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Bullets and Numbering

Bullets, Numbers, & Lists

Alist is something we use in our day to day life but rarely ever think about. They are
very useful because they allow us to summarize information; there are both
numbered list and bulleted lists.

If sequence is not an important factor, bulleting a certain list would be the best
option, if this is not the case and the order is important then one should include
numbers. Either option is made very easy with Word 2010. With Word 2010 you
can also create multilevel lists. Think of it as a list within a list.

¢ Mercury 1. Mercury + Mercury
+ Venus 2. Venus * Venus
*+ Earth 3. Earth + Earth
* Mars 4. Mars o Moon
* Mars
o Phobos
2 Deimos

Beginning a list is very easy. If you would like to start one with bullets all you have
to do is type an asterisk (*) followed by a space then the text that will be included in
the list. Once you press Enter the asterisk will become a bullet, and you will be able
to continue typing in the line below.

If instead you would like to number your list you can type in the number one and a
period (1.) followed by a space.

Once you are done with your list you can press Enter twice and that will allow you
to continue typing as you normally would.

If you'd like to change the style of the bullets simply highlight the entire list and click
on the downward arrow found next to the bullet icon above the paragraph section.
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There you will find many other options.

IE H (L] Hgﬁ _:(, |= Documentl - Microsoft Word
Home Insert Page Layout References Mailings Review View Acrobat
— _ — R, |
1 e Ead . . AT - B [is| s s EESE A
Calibri {Body} 11 A A Aa 2 =iz | EEE ST AaBbCCDC |
Paste . o . abp . A . | BulletLibrary
- - Format Painter HE T U gabe R X x — I 1
\/
Clipboard Font hane ® ] | + 0’0
> v
Document Bullets
L J

Define Mew Bullet..,

The same is true if you want to change the style of the numbering. Simply highlight
the list and click on the downward arrow next to the numbering icon above the

Paragraph group. After doing so the built in Numbering library should appear and
you can select a different style of numbering for your list.

Once you’ve selected a new format your list should be formatted automatically.

Practice
1. Type the following as shown.
Apple
Orange
Grape
Mango
Cherry

N kw N

Click on the downward arrow next to the Bullet icon
Chose the style of bulleting you would like.

Highlight the words you just typed.

- —
| a—
-—

Click on the downward arrow next to the Numbering icon = °
Several styles are available to you. Click on the style you want to use.
Your list should now be numbered.
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To remove the numbering:
1. Highlight the list again.

-

2. Click on the downward arrow next to the Numbering icon =
3. Once the drop down menu appears click on None.

Alternate Method--To remove the numbering:
1. Highlight the list again.

2. Click again on the Numbering icon

Bulleting

1. Highlight the list you typed.

2. Click on the downward arrow next to the Bullet icon "= ~

3. Chose the style of bullets you would like from the drop down menu.

To remove bulleting:

Highlight the list again.

Click on the downward arrow.
Click on Bullets and Numbering.
Click on None.

Click on OK.

SRl

Alternate Method --Bulleting Using the Icon

1. Highlight the list you typed.

2. Click on the Bullets icon on the Formatting toolbar.
3. Your list should now be bulleted.

To remove the bulleting:
1. Highlight the list again.
2. Click on the Bullets icon again.

Tables

Tables are often included in documents to help organize information in simple
visual ways. Inserting a table is quite easy. First you must place the cursor where
you want the table be placed and click the Insert tab.

Next, click Table. Outline the number of rows and columns you would like with the
pointer, and then click.

Afterwards, the cursor will then appear in the first row of the first column. You will
then be able to begin inserting your text.
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Moving Around a Table
Each block in a table is known as a cell. Use the Tab key to move between cells
from left to right. Use Shift-Tab to move between cells from right to left.

Practice:

1. Click in the first cell in the first column.

2. Press the Tab and the cursor will cursor move to the next cell.
3. Press Shift-Tab and the cursor moves backwards.

*Note: You can also move to a cell by clicking in the cell with the mouse. In
addition, you can move around the table by using the left, right, up, and down arrow
keys.

Add/ Delete Columns and Rows

If you decide you would like to add or delete new rows or columns you may easily
do so with a few simple steps. You can insert a row between or above existing rows
by placing the cursor between the two cells you would like the new one to appear.
The cursor will turn into a double-backed arrow. When this occurs, right click and
select Insert from the drop down menu.
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Another way of performing the same function is clicking on the table and then by
selecting Layout underneath Table Tools. From there you can click on Insert Below,
Insert Right, Insert Left, or even Deleting.

