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LIBRARY AND LEARNING SERVICES | FORMATTING YOUR DOCUMENT
www.eit.ac.nz/library/ls_computer_word2013_insertheader.htmi

Microsoft Word 2013
Inserting Headers and Footers

Inserting Headers and Footers

1. Insert << Header
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3. Insert << Footer - enter Footer text
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Viewing / Editing Header and Footer

Double click on the Header or Footer area to view or edit text. Press Esc (on your keyboard)
to return to your document. 2
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LIBRARY AND LEARNING SERVICES | FORMATTING YOUR DOCUMENT
www.eit.ac.nz/library/ls_computer_word2013_pagenumbers.html

Microsoft Word 2013
Inserting Page Numbers (and formatting them)

Inserting Page Numbers (and formatting them)

Insert << Page Number
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Identify where you want your Page Numbers to be positioned (top or bottom of page),
then select the formatting
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LIBRARY AND LEARNING SERVICES | FORMATTING YOUR DOCUMENT

To edit the numbers - Double click on the Header or Footer area and highlight the number
you want to edit
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To format the page numbers - Insert << Page Number << Format Page Numbers
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Select the formatting you require << click OK to return to your doument.
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LIBRARY AND LEARNING SERVICES | FORMATTING YOUR DOCUMENT

Inserting Page Numbers: Different on the First Page
This situation will be useful when you do not want a page number on the first page

Page Layout << Page Setup << click the arrow in the bottom right-hand corner
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Select the Layout tab << check the Different First Page box in the Headers and Footers
section << Apply to Whole document (when you have no sections in your document, in

which case select This section)
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Inserting Page Numbers: Different than 1
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Type the Page Number you want to start at. You may want to use 0 if you set your document
up with a Different first page. This way your first page will be 0 and not show and the second
page will begin at page 1.

k]

rplqt MNumber Format E'H:H

Mumsberformal: 1.2 3 .. d

Include chapler pumber

s g,

~ - 1
- -
e
o 2
| Page numbemng \‘
Lontinue from previows section )
b} . - !
[ startpt o - o
- -
o
o Cancel !
L. -

Inserting Page Numbers: Different Page Numbers in One Document

You may want to set out an essay with two different number styles. In academic essays
Roman numerals start after the title page until the body of the essay begins. For example
this may include an abstract, table of contents, executive summary etc ... Arabic numbers
start from the main body of the essay. To achieve this you will need to use Section Breaks in
your document. Change the number format in the Page Number Format window.

It is easier to tackle the Page Layout first and create Section Breaks in your document before
you add the text.

Turn the show/hide button on, this shows parapgraph marks and other hidden formatting
symbols (they will not show on your printed document), this will show your section breaks
clearly.
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LIBRARY AND LEARNING SERVICES | FORMATTING YOUR DOCUMENT
www.eit.ac.nz/library/ls_computer_word2013_linespacing.html

Microsoft Word 2013
Line Spacing

Line Spacing

Line spacing determines the amount of space between each line space; you can set the
line spacing before you start to type OR you can highlight selected text and change the line

spacing.

B H s o - e Lweet] R ¥ B P e P O
_ =5 FrARr LG L LAVOHIT RUPERERCLS FARINGS RV EW LR Endbicis 5T ALROHEAT Vs Winkrites - .
- _

AaBbCel | AsBRCST Aalihi AaBhi iaSbCel ARl . E":
G Replace

Home << Line Spacing icon

- ) ) This is double (2.0) line spacing
This is single line spacing
This is single line spacing This is double (2.0) line spacing

This is single line spacin
& pacing This is double (2.0) line spacing

This is 1.15 line spacing This is 2.5 line spacing

This is 1.15 line spacing This is 2.5 line spacing
This is 1.15 line spacing This is 2.5 line spacing

This is 3.0 line spacin
This is 1.5 line spacing S I S

This is 1.5 line spacing This is 3.0 line spacing

This is 1.5 line spacing This is 3.0 line spacing

Want more information?
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LIBRARY AND LEARNING SERVICES | FORMATTING YOUR DOCUMENT
www.eit.ac.nz/library/ls_computer_word2013_margins.html

Microsoft Word 2013
Margins and Page Orientation

By default, the margins for a Word document are 2.54 cm on the top, bottom, and sides.

1. Page Layout << Margins - select Normal or Custom Margins.
B.d 5O e — o emean] [ compambbitity ko] - Word T - x
“ HOME  BSEET  DESN :' }wwmn MULNGE  REVIEN VBN DEVELOPER Eedboted)  ACROBAT o wietner +
i [ Flosaiiea, __ el S ing g
:Hu ! 5 : ° Lina Kmiban #Let Oom fmBwmm Opt
‘\‘.’T:’f" y :""'-" & I.-"J.- ! Hyphasabon - FHght Oom pobftsr Opt ’:-1-':
Mormal 3 Paageagph = e -
i : H # . [H 1]
Harre n
[ ¥ -

NB: This is useful for changing your margins in your assignment.

Custom Margins

2. If you select Custom Margins, the Page Setup window appears. Tab (or use the arrow
keys) between each option and type in your margins. Click OK to apply the changes.
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il
—— Harroe
Top 1 ™ . - .
[] = 2z e
) i Borirait  Lansigiape
Tog:  I8cm  Botiom: Lom Pagers
L 18lcm Righi 181 — | 3
To:  IScm BoomclSom
et e Amcm Right  YO8om
iy
o
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LIBRARY AND LEARNING SERVICES | FORMATTING YOUR DOCUMENT

Most EIT essay Page Layout require a left margin of 4cm, to do this simply enter 4 in Left
Margin << click OK

5 T
Page Setup ? =

Margins | Paper | Layout

Margins
Top: 254 em o Bottom: 2.54 cm
e
Left: faem ) % Right: 3.17 ¢m
Gutter: o . Gutter position: Lett |z|
Orientation

