert Mavigation Options
Header
The-solar-systemf The-salar-systm§

3
0dd Page Header -Section 1- ‘ j

5t
P 7 P PP n:

i _ ere-by-expelling-pases-from-the-planef's-interior, -like-
l| Even Page Header -Section 1 FJ:, 10 : ;

f, has insufficient o-hold-lighter

« Earth

For-nearly-500-million-years-after-ts-formation, the-Earth-had a-constant tempearature-of-

= Jupiter]

ists-mostly-of carbon-diccade la Teme]

Footer

e e fence of some form-af e-on-The-planet 4
0Odd Page Footer -Section 1-

[| Even Page Footer -Section 1- | ]

Page |19 Page 29

7.7. Change the section — In case of a blank page

When you have » Odd and even pages in a document and you need to create new section break, you

will create a blank page, how can you correct to remove the empty page?

Usually when you insert a "Cover Page", we like to have an empty page to start the document to the right

side. But sometime, it is the opposite, so what to do?
>

14
>

Click in your page from the new section

Open Page Setup

Page Setup

Margins Paper Layout

Section

Section start: Mew page

t Continuaus
Mew calumn

Suppress endno

Headers and footers
Even page

@ pifferent odd and o 4q page

= g

If you leave on » New page, you will get a empty page, so change it.

Word Advanced

In Section start, choose your page to start with Even page or Odd page
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8. Create a Section

The role of sections in the layout of a document is very important when you want to change certain
settings. For example, to vertically center a title page, to change the orientation of a page that should be
"Landscape".

8.1. Document containing several sections

The next page break is required when you want to apply a header or footer, either
to get a new numbering or a different header than the previous section. fovout Refeences Melings  Revien

= Breaks ¥ Indent Sp

Page Breaks

Also, Word will create a new section, and create a "Next Page Break" when you L | e

make a change in a section of your document that involves a different layout than | || ewmaie""
the previous or following pages, such as Landscape Page, different vertical
alignment (centered or justified)

Indicate that the text f
break wil begin i the

Text Wrapping
[ Separate text around objects on web

pages, such as caption text from body text

We will find Page break in Insert Tab, this Break is a simple Page Break, you will Section Bresks

not be able to change a page from Portrait to Landscape, you have to create a S ——
section to make a change. Bl
To create a section »» Layout Tab »» Breaks P> Section Breaks P> Next oo sp
page.

8.2. Pages Breaks

TYPE RESULT
Next page The new section starts at the top of the next page
Continuous The new section starts on the same page and immediately follows the
previous section. (e.g. Column)
Even-numbered The new section starts at the top of the next even-numbered page
page
Odd-numbered The new section starts at the top of the next odd-numbered page
page
Note :
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9. Bookmarks

Among other things, bookmarks make it easier to locate specific places in the text. A bookmark is a

LINK.

You can use a "Title" instead of a Bookmark" to do a LINK.

9.1. Create a bookmark

1. Open"Atmosphere" file

2. Select the text to include in the bookmark
Example: "Geology", use your Navigation Pane to find your word

3. From the Insert tab, choose Bookmark (Links Group)

Link | Bookmark

Links

reference

Cross-

4. Inthe dialog box, enter the name of the bookmark and confirm using "Add".

Bookmark

Bookmark name:

Geology

]

7

?

Add

Delete

Go To

X

9.2. Use a bookmark

Now you want to utilise this Bookmark »» Geology

1. Go to the end of your document and type "See information from Geology"

2. Select your text and In your group Links » choose M Link

3. Choose Place in this Document and from Bookmarks, choose "Geology"

Insert Hyperlink

Link to:

Existing File or
Web Page
)

¢

Place in This
Document

Create New
Document

TS A T T

Text to display: |5ee Geolagy

Select a place in this document:

----- Top of the Document

é--BDkaarks

Word Advanced
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10. Cross-reference

A cross-reference is also a link to a location in the document. Located in Insert, also in References.

Insert Table of Figures

Insert D

Caption EE] Cross-reference

Captions

@ [h I

Link Bookmark Cross-
v reference

Links

In the Cross-reference window, in Reference type, choose Title as the example.

Cross-reference

Reference type:

Mumbered item

Mumbered itemn
Heading I
Bookmark

Endnote
\ | ANNEXE

et oIS = lrr:p?ct Document
1.1, Inspect Document
2. /The Importance of the Brush
2.1. Remove character formatting.
1. Select the text for which you want to remove formatting
2. /From the Font group ( Clear All Formatting /
3. Layout of text in calumns
3.1. Create Columns from the Columns Dialog Box
3.2. Handling Column Breaks
3.3. Drop cap
4. Design tab

Insert reference to:

Paragraph number w

[:] Include above/below

O X

Insert

Cancel

The difference using “Cross-reference" is that we don't see that there is a link like a bookmark or link

11. Footnotes — Endnotes

Footnotes and endnotes are used in printed materials to explain, annotate, or provide references to the text
of a document. Footnotes in the document refer either to the bottom of the page or to the end of the

document.
. |J |‘ElH Next Footnote v | |
sign - Layout  References |33 5
ah Mext Footnote
ab1 [|_=[;']Inser‘t Endnote 7=
[ Next Footnot Previous Footnote
Insert a3 Next Footnote e
] xt Endnote
Footnote EX
=]
Footnotes = Previous Endnote
Page 28
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11.1. Create footnotes

Position the insertion point where the footnote call is desired
On the tab P Reference, choose Footnotes or Endnotes
In the Format box, click on the desired format

Click Insert

Enter the text of the note

S T o

Move back into the document to continue typing.

11.2. Move or copy notes

All you have to do is intervene directly on the footnote call and not on the text displayed in the note. When
moving or copying a note call, Word automatically renumbers the notes.

1. Inthe document, select the note call for the note that needs to be moved or copied
2. Move or copy footnote:

» Tomove, drag to the desired location

» To copy, hold down the CTRL key, then drag the note call to the desired location.

11.3. To delete a note

Intervene directly on the note call, select it and press "DEL".

11.4. To convert all footnotes to endnotes

Zl

1. Fromthe tab M Reference, then click on Footnote LF2otnotes

Footnote and Endnote ? X
Gcat\on N

Bottom of page v
() Endnates: End of document ~

Convert...
W J
Fo 114

Columns: Match section layout w

Format
Mumber format: 1,23 . w

Custom mark: I:I Symbol...