™ B A I= Y

by Select - }(
[ View Gridlines

Delete
,@Properﬁes -

Table

Home Insert

Insert
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e Layout References Mailings
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Resize Columns and Rows

The easiest way to change the width or height of a row or column is to place the
pointer over the edge of the column or row until the pointer becomes a double
backed arrow. The just click and drag to resize.

N
|+

Selecting a Row and Bolding the Text
1. Click anywhere on the first row of your table.

2. Highlight the area of text you would like bolded.
3. Click on the Bold icon

Left-Aligning Text
1. Click on the Layout tab.
2. Click on the style you would like.
3. Once you have selected the Left-Aligned option the text in the table

should shift Left.
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With this is in mind lets create a table with the following information.
w90 &3 |- Documentl - Microsoft Word

“ Haome Insert Page Layout References Mailings Review View Acrobat

FE b Bodyi v 11 v A A7 Aav ) Z-iz-tz- EE 4T
] (Bady A S =TT T AL AaBbCeDe | AaBbceDe AaBbCi |
Pavste f B 7 U - ahe %X, X* - . é‘ %E == 15‘ Q' - THormal | TMoSpaci.. Headingl =
Clipboard Font 1 Paragraph 1 Styles
Salesperson Dolls Trucks Puzzles
Kennedv, Sallv 1327 1423 1193
White, Pete 1421 3863 2934
York, George 2190 1278 1928
Banks, Jennifer 1201 2528 1203

*Note: All of the formatting options you learned about in previous lessons
can be applied to cells in a table.

Deleting a Column
You can delete columns from your table. To delete the Trucks column:

1. Place your cursor anywhere in the Trucks column.

2. Click on Table, which is located on the Menu bar.

3. Highlight Select and then click on Column, which is located on the side
menu.

4. Once the column is highlighted, click on Table, which is located on the

Menu bar.

5. Highlight Delete and then click on Column, which is located on the side
menu.

Deleting a Row
You can delete rows from your table. To delete the York, George row:

1. Place your cursor anywhere in the York, George row.

2. Click on Table, which is located on the Menu bar.

3. Highlight Select and then click on Row, which is located on the side menu.

4. Once the row is highlighted, click on Table, which is located on the Menu
bar.

5. Highlight Delete and then click on Rows, which is located in the side menu.
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Converting Text to a Table

You can convert text to a table as long as you separate the text into proper sections
using a comma. In the exercise that follows, you will convert a list of text separated
by commas into a table.

1.

field.

Type the following as shown (do not bold).
Color, Style, Item

Blue, A980, Van

Red, X023, Car

Green, YL724, Truck

Name, Age, Sex

Bob, 23, M

Linda, 46, F

Tom, 29, M

2. Highlight the text.

3. Click on the Table icon located under the Insert tab.

4. Highlight and select the Convert text to table option.

5. In the window that will then appear Type 3 in the Number of Columns

6. Select Auto in the Column Width field.
7. Highlight the Comma button in the Separate Text At frame.
8. Click on OK.

Microsoft Word should have converted your text to a table and your table should
look like the one shown here.

=9~ &A= Documentl - Microsoft Word o B &R
Home Insert Page Layout References Mailings Review View Acrobat & e
= ., s o L m ECECEEE T ) \
B Calibri Bodyy =11~ A a7 | A2 [ = s naBbCeDc | AaBbCeDe AaBbC 3& #
53 = = | .= = "
Paste B 7 U ~ahe x, xX* b . A~ TNormal | TMNoSpaci.. Headingl — Change Editing
M - 4 - - Q' AR P N | Styles = -
Clipboard Font 1 Paragraph Styles
i)
rFs
Color Style Item
Blue A980 Van
Red X023 Car
Green YL724 Truck
Name Age Sex
Bob 23 M
Linda 46 F
Tom 29 M
w
2
o
3
4 il | »
Page:1ofl | Words:24 | <5 | [BElEg = = 100% (5 . O

10
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Splitting a Table

With Microsoft Word, splitting a single table into two tables is easy. To separate the

table you just created into two tables:

1. Place your cursor anywhere on the row that reads "Name, Age, Sex."
2. Click on Layout, under Table Tools, which is located on the Menu bar.
3. Click on Split Table which is located in the Merge group.