Portrait  Landscape
Pages
Multiple pages: Normal [~

Preview

Applyto: |Whale document ||

Page Orientation

1. Page Layout << select Orientation.
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.
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i
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&
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G Vel e . |
2. Choose Portrait or Landscape
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| il . = Rimals v Inckeré Tasciag s E2in
= - (U uraflamben  #lit Qem T b3 Beloe O pE . d
r.“'l'!p’! Dreniziion Sor  Tolsme 2 UL ry 11 s SHectian
ammmen, - Of Mypedions TRMgrefem D fSsher dp S i Faret
i : ‘."L' 1 U] : LT R &
.\_r’ 2t [ ' Pl RN | v [l T [ | [F [T, n '] FIEAPT T AR I | T
i i
1 J
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n Want more information? @ EIT
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LIBRARY AND LEARNING SERVICES | FORMATTING YOUR DOCUMENT

NB: To have pages of portrait and landscape orientation in a single document, use section
breaks between the affected pages. To do this:-

1. Go to the page you want to change the orientation of, select the area before the text on
the page you want to change. Page Layout << Breaks << Section Break << Next
Page

m H% 40 i i w Document] [Compatibility Mode] - Word T H - 8 X

- -

i .
HOME  NGERT  DESGN [ pAGELAYOUT ) REFIRINCES  MALNGS REEW VW  DEVELOPIR  EndNoteX]  ACROBAT Tania Webster -
- . e S _= =
1 & 5 :*: -Breaks= Indent Spnclng L R Allgn'
L - '
R e A Pk e pt i
Margins Orientation Size Columns i £ - Selection
s = . - Page Opt - 1 Pane
b Mark the pant &t which one page ends i Afange A
and the neat page beging, AR O I O O ey,

Page Setup
L |y R

Column
Indicate that the ted following the column

|= break will begin in the nest column

Test Wrapping

Separate tet around objects ¢
pages, such as caption ted from body text

P =T Insert asection bresk and start the new }

, section on the next page. 4
-

S =
i rie ! TR J—
T - Continugi®=====
Insert & section break and start the new
page

o o the sarme

t & section break and start the new

n the nest even-numbered page

1 Ogdd Page
" Insert & section bresk and start the new

section on the nest add-numbered page {

2. Select the area after the text on the same page, Page Layout << Breaks << Next
Page

3. The document is now comprised of three sections. Select an area in the page you want to
change the orientation of. Page Layout << Orientation << Portrait OR Landscape

n_. H *- 0 : Cocunar] [lonpaibiiy bods - Word T @ = &5 X
IEN roec vear pemsw peLeuT | MRRBMES  MANGS  RMEW  VEW  DOELORR  Enmed  ACRBAT Taria it -
| Dt ) 7 B - Trakend & tiga
L - U uratlambsn  # ek Qe i Babere O p v ]
PMugire Orenigtion  Sor Columar AL i - SHectian
" ULELEN a 3 Myphcreion - S RgtE 8o . pmbfEn Upt - P
x
T ‘L"l! 1 ETTTL 3 TR A
.rr i :'II-| [ ' ‘a3 I | ' [l T [ IR » TR n 1 o W s
i
I
1" i
5 . ra
l‘-."—l- r"‘lﬂ -

: S
n Want more information? @ EIT

974 8000 ext 6045

y tWiSt@eit.aC.nZ EASTERN INSTITUTE OF TECHNOLOGY
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LIBRARY AND LEARNING SERVICES | FORMATTING YOUR DOCUMENT
www.eit.ac.nz/library/ls_guides_word2013_computer_pagebreaks.htmi

Microsoft Word 2013
Inserting Page Breaks and Section Breaks

Page Breaks and Section Breaks

Page Break: Separates content between pages
Section Break: Used to create layout or formatting changes in a portion of a document.

Inserting a Page Break

1. Click in your document where you want to start a new page, Insert << Page Break

B HS 00 Document] [Compatibility Made] - Ward T @ - &5 X
- LY
HOME-: INSERT }D{SLGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DEVELOPER Endidote X7 ACROBAT Tania Webster - .
. = - - = e P
B Cover Page - ﬂ"l‘ T #] 17 1™ Smarart il store W b Hyperlink Header ~ A= Ll Quick Parts~ [¥ Signature Line ~ | TT Equation ~ -‘.‘\I
LBl P, T 7 o it 11 Chart b5 |* Bookmark ; [ Footer = A WordArt= i Date & Time 2 Symibal = o
| % | Table  Pictures Online Shapes &My pps - Wikipedia o Comment | _ Text = Embed
1= Page Break N Pictures - e Screenshot - Cl3 Cross-reference [ Page Number= | po. ™ Object - Flach
'\.._ Parm_.’ Talbles Nlustratiens Apps Media Lifks Comments | Header & Footer Text Symbals Flash -
-——
Irsert a Page Break (Ctrl+Return) CENTCHS SESNEE BN [ OIS SCSCECE SUECECE SCRTECE BCRECE  ICEC NN IO I e .y,
End the current page here and
move next page
0 Tell me more

Inserting a Section Break

1. Click where you want to change the format, Page Layout << Breaks

BEH®S OO0 e Docurment] [Compatibility Mode] - Ward P
- i
HOME INSERT D‘isl.gl'if.. PAGE LAYOUT :} REFERENCES MAILINGS REVIEW VIEW DEVELOPER EndMote X7 ACROBAT Tania Webster - .
x = - M= r -
By e = (': Breaks~ ) Indent Spacing L i + Align -
i) U 5 L pus 5
e e i T fimbers | 4= Left: 0 em - | 4= Before |0 pt rEE
Margins Qrientation  Sze Columns | s = - V Selection
= z 5 . B Hyphemation= | =FRight 0em . |iZARer Opt = s
Page Setup Ta Paragraph = Arrange -
i 4 . H ' § - § - 7 : j - B« | § ' T I I [ P T ] l 4 . g 15 AR

L Iyt Page and Section Breaks

@ Tellme more

2. Choose which type of Break you want for your document

Page Breaks

1 Page

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

3

T Column
Indicate that the text following the column
== break will begin in the next column
T Text Wrapping

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

Section Breaks

|  MNextPage

—p.  Insert a section break and start the new
I section on the next page.