Start at: 1 =
MNumbering: Continuous w

Apply changes

Apply changes to: | Selected text v

2. Click Convert

3. Click on the desired option, then click Apply

Word Advanced Page 29



CERB

12. Create a table of figures

Like the table of contents, the table of figures can be useful for the reader to search for tables, graphs,
and figures.

The table of figures is created in the same way as the table of contents — Reference — Captions group
— Insert Table of Figures. However, it is important to have labelled the illustrations, tables, graphs, and
assigned a caption to them so that they can be included.

File  Home Insert Design Layout References Mailings Review View Developer Help

‘@ Add Text ~ ab'l “—T-‘] Insert Endnote /@ I@ @ E Manage Sources
v —

Insert Table of Figures

| N v . .

Table of D Update Table Insert a3 Next Footnote Search Researcher Insert D; Style: |L‘ Insert D

Contents ¥ Footnote [] Citation v [T] Bibliography ~ Caption []]] Cross-reference
Table of Contents Footnotes [} Research Citations & Bibliography Captions

12.1. Insert captions to items

1. Select the item to which you want to add a caption

2. In Reference Tab, and then click Insert Caption B X
Caption —

3. Inthe Caption box, enter the name you |Figure 1
want to assign to the item Options

4, Options Label could be a Figure or a Label: | Figure >
Table or a Chart (you can create a new Position: | Above selected item v
Label

) D Exclude label from caption

5. Option Position is the position of your Item: New Label.. A Numbering...
Above or Below

6. Select all the other options you want, AutoCaption... Cancel
confirm.

13. Create a bibliography

If you need to refer to external sources of information when writing your document, it is essential to cite
the author and the name of the source to avoid being sued for plagiarism. This is what represents the
bibliography of your document.

It's very user-friendly and easy to achieve with your Word software. Here are the steps to follow:

1. Place your cursor at the end of the text you
want to quote.

F‘@ Manage Sources

2. Go to the References menu in the Citations (=) S
and Bibliography group, and then go to the [17 style: |APA v
Style drop-down menu if necessary. The Insert —_—

objective here is to choose how the information | Citation ~ [T_—|> Bibliography ~
will be presented in the Bibliography.

3. Click Add New Source in Insert Citation. Citations & Bibliography
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11.

CERB

In the dialog box that appears, insert your source information. Choose the Type of Source
in question, the Language if necessary and enter the information

Create Source
[ Manage Sources

=)
[
Insert
(Citation v | [T] Bibliography ~

[V syle: [aPA +]

m Add New Source...

5 Add New Placeholder...

Type of Source
Bibliography Fields for APA

Journal Article

Book
Book Section

Author I

Article in a Periodical
Conference Proceedings
Report

Titls

Type the name of the Author, Title, Journal Name if necessary, Year, etc...

By checking Show all bibliography fields, you will have the option to fill in more fields.
Fields related to the chosen style will be indicated by a red asterisk.

*  Recommended Field

Create Source ? X
Type of Source v Language | Default v
Bibliography Fields for AP&
Author Edit
C] Corporate Author
Title
Journal Name
‘Year
Pages
[[] show Al Bibliography Fields ]
Tag name
Placehaldert Cancel
Day Accessed
| * URL ]

Word generates code for the tag visible at the
bottom of the dialog box.

Confirm the creation of your Citation by
clicking OK.

If needed, Manage Sources will allow you to
use the same sources in another document,
edit or delete a source.

The Add New Placeholder... will allow you
to insert a quote that you will complete later,
when you have all the information.

When the time comes to place the
Bibliography with the style chosen
beforehand. Insert a new page, then simply
click on Bibliography, and choose your
presentation template or customize your
template by clicking on Insert Bibliography.

Word Advanced

[T] Bibliography ~ Caption [[] Cross-reference

Entry

Built-In

Bibliography

1. Bibliography

Chen, . (2003). Citations and References. New York: Contoso Press
Haas, J. (2005). Creating & Formal Publication. Boston: Proseware, Inc.

References

1. References

Kramer, J. D. (2006]. How fo Write Bibliographies. Chicago: Adventure Works Press.

Chen, . (2003). Citations and References. New York: Contoso Press
Haas, J. (2005). Creating & Formal Publication. Boston: Proseware, Inc.

Works Cited

1. Works Cited

Kramer, J. D. (2006]. How fo Write Bibliographies. Chicago: Adventure Works Press.

Chen, . (2003). Citations and References. New York: Contoso Press
Haas, J. (2005). Creating & Formal Publication. Boston: Proseware, Inc.

D;l Insert Bibliography

Kramer, J. D. (2006]. How fo Write Bibliographies. Chicago: Adventure Works Press.
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14. Insert a file into an open document

This feature can be useful for assembling several short documents or sections of documents into a
larger document.

1. Place the insertion point where the new document is to be inserted

2. From the Insert menu, click on Object » Text from file...

3. Inthe window, navigate to view the correct file
,q AE [Z signature Line ~ E::l Object ~ |
Text Quick WordArt Drop [ Date & Time E:l Object...

Box v Parts v v Cap~ B] Object ~

El Text from File...
Text

4.  The insert button offers the option to insert the file as such or as a link.

Choose the insert option you want (otherwise, Word will default to the Insert option).

15. Track changes

When you work with several people on the same document, it is necessary to be able to easily see the
changes and comments of the users who have intervened on the said document. That's what Track
Changes mode is going to do.

Review View Developer Help |03 Comments | | £
7|> £ New Comment L =L By | All Markup D D D Previous E‘:—I I:h
A ||v_-| Show Comments v\‘ ﬁ B Show Markup ~ p “ EI
e Language v - - - Track P Accep‘[ Reject _’ Compare Restrict
v > Changes ¥ Reviewing Pane ~ v v Editing
guage Comments Tracking 5 Changes Compare Protect

15.1. View change tracking

1.  This feature can be accessed through the "Review" tab, then "Track changes". When Track
Changes mode is enabled, this button is highlighted.

2. If the option "Track Changes (Enabled/Disabled)" has been added to the status bar; simply click On
or Off to start or cancel the change tracker (unless the change restriction has been installed)

| Page 34 of 56 At 116cm  Linet 11 Column: 1 10810 words 60758 characters D;'( English (Canada) | Track Changes: On

B Al Mark
Trick: [?

Tack M show M3
To prevent a user from intentionally or unintentionally disabling change tracking, Changes | [ | Reviewin
click the Track Changes button, click Lock Tracking, and enter a > For Everyone
password.

F?‘ Just Mine

Eﬁ Lock Tracking
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15.2. Use the different types of revision markings

When Track Changes mode is enabled, all your corrections are "flagged."” If you hover over a correction,
a tooltip displays the object of the correction.