You should now have two tables.

Table AutoFormat

Word 2010 offers an AutoFormat option to easily apply borders, shading, special
fonts, and color to a table. Click on the Design tab under Table Tools. When you
click on the downward arrow a drop down menu will appear with many options to

choose from.

‘osoft Ward Inter - Final.doox - Microsoft Word Table Tools
it References Mailings Review View Design Layout
Plain Tables B

L w [ 1pii
E
-
g

Maodify Table Style...
Clear

Mew Table Style...

11
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To apply an AutoFormat to your Name, Age, and Sex table:
1. Click anywhere in the table. Click on Design under the Table Tools tab, which
is located on the Menu bar.

2. There are many options to choose from in the Table Styles group.

3. Click on the downward arrow to see more options and select whichever you

would like.

Below is one of the many options you will be able to choose.

WA -0&R -

= = ER

Documentl - Microsoft Word
Home Insert Page Layout References Review Acrobat (] e
e g = _é%
o - P oA =
1= . Calibri Bodyl /11 T A A AaBbCeD: | AaBbCeDe AaBbCi ‘%
Paste B 7 U ~abe x, xX° TMormal | 1Mo Spaci.. _ Change |Editing
< \; 7| Styles ~ -
Clipboard Font Pl Paragraph ] Styles
i
e
Name Age Sex
Bob 23 M
Linda 46 F
Tom 29 M
v
t
o
¥
4| 1!
Page:lofl | Words: 12 | b | ||$|3 = E

You can not only spice up an individual table but you can add creativity to your text.
Text Effect goes beyond the usual Bold, Underline, and Italics. For example, one can
drop a capital letter, make text stand out, or use Wordart to format a heading so

that it will be bold and flashy, as shown below.

12
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)
Text effects
Wordapt

Dropping a capital letter is quite easy yet it adds a touch of elegance to your
document. To do so you must first select the letter you want to turn into a drop cap,

and then click DWnd WSert tab.

@| Lg ) - (5 @ u; |; Documentl - Microsoft Ward

Haome Inse

Mailirmy Review View Acrobat

|Z Quick Parts ~ @~  TT Equation -

References

Page Layout

|5 Cover Page - Ij u El& LT’_}) T2 smartart %

|3 Blank Page filp chart - |5 Footer ~ Al wordart - [F | €2 symbol -
= Table | Picture Cllp Shapes .. Links Text =
*—, Page Ereak - Art - @3+ Screenshot » - [#] Page Number~ | oy~ £Z Drop Cap rgd ~

Pages Tables Ilustrations Header & Footer Text Symbaols

Yet another text effect you can add to your document is Wordart. Of the selection
this allows you to make your text the boldest and flashiest. Below are some
examples of Wordart can do to your text:

The National Museum

The Naticonal WMuseunm

The NationalMuseum

13
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WordArt:

To create Wordart begin by clicking on the Insert tab. Once the selection appears
select WordArt, and a drop down menu should present itself on the screen with

multiple WordArt designs.

After selecting the design you'd like a text box will appear and in this box you can
type in what you would like to apply the WordArt to. Then click Okay.

Documentl - Microsoft Word

WE9-0&Q -
Home | Insert | Pagelayout  References  Mailings  Review  View  Acrobat
ﬂ j = i] El=l L?'\ a ﬂ HI o g gE :] j j - = 4 A= [Bsignature Line - Tc S—
= ] ga e+ o ~ [} Date & Time !
Cover Blank Fage | Table | Picure Clip Shapes Smartart Chart Scresnshot | Hyperlink Bookmark Cross-reference | Header Footer  Page Text - Quick |WordArt © " ) Equation Symt
Page~ Page Break - Art - - ~  MNumber- | Box~ Parts~ "4 Object ~ - -
Fages Tables Tlustrations Links Header & Footer

] >

HAA
A A A
LA

A
A

Your screen should look like this. Above you will have many options to edit your
WordArt.