Insert a section break and start the new

I I,  Continuous
section on the same page.

3 Even Page

=1 Insert a section break and start the new
[l section on the next sven-numbered page.

T 0Odd Page
= Insert a section break and start the new
By ion onihe nextodd Aombesd page.

Want more information?
974 8000 ext 6045 eI
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LIBRARY AND LEARNING SERVICES | FORMATTING YOUR TEXT
www.eit.ac.nz/library/ls_computer_word2013_aligning.html

Microsoft Word 2013
Alignhing Text

Align text:

1. The text alignment in Microsoft Word documents is pre-set to left alignment.

2. To change the alignment select the text (sentence, paragraph, section) you want to
change.

NB: To select the entire document use the Shortcut Key << CTRL+A

3. The alignment icons are on the ribbon of the Home tab

F H ':__;__-__(_?‘ b g Docamertl [Compatibity kode] - Waed T E 2 X
EEE WPEERT  DESGH  PACELAVOUT  REFERENOES  LMIRKE  GEVEW  VEW  DIVIOPER  Endboledi  SCROEAT Turimezzer -
o ——— =y P (S R ot ,a“:'_r--"_..‘.‘; == | 0L |9 || paBibCel | AaBmiel Aalbi AaBb{ =:8bce Cel  A=BdCel :::“-.
?|-||! SRR B O Ll - o w, w '“'W'A'Jm - 7} &y [ = # Peesal | 1 Mo Spar mssckoray L Tl Erphsss  lnteus [
L3 paserd L Fon L ""—-—-‘F::-:uw- L Strkes = = LT -
h.
4. There are four different types of alignment;
Left
m H - 00 3 Document tl [C Left aligned text
HOME | INSERT  DESIGN  PAGELAVOUT  REFERENCES  MAIINGS  REVIEW  IE Left aligned text
! TimeshewRo =12 -| A & |Aa- | 4 |2 -3 - | EEE | H |0 .
S | T u x|y A B =0 Left aligned text
Clipboard = Fant -."", Paragraph 5 Left allgned text
P - - 1 - - 2 1 3 | apnief(Chie 7 .
i Left aligned text
N Left aligned text
; Left aligned text
Center
gae o0 = Document] [Cor Center aligned text
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MALINGS  REVIEW  VIEW Center al_gned text
= - | X
5 TimesNewho -[12 -| A" W' [Aa- | B | = o35 - - | == | 2[R (| .
ne B w824 |EEY= |52 |l Center aligned text
Gpboss 6l Font 5l =" pungrasn 2 Center aligned text

L [T - - 1 - - 2 3 .

Center aligned text
Center aligned text
| Center aligned text

: o
Want more information- @ EIT

974 8000 ext 6045

tWiSt@eit.aC. nz EASTERN INSTITUTE OF TECHNOLOGY
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LIBRARY AND LEARNING SERVICES | FORMATTING YOUR TEXT

Right

BHS 60 @ Document (Compet Right aligned text
FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW . .
-a Right aligned text
3 ! TimesNewRo - (12 -| A A" | Aa- | & 12 -1 JJi | EE 29 || aan . .
l’ajle ¥ Format Painter | B 1 Y T e X X A-%-4A- = f:’ = ':r =D - T He nght allgned teXt
Clipboard f Font 0 \“’Palamaph W nght aI'gned teXt
L | T e T P toed s e 2 v o3 4 alan Right (Ctrl+R) . .
& ljn_.'.'g.".:l‘l=nl with the right nght allgned teXt
; o Right aligned text
Right aligned text
Justify
@ES 60 - mamen o | Justify  aligned  text, Justify aligned text,
3113 HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DEV . . . .
o RN S e Justify aligned text, Justify aligned text,
\ TimesNewRo -[12 ~| A" & [Aa~ | B0 | = - 3= -2~ |4 3] aBbC . . : H
e PRI PR = SN e Justify aligned text, Justify aligned text,
apvows Fon o g 5 Justify aligned text, Justify aligned text,

o [T - - i . - 2 . 3 4] ey (o)

s e | JUSHfy aligned  text, Justify aligned  text,
sk Justify aligned text, Justify aligned text,
Justify aligned text, Justify aligned text,

jives your document
dges o it laoks mare

: S
n Want more information? @ EIT

974 8000 ext 6045

y tWiSt@eit.aC.nZ EASTERN INSTITUTE OF TECHNOLOGY
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LIBRARY AND LEARNING SERVICES | FORMATTING YOUR TEXT
www.eit.ac.nz/library/ls_computer_word2013_bullets.html

Microsoft Word 2013
Bullets and Numbering

Bullets and Numbering

Bullets and numbering are used to emphasise lists of things and usually make lists easier to
read and follow.

How to apply bullets while you type:
Click on Bullets icon << Type your text << Enter

OR
Select text you want as a bulleted list << click on the Bullets icon

BEHS 60 : Bocument (€ Example: Bullet List
HOME | INSERT  DESGN  PAGELAVOUT  REFEREMGES MALNGS RBEW VI Agenda
e B .
h TimesNewRo - (12 = A A | Aa- al iz I‘I eelEE LT L4 Ka ra kla
By g o Mihi
g ¥ Format Painter BIU-xx |Q-F-4- m=== =& . ..
L , : e Review Policies
iph oard S Fanlt o Paragraph )
N OO W WA R R Y e Chairperson Report
Create s bulleted list e Treasurer Report
\'fhrl- the arraw to change the loak L] Other Buslness
= of the bullet.

