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Course Overview

This is the second class in the Word 2007 series. This manual will continue covering
tasks that are important to getting documents started, organized, and professional.

The topics covered in this course are:
File Properties

Spacing (Indents and Tabs)
Columns

Breaks (Section, Page & Column)
Styles

Table of Contents

Extra Pages

Borders

Shading

Find & Replace

Quick Parts

Protect Documents

Send a Document Using Outlook
Compare Documents

Envelopes & Labels

ol
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Conventions Used in This Manual

In each lesson, there can be:

A list of topics

e A general discussion of the lesson topics
e A review of several topics
e One or more exercises
e One or more tips
e One or more notes
QCO A topic heading is denoted by the Steps graphic, if a list of general Steps is
oA given. Back at your desk, you may refer to these Steps as a basic outline of
¢ what to do.
~~ An Exercise heading is denoted by the Runner graphic. These classroom
— exercises provide practice and more detailed information about the topic(s)
j being covered.
Tipi open A Tip box is available to offer a helpful hint or a caution about the topic that is
aFile being reviewed.
The shortcut
CTRE O will
display the
Open dialog
box.
A pNote provides supplementary information about the current topic
Ver. 2008.05.15 Page 4 pstrain@uakron.edu
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Lesson 1. File Properties

You are able to add descriptive information to your files such as a title, author name,
subject, and keywords. Using file properties may aide in organizing and indentifying
your documents at a later time.

\_\Q");?
Adding File Properties -y

1. Click on the Office Button, Prepare, and then Properties.

fg,, d -5 (& 7 Word2007CreatingDocuments102.doc - Microsoft Word
- Home Insert Page Layout References Mailings Review View Get Started (7]
= = A A=) [E= = =4 ;%fi FA Find -
B Arial 12 A A% = = &=(( 4| T AaBbCc AaBb! AaBbC AaBbCt - : & Reptace
Sae
Paste B 7 U ~ake x, x* Aa~||- A -| |= = | e riiGiin ArialText  LessonHdg  LessonHd.. TlessonH., — Change
= El - A 7 Styles~ || W Select -
Clipboard & Font ] Paragraph i Styles i Editing
@ Document Properties ™ Location: C:\Documents and Settings'wsaraMy Documents\Office 2007\WordW s Required field X
Author: Title: Subject: Keywaords: Categary: Status:
P | [wsara
Comments:
1---I-‘--‘?‘a--‘l‘--l"-2-“\--‘3‘--!‘--4---!-‘-5-“\--‘6"'&“'7"‘ &
y (4

|
Below the Ribbon, the Document Properties bar appears.

2. The Standard Document Properties fields display. The Author field is
automatically assigned based on the setup username. If this field is blank, go to
Word Options, Popular, and enter your name and initials as you want them to
appear.

3. The Title, Subject, Keywords, Category, Status, and Comments fields are all
free-form and you can type as you wish.

Ver. 2008.05.15 Page 5 pstrain@uakron.edu
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4. To open additional properties for the file, click on the down arrow next to
Document Properties and select the option for Advanced Properties.

General |Summarv | Skatistics I Contents | Custom |

fiw j whard2007 CreatingDocuments 102, doc:

Twpe: Microsaft OFfice Word Dacurnent
Location:  CiiDocuments and SettingsiwsaraiMy DocurentsiOfice
Size: 2.88ME (3,029,515 bytes)

M3-005 name:  WORDEQ~3,D0C

Created: Tuesday, October 09, 2007 1:00:13 PM
Modified: Tuesday, October 09, 2007 1:14:29 PM
Accessed: Tuesday, October 09, 2007 1:14:29 PM

Attribukes: [ Read only T Hidden
¥ archive I System

(o4 I Cancel |

5. You can view and add more information about the file by using the five tabs in
the Properties dialogue box. Click on OK to return to the document.

6. To close the Document Properties bar, use the close arrow in the top right corner

of the bar.
; (7]
w ew Side by Side :|
1; Synchronous Scrolling ==22
. Switch Macros
RESE Windows -
Window Macros
iraiMy DocumentsiOffice 2007 \Waordh * Required ﬁel@
Stakus:
Ver. 2008.05.15 Page 6 pstrain@uakron.edu
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Lesson 2: Spacing

Indents

Indentation determines the distance of the paragraph from either the left or right
margin. Within the margins, you can increase or decrease the indentation of a
paragraph or a group of paragraphs. You can also create first line and hanging

indents.