@| H 90 @ &= Documentl - Microsoft Word | _‘,_-:_.JL._-m_-zu_-,;h_;|

Home Insert Page Layout References Mailings Review View Acrobat Format
s SNOoo - < S shapeFill - A - |l Text Direction -
ALLd Gl n | & shape Dutline ~ A A -| & - | [ anign Text ~
d% A" { } ‘3{3 = ¢ Shape Effects = - < = Create Link

WordArt Styles F} Text

El

Insert Shapes Shape Styles

Wwsoft Word 201

You can add creativity to the background of your documents. Backgrounds give a
person creating a document the ability to add color and uniqueness to any given

piece.

Backgrounds include color gradients (both solid and textured), faux wood grains,
patterns, pictures, etc.

14
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You can add a background from the Page Layout tab.

@“ = R @ RN Documentl - Microsoft Ward
Home Insert Page Layout References Mailings Review Wiew Acrobat
3y Orientation =~ ¥=~ |4 Watermark = Indent Spacing g,
J Ij Size = 8- S| rage Color~ | EE 0 s I: 0 pt =
Themes Margins __ . " y= — | Arrange
- - - EE Columns = b2~ | [0 Page Borders E=|0 -+ p= l0pt - -
Themes Page Setup u | Page Background Paragraph 1

Note: Don't overpower your text with the background you choose.

Borders: can also be used to liven up specific documents. You can add full borders or
only partial ones. You can also include very elaborate ones or a border that is more fitting
for a professional setting. Adding a border is easy, just click on the Page Layout tab then
on Page Borders.

@“H'QT @Qh / Docun
Home Insert Page Layout References Mailings Review

]
— =l

As B cotors - |:| 3 J W= Breaks - j @ J

Fonts = I‘_E] lj £3 Line Numbers -

Acrobat

Themes Margins Orientation  Size  Columns an _ Watermark Page  Page
- [Ofestects - v - - = bE Hyphenation ~ = Color~ Borders
Themes Page Setup ] Page Background

To do so click on the Page Layout tab, then on Page Borders. After doing so a
dialog box will appear. Click on the Page Border tab if it is not already in the front.
There you will be given many options to choose from regarding page borders. Once
you have selected click Okay, and it will automatically be placed.

Borders and Shading |
Borders ~ Page Border | Shading |
Setting: Style: Previgw
| Click on diagram below or use
Hene buttans to apply borders
D Box | | -— _|
|:| Shadow [
d [
— Color;
D ¥ I Automatic hd I
— width: | | ||
; Custam 145 pt
- 71| apply ta:
Ak Iwhole document j
(none)
I 'l Options. .. |
Horizontal Line. .. | (0]4 I Cancel |

15
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Creating Outlines

Do you actually stop and think about what you are going to write before actually
putting your ideas on paper? With Microsoft Word 2010 you can organize your
thoughts in a way that can potentially facilitate the writing process later on by
creating an outline.

When you want to create an outline, you must first click on the View tab and select
Outline view. This view displays your information in an outline format, with
headings and body text already indented to represent their order within the
document.

_ Headings
IEI H9-0 @ @ Q= Document2 - Microsoftflord

WA e Level 2 M

&3

Tw Collapse Close
Document Subdocuments | Outline View
Master Document Close

rFY =
Sty [ Show FigefLine Only

Qutline Tools

© Microsoft Word 2010
@ Intro to word
© Tabs
@ Cut and paste
© Microsoft Word 2010 Part 2
@ Intermediate
© WordArt
@ Print
© Exam
-]
© Post test
© Review
-}

(] » &1

“ o wd

] 4
Pagei1ofl | Wordsi22 | 5 | EEEEERTS: 1 *)

To start creating outlines begin with a blank page, and switch the view to Outline
view. The minus sign will then appear, indicating that the heading does not contain
any text underneath it; this is where you will be able to begin typing.

[Notice that the text is in bold, Word automatically formats it for you]

When your entry is complete you can move on to the next line by pressing Enter.
Word will then start a new line at the same point of indentation. This indicates that
the new entry is also a heading.

16
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WE9-0&Q0Is Document2 - Microsoft Word =k
Outlining | Home Insert Pagelayout References Mailings Review View Adobat & @
@- n - I,
@ Lot | gy T Showlest 5 %]
Show Text Formatting
- v = Show Close
[ show First Line Only Document Sul s | Outline View
Outline Toals Master Document Close
© Employee Handbook izl
P -
-
z
o
z
A [u] »
Pageitofi | Words:2 | <4 | |BEREs weo 0 &)

To enter text underneath each heading press the Tab key on a new line before

beginning to type. Or you can use the Demote button ¥ which is the same as the
Tab key, underneath the Outlining tab.
To return to the previous level above it press Enter, then use the Promote button

* which is also located on the Outlining toolbar.