Bullets: Change Formatting

Select text << Click on triangle to right of Bullet icon << Select from Bullet Library or
Define New Bullet

BE% 60 & - ocument [Compatsiiy N Example: Bullet List
HOME | INSERT  DESIGN  PAGELAYOUT REFERE,NEE_S‘ MALINGS  REVIEW  VIEW  DEVELC Agend a
“-. Time: Newfo + |12 < & 47| Aa- ‘.\(\Ei-:}'_--"‘:- E=| 0 9 | amped ¢ Karakia
h,“e ot | BT Wk x| . p .| Bulletlibary 'S M|h|

Cliphoard 5 ‘fanl aliwe | g O] B % || ¢ Review Policies
"/ ¢ Chairperson Report
- ¢ Treasurer Report

v ¢ Other Business
q

14
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n Want more information? @ EIT

974 8000 ext 6045

y tWiSt@eit.aC.nZ EASTERN INSTITUTE OF TECHNOLOGY
TE AHO A MAUI



twebster
Typewritten Text
14


LIBRARY AND LEARNING SERVICES | FORMATTING YOUR TEXT

How to apply numbers while you type:

Click on Numbering icon << Type your text << Enter

OR
Select text you want as a numbered list << click on the Numbering icon

BEE S 00 @ Document (Comg Example: Numbered List
HOME | INSERT DESIGN PAGE LAYOUT REFEREMCES "lni‘fJUNGS REVIEW  VIEW Agenda
g, 2 c et~ | & [ ma- [0 2V [ 00 [, 1. Karakia
l‘a.sle. o bk P BT U-ax.x A-%¥-4- =il o Py - 1 2. M|h|

Gpbowa Font : P 3. Review Policies
LI~ bt ot b Y Hemberog 4. Chairperson Report

RN 5. Treasurer Report

) bl it 6. Other Business

Numbering: Change Formatting

Select text << Click on triangle to right of Numbering icon << Select from Numbering

Library or Define New Number Format

e e | Example: Numbered List
Do, [msEaeciely ) | ==vmllacd | Agenda
i i el N [T v I. Karakia
s = II. Mihi
" —ll=—2 I1I.Review Policies
. IV. Chairperson Report
: V. Treasurer Report
E BN Mt P VI. Other Business

n Want more information?

974 8000 ext 6045

y twist@eit.ac.nz
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Outline Numbering:

LIBRARY AND LEARNING SERVICES | FORMATTING YOUR TEXT

This is mainly used in a large-scale report where you require Headings and sub headings to

be numbered.

Highlight text << click on Outline Numbering << select list type (click on triangle to right
of Outline Numbering icon) << enter

Your document will be numbered from one to fifteen as in the example below; increasing the
indent by one or two levels will change the list level as displayed in the following examples.

BHS
I o | ver omor  pacELavouT  REFERENCES
e i ~ *
Y TeneiMewRo = (12 = A & | Ad= | | :1= -
Da-m ® Format Puintes | B T U 7 W6 X[ - ¥-A-|E
Clipboad i Faett
" T ——

Documentl [Coenpatibility

MAJLUNGE  REVIEW VIEW DEVE ?
i Current List
k]
o e s | 01 |
= L : AaBCe "
"\--n" ‘
- | 8- - | 1 Nomma i
Fatagragh
Multilrerl List —
{reate el list 1o " List Library
sem i
1
radd Hone a
il
s Articie |
- Sectios 1.0
(i
Chagtar |

Example Oubline NMumbsering:
Mo indent

Executivie Summary

Method of Investigation

Evidence

Canclusions

Introduction

Thie r'l'rajl:ll issues 1o be

addressed

Thie intended readers

8  The name of the person who
cormimissioned it

9. The boundaries af the
Invastigation

10, am indication of how widely the
research was conducted |Soope]

11, an acknowledgerment of
people who provided specific
assistance

12, Terms of Refarencs

13, Bady

14, Conclusion

B oWk

™

15, Hecommendationg

Examiple Dutline Numbering:
Increase Indent Once

1. Executive Ssmmary
L1 nethod of Investigation
1.2, Evidence
1.3, Conclusions
Z.  Introduction
1.1, The mapor issues to be
gddressed
1.2, The intended readars
2.3, The name of the person who
commissicned it
1.4, The boundarias of the
Investigation
L% An indication of how widely the
research was conducted [Scope)
1.6 An acknowledgement of
people who provided specific
asumtance
Terms of Reference
Biogy
Conclusion
Recomimendations

I S

11
111

Examyple (utline Membering:
Increase Indent Twice

L Executive Sumimany
1.1. mathod of inwestipation
L2. Evidence
L.3. Conclusions
L. Introdwction
2.1. The major sswes to be
addressed
L.2. The intended readers
1.3. The name of the person who
commissioned it
2.3.1.The boundaries of the
Irvestigation
2,32 An indication of how widely the
research was conducted (Scope)
2.33.an acknowladpement of
paaple who provided specific
‘assistance
Terms ol Reference
Conclusion
Recommendations

m e

Want more information?

twist@eit.ac.nz

4

974 8000 ext 6045
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LIBRARY AND LEARNING SERVICES | FORMATTING YOUR TEXT
www.eit.ac.nz/library/ls_computer_word2013_formatpainter.html

Microsoft Word 2013
Format Painter

Format Painter:

This is used to copy formatting from one part of your document and apply it to another part
of your document.

BEH®- 00 ¥ Document [Compatibibty hode] - Wesd TM - & X
m HOME INSERT DESIGH PAGE LAYOUT REFERENCES MEILINGS REVIEW  MVIEW  DEVELOPER Erdiote X7 ACROBAT Tania Webster - .
e e ] f A . M Find -
PRI "T“'"””"" 2[R A Az gz tee [EE LT ARbC | AsBWC AaBb( AaBb( asbcer AaBbCel AaBbCel AaBbCel - . fapece
~ Format Painter "'_ Iy s, x| fi-%-4- 2 E-15H-E- T Moemnal | THoSpac..  Heading 1 Sublitte  Subtle Em.. Emphase 0 g
.r'ﬂmnlt.':l"” ..... "'.h Feett Patagragh g Siylet Editing -
L Formut Paimier (Ctrls Shifts L, CirbShift+V) 1 .} § § L ] 1 i i i i o &

places, double- chek F
£ Tell me mor -

1. Highlight the formatting you want to use in another part of your document.

2. Click on the Format Painter icon.
3. Highlight the text you want to change and it will change to the copied format.

NB: Double click the Format Painter icon - it will stay highlighted. This allows you to
apply the same formatting to multiple places in your document.