Indent (Left or
Right)

An indent determines the distance of the paragraph from the left or
right margin.

The quickest way to indent paragraphs is to use the Decrease =

and Increase == Indent buttons in the Paragraph group on the
Home tab.

First Line Indent

Use a First Line Indent to have only the first line of a paragraph
indented.

Example:

On the Insert tab, the galleries include items that are designed
to coordinate with the overall look of your document. You can use
these galleries to insert tables, headers, footers, lists, cover pages,
and other document building blocks.

Hanging Indent

Use a Hanging Indent to have all lines but the first line of a paragraph
indented.

Example:

On the Insert tab, the galleries include items that are designed to
coordinate with the overall look of your document. You can
use these galleries to insert tables, headers, footers, lists,
cover pages, and other document building blocks.

Ver. 2008.05.15
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Creating Indents Method 1 Q‘,O?

a(.

1. Putthe cursor in the paragraph where you want the indent to be.

2. Go to the Page Layout tab. Inthe Paragraph group, use the Left and Right
Indent

i left: 0.5

4k 4k

=3 Right: 0

fields under Indent to indent the paragraph in the respective
direction.

Ver. 2008.05.15
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Creating Indents Method 2 Q(,Ce

¢

You would use this method if yo\Li want to indent paragraphs, or if you want to create a
first line or hanging indent.

1. Putthe cursor where you want the indent to be. Note, if you are only trying to
indent the first | ine of a paragrTabph
key.

2. On the Home or Page Layout tab, click on the dialogue box launcher ™ in the
Parag ra:h g rou:. The Paragraph box displays.

Paragraph llll
Indents and Spacing | Line and Page Breaks |
General
Alignment: m
Cutline level: Im
Indentation
Left: m Special: Ei:
Right: ID" ﬂ IHang\ng j |D‘25" ﬂ
[ Mirror indents
SD;::rge: Iﬂ Line spacing: Ak
After: = [ruttce | s =
[¥ Don't add space between paragraphs of the same style
Tabes... | Default... | ’TI Cancel |

3. On the Indents and Spacing tab you have the following options available.

¢ Alignment: Sets the position of paragraphs relative to any indentation
formatting. To align paragraphs relative to the left and right margins in a
document, clear any indentation formatting.

e Left: Enter the amount you want to indent a paragraph from the left margin.
If you want text to appear in the left margin, use a negative number.

¢ Right: Enter the amount you want to indent a paragraph from the right
margin. If you want text to appear in the right margin, use a negative number.

e Special: Select from the drop down arrow First Line or Hanging and then use
the By field to select the spacing of the special indent.

4. After you make changes, click on the OK button.

Ver. 2008.05.15 Page 9 pstrain@uakron.edu
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Tab Stops
Word Definition
Tab Stop A tab stop is a position you set on the horizontal ruler to place

and align text.

Tab Stop/Indent
Selector

The tab stop/indent selector allows you to select tab stops
and indents.

’Egn =R Rl q )= Word2007 CreatingDocument
- Home Insert Page Layout References Mailings
= ' Calibri (Body) -1 - || A AT || E[|iE . =
— g B I U-~abe x x Aa” 2. A==

ipboard M Faont L]
oo

Tab Stops on
Ruler

o El Use the Left Tab stop when you want to move or
extend text to the right and change the left margin to that
location on the ruler.

o Use the Center Tab stop when you want to center
text between the left and right margins at that location on
the ruler. (Centers text on the tab stop.)

o E' Use the Right Tab stop when you want to move or
extend text to the left until the tab space is filled, upon
which the text will begin extending to the left.

o El Use the Decimal Tab stop to have numbered text
extend to the left before the decimal and to have
numbered text after the decimal point extend to the right.
(Aligns text at decimal point.)

o E' Use the Bar Tab stop to insert a bar into your
document that allows you to align text.

Leader

A leader inserts a dotted or solid line to fill the space to the
left of a tab stop.