Word can mark all kinds of changes, such as inserts, deletions, formatting changes, changes in tables, text
moves. Changes in a table are marked differently depending on whether they are inserting or deleting cells,
merging, or splitting cells.

Note: A text is marked as Moved only if it is an entire paragraph.
Otherwise, it will be noted as deleted and then inserted.

Tip: Where is the moved text? To find out where a text has been moved,
or to find out where the moved text came from, click on the arrow in
each of the bubbles.

15.3. Change Tracking Options

Each type of modification can be displayed differently: using tooltips located in the margin or only in the
text, using colors, particular formatting (underlined, bold, etc.), etc.

To access the options, click the dialog box launcher at the bottom right of the Tracking group.

A first dialog box is a duplicate of the drop-down list in the Show Markup button.

I:}, Ba | All Markup | @ EJ?<

| Show Markup ~ )
Track P Accept Reject
Changes ~ . || Reviewing Pane ~ e h
Tracking (e Chang
[frack Changes Options ] ? X
i ) L
~
| B Show Markup Aced
: Highlight Updates ) )
~ Insertions and Deletions
. Insertions and Deletions Other Authors
Formatting ~"  Formatting
Balloons in All Markup view show: |Revisions v EE' Balloons >
Reviewing Pane: off s Specific People >
Advanced Options... Change User Name...
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Clicking on Advanced Options brings up a second dialog box in which

1. You can change the colors according to each type of correction

Advanced Track Changes Options ? X

(Narcap )
Insertions: ~ | Color: . Blue -
Deletions: Strikethrough ~ | Color: . Red v
Changed lines: Left barder ~

N | Y,

Track moves

Moved from: Double strikethrough ~ ~ | Color: . Green >
Moved to: Double underline ~ | Color: . Green e

Table cell highlighting

Inserted cells: I:I Light Blue ~ | Merged cells: I:‘ Light Yellow
Deleted cells: I:‘ Pink ~ | Split cells: I:‘ Light Orange
Formatting

Track formatting

Formatting: (none) ~ | Color: . By author v
Balloons

Preferred width: |94 cm = Measure in: Centimeters v

Show lines connecting to text

Paper orientation in printing: Preserve e

oK Cancel

2. Allows you to change the user's name (the one entered in the "General" tab of Options

Advanced Options... Change User Name..,

15.4. View and Hide Reviews

There are four view modes that can be accessed through the button Show Markup in the Tracking
group on the Review tab.

~ ~
:?/, Em( Al Markup ]
| .
Simple Markup
| Track B

Changes v All Markup

T Mo Markup
L5 1.6 1. 7. NPriginal )

The display of changes in the document is based on the use of balloons. Here's how revisions are
visualized in the mode you choose, and when the balloons are displayed in the margin.
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All markup

All markups are visible

Simple markup

Displays the document as it will be if the changes are accepted, but with a line
in the margin to indicate them.

No markup accepted.

This is the final mode. Displays the document as it will be when revisions are

Original visible,

Displays the document exactly as it was before the changes. No markups are

15.5. Show Markup

Careful! Hiding changes by choosing No Markup or Original modes does not remove them from the
document. To remove markups from your document, you must first accept or reject the changes. As a
security measure, when you open a document that contains revision marks, the marks are automatically
visible, regardless of the view you chose before you closed the document.

Show revisions in balloons - = =A —
B Show Markup Accapt Reject D, Next Compare
or Show only comments and . . -
o ~ Insertions and Deletions v

formatting in balloons:

) . . o ; Changes Compare
Comments will be displayed in Formatting e —
balloons to the right of the DE' Balloons > |+ Show Revisions in Balloons
document. o

Specific People b Show All Revisions Inline

Show all revisions Inline
Comments are embedded in

Show Only Formatting in Balloons

the text and are displayed
when hovering over the comment box.

15.6. Reviewers

It is possible to review the revision markups of one reviewer at a time or all of them. This feature
combined with the pane is very interesting.

15.7. Reviewing Pane

The use of a vertical or horizontal reviewing pane allows you to

have a summary of the revision markups contained in a

document. This pane also allows you to see the various changes

by type and by specific location in a document. It also allows

you to quickly access a markup without having to re-read the

entire document.

Word Advanced

ey

|J Reviewing Pane v

Reviewing Pane Vertical...

Reviewing Pane Horizontal...
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15.8. Comment a text

Actions around comments

Select the text you want to annotate, select "New Comment". The word or phrase chosen to insert the
annotation appears highlighted in the text and in the margin, your initials numbered in a bubble containing
the comment. To reply to a comment with another comment, click in the comment and click the New
button, or right-click the comment and choose Reply to Comment.

7 New Comment 7] Next Murielle Richard - 2 B
3 Delete ~ ||v_-| Show Comments v: I:jizisziri:: not useful
3 Previous .

Comments

By using the "Resolve" option and entering a comment, the "Resolve" option will be changed to "Reopen”
implying that the comment query is resolved but can be reopened by another reviewer.

You will be able to move from one comment to another by the "Previous" and "Next" icons, delete a
comment or insert new ones.

15.9. Delete All Comments

Click on the "Delete" button in the "Comments" group of the "Review" tab to delete all comments from a
document in a single operation.

|>-§:| Delete v\| ||v_—| Show Comments ~

25:' Delete

Delete All Comments in Document

Delete All Resolved Comments

15.10. Accept, reject changes and comments

When your document is finished, and before distributing it, you must [— N [ Previous =
of course remove the revision markups permanently. To do this, you @ :>< N Ia__l
have to accept or reject them, and this is the one and only way: Accept| Reject [ Next Compare

w - hd

Position the insertion point at the beginning of the document, and
choose the Simple Markup or All Markup view, then click the Next [> Accept and Move to Next
button to go to the first revision. [ Accept This Change
Then click Accept or Decline depending on your choice: any markup
of a revision that is accepted or rejected will automatically disappear.
Accept All Changes

Clicking one of these buttons automatically moves the insertion point Accept All Changes and Stop Tracking

to the next revision.
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You can accept or reject all changes at once by selecting the corresponding options from the drop-down
lists linked to these two buttons.

For example, if you want to accept all corrections from a specific reviewer, view that person's revisions and
then choose the Accept All Displayed Changes option from the drop-down list in the Accept button. The
icons above will allow you to accept or reject a change and switch between them through the "Previous or
Next" buttons.