B H - 3 0O 5
HOME = INSERT  DESIGN  PAGELAYOUT  REFEREI

= Cut C a B
|— | e Times MewBRo ~{12 ~ A A | A3~ ;
ol =
Past # \‘ BE U - abe X x: '|:". = aI? = i
~ Format Painter S - B~ ¥~ A
-
r‘cup_buard _ Font 5

17
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LIBRARY AND LEARNING SERVICES | FORMATTING YOUR TEXT
www.eit.ac.nz/library/ls_computer_word2013_formatpainter.html

Microsoft Word 2013
Hanging Indent

Hanging Indent:

1. Select the text
2. Home << Paragraph

o H ——--1 O * Documentl [Campatibility Mode] - Word
~
FILE HOME } INSERT DESIGMN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DEVELOPER EndMote X7 ACROBAT
"
™ e e *e - —— —_ —_— N
Cambria -j15 -|A AT [Aa- | B S-S -NEs |[EE I T || AaBbCc  AaBbCcI | AaBb( AaBb(
P'f“ o Format Fainter | T Y - o 30 x| & - .- A-IE===|1=- 8- fiMormal T Mo Spac.. | Heading 1 Title
sy
Clipboard = Font [ Paragraph =l sty
T = e
L 3-:-2-:-1---5.-.-1-:-2-!'1"""")'"'5"Paraglaphselﬁngs
Fine-tune the |
= — paragraph, inc
indentation, ar
~
- — al
Paragraph (% fom]
‘4' S - -
3_ Indents and Spacing ).ine and Page Breaks
General === "7
Alignment Left

]

Dutling level: | Body Teat

Indentation
Left: om % Special By:
Right: Dem = [nonej :i
= [T T —
Mirer indents -|First line e
QL = ;
Spadng e
Eefore: opt = Lipe spacing: At
Ater: opt + Single ﬂ

[] Don't add spage between paragraphs of the same style

Preview

i

e
Bamgn ¥
Sampic

i

.......

[ Tabs... Set As Default ';[ oK ]_‘, Cancel
~ =

3. Select Hanging from the Special drop-down list in the Indents and Spacing tab <<
OK

Example:

Morreale, S., Spitzberg, B.H., & Barge, J. K. (2007). Human communication: Motivation,
knowledge and skills (2nd ed.). Belmont, CA: Thomson Wadsworth.

NB: This is useful when adding references for your assignments, however if you have a large
list it is recommended that you use the EndNote software provided for you by EIT (available
from the Library)

18
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LIBRARY AND LEARNING SERVICES | FORMATTING YOUR TEXT
www.eit.ac.nz/library/ls_computer_word2013_superscript.html

Microsoft Word 2013

Superscript -"...to the power of...” or exponential notation

Superscript -"...to the power of...” or exponential notation

You may need to create superscript characters within your assignments and formulas.
Superscript sits just above the center line.

Highlight the number/s
(Hold down the Ctrl key and double click on the numbers if you want to change multiple

numbers)
BEH® 30 : Document] [Compatibibey Mede] - Weed TR - 8 X
BB ovc | msAr  oeSich  PAGELANGUT  REFERENCES  MAIINGS  RBEW VW DEVELOPER  Endboield  ACROBAT Taria wetater - i
o O Cut a : - alm Al = e . # Find -
Yigits Cablbri (Bady) - |12 -/ A & | Ad- srRETRET R | | AsBbCel | AsBBCA AaBb( AaBb( sapboer AaBbCel AaBbel 5 Rl
Copy 0. Replace
Paste ¥ Format Paintey | & T U - x x| B .A-E . h-0- f Moemal | T hoSpac.  Heading1 Sublitle  Subtie Em... Emphases Inerae £ 3] oo
Cligbaasd - Fest -] Paiagiagh - Siylei 5l Edfing A
L F SR EER TR R . H i 1 i 1 i i 3 i & i -7 i [} i 1] i W -1 i ("] i 1] - M. 5 [ ERU RN AR | i
o
N2 2nyy 2
Home << Superscript
BH®» &[0 ' Document] [Compatibility Mode] - Ward 7T M - 5 X
“ HOME IMSERT DESIGN PAGE LAYOUT REFEREMCES MAILMGS REVIEW VIEW DEVELOPER EndMate X7 ACROBAT Tania Webster - .
ey M Cut =z o = = T M Find -
| R Com Calte o) ~J12 g 0 W | A2 | B |12 - % | AsBbcel| AsBbCel AaBb( AaBb( assbccr daBbCel AaBbCel AaBSCel (|| g
g H = = % . 3 ; . e
Paste P BT W o- e x| - . A - =~ 3 - - T Normal | T NoSpac.. Heading 1 Tithe Sublitle  Subtlefm.. Emphasis IntemseE. 5| | 1, e
Clighaard - Foes" o Paragraph 0 Styled <l Editing ES
e r ST T T LI o ) SR 3 Superscriph (Crl+ Shilt+ +] 5 § - - I O, [ - I N PR DO B AT R ]
Ve

Ty

x2.+.2x|’|r.+.q‘r21|

19
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LIBRARY AND LEARNING SERVICES | REVIEW YOUR DOCUMENT
www.eit.ac.nz/library/ls_computer_word2013_wordcount.html

Microsoft Word 2013
Word Count

Count the Words as you type

When you type in a document, Word automatically counts the humber of pages and words in
your document and displays them on the status bar at the bottom of your Word document.

PAGE16 OF 42 2944 WORDS [[#  ENGLISH (UNITED STATES)

NB: Sometimes the status bar doesn’t appear, if this occurs, right click on the status bar <<
select Word Count

Customize Status Bar
Farmatted Page Number 1
Section 1
v Page Number Pagel of1
Vertical Page Postion 25em
Ling hlumber 1
Column 1

( words

20
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LIBRARY AND LEARNING SERVICES | REVIEW YOUR DOCUMENT

Count the Words in a sentence or paragraph

You can count the number of words in selected text rather than all of the words in your
document.