MAE9-0&ER Q= Document2 - Microsoft Word EXok:
File Outlining | Home Insert  Page layout  Refersnces  Mailings  Review  View  Acrabat & (@)
97 Shaw Level: - L, 4
o Level 2 < o gy o cnowlee E T E
Show Text Formatting
& v o= Show se Close
[ show First Line Only Document Su nents | Outline View
Qutline Tools Master Document Close
© Employee Handbook B
. i
© Introduction E
@ Guidelines and Policies
© Benefits
-
3
o
¥
] »
Page:1ofl | Words:7 | F | |BBER[=Es wm —0—@F) 4
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You can also add body text to you outline which is distinguishes from the headings
by the small circle at its left. In order to do so you must first designate text as body

text by using the Demote to Body Text button * under the Outlining tab.

Body Text
W Ed9- ®Qa0l- Document2 - Microsoff Word = = 52
Qutlining | Home Insert Page Layout Referencgs  Mailings  Review  View  Acrobat & 9
& @ [Level2 BTN %‘ Show Level: - ;1 B
Show Text Formatting
A v G o= ) ) Master Close
[ show First Line Only Document~| Qutline View
COutline Tools Close
© Employee Handbook 5]
© Introduction é
@ Welcome to our company. As an egeployee here, you have the opportunity to
share in the excitement of shaping the future success of our company. We
know you will find your work here challenging and rewarding, and we believe
your contribution will be meaningful —one that will give you real satisfaction.
© About This Handbook
® This handbook describes our general personnel guidelines and
employee benefit plans.
@ Guidelines and Policies :
© Benefits o
- ¥
Lim| »
Page:1ofl | Words:72 | <5 | |EEa(zls w0 =) [} (+)

Once your outline is complete you can close Outline view back to the default setting.
Note that when you print this document the plus and minus symbols will not
appear.

Templates

Instead of starting from scratch when creating a new document why not take
advantage of one of the many templates that Word has to offer? A template is a
document that already contains formatted text and designs. The selection includes
templates for Letters, Resumes, Invitations, Calendars, and much more.

An example of a frequently used template is that of a fax cover letter. Instead of
creating one every single time you have to send one you can use the preexisting
template that is already installed. All you have to do is fill in the blanks!

FAX

To: IW| From: Amy Rusko

Fax: [Type the recipient fax number] Pages:  [Type number of pages]

Phone: [Type the recipient phone number] Date:  [Pick the date] |
]

Re: [Type text] ccC: [Type text] JIII

18
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Word includes numerous already installed templates for various types of
documents. To access these templates first click on the File Tab and click New.
After doing so a new window should appear.

In the left side of this new window you will find the option Sample Templates.
After selecting this option you will see many templates to choose from. After
selecting which you would like to work with click Create to begin.

IE; | = Q] Document2 - Microsoft Word =

“ Home Insert Page Layout References Mailings Review View Acrobat

= save =
Available Templates Equity Fax

Save As 2/

* fat Home » Sample templates

[£F Open

o Close e 3 FAX

FAX. [e— [e—

Info - = e

Recent — e Rl y  pe—_

R |

Print Equity Fax '3 Equity Letter
=

Save & send

Help FAX

[ Addns - e S

] Options

B4 Exit @ Document

@ Template

4

Create

Equity Merge Fax Equity Merge Letter

The process of finding templates from the Microsoft Office website are quite similar
to the one explained above. Instead of selecting Sample Templates one must click on
Office.com Templates.

Similar to the installed templates a large preview of each is given. To use one of
these, select the thumbnail and simply click Download. The template will then open
on your computer as a new document.

After doing so, you will be able to access the template however many times you

want without having to download it again, instead you will be able to open it within
the My Templates folder in word.

19
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Creating your own template

If there is a certain document that you create frequently why not make a template
for it instead of having to rewrite the entire thing over and over? This way you
eliminate the risk of forwarding unnecessary outdated information. You can add
everything you always include in the document such as text and placeholders that
will make creating a new one easy.

To begin the process of creating a template you must first add the information that
you want to put into each template, for example name, address, or business logo.
Leave text placeholders for information that will be changed in each document.