The "Accept/reject all changes" option ensures that they are all accepted or rejected in bulk without flowing
from one to the other. The "Accept/reject all changes and stop tracking" option will disable further tracking
after accepting or rejecting all changes.

The "Accept/reject all changes displayed" option applies to multiple reviewers, allowing you to accept or
reject all of a reviewer's edits at once.

15.11. Print Comments and Edits

i ] Pay attention to the parameter If disabled, the
- document will be printed without the revisions.
Print All Pages . However, it will retain its markups at the time of
The whole thing saving.
Document

I

It is possible to print only revisions: you must choose

the "List of Markup" option in Print Setting. They can't

be seen in preview mode.

~ Print Markup

Only Print Odd Pages

Only Print Even Pages

15.12. Document protection (Restrict Editing)

You can "force" to work in change tracking by activating "Restrict

editing"

4 Click Restrict Editing.

4 In the Formatting Restrictions section, select the Limit formatting to a selection of styles check
box, and then click Settings to specify which styles are applicable or editable for the reviewer.

4 Under Editing Restrictions, select the checkbox, select "Revision Markups" if you want to hear
suggestions and comments from reviewers. If only comments are allowed, select "Comments". Then
check Allow only this type of editing in the document.

» Under Start Enforcement, click Yes, Start Enforcing Protection.

4 To assign a password to the document so that only reviewers who know the document can remove

the protection, type a password in the Type a new password (optional) box, and then confirm it.
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Restrict Editing vooX

1. Formatting restrictions

[ Limit formatting to a selection of styles
Settings...

2. Editing restrictions
Allow only this type of editing in the document:

|No changes (Read only) |V|

Comments

Filling in forms

Mo changes (Read anly)
to freell)f edit them.
Groups:

([Everyone

id choose users who are allowed

Start Enforcing Protection ? X

a2 More users.. Enter new password (optional): |

3. Start enforcement Reenter password to confirm:
Are you ready to apply these settings? (You can turn them off later)

Yes, Start Enforcing Protection Cancel

It is possible to make exceptions when using the protection. By selecting "Read Only" or Comments,
editable areas are allowed for designated groups.

14 Select areas where editing is allowed (use CTRL, for non-contiguous areas)

14 Choose from 2. Restrictions either the "No Edit Read Only" or "Comments" option and then indicate
the proposed group(s) (e.g. everyone)

14 Enable protection and save

Users of the document will then see the window below when the document is opened

Restrict Editing v

Your permissions

This document is protected from unintentional editing.
You may only view this region.
Find Mext Region | Can Edit

Show All Regions | Can Edit

Highlight the regions | can edit

> They will be able to move efficiently from one freely editable area to another or have them displayed.
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15.13. Compare and combiner documents

= (A

Compare Restrict
v Editing

E>

Hide
Ink ¥

Compare...

- .
Compare two versions of a

document (legal blackline).

Combine...

] Combine revisions from multiple
authors into a single document.

When you are working together on the same document and you have omitted to restrict the changes, you
can still find out what changes have been made by selecting "Compare documents" from the "Review"

tab.

The window below appears. On the left, select the original document and the revised document without
markups in the right-hand box. These changes may be labelled with initials or other text. Comparison
parameters are used to indicate which elements should be taken into account.

Compare Documents

Original document
Atmosphere.docx

Label changes with

More ==

Revised document

Label changes with

N

Atmosphere_Final.docx v

Murielle Richard

0K Cancel

It is important to specify to display the changes in a new document if the original is to be used for further

checks.

The process of tracking changes (acceptance, rejection, etc.) then applies.

Note :

Word Advanced
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15.14. Combining documents

Combine Documents ? X
Original document Revised document
Atmosphere.docx e Atmosphere_Final.docx b4
Label unmarked changes with:  |pqurielle Richard Label unmarked changes with:  |pqurielle Richard
=
More »> o] Cancel

Microsoft Word ? x

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

Keep formatting changes from:

© vour document (Atmosphere.docx)

O The other document (Atmosphere_Final.docx)

[ Continue with Merge Cancel

Combined Document |

» Left »

N Top right » ” Original Document (Atmosphere.docx -|

Rev'gsd Document {, here_Final.docx -

\

> Bottopn right »

X | Original Document (Atmosphere.doc: - Murielle Richard) *

Atmospherey

Combined Document V
Atmospherdy|

«Earthq

For-nearly-500-million-years-after-its-formation, -the-Earth- had-a-constant-temperature- of-874.68-
Fahrenheit). Composed-mainly-ofiron-and silicates, it-also contained smalimodest-amounts of radioacti
thorium-and-potassium.-As-they-decayed, these-elements-produced-radiation-that-gradually heated thesu
silicates. The-iron-sank-toward-the -center,-forcing the-lighter-silicates to-come to-the-surface-and-causing the-|
formed the-Earth's-surface-as-we-knowaet-ittoday,-and-as-it-continues-to-evolve |
The-Earth's-atmosphere-is-more-than-(}-high.-From-sea-level-to-an-altitude-of, it-is-composed-of-78%-nitrogen-and-21 %0}
rest-being-a-combination-of-argon, -carbon-dioxide, -neon, -helium, krypton,xenan-and-cther-gases-in-small-proportions.-Mos
atmosphere-is-concentrated.640-kilometres400-miles100-kilometres.q

« Earthq]
For-nearly-500-million-years-after-its-formation, the-Earth-had-a-constant-
temperature-of-874.68-degrees-Celsius-(2000-degrees-Fahrenheit).-Composed-
mainly-ofiron-and silicates, it-also-contained-small-amounts-of-radioactive-
elements,-mainly-uranium -thorium-and-potassium.-As-they-decayed, these-
elements-produced-radiation-that-gradually-heated the-surface,-melting-the-iran-
and-silicates.-The-iron-sank-toward-the-center, forcing-the lighter-silicates to-come:
to-the-surface-and-causing-the-powerful-process-that-formed-the-Earth's-surface-as-
we-know-ittoday,-and-as-it-continues-to-evolve.f
The-Earth's-atmosphere-is-more-than-()-high.-From-sea-levelto-an-altitude-of,-it-is-
composed-of-78%-nitrogen-and-21%-oxygen, the-rest-being-a-combination-of-

rees-Celsius-(2000-degrees-
ements, mainly-uranium,-
-meilting the-iron-and-
rful-process-that-

= Venusq|
‘Shrouded in-mystery,-Venus,-our-closest-neighbour, is-named-after the-Roman-goddess-of{ove.-For-some-unknown-reason,-Venus-
rotates-on-its-axis-in-the-opposite-direction,-that-is,-in-the-opposite-direction-of-its-rotation-around-the-Sun.--Venus'-veil-of- mystery -