1. Simply select the text with your mouse that you want to count.
@ HS 00 : Daocument? [Compatibility Mode] - Word Tm -8 X
IEXE rovc | nSEeRT  DeSIN  PAGELAYOUT  REFERENCES  MAIINGS  REVIEW  VIEW  DEVELOPER  EndNoteX]  ACROBAT Tania webster -
s C 5 A : = e M Find -
0 "-~<:;, ColbrifBody) -[12 | A & [Aa- [ 2020 &=L aaBbC | AaBbCA AaBb( AaBb( aadbcct AaBbCol AaBbCel ot (il ::Im
%
Fa;.le o FormatPuinges | B L U -ax, » A-¥-4-FE bR R T Marmal | T Mo Sp Heading 1 Titte ubtitle  Subt mphas Iy Setect -
Clipboard ] Font 0 Paragraph g Styles &l Editing ~
RO RRRRR RN - + « 1 - 0 - T 8 - Dot - @< - 5ot - Got  Fon oMot cBon ot Bhen 231 c1dcn o141 - 15 UREERRIRERRINN -
Ovarviewy
.Rs-ls-lhe-msewlﬁ an-umﬂne‘lst,wu ‘need to-define-adist-and-then-create-aset-of-
paragr styles-that: -Dclinhg-llats-dlowwouwhwmumﬂﬁmﬂn
ady that-don't fi ..Ill. For ple, youscould-createmulti-
| it ey S
s T IRy I.M “‘

2. The status bar shows you the number of words in the selection.

PAGE20 OF42 153 OF 2944 WORDS [[®  ENGLISH [NEW ZEALAND)

53 of 2944 words means that the selected text accounts for 53 words out of a total number of
words in your document, 2944.

NB: If you have multiple paragraphs within your document you want to count, hold the CTRL
key down on the keyboard and select these parapgraphs using your mouse. This will show
you the word count for only those selected paragraphs.

@A ¢N0 : Document? [Compatibility Mode] - Wosd T M- & X
IEXR ove | nNSRT  DESIGN  PAGELAYOUT  REFERENCES  MALINGS  REVIEW  VIEW  DEVELOPER  EndNoteX?  ACROGAT Taris wewster - ff{
e Cut % -iw == s, e M Find -
(Y= c:w Colitri(Body) ~[12 -| A A |Aa- | B2 -] T || 4aBbCcI | AaBbC AaBh( AaBb( assbccc AaBbCel AaBHCel AaBhCel e,
%
Pa;.le o Format Faintsr | P I U-amx, x| R-%-4A-|F E- | - - Mormal | TNoSpac..  Heading 1 Tithe ublitle  Sulstie Em mphas Intense E.. = [y Sebect -
Clipbosrd ] Font i Paragraph '. Styles. Editing ~
x e e PR PR TR TER TR IR AR IR N S O,

Overview
.Rs-ls-&mwlﬁ anﬂuﬂlne‘lst.wwneedm-deﬁne -alist-and-then-create-a-set-of-
Ocﬂnhgihtwbmwuwhwmduﬂﬁmﬁn-

a-dooumm-tm-dm rfere-with: For ple,you-could-create-multi-

BTy i d FeT s Athin-th
ve,-and-separ ig

d Il-of-which-use-a-separate g 1

Step-1—Define-a list]

Tn'dc-thls,dlnose—Type—rﬂullemd-& Nmnbered-l_[st_r. )M?LBB.M‘NEW -and-type:
the-name-of-thelist.-f-you-want
ﬁowmonlﬁ.-dmlmro&bolhommwnddkk-ox.m-youdeﬂmm-mwaph
styles, you'll-reference-thisist.q

Step-2—Create-thefirst-paragraph-style
*-Definethe-heading-attributes, such-asthefontstyle. For-example, I madethe-headings:
bold-in-the-Basic-Character-Formats-section,-and--added-a-Space-After-valuedn-the-
Indents-and-Spacing-section.§

K *Click-the-B bering-section, choosethelistyou-defined-from-the-Listmenu,:
and-spodly-lndl‘l

: o
Want more information- @ EIT
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LIBRARY AND LEARNING SERVICES | REVIEW YOUR DOCUMENT
www.eit.ac.nz/library/ls_computer_word2013_spellcheck.html

Microsoft Word 2013
Spell Check

Spell Checking your document

1. Click on the Review tab << then Proofing << click Spelling & Grammar

El H - 6 O -___D_o__c_y‘ment

41

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS '\: REVIEW J:'
ABC™, ==y ABC < o — -
RV 4 A Ig = 123 a& A% L_» =| [
i Spelling & iDefine Thesaurus Word | Translate Language New Delete Previous MNext Show Tr
‘\‘Grammap" Count = = Comment Comments | Char
e -~ Proofing Language Comments
Spelling & Grammar “:?) (I J s 4 » 1 « 3 « F . I+ 3 . 1 - 4 . 1 - 5 . 43 o« & 1

Typos? Not on our watch. Let us
check your spelling and grammar.

Spelling & Grammar will go through the whole of your document and check each word for

you.
B HS 6D = Document2 [Compatibility Mode] - Word 7 B - ®
FILE HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW  DEVELOPER  EndNoteX?  ACROBAT Tania Webster + .
= Cut e o= e % Find -
- - - A ey A
D a cop Colibri (Body) |12 - A" A" | Aa S-E-5- &5 2T AsBoCe AaBbCA AaBh( AaBb( AsBbecr AaBbCel AaBbCel AaBbCel — | eplace
Cops N wac
Paste E | A .. N === P . i < -
e e rormatpainter | B L W X X [A-F-p-IH===l=- |- Thormal | TNoSpac.. Heading 1 Title Subtitle  SubtleEm... Emphasis Intensef.. <] | o
Clipboard [ Fant = Paragraph B Styles 5| Editing ~
[N = -Z‘I‘L-I‘E- sl 20 3o o 4 5 B T B 1 3. 10 s il c12 o 130 - 14 RSN - .18 -
~
- A spelling mistake occurs with a red squiggley line underneath the misspelt word, as
. shown here.