For example:
YOUN NAIME ...eiiiiiiiiiiiiiiieiieiniieieieeeneeneeeennenes extension

Ver. 2008.05.15
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Creating Tabs Method 1 ro?
1. Onthe Home or Page Layout tab, click on the dialogue box launcher ™in the

Paragraph group. The Paragraph box displays.
21X

Indents and Spacing | Line and Page Breaks |

General

Alignment: m
Outline level: IEndy Text -

Indentation

Left: IEI.ZS" 5‘ Special: By!
Right: = [Hanging x| pE =

™ Wireor indents

Spacing

Before: 0 pt Line spacing: Ak

After: Jiopr = IMuItipIe x| s &

Iv Don't add space between paragraphs of the same style

Preview

Tabs... | Defaul... | oK I Cancel |

2. Click on the Tabs button in the bottom left corner.

Tab stop pasition: Default tab stops:
5 =

LI Tab stops ko be cleared:

=

Alignment
" Left " Center £ Right
" Decimal " Bar
Leader
+ 1 None LT [
|

Sef | Clear | Clear all |

oK I Cancel |

3. Inthe Tab stop position field, enter the decimal value for the distance you want
the tab set at.

4. Select the radio button for the Alignment: Left, Center, Right, Decimal, or Bar.

5. If you want to add several tab stops, you can enter the Tab stop position and
Alignment, select the Set button and repeat until all tabs have been set.

Ver. 2008.05.15 Page 11 pstrain@uakron.edu
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6. Click on the OK button to return to the document.
7. Enter text, pressing the Tab key to advance to the next tab stop.

8. To remove tabs, select the Tab stop position in the Tabs box that you want
deleted and click on the Clear button.

To remove all Tab stops, click on the Clear All button.

Note: You can also use the Tabs dialogue box after you have entered text. Be sure
to select all text that the tabs should be applied to.

Ver. 2008.05.15 Page 12 pstrain@uakron.edu
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N J ‘Q
Creating Tabs Method 2 ,ro A’

1. Make sure that you are in Print Layout View. This will assure that the horizontal
ruler is present.

o) H92-0Q ) Word2007 CreatingDo cuments102.docx - Microsoft Word
iy
/| Home | Inset  Pagelayout  References  Mailings Get Started
i O | e S [ | [=5]|| = =] == =3 = ,  FAFing
B arial 12 - |A wll=) = as e 35 2R paBbCe Aasboone | AaBbCc| AaBbcepe ﬁA _pepla
e
I - 0 -2 A== = =t - i . L - i _ Change
- W7 U - abe x, X° Aa A == === & LessonTip T Normal y i CNGE | 1 e
Clipboard ™ Font \Fi Paragraph fa Styles Editing
1--‘|-““U-e-“l“-\‘--2“-\‘--3---\‘--4--‘|---5--‘|-“s--‘0-”--‘

2. Click on the Tab Selector to toggle through the tab choices. You will cycle
through the following tab stops and indents:

HEEEDOE
3. Toggle until you locate the type of tab you need to use.

4. Click on the ruler where you want to add the tab.

Note: When you set a new tab marker, any default tab setting to the left will be
del et ed. Only tabs that you set will show
not display.

5. To use the tab, click on the Tab key on the keyboard.

6. To move the tab marker, drag the tab marker to the right or left on the horizontal
ruler.

7. Toremove a tab stop, point and pick up the tab marker on the ruler with the
mouse and drag it off the ruler.

Ver. 2008.05.15 Page 13 pstrain@uakron.edu
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\: .'\"‘Q
Setting Tabs with Leaders ?o%'

. ,.

1. Onthe Home or Page Layout tab, click on the dialogue box launcher ™= in the
Paragraph group. The Paragraph box displays.
x|

2|

Indents and Spacing | Line and Page Breaks |

General

Qutling level: IEody Text -

Indentation

Left: ID.ZS” 5‘ Sperial: By:
Right: | = IHanging x| e &

[ Mirror indents

Spacing

Before: 0 pt Line spacing: i

After: Jioee = [Maticie BN =

[V Don't add space between paragraphs of the same style

Presiei

Tabs... | Default... | oF I Cancel

2. Click on the Tabs button.

Tabh stop position: Default tab stops:
s =

;I Tah stops ko be cleared:

[~

Alignment
" Left " Center £~ Right
" Decimal " Bar
Leader
' 1 None 2. » 5
Ca_

Sef: | lear | Clear all |

ITI Cancel |

3. Inthe Tab stop position field, enter the position of the tab (where you want the
leader to go to). You can always fine tune this after you create the tab by using
the horizontal ruler.