Document (Atmasphere_Final.docx - Murielle Richard)

consists-of-an-impenetrable-layer-of-clouds-of-sulphuric-acid-covering-an-atmosphere-composed-of-96%-carbon-dioxide A{mospherdl
Sunlight-entering-Venus'-atmosphere-is-converted-into-heat-and-cannot-escape-due-to-carbon-dioxide.- This-phenomenon-is-called -
the-"greenhouse-effect”™.- The-surface-temperature reaches-341.33-degrees-Celsius-(800-degrees-Fahrenheit),-and-the-atmosphere - . Emﬂﬂl

to-by ner by-lightning.*

v ’ o 9 For-nearly-500-million-years after its formation, the £arth-had-a-constanttemperature-
The-weight-of-the-atmosphere-on-Venus-is-comparable-to-the-pressure-that-someone-would-experience -walking-on-the-ocean floor- 0of 874.68 degrees-Celslus {2000 degr )..Composed-malnly-ofiron-and-
at-a-depth-of-800-meters{mr1. silicates, - it- also- contained- smakmodest- amounts-of - radioactive- elements,-mainly-

uranium,- thorium- and- potassium.- As- they- decayed,- these- elements- produced-
* Mercuryq radiation-that-gradually-heated-the-surface, -melting-the-iron-and-silicates. - The-iron-

T S S L sank- toward- the- center. - forcina- the- liahter- silicates- to- come- to- the- surface- and-

Itis also pdﬂssfi’ble to combine the different document versions.

The text present in the first but absent in the second appears in blue, and conversely that present in the
second and absent in the first appears in red. Moved paragraphs appear twice, in the corresponding colors.

You can then accept or reject the changes as you see fit.
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16. Index

16.1. Create an index

To create an index, we mark the entries with the name of the main entry
and the subentry in your document, Word will refer to the page of the
source in the document.

When you select text and mark index, Word will add a special XE {"Index
Entry"} field that includes the marked main entry and subentry.

16.2. Mark the entries

—é Inser‘tlndex
Mark D

Entry

Index

These steps show you how to mark words or phrases for your index, but you can also Mark index entries

for text that spans a range of pages.

Open: Environment_Even_Odd

Select The state of the environment

In Reference tab » Index group » click » Mark Entry
In Main entry type "Environment"

Subentry, type "State"

Click on "Mark at the bottom.

The text in Bold is already done.

See table on next page

© N o 00~ w NP

Insert a section break at the end and insert your INDEX

mrk Index Entry ? X\

ndex

Main entry: |Environment |

e.lbentry: | State| |‘|

Options

(O Cross-reference: |See |

o Current page
O Page range
Bookmark: &7

Page number format

(J Bold
D Italic

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

Mark Mark All Cancel

Word Advanced
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9. Insert index at the end of the document, 1 column (If you don't have a lot of entries.
Index ? x
Index Table of Contents Table of Figures Table of Authorities
Print Preview
ATISTOLE 1uveveeeeereseeseae s e seeseaeresenas 2 Type: © Indented O Rup-in N
Asteroid belt....ccovvevicnnnnnnne See Jupiter I Columns: |1 =
Atmosphere Language: |English (Canada) ~
Earth J
EXOSPREIE i eeenn 4
TONOSPNEre oevveeeveeereeeee e 3
iBight align page numbers;
Tab leader: b
Formats: From template "7
Mark Entry... AutoMark... Modify...
Page Text to select Main Entry Secondary Entrance — (Subentry)
1 The state of the environment Environment State
1 The concept of ecosystem Environment Notion
2 Ecological resources Ecological resources
2 The atmosphere Ecological resources Atmosphere
2 Water Ecological resources | Water
3 Earth Ecological resources | Earth
3 Flora and fauna Ecological resources | Flora and Fauna
4 Renewable resources Ecological resources | Renewable resources
5 Damage to the environment | Environment
5 Types of pollution Pollution
5 Industrial pollution Pollution Industrial

Page 4
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17. ADDITIONAL EXERCISES

17.1. Exercise 1 — Columns

1. Open"Column 1_Bengal tiger" file

~
X

. . . . . Columns
2. Place the insertion point at the beginning of

the paragraph: "Animal in danger"

3.  From » the Layout tab » Click Page

Presets

Breaks » Choose » Continuous o e e Lo Bight
. . . Number of col ;|2 = @ Line between
4. Place the insertion point at the end of the e e e .
Width and spacing Preview
page and repeat the step © 1o insert Col#:  Wicth: Spacing:
another continuous » from section break ] [roem 3 [osem S
5. Place the insertion point anywhere in the sooed 5 -
text, from » the Layout tab » click » on L1 Z Z
Columns » Other Columns to open the TR T

dialog box
Applyto:  Selected sections ~ Start new column

Clear Equal Column Width w®check box

6
7. Request a separator line

8.  1st column measurement »10 cm
9. 0.5cm spacing

10. Click in a paragraph and choose "Dropped" from "Drop Cap"

11. If you want more "Drop Cap", repeat the operation in the paragraph.
12. Modify your "Layout" if you have 2 pages to get only one.

Result of the exercise on the next page

17.2. Exercise 2 — Column Jump

Columns D % 1. Open"Column 2_Tiger and Panda"
file

2. Select the document from "Bengal
tiger to the end of the document”

Presets

o] T Th Left Right .

= e e = =9 3. Fromthe » Layout tab, » click »
Number of columns: |2 = Line petween on Columns » Other Columns
Width and spacing Preview

. . 4. Choose » 2 Columns
Col #: Width: Spacing:

737 am 5. Request a separator line
6

Spacing as shown in the dialog box
on the left (0,5 cm)

4k

7,37 cm

T

RN RLAINIEN I 2

Alp| (4]

® Equal column width 7. Drop the cursor in front of » "The
giant panda", choose » column
break (in Page Break on the Page

Cancel Layout tab)

Apply to: | This section ~ Start new column
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Result — Exercise 1 (Column)

Result — Exercise 2 (Column)

. Bengal-tigeﬂ]
= Animal-in-dangeri

ection Break (Continuous):

wore: 2226 tigers: across:
India_- which- predicted- that-

The: Bengal.tiger- i & feline,- and: the: most:

Lso-callad-the-Rayal & E.r,E,,_,‘.
lighter- and: s imposing: than- the- Siberian- tger. =

the Indian- govemment, haz- been increasing: far- several
years, in 2018, it probably s 300D ndi indrdia