Want more information?
974 8000 ext 6045 eI
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LIBRARY AND LEARNING SERVICES | REVIEW YOUR DOCUMENT

If a spelling mistake is found, the following panel will appear to the right of your document;

Spelling V&

squiggley
Ignore Ignore All Add

squiggly
squiggle

squiggles
squiggled

Change | | Change All

squiggly =
To see definitions:
Sign in Using Your Microsoft Account

English (New Zealand) -

As you can see there are multiple options to deal with the suggestions that Word has given
you, normally the correct spelling is the first suggstion shown and you can click on the
Change button to correct your misspelling.

Automatic Spell Check from Home

This is where Word automatically checks your spelling as you type; there are some options
you need to check.

Click on the File tab on the Ribbon << Select Options

@HS 6D

m HOME | INS

e
Paste | )
— % Format Painter
Clipboard M

23
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LIBRARY AND LEARNING SERVICES | REVIEW YOUR DOCUMENT

Select Proofing << tick Check spelling as you type

Word Options =

—_—
e 1BE" Change how Wiord cormects and formats your tex.
Display s
Procfing AutoCorrect optiors.
i Change how Word comects snd formats tet a3 you type: | AutoCormect Options— |
Language
When 3 speling In Micresaft Office prog
Advanced

| Ignore words in UPPERCASE

¥ Ignore words that contsin numgers

Customize Ribbon

# Ignore Internet and file addresses
¥ Flag repeated words
Enfarce sccented uppercase in French
7] Suggest from main dicticnary only
[ utom i
French modes:  Traditional and new spellings[ = |
Spanish modes: | Tuteovesb forms only =]

When correcting spelling and gramemar in Ward
h«k sgelling as you type
7 Mark grammar emmors 35 you type
7] Frequently confused words
7 Check grammar with spelling
Show readsbility statistics.

[ Recheck Document |

A spelling mistake usually occurs with a red squiggley line underneath, as shown below;

squiggley-

To correct the mistake:

Right click on the word and the following dialogue box will appear << Select the correct
spelling

BHS 0D = Documentl [Compatibility Mode] - Word T E - X
HOME | INSERT  DESIGN ~ PAGELAYOUT  REFERENCES ~ MAILINGS  REVEW VW  DEVELOPER  EndNoteX7  ACROBAT Tonio Webster -
Cut #HiFind -

TimesNewRo-|12 - A" A" | Aa- | 40| i= -

11T AaBbCI AaBbCA AaBb( AaBb( raebcer daBbCel AaBbCel AaBiCel |, Replace
fac

Copy
Paste - 3 -y, - -
S rormatPainter | B [ W X [A-Z- A2 THomal | TNoSpac. Headingl  Tile  Subiile SubtleEm.. Emphasis IntenseEn [< | [y gy

Clipboard ] Font Styles 5| Editing -
;‘_zwww‘gw“-‘-z-_:-_»‘_s‘_s‘_7‘_a‘_9‘_m‘_u‘.‘u‘.‘u‘.‘m““sawm‘_n‘_m‘

A spekling mistake usually occurs with a red squiggly line underneath.
spieling
spelling
speeding

N steeling

peeling

Ignore Al

Add to Dictionary

: o
Want more information- @ EIT
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Microsoft Word 2013
Thesaurus

The thesaurus enables you to look up synonyms (these are different words with the same
meaning), and autonyms are words with the opposite meaning.

1. Click on the Review tab in the Proofing group << Thesaurus

@ H - 00 s __Document2 [Compatibility Mode] - Word ?7 H - & X
e -,
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS (\ REVIEW :i VIEW DEVELOPER EndNote X7 ACROBAT Tania Webster ~ .
B pt
ABC < (==} . ABC oy = =2 G5 Simple Markup = || [ e
' E b L ¢ ] '_7 -5 | Simple Markup 3 revious [L,
Iﬂi E ‘;:|123 a&) A7 L = 52" ) Show Markup- V] X ¥ Next EGI_;
Spelling & Defing, Thesaurus,/ Word | Translate Language New let Show Track Accept Reject Compare Block Restrict | Linked
Grammar .~ Count . - Comment Comments | Changes~ [P)Reviewing Pane ~ | . . Editing | Notes
Proofing Language Comments Tracking [ Changes Compare Protect OneNote ~
359 Thesaurus (Shift=F7) S0 2 - 0+ 3 4 4 4 - 5 g § + o4+ 7 o 1+ 8 o4+ % oo 230+ 4 11 1 120 13 g« 14 15 A6 ez e

At a loss for words? Let us suggest
another way to say what you mean

Example using the Thesaurus:
To change the sentence below, I chose the words a lot to something more appropriate;

Today a lot of great things happened, on this day in 1845 - German composer

Felix Mendelssohn’s Violin Concerto, one of the most popular and most frequently
performed violin concertos of all time, and was first played in Leipzig.

a lot

2. Right click on the word and the following box will appear << Select a word.

Calibri Body) ~[12 - A" A" o Ag-

B I UW-A-i=-i=- syl
Today a I~} "[f;"‘"‘ +-i=gs happened, on this day in 1845 — German composer Felix

Mendels: iy copy »ncerto, one of the most popular and most frequently

performe © feeOptens tos of all time, and was first played in Leipzig.
=N 1rYv}

a great deal
N lots (Dictionary Form)

awhole heap (Dictionary Form)

aracters (an approximate value)

Want more information?
974 8000 ext 6045 eI
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3. Select Thesaurus at the bottom of the box << a list of words will appear to the right of
your screen.

Calibri (Body) ~[12 ~ A" A" As-
B I U?-A-

i »

1

v 3= ~ Styles

r P .

Todaya" ~

Mendels =~
E®

perform
&y Paste Options:

. pened, on this day in 1845 — German composer Felix
u
B », one of the most popular and most frequently

Al
Z

OFY all time, and was first played in Leipzig.