A perfect example is shown below. It is an invoice but you can create a template for
almost any type of document:

Margie's Travel INVOICE

Business Diskrick

'] Redmond, Wa 10021
hitkp: e, margiestrawvel, com INWOICE #[100]
Phaone [{509) 555-0190] 7 \— DATE: AUGLST 26, 2009

Fax [{509) 555-0191]

TO: FOR:

[Mame] [ [Project or service description]

[Company Name] 3 L_[r.O. #]

[Street Address]

[City, ST ZIP Code]

[Phone]

| 4 |
DESCRIPTION HOURS RATE AMOUNT

=

Text that will stay the same with each document based on the template.

Date and Time command. This will automatically fill in the date and time

with each copy of the document.

3. Placeholder areas for information that changes with each copy of the
document.

4. Empty areas that also change with each copy of the document.

N

To save your new template click on File Tab and click on Save As. When the Save As
window appears click Trusted Templates as the place to save your template. Once
you name your template click Save.
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£) - =1lfe) - o
W Hd9-0&Q 0| 0
Fila Homea Insert Page LayolT2 Savein: |@ Templates H@-axam-
)
£
Save = | Document Themes
H I n fo r-r'n a"' i/l | LiveContent
Save 45 1 Trusted ) Smarkivt Graphics
= — Templates
[£5 Open

" @ ] Iy Recent
D Close \j Documents

_ C ’ nvert @
—_— Desktop

Recent

MNew : E_‘P My Documents

Print Protect | B
Document | by Computer
. S N . File name: |Duc3 ﬂ
ave en 7
Q Save as type: IWnrd Document j
N [ Maintain compatibiltty with previous versions of Word
Help = hgd
[ = A
X ;J,“ Took |- Cancel
i Add-Ins - Check f i e #
By information, template name and author's nz
o P

To retrieve a template you’ve created click on the File Tab button. After doing so
click on New.

Once the New Document window has appeared click on My Templates which can be
found on the left hand side. There you should be able to find the templates you have

created.

Table of Contents

Word 2010 has the ability to automatically arrange the chapter titles and headings
of your document in to Table of Contents. This part of your document can either be a
simple list or include pictures and several levels. Like the outline, it also provides an
overview of what will be found in the document.

Contents The Planets
The Moan. Mercury
TWARS e e a {
Fhobaos. 4 | E]
P 2 1 Earth
JUPITER ..o eeeeeeee e aee s aem s s s 4 |
ia. 5 |
Europa. 5 -
Venus
¥ 5
: '
SATURNL e s s s 5
Aimas s
Titon 5 —[The Moon
THE SUMusman s [
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Creating a TOC is easy and can be done automatically. You must first assign heading
styles to the chapter titles and headings then you will be able to colledt those into
the TOC.

ME9-6&QE 0= Document2 - Microsoft Word
Home Insert Page Layout References Mailings Review WView Acrobat
= & ibri (Bodyl - AN A v B i L= . | EE iE | 4
= Calibri Body) =11~ A* A" | Aav | =7 i= v nT [ E T | asebcepe| AsBbcene AaBbCi AaBbCc %
Ex -
Pavste 7 B 7 U - abe %, x* -, A' == == ig' Q - THormal | TNo Spaci.. Headingl Heading2 |_ g:?:suf
Clipbo... & Font Paragraph Styles

Before you can continue you will first have to apply specific styles to the headings
and chapter titles so that Word 2010 will include them in your TOC. These styles are
on the Home tab, in the Styles group. And for each title and heading you will need
to:

1. Place the cursor in the chapter title or heading.
2. Inthe styles group, chose Heading 1 for the highest level, such as chapter
title, then Heading 2 for the next level, and Heading 3 for a subheading.

After doing so place the cursor where you would like the Table of Contents to be
placed Click on the References tab, then Table of Contents. You will be able to chose
from with Automatic Table 1, 2, or 3.

W -9 Q0=
ome Insert Page Layout References Mailings
Add Text - [y Insert Endnote j{ g
f Update Table A Next Footnote ~  — (15
Table of Insert ) Insert "
Contents = Foaotnote J >how Notes Citation = &

| Built-In
Automatic Tatle 1

ps

Contents
HedIng T

Heading 2 s
Heading 3

Automatic Table 2

Table of Content:

gy MorgfTable of Contents from Office.com

Inseqt Table of Contents...