4. Under Alignment, select the radio button for the desire alignment, for example
Right.

Ver. 2008.05.15 Page 14 pstrain@uakron.edu
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5. Under Leader, select the radio button for the desired lead character.
6. Click on the OK button.

7. Enter the text, and then press the Tab key. The leader will appear.

q.......1.......2.......3.......4.......5......._
:
cAll”Llcllls - Lodueaeiell - [y

TIP: Tab Leader

You can also set a Tab Leader afte
you already have text entered.
After yau have the text entered,
select the text, then go to the Tabs
box and make your selections.
Click on theDKbutton.

Ver. 2008.05.15 Page 15 pstrain@uakron.edu
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Lesson 3: Columns

In a document, columns refer to the formatting of text so that it flows side-by-side on a
page like a newspaper or magazine.

Creating Columns Qfe

N O

1. Put the cursor where you want to start a new column selection (other than the
default of one column.)

Note: If you want to apply this number of columns to the entire document, it
does not matter where the cursor is.

Note: If you want only a section of the document in columns, select the
paragraphs first.

2. On the Page Layout tab on the Ribbon, click on the Columns button in the Page
Setup group.

£= Columns ~

One
Two
Three
Left

Right

== More Columns...

3. Make a selection from the list. The document will now reflect the columns which
you can verify by looking at the horizontal ruler above the working document.

1---n---g---n---1-T-|---2---|---d§r ---4---|---5T--n---s---n---?---
1 Column One Column Two
Ver. 2008.05.15 Page 16 pstrain@uakron.edu
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Exercise 1 j%\‘

1. Open the file, ACreati g _DoomméehesM§ODPoOENKEM®
Folder using the option for New from Existing in the New Document box. Hint:
Use the Office button, New, in left pane select option for New from EXxisting.

2. Open Document Properties and add the following:
e Author: Your Name
e Title: Title of the file, Creating_Documents_102_Exercise
e Subject: Class Exercise

3. Close the Properties pane.

4. On page 1, indent

t he s ecilpahahgeghear agraph (AY
formattingéo) on both the I eft and right b
5. Under Chapter 2, create 3 columns with the first three paragraphs in that
chapter.

6. Save the document using your initials as the file name.

7. Close the file. If necessary, also close the file
Creating_Documents_102_Exercise.docx.

Ver. 2008.05.15 Page 17 pstrain@uakron.edu
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Lesson 4: Breaks

Definitions
Word Definition
Page Break Allows you to add a forced break at the insertion point.
Section A section is a part of a document defined by a section

break that can contain different Page Setup options,
headers and footer, and other formatting.

Section Break

(Per Microsoft Help) A section break is inserted to
show the end of a section. A section break stores the
section formatting elements.

Section Break-
Next Page

(Per Microsoft Help) Inserts a section break and breaks
the page so that the next section starts at the top of the
next page.

Section Break-
Continuous

(Per Microsoft Help) Inserts a section break and starts a
new section without inserting a page break.

Section Break-
Even Page

(Per Microsoft Help) Inserts a section break and starts
the next section on the next even-numbered page.

Section Break
Odd Page

(Per Microsoft Help) Inserts a section break and starts
the next section on the next odd-numbered page.

Ver. 2008.05.15
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N} ,\'Q
Page Breaks Q& o
Place the insertion point where you want the page break to appear.
2. Go to the Page Layout tab, Page Setup group, and select the button for Breaks
"SiBreaks © From the drop down menu, select the option for Page.
3. If you have the Show/Hide tool on, you will see a page break indicated as

follows:
TIP: Page Breaks
........................ Page Break_ﬂ To insert a page break, place the
cursor where you want the break t
be. Use the keyboard comma of
Ctrl + Enter.
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Page Break Options Q&e

When working with page breaks, you may find there are times when you do not want a
page break to appear in the middle of a paragraph or you want to prevent a page break
between paragraphs and there are options for both of these situations. There are also

options for preventing the last line of a paragraph from appearing by itself at the top of

a page (widow).