« Distribution-and-habitats"

The- strangest- papulation: of- Bengal tigers- is- found-in- the-

ld-canti " katf

Reproduction

Bengal- tigers: reach- saxual-
maturity: at- 34 yoars- for-
femalas- and- 4-5- years: for-
males. Theyusually traad -
the spring - A male- fram- -

P g Thay nearby estate visits: the:

Found-i L and-northarm- Indi IlasB 4. | famale-an-hi During-

Nepal.Tigar i living-sp i v | this- period, the- female- is-

can-hunt.-They-mark-end- defend: tarritar ying-si ile-only Fto-T-days.-

¥ itary- | After mating, the: male-

animals, ! i dlzalarg hich- | i returns- to- his-
" 2 range-

4 h h & b | not- - in the-

" young.About:

T o h d I h 15 weeks- latar- (35-to- 112
i ¥l y-aleeps: | days), igress-gi

he-f ol h g-and | e day to- 2-to-4- pups,- sometimes-

o B mare,- bling: for- the- first- 10-

and-prey. 1 days.  The mather-

breastfeeds: them- for 6

« Protection]

wocks: and-then-alsa-brings-

In- 1300, the- Indian- tiger- was- d- at-

between-40,000-and-50,000-individuals.-By-197Z, thatfigure-

preyto-ea

At- 6- months.: she- leaves.

haddrapped o1, i them-alone- in-the- dan,- for-
P days, while-she-hunts. Older-
program haspuht-h.:ckm-uhuut-d 000+in-1984.9 ones,- she- takes: them- with-

Thel F2013 releanad by the Napalese Mini her-At-11-months- they- can-
s P {am, puts: e huntal datd
i Bhutan, 1504 2004 they- are- strong- enough- to-

188.n Nepal

Burma.- The- 2007- census- gives- 1,411- tigers- in- Inr.h.: This-

figh i
Tig: launched.-| -there-

in-the-2014;

prey- on- large- pray.- Young:
tigers-stay 2-or S-years-with-
their-mother; {tisthen-ready-
again I can-
measureupte2 B0-maters.§

to- mate-

Endangered-animals."|

* Bengal-tigeryl

The-Bengal-igera-a- feline,-and-the: mast

1L-k I led

the-Royal-Bangal-Tiger,-
imposing: the- Siberiar-
populatian,-

than-

has- bean- increasing- for several- years, - i

2013, itprobablyswceed s 3000indvidualsin.

India ¥

» Protection

In- 1900,- the- Indian- tiger- population- was-
sstimatad- at- between- 40,000- and- 50,000-
individuals. By-197Z, thatfigure-had drapped-

hghtar-and-lass-
tigar.. I
thanks- i gasianlar.te: the:
oz thedndian .

The-giant-pandaf]

The giant panda-iz-prabably-ane-af-the-mast-
powarfulsymbals-when-it-comeas to-s paciss-
canservation.A-naticnal treasure- in-China, -
ha-panda-has-a-spacial ing-for-WWF, -
sincer it- has- bean- its- symbol- since: itz
faund ationin961. Thispeacefulmembar-af-
the- bear- family,- which- feeds- on- hamboo, -

faces- several- threats.- Its- forest: habitat- is-
fragmented.-and-populations- are-small-and-
isalated- from- sach- ather.- Not- to- mantion-
poaching, whichisapermanantthrestiothe-
panda.y

In-the-1980s, thare-ware-only-1,114-pandas-
inChina. Sutthemostrecentcensusesfrom-

ta- 1,850 and- the- Indian. government [ 2014 reveal that- there- ars- 1,854 pandas-
2 ianal-park i d-it=- | living- in- the- wild.- Their population: has-
tiger-papulation.-f-pr program-haz- | in 44y 1T%Heing decade.
putitbacktoabout4,0004n1984.1 .
Where-canit-befound?

The- latest: census-of- 2013 releasad- by-the:
Napalese- Minister- uf Farasts- and- Soil-
A984in-
Nepaland Ehutan A50inSangladesh, 20040
westarn-Burma._Tha 2007 censusgves-1,411-

The- giant- panda- could- once- be- fraquantly-
seenin-zouthern-and-sastern-China, as-well-
az-Myanmar- and-narthern-Vistnam.-Due-to-
population:  grawth-  and-
dewalopment. activities,: its range: is now-

EateEnsive:

igersinindia. This figure B

the- 1973- census when: Project: Tiger- was-
launched.-In-contrast,-in-the- 201 4-cansus,:
there-were-2226-tigers-across- India, which-
predicted-that-the- tiger- papulation-in- India-

would-continueto-skyrocket

raduced- ta- soma- 20- patches- of- isclated-
farast-inthe-mountains-in-Sichuan. Shaanxi,-

and-Gansu provinces.

Avoidingthesworstforthe-pandall
After3-years-of-slaw-busteady:progress.
o
the- IUCN Red- List- of- Threatened- Specles
fram endangeredizulnerable. The dacision:
ftheworkdon I
years. by. the: Chinese- government,- local:

communities, natureresereemplaysesand-

WWF.T

17.3. Exercise 1 — Style

1.
2.

Open "Healthy Meals" file.

Select your title "Prepare healthy meals"

O T R

Apply a border of your choice to the title.

Specify a text distance of 12 points for the top and bottom.

Alignment center.

Change the title to "Comic without MS" font 24 points, bold
Create a style from the title and name it "FAVORITE-TITLE"

CI|ck on » Modlfy and replace » Style for foIIowrng paragraph to » "Normal

Properties

Mame:

o T

Create New Style from Formatting

FAVORITE-TITLE

Style type:

e for following paragra

Linked (paragraph and character)

¥ normal

Page 44
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# Click on New documents based on this template

Font: Comic Sans MS, 2§ pt, Bold, Font color: Text 1, English (Canada), Expanded by
Before: 12 pt
After: 12 pt, Level 1, Border:
Top: (Dash dot (strokey), Accent 1, 3 pt Line width)

8 Add to the Styles galle |_J Aytomatically update

| Only in this document | €){New documents based on this template;

Apply the Heading 1 style to all bolded sentences
Modify Normal

« Justified

# Change the color of the text

Modify the first paragraph under "Think small"

% Leftindentat1 cm

« Line Spacing: 1.15

« Bottom border only (your choice)

%

Create a style with this paragraph: Name: Type "your first name" then Quote
(ex. Formation-Cad_Quote)

% Apply this style to all other paragraphs under Heading 1
Change Heading 1 style fill with a color.