Renjove Table of Contents

Updating the Table of Contents
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The TOC will be automatically updated when you open your document. Despite this
you can also manually update it if you add more titles and headings by clicking on
the Reference tab, then Update Table.

You will be given the option of updating the entire TOC, or just the page number.
Chose the Page Number option if you are not adding new headings, just body text.
But if you have indeed added or changed a chapter title or heading, select the
Update entire table option.

To Remove the TOC

Removing the Table of Contents is quite easy. To do so you must highlight the TOC
and again click on References tab, from there chose Table of Contents and the drop
down menu should appear. From there click on Remove Table of Contents, and it
should be gone.

WEH9-0&Q0I-

Home Insert Page Layout References Mailings

B Add Text ~ [y Insert Endnote Wi g

2 Update Table AE Next Footnote ~
Table of Insert ) Insert "
Contents ~ Foaotnote J A B Citation = @

| Built-In
Automatic Table 1

Contents
S A

Heading 2 ..
Heading 3 ...

Automatic Table 2

Table of Contents
HedIng T

Heading 2 s
Heading 3

Manual Table

Table of Contents

Type chapter title {level 2)
Type chagter title {level 3]._...

Type chapter title (level 1) ...

Ug) More Table of Contents frofh Office.com
5] InsertTable of Contents...

[}\ Remove Table of Contents
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Mail Merge

Let’s imagine that you have to distribute a letter or email to every employee at your place
of work. Using Word’s Mail Merge feature instead of writing one for each employee
individually you can create one document that contains the information that is the same
for each, and like when creating a template, add placeholders for the information that is
unique to each copy.

Main Document

You must first begin with the main document, which can either be a letter, email, or
envelope. This main document must contain 2 main elements.

1. Body Text: This block of text will remain the same in each of the letters that you
send.

2. Placeholders (Also referred to as Fields): Here you will be able to add each
recipient’s information.

Address
Black.

2
Dear

Recipient information should be kept in a data source such as a Word table or Excel
worksheet. It should be listed in table and rows. The data source should be formatted in a
way that makes it possible to link information with specific placeholders in the main
document. An example is shown below:
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E C

First Mame |

Last Name | Street Address

Mancy

Anderson N, | 123 Main St

Ann

S Rl L g TR L

he Vﬁ? Country Rd,

Mancy Anderson

To create a list of recipients you must know the information needed and you must enter it
in a compatible program such as Excel or Outlook. Each column should represent a type
of information; such as First Name, Last Name, and Street Address. Each row should
then contain all of the corresponding information for each person, name, address, etc.

You can connect the list to the main document and add any column heading as a
placeholder into the main document. When finished you will have a set of documents that
contain individualized information for each person from the entries in one row of the

recipient list.

123 Main St dm—

Dear Mancy,

Mancy Anderson

123 Main St
Eellingharn, WA 14456

Ann Beebe

CeF Counby Rd,
Eellingham, wia 14457

25
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Once both components are complete you can indicate the merge fields (placeholders) on
your main document by typing them surrounded by chevrons (« »_

whddress Block»

Dear «First Mame:s,

For example the merge fields in the main document may look like this:
«First Name»«Last Name»
«Street Address»

«City», «State» «Postal Code»

To Perform the Mail Merge

To perform a mail merge, click Start Mail Merge on the Mailings tab, and then click
Step by Step Mail Merge Wizard. The wizard opens on the right of the window in a
task pane. To use the mail merge, follow the directions and click Next at the bottom of
the pane to step through the wizard (or Previous if you need to go back to an earlier
step).

o Select the type of document you are creating
Chose the size and the text option for your document.

e Chose the recipient list you want to merge into your document. There are three
options to select from: Use an existing list, if you already have a recipient list that
contains the information you can click on Browse and locate it. Select from
Outlook contacts if you want to use contacts from your Outlook application. Or
Type a new list, if you do not already have an appropriate list and would like to
create one.
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Three Options

W EH9-u&E Q= ent2 - Microsoft Word | Mail Merge X

m_Home Insert  Page Layout  References

Select recipients

= =y start Mail Merge ~ 3 p— b &) Lise an existing list
- E =
3 Select Recipients = e 2 Select from Outlook contacts
Create Write & Preview | Finish & )
- B Edit Recipient List | Insert Fields ~| Results | Merge - | A ) Type a new list
Start Mail Merge Finish

Use an existing list

Use names and addresses from a
file or & database,

Browse...