1. Select the paragraph that you want to keep together or keep with the following
paragraph.

2. On the Page Layout tab click on the dialogue box launcher in the Paragraph
group. Click on the Line and Page Breaks tab.
21 x]

Indents and Spacing

Pagination
v widaw Orphan contral
[ Keep with next
™ Keep lines together
[ Page break before

Formatting exceptions

™ suppress line numbers
™ Don't hyphenate

Textbox options

Tight wrap:
INone j
Preview
saae S e
Tabs... Default. .. I OF I Cancel

3. Select the option for Keep with next, Keep lines together, or Widow/Orphan
control.

4. Click on the OK button to return.

TIP: Widow/Orphan

A widow is when the last line of a
paragraph is by itself at the top of :
page. An orphan is when the first
line of a paragraph is by itself at th
bottom of a page.
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Section Breaks Qﬂ'

;’0

1. Place the insertion point where you want the section break to appear.

2. Go to the Page Layout tab, Page Setup group, and select the button for Breaks
"SiBrEaks T From the drop down menu, select the option under Section Breaks

that is appropriate for the current task.

'.£:| Ereaks ~ A Watermark = Indent

Page Breaks

Page
Y 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,

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

reaks
HNext Page
Insert a section break and start the new
section on the next page.

g‘ “U‘

W

Conftinuous
Insert a section break and start the new
section on the same page.

P

3 Even Page
Insert a section break and start the new
b:+:ﬁ section on the next even-numbered page.

0dd Page
Insert a section break and start the new
3;—\] section on the next odd-numbered page.

i

S

\/

3. If you have the Show/Hide tool on you will see section breaks indicated similar to

the following:
Section Break (Mext Page)

TIP: Show/Hide
TheShow/Hide 1 button on the
Home tab will allow you to see nen
printing formatting marks such as
spaces, tabs, and paragraph mark
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Lesson 5: Styles

A style is a group of formats that are applied all at one time and can be used over and
over again. Using styles allows you to create a well organized and flowing document.
Furthermore, you can use Quick Styles. Quick Styles are sets of styles that are
designed to work together. The style colors and formats in a single style are created to
allow you to quickly generate professional and well-designed documents. Quick Styles
typically include styles for several heading levels, body text, and objects such as
SmartArt and Shapes.
Q2
Ja ]

N

Using a Quick Style Set on a New Document ¢

1. Create a new blank document.

2. Go to the Home tab and in the Styles group, click on the Change Styles button.
From the list, choose the option for Style Set. The default is Black and White
and if you want to use this Style Set, go to Step 4.

Default (Black and White)
Distinctive

Elegant

Word 2003
Word 2007

Reset to Quick Styles from Template

Save as Quick Style Set...

3. From the list, choose the style set that you want to use throughout the document.
4. In the Styles group, on the Home tab, you will now have the styles from your

selection available in a gallery format to use as neicm/

AaBbCcl AaBbCcDc AaBbCcl

MormalW.. Mo Spacing Headingl - Changs
Style

T Marmal

Styles

5. To use a style, click in the text that you want to adjust and from the Styles group
gallery, rest the cursor over the style to preview the specific style in the
document. When you locate the style that you want to use, click on it once to

apply.
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< S ‘Q
. . . . ¢
Using a Quick Style Set on an Existing Document Q‘*d

1. Open the document that you want to apply a quick style set to.

2. Go to the Home tab and in the Styles group, click on the Change Styles button if
you want to change the Style Set from the default of Black and White. From the
list, choose the option for Style Set.

A
e

Default (Black and White] A Style Set 4
Distinctive B colors »
Elegant Fonts 3
Set as Default

Fancy

Formal
Manuscript
Modern
Simple
Traditional
Word 2003
Word 2007

Reset to Quick Styles from Template

Save as Quick Style Set...