17.4. Exercise 2 — Using quick styles

1. Open" Numerology" file

2. Drop the insertion point in the text to be modified in the Formatting, i.e.: PLANET: THE SUN

3. Open the Styles » window group Styles » Home tab

4. Observing that Heading 2 is framed, click on the menu (far right) which informs us that there
are 69 instances of Heading 2 in the whole document

5. Choose "Modify style"

6. Inthe "Formatting" box, choose a different color for all instances » Heading 2

7. Click OK

Note :
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17.5. Exercise 3 — Create a style & Template

OPEN A BLANK DOCUMENT
1. Typeletter A—B - C-C - D -E (We will create a style with each letter)

2. Select letter "A". Click on Create New Style from formatting
Name: TITLE DOCUMENT

Create New Style from Formatting ?

Name:
TITLE DOCUMENT]

Paragraph style preview:

Style1

oK Modify... I Cancel

(JILUOW}

Click on "Modify"

Font color: BLUE, size 18 pt, bold
Capital letter (All caps)

Bottom border, Color in blue

Based on: Normal

O I I

Next paragraph: Normal

3. Select letter "B". Style Name: (Your first name) SECTION TITLE Ex. (Mary_Section Title)
Click on "Modify"

Font color: BLUE, size 12 pt, bold

Capital letter

Based on: Normal

Next paragraph: Normal

Paragraph: Before & After Spacing: 12pt

Line Spacing: Single

Paragraph with color fill (your choice)

Paragraph: LEVEL 1
4.  Modify the Normal Style

& Default Color: Custom Color of your choice

L T T T B B T )

& Paragraph: Before & After Spacing: 3 pt
&% Line Spacing: Single
& Paragraph: Justified
5. Select letter "C" Style Name: (Your first name)-SUBTITLE ex. (Murielle Subtitle)
& Click on "Modify"
& Based on: Heading 2
& Next paragraph: Normal
& Paragraph: Justified
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Select letter "D". Create a bullet
« Bullet of your choice

& Leftindentation: 1cm. Suspended: .8cm

Indentation
Left: 1cm = Spedial: By:
Right: 0 cm : Hanging w 0.8 cm

& Next Paragraph: Same style

| Style for following paragraph: |

& Save as a new quick style "New documents based on this template"

Add to the Styles gallery ) Automatically update

EJ:J Cnly in this document OENew documents based on this templateé

& Give a name of your style: (Your first name)-BULLET ex. (Murielle BULLET)
Save as your document has a "Template"” (.dotx) in your folder

Remove everything. (all your text), save again

17.6. Two ways to apply existing style

& Step one — by opening your template
& Step two — by Importing style

17.6.1.  Step one — Use your template

o > 0N

Open your template document (a copy of the template)
Open "PERSONNEL MANAGEMENT"

Copy THE ENTIRE DOCUMENT

Paste in your new document

Keep the same formatting to be able to past the good style
% Personnel Management is TITLE DOCUMENT

% Select text with Similar Formatting (second sentence)

"General information in personnel management”, |I» Select~ |

you should have 5 instances

Style to be used » (Your first name) SECTION TITLE
All instances in blues are "(Your first name)-SUBTITLE"
Balance with the bullet (Your name BULLET)

Make sure to keep your TEMPLATE

L B T

En select All
b Select Objects
Select Text with Similar Formatting

[’E‘ Selection Pane...

See your result on next page

Word Advanced
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PERSONNEL-MANAGEMENTY]

GEMERALAMNFORMATIONAN-PERSONMEL-MANAGEMENTY

» Historical developmenty|
# - Personnelimanagameantindts-embryonicetage
# - Thereorientation-of-personnelmanagement-activities.
# - Consolidation-ofparsonnalmanagemant-activities.
# -+ The-ageofmaturityofpersonnel-managameant.
* Definitions and-objectives-of personnelmanagementy|
# - Conventional-definitions."
& - BystemicDefinitions1
& -+ Objectives
* Personnelmanagement-activitiesy
: Perscnnel-administrationt

¢+ Personnelmanagamant:(inthebroadest-sansa)

s Working-conditions1

*
&
% -+ Communication-and-information.
&
# - Industrial-ralations.

ROLES-OFPERSOMMEL-MAMAGEMENTY

» Futwresoleof thefunction)

# - Accordingto-somefrench-authors

# - Accordingto-some-American-authors.

17.6.2.  Step two — By Importing style

We will have a problem with the bullet style, this is the reason it's better to use the first step with styles.
1. Open"PERSONNEL MANAGEMENT"
2. Open your style and click on Manage Styles

(A [A[1A

| Options... |
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3. Click on Import/Export

Import/Export...

« In Organizer, we have to close the Normal

Organizer ? X

Macro Project ltems

In Personnel Management.docx: In Mormal.dotm:
Default Paragraph Font - Copy Default Paragraph Font a
Footer List Paragraph
Header Delet Majuscule
Mo List e Murielle BULLET
Mormal Mo List
Page Number Rename... Normal
Table Normal Table Normal
= Title o
Styles available in: Styles available in:
Personnel Management.docx (Document) ~ Normal.dotm (global template)

Close File Closg File

« Open your Template

Organizer ? X

Styles Macro Project ltems

L InPersonnel Management.doox:

Default Paragraph Font A
H Footer
Header
Mo List Delete

Copy o

MNormal
Page Number Rename...
Table Normal

Styles available in: Styles available in:

Personnel Management.docx (Document) ~

Close File

« Now transfer your style from your template and copy to the left

Styles Macro Project ltems
To Personnel Management.docx: W Murielle_Template_styl...:
Default Paragraph Font o List
Footer ormal
Header uceTriangle
Heading 2 L Delete . | Quote
Murielle BULLET Subtitle
Murielle Section Title Rename... Table Normal I
Murielle Subtitle Title
No List
Styles available in: Styles available in:
Personnel Management.docox (Document) v Murielle_Template_Style.dotx (Template) ~

4. Open the styles box and you are now able to utilize your style in the document

Styles v
Clear all
Footer T
Header T
Heading 1 )
Murielle BULLET n
MURIELLE SECTION TITLE 0
Murielle Subtitle S
Normal T
Page Number a
TITLE DOCUMENT n

5. Observe the bullet style.
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17.7. How to correct a template

A\
To make a correction, you have to open Word first, then open your

template. If you open your template without opening Word, you will
have a new document.