& Edit recipient list...

Step 3 of 6

& Mext: Write vour letker

4 Previous: Starting document

Once you connect to the recipient list, you chose the recipients that you want to include
in the merge. To do so you must place a check mark next to the name of each recipient in
the Mail Merge Recipients dialog box that will automatically launch.

Mail Merge Recipients

This is the list of redpients that will be used in your merge., Use the options below to add to or change your list.
Data Source ‘1 |7 MName « | Address 1 - | City w | State o | Postal Code
Mass mailing list.... w Mancy Anderson | 123 Main 5t. | Bellingham
Maszs mailing list.... [¥  Ann Beebe 567 County Rd Bellingham WA 14457
Mass mailing list.... [¥ Richard Carey 800 Center Blvd  Bellingharm WA 14456
Mass mailing list.... |7 Aaron Con 3456 Main 5t Bellingham Wa, 14458
a4 | m | b

Data Source Refine redpient list | 2

Mass mailing list. xlsx - ‘El Saort... 27 Find recpient. ..

i Eilter... Validate addresses. ..

%9 Find duplicates. .. E

e Arrange the information in the main document, both the body of text and the
merge fields (placeholders)

¢ You can review your changes before you print the document.
e Complete the merge. Click to open the Merge to printer dialog box. From there
your documents should print.
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Tracking Changes with Word 2010

Imagine if you are in a situation in which a document of yours has to be reviewed and
revised multiple times before the final edition is released. Instead of submitting paper
copy to the revisers various times you can send them an electronic copy of your
document and with Word 2010 they will be able to make changes without ever having to
print it out. With Track changes you can mark up documents with revisions, and you also
have the option of rejecting or accepting the revisions. You are also allowed to insert
comments along the margins of the document.

Tracking Changes

On the Review tab, in the Tracking group you will find Track Changes. When this
option is selected Word will insert marks that show where deletions, insertions, and
formatting changes have been made.

When Track Changes is turned on Word will continue working as it normally would. As
you delete or insert text there will be a note, a markup, placed in the margins.

@ - R L] @ & 1 |= Document? - Microsoft Word
m Home Insert Page Layout References Mailings Review
{& Y & ] Y| _':{q Y4 Final: Show Markup -
S ¥ = =] show Markup -
Spelling & o  Language Mew Track .
Grammar [p23 - Comment = Changes = E Reviewing Pane -
Proofing Comments Tracking
3

Introduction
The challenges we face as we move into the planning
be able to keep the strong growth path we've 1" 72"{ Deleted: with hard workand

established over the( 2 )nine months. Now is not the  Slearthinking
_----{DEIEtEd:t'.'rE|'."E

time to reston laurels —rather it is the time to

1. Deleted text appears in a balloon in the margins
2. Inserted text also appears in a balloon in the margins.
3. Red vertical lines in the left margin appear to indicate changes.
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Inserting Comments

To insert a comment along with the revisions you have made place the cursor after the
text you want to comment on and click on New Comment located in the Comments
group, in the Review tab. A comment balloon in which you will be able to type will then

W Ed2-0 &3 1|+ Document2 - Microsoft Word

Home Insert Page Layout References Mailings Review
v il _;_5 | o | = ‘._'_‘, Final: Show Markup d
S

“1 = = Show Markup -

Spelling & 5, Llanguage Mew Track -

Grammar [L23] v Comment | =4 Changes = E Reviewing Pane -

Proofing Comments Tracking

| established over the last bine months. Now is not the \CEETThnTng J

. | | "}:I ".'T"'h'".' """""""" ~7--1 Comment [RB1]: The czmpsign

time to reston laurels —rather it is the time to o | started nine, not twelve manths =20,

th[ Deleted: twelvs ]

appear in the document’s margin, and the corresponding text will be highlighted.

*Note: Turning of Track Changes does not eliminate the changes that have been to the
document. To remove tracked changes, you accept or reject them. To remove comments,
you delete them.

Accept or Reject Changes

Once the revisions have been made you can review them and reject or accept. The
reviewer can read the comments and then delete them, as well as, handle revisions all at

once or one by one.

1. Use the Accept button to accept changes.
2. Use the Reject button to reject changes that have been proposed.

ccept Reject

-
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