3. From the list, choose the style you want applied to the document.

4. The document will now reflect the styles from the set. Using Quick Styles does
not fix formatting errors. If you did not use styles originally, such as Headings,
they will not be created just by selecting a style set.

5. Continue working with the document. In the Styles group, on the Home tab, you
will now have the styles from your selection available in a gallery format to use as

BchDc

T Marmal

AaBbCcl AaBbCcDc AaBbCcl

MormalW.. Mo Spacing Headingl - Chanagg
Style

Styles

6. To use a style, click in the text that you want to adjust and from the Styles group
gallery, rest the cursor over the style to preview the specific style in the
document. When you locate the style you want to use, click on it once to apply.
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N
"6\ c@

Create a Quick Style Q° (j

1. You can create a custom style for use when you are working within a specific
document. First, select the text and format it how you want the style to be saved.
Do not forget to use the mini toolbar for convenience and speed.
2. Right-click on the selection and choose the options for Styles, Save Selection
as a New Quick Style.
Mame:
|5l
Paragraph skvle presiew:
style1l
o] 4 I Madify. .. | Cancel |
3. Inthe Create New Style from Formatting box, enter a name for the style in the
Name field.
4. To keep a style for future documents, click on the Modify button. Select the
radio button for New documents based on this template.
5. Click on the OK button.
6. The style will now be in the Styles gallery and can be used by simply clicking on
the button in the Styles grou‘p/
AaBbCeDe AaBb( QBbCcDe }%
T Mormal Marmal d spacing - Change
Styles =
]
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7. If the style is removed from the gallery, you can add it back for your use very
quickly. Click on the Styles dialogue box launcher .
Styles r o

Clear All 1B
Akronl

box text

Mormal

Sara

Mo Spadng
Heading 1

Heading 2

Title

Subtitle

Subtle Emphasis
Emphasis

Intense Emphasis
Strong

Quote

Intense Quote
Subtle Reference
Intense Reference
Book Title

o ww B B o weoel@BERERIE-:AIE22-2

Show Preview
Dizable Linked Skyles

rﬁ {1::,- ‘137 Opkions., ..

8. Locate the style and when the cursor is over the style, a down arrow appears on
the right side. Click the down arrow.
Update Akronl to Match Selection

4 Madify...

Bevert to Heading 1...

Add to Quick Style Gallery

9. Select the option for Add to Quick Style Gallery.
10. Close the Styles box by clicking on the Close * button in the top right corner.
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Lesson 6: Table of Contents

In order to create a successful and automatic Table of Contents in Word you will need
to utilize Styles. Styles were discussed in the previous Lesson.

When you generate a Table of Contents, Word is pulling the styles automatically and
will create a list of the text and page numbers. Furthermore, the items in the Table of
Contents serve as links to the respective pages in the document. You can also update
a Table of Contents if you make changes with a simple right click of the mouse!

An example:

Chapter-2y

1
Thiz-would-he-chapter-2-in-the-manual -9

l

"Sub-Heading-1q
Thiz-would-be-the-section-under-the-first-sub-heading

E I I |

" Sub-Heading- 29
This=would-be-the-section-under-the-zecond-sub-heading §

T
T
T

The resulting table of contents from this example document:

Table-of l’.‘-:-ntent.'ﬂ
T
Chapter-1 . U PR |
Chapter2 e e £ |
Sub-Heading-1 ... TH £ )
Sub-Heading=2 . R £ |
Chapter3 . SRRSO 49
Sub-Heading-1 ... R TP 49
Sub-Heading-2 ... R TP 49
Sub-Heading=3 .. T 5 |
LIl
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N .\@
Create a Table of Contents ,Qf it
1. Your document should already have styles (they were used in the development
of the document) or you can go back after you created the document and add
styles.

2. Place the insertion point where you want the Table of Contents to appear.
(Preferably on a blank page.)

3. On the References tab, click on the Table of Contents button and below the
Gallery select the option for Insert Table of Contents.