17.8. Compare and Merge Exercises (Combine)

1. Open file News2 and News

2. InView tab » Request a side-by-side, synchronously scrolling view.

i B= =

Window | pacros =~ Properties

<~ W
Macros SharePoint
—|—|j E’ [ View Side by Side
Mew Arrange  Split D
Window  All
s |
3. In Review tab » Compare "News" document with "News2" document in a new

document.
Compare Documents ? X
QOriginal document Revised document
News.doox ~ News 2.doex ~
Labgl changes with Label changes with  nurielle Richard

N

oK Cancel
Comparison settings
Insertions and deletions Tables

Moyes Headers and footers

Comments Footnotes and endnotes

Eormatting Textboxes

Case changes Fields

White space
Show changes

Show changes at: Show changes in:

() Character leval O Original dacument

o Word level O Revised document

o Mew document

4. Display the changes pane. See the number of revision marks

5. Combine "Log" with the "News2" document. See revision marks directly in the document
or in the navigation pane.

6. You are able to make changes directly to create a new document (Name News3)
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1

8. Exercise - Help endangered animals

Open the "Help endangered animals" file

It's better to use the navigation pane when working with the table of

c

ontents

We have make 3 mistakes at the beginning in the document, Texte in RED, can you apply
correction (Heading 1 or heading 2). You can use Level too.

This is the result you should have with Headings or levels in Paragraph.

Bengal Tiger Heading 1 Level 1
Distribution and habitats Heading 2 Level 2
Protection Heading 2 Level 2
Giant Pandas Heading 1 Level 1
What does he eat? Heading 2 Level 2
Population Heading 2 Level 2
Where can it be found? Heading 2 Level 2
Avoiding the worst for the panda Heading 2 Level 2
1. Modify normal: Justified, spacing before 6 pt
2. Insert a Section Breaks ». Next page after your Cover page
3. Insert the table of contents
From the Reference ribbon, select » Insert » Reference » Table of Contents
4. Return to Reference, Custom Table of Contents and explore formats and sequences. Cancel if
necessary.
5. Modify TOC 1 and TOC 2 styles as follows:
® TOC 1-All caps, Spacing » before— 9 pt
® TOC 2 - Paragraph indentation —1 cm — Line spacing — 1 cm (Single)
18.1. Section Breaks

Bengal Tiger

Giant Pandas

Great White Shark

Polar Bear

African Elephant: strong, smart, but vulnerable species
The Rhinoceros

See after each Statistical, we have Section Breaks
Update your "Table of contents”

SEE IF CHANGES NEED TO BE MADE TO HAVE YOUR TABLE OF CONTENTS ON ONE
PAGE ONLY

OO OOOOOQ
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18.2. Bookmark

6.  Select "Table of contents" on the second page.

® Insert Bookmark and type TableOfContents

&®  Reach the end of the document

®  Type: Home page

&  Select your text and create a link to the bookmark

7.  Select See more information about PANDA (Statistical page) Use your Navigation Pane

Edit Hyperlink ? *
Link to: Text to display: | < <Selection in Document> > ScreenTip...
iC] Select a place in this document:
Egisting File or
Web Page Top of the Document
= Headings
" U hi = B?ngal TIGC‘.T Target Frame...
Place in This Distribution and habitats
Document .
Protection
8 .
Create New What does he eat?
Document Population of PANDA
Where can it be found?
Awvoiding the worst for the panda
E-mail Address I Great white shark Remove Link
oK Cancel

< Insert link to the heading Giant Pandas

8.  Select "Biography" (First Page Heading) and create a bookmark

®  Go to the end of the document
®  Type: Home page
®  Create a link to the bookmark

18.3. Insert a cross-reference

See the difference between Cross-reference, regular Link and Bookmark

9.  Select "See more information about African Elephant" (Page Statistical) and Link to Heading 1
LOCATED IN THE DOCUMENT "AFRICAN ELEPHANT"

10. Select "Reason of danger" (Create CROSS-REFERENCE) WITH HEADING 2 (Same name)

18.4. Footnote — Endnote

11. Insert Footnote:

©® Research: Protection (Bengal Tiger page) — (Taper) See chart in Annexe A

& Research Title "Polar Bear" and insert a Footnote: Text wrote in French and translated in
English

12. See Endnote end of document:

®  This "end of document" note should have been in the "Bibliography"
©®  Delete this note (Site no longer exists)
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18.5. Caption (Pictures & Excel Chart)

13.

14.

15.

16.

17.

18.

Work with F5 if necessary
See IMAGES THAT are already marked

Pictures to be marked

&  Bengal Tiger
® Giant Panada
®  Feeding: FABRICE GUERIN

Create a new Label called: Chart

Select the chart in STATISTICAL — TIGER page and create the Caption name: POPULATION OF TIGER

2013

See Great white shark & Rhinos have a caption too

18.6. Bibliography

19.

20.

21.

See the source at the end of panda’s section.
&  Go back to "Edit Source" Add 2024 to Year accessed

Year Accessed ||

R

8 show all Bibliography Fields *  Recommended Field

Click at end of Great White Shark section
®  Cutthelink Web Site
® Add New Source
= . E Manage Sources
Insert [T style: |_AF'A “|
Citation ~ | [T] Bibliography ~

El] Add New 5Source...

= Add New Placehalder...

Author: FishiPedia

Year: updated in 2023

Year accessed: 2024

URL: https://www.fishipedia.fr/fr/[poissons/carcharodon-carcharias

SO

Click at the end of the first paragraph "Where do polar bears live? "RADIO-CANADA"

©®  You forgot to add the publication date
return to the source and add September 14 in 2016

Word Advanced
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18.7. Open "African Rhinos" file to Insert Object

22. Copy everything from this document

23. Paste below "Protection" (Under the picture)

Table of Pictures & Charts to be insert after Table of Contents

24. Type "Table of Pictures"”, Style: Heading 1

25. Type "Excel Charts", Heading 1

18.8. Insert Bibliography at the end at the end of the document

18.9. Header & Footer to create

26. HEADER

First page: Nothing

Table of contents: Endangered animals at left
Keep link and stop at "Statistical"

No Header on "Statistical Page"

No header in next section

RIS

27. FOOTER

First page: nothing

Table of contents: DATE AT LEFT PAGE NUMBER TO THE RIGHT (ROMAN NUMERAL)
Ex. « TOC p. i », number start at "i"

Table of Pictures LINK to Previous

Continuous page number with Roman numeral)

At each animal: Page xx in the middle (Start at 1)
Style of your choice

Appendix, start at A (Tiger)
Remove Page number on the last page (Bibliography) NOTHING

SO VOO @

Page 54 WORD Advanced