Table of Contents 2x|
R
Prink Preview Web Preview
- F
HEADING 1..ooveiiiiimrninnrmnnsssnnmsnnns 1 j HEADING 1 j
HEADING 2uvveeveeceecaeeeeveeveeeeenes 3 HEADING 2
HEAdING 3 1vvovreveriasnsresnrns 5 Heoding 3
v show page numbers v Use hvperlinks instead of page numbers
Iv Right align page rumbers
Tah lzader: I ....... j

General

Formats: IFI’DITI template VI
Show levels: |3 5‘

options. .. | Madify. .. |
ol 4 I Cancel |

Note: You can use the Automatic Table 1 or Automatic Table 2 from the Gallery
as well. These options will give you a Table of Contents that is created from the
use of Heading 1, Heading 2, and Heading 3.

Note: To change the look of the table, you can select a different design by
selecting another option from the Formats down arrow in the General frame.

4. The defaults for Show page numbers, Right align page numbers, Tab leader,
and Use hyperlinks instead of page numbers (for web pages) all work well for
a Table of Contents.
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5. Click on the Options button.

Available skyles: TOC level;

ArialText
Balloon Text
bz kext
Fooker

Header

T

¥ Heading 1

v Cutline levels
[ Tahle entry fields

Reset | Ok I

il
[}
=
ful
o

Note: If you are using custom styles, be sure to remove the number in the TOC
level column for the non-used built in Word styles (Heading 1, Heading 2, etc.)

6. In the Available styles frame, find the styles you applied to headings in your
document.

In the column under the TOC level heading, enter a number from 1-9 (the total
number of built in Heading Styles). This will indent the headings in the table of
contents according to the level you indicate.

Level 1
Table-of Cl:untent.*fﬁ]
v 1
Chapter-l ... T 2
Chapter-2 .. SRR |
Sub-Heading-1 ... R U PRSP |
Sub-Heading=2 ... H e |
Chapter-3 SR 49
Sub-Heading-1 ... R TP PR TP 49
Sub-Heading-2 ... R TP PR TP 49
SubsHeading3 ... H e |
LIl
Level 2

7. Click on the OK button and the OK button again.
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8. You can change the formatting of a line (in the Table of Contents) by going to the
end of the line, after the page number, and triple click. This will select the line.
Make whatever change you desire. Whatever level you change the formatting
for, all other entries at this level will also change.

9. To update the Table of Contents after you have already generated it, put the
cursor over the table and right click with the mouse.

[ Paste
= uUpdate Field
Edit Field...
Toggle Field Codes

A | Font.

ﬁ Paragraph...

:= | Bullets (|
i=  Mumbering (3 |

10. Select the option for Update Field.
Update Table of Contents 7] x|
Wiard is updating the kable of contents, Select one of
the Following opkions:

% i Update page numbers anly:
"~ |Update entire table

Ik I Cancel |

11.Select the appropriate radio button. If you made changes that only impact the
page numbers, select the first option. If you made lots of changes with text,
insertions, deletions choose the second option.

12.Click on the OK button.

TIP: Updating TOC

On the References tab, click on the
Update Tablebutton in the Table
of Contents group.
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Exercise 2 j%\

1. Open the file from Exercise 1 with your initials as the file name. Use the Recent
Document list on the Office Button.

2. Insert the appropriate page breaks so that each Chapter (Chapters 1- Chapter 4)
starts on a new page. Hint: Insert a page break before each Chapter heading,
except Chapter 1.

3. Apply Heading 1 to the headings for Chapter 1, Chapter 2, Chapter 3, and
Chapter 4.

4. Insert a blank page before Chapter 1 by inserting a page break.

5. Insert a table of contents, based on the Automatic Table 2 option from the Table
of Contents gallery.

6. Save the document.

7. Close the document.
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Lesson 7: Extra Pages

Inserting Cover Pages
1. Use Print Layout view when entering a Cover Page into the document.

2. Go to the Insert tab on the Ribbon. Click on the Cover Page button in the Pages
group.

3. Use the Gallery to choose a Cover Page design. When you locate the design
that you want to use, click once to insert it into the document.

Note: The cursor location does not matter; the Cover Page will be inserted at the
beginning of the document.

4. The Cover Page will display. The new page will contain text boxes which are
placeholders for you to enter your own specific text. A text field appears as
follows:

5. Click in a text box (placeholder) and enter text.
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