- -

7 3
A Font..
=§ Paragraph...
lﬂ Define
Synonyms £ a great deal
B‘& Tranglate lots (Dictionary Form)
€ Search with Bing a whole heap (Dictionary Form)
‘g’: Hyperlink... very much (Dictionary Form)
Ly New Comment masses (Dictionary Form)

a good deal (Dictionary Form)
enormously (Dictionary Form)

greatly (Dictionary Form)

{ Thesaurus... }

Thesaurus M
alot P
4 a great deal (adv.) |+
a great deal

lots (Dictionary Form)

a whole heap (Dictionary
very much (Dictionary Fo
masses (Dictionary Form)
a good deal (Dictionary F
enormously (Dictionary F
greatly (Dictionary Form)
a large amount (Dictiona
a huge amount (Dictiona
a large number (n.)

a large number

26
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4. To insert the new wording you want to use << Click on down arrow << Choose Insert and
the new wording will be inserted over the original word.

Thesaurus A2
alot Jo

4 a great deal (adv.)

a great deal

lots (Dictionary Form)

a whole heap (Dictionary
very much (Dictionary Fo
masses (Dictionary Form)
a good deal (Dictionary F
enormously (Dictionary F
greatly (Dictionary Form)
a large amount (Dictio ¥

ahugea a Insert
alarge n

E® Copy
alargen......

27
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Microsoft Word 2013
Inserting images: From your computer

Inserting images: From your computer

Use these instructions if you have an image or photo you have saved previously and want to
use it in your document.

1. Place your cursor where you want to insert your image.

[ [} s Documentl [Compatibility Mode] - Word 7 = - x
FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW DEVELOPER EndMote X7 ACROBAT Tania Webster ~ .
i Find ~

Cut o = p |tz i e | & i

- TimesNewRe -[12 - A" a7 | Aa - | 4 = |#=%=| 2L | M || AaBbCcI| AaBbCI AaBbC AaBb( aasbcer AaBbCel 4aBbCcl AaBbCel
Copy -

Paste * Format Painter | B I U - ke % ¥ A~ - A === 1= &= T Mormal | THMo Spac.. Heading1 Title Subtitle  Subtle Em.. Emphasis IntenseE.. |+ By Select -

24c Replace

Clipboard m Font [F] Paragraph m Styles = Editing ~
5 3‘I-Z‘|-l‘|-§‘l-l-l‘l-l‘]-l‘4- 5+ 1 - & 7 LR T TR T L R S A = = R R e e L L P R -
~
- ﬂ P .
/ \
. LT
ﬂ \\., -
B H 9- D = Documentl [Compatibility Mode] - Word ?2 B - & X
FILE HOME ¢ INSERT | YDESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW  DEVELOPER  EndNoteX7  ACROBAT Tania Webster ~ .
B Cover Page - N 1) ToiSmartart . &, Hyperlink 9 Header - [A=] [El QuickParts~ [ SignatureLine - | 7T Equation - | e
oy lag [ ) store W/ : =H
[ Blank Page ) S 1/l Chart i 1> Bookmark [ Footer ~ 4 WordArt~ 3 Date & Time Q Symbol - =
= Table 7Pictures’ Online Shapes 1MyA = - Wikipedia " Comment Text Embed
*= Page Break - See—=" Pictures &+ Screenshot = | @ PP d 53 Cross-reference [#) Page Number~ | gy~ Drog [ Object - Flash
Pages Tables Hlustrations Apps Media Links Comments Header & Footer Text Symbols Flash ~
v From File S 2134481647 1 -8B 18- 101 11 2.1 13- 1 .14 1 - 15 QEEENINIIZEE
Insert pictures from your computer
or from other computers that you're
~ connected to
| @ Tell me more
G5 COMMON (\TARSHECAMPUSORTAV ) _ ) 8
[ we— - [ o’ =]
Toots + ((Cinsen_[7) [concn ]

Want more information?
974 8000 ext 6045 eI
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Microsoft Word 2013
Inserting images: From the Internet

Please Note:

Check the copyright permission for images you wish to use. All images used must be
referenced according to the APA referencing style. Please refer to How do I reference a
figure from a website? or go to the APA Referencing — Instruction Manual for citation

and reference instructions.
Inserting images: From the internet

Select the image << right click Copy image

Open image in new tab
Save image as..

Copy image

Copy image address

Search Google for image

Inspect

Go back to your document << right click Paste

BHS 00 &> Document: [Compat bilty Mode] - Word
GOME | NSET  DESGN  FAGELYOUT REFERENCES  MAUNGS RMEW VW DDEOY  EnditX]  ACROMAT TeriaWesse - ff}
Cut n

£L[ 9 || azBocer | AzBbCe AaBB( AaBb( kasbect AaBCAl AGBHCel AaBbCcl = =
o |LoNoms | thoSpsc, beadngl W e Sbteim. frphas sl [5]| o

TimsNewbo-[12 ~ A & [ A2 |40 =

Lk

Faste o F | A-¥-A- B

nnnnnnnnn
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To save the image to your computer << right click on the image << Save image as...

Open image in new tab

Save image as...

Copy image

Copy image address

Search Goagle for image

Inspect

Save the image to your H: Drive << My Pictures folder << Open

@ Save As M
@leaﬂ b Com.. b twebster (\tarfsD1\Data\Users\Ho... » - ‘ ‘,l | Search twebster (\\tarfs0I\Da... 2 |
Organize » Mew folder 4= - @
[=] Documents = Mame ’ Dati *
& Music 2014 1870
Pict: = /
‘g \«'!d Hres 2015 20/
fdees || 2016 24112
= C . Document Themes 247
LT t
ura ‘;’2;_”:'( || ITHD6.240 21/
= 330 £ | LiveContent 13/1
¥ GROUPS (W\TARFSO1.EIT.CAMPUS\DATANUSERS) (G:) W
| My Documents 31/€
.8 twebster (\\tarfs01\Dats\Users\Homedirs S .
Lisic /
58 COMMON (N TARFSOLEIT.CAMPUS\DATA] (L) e . .
|<:. My Plcture;) 371
b B Ty viteos 2911 =
i e
e Network - :
File name: frangipani -
Save as type: |JPEG Image ']
~ Hide Folders [ (Gpeﬂ) I [ Cancel I

Name the file << Save

File name: m -

Save as type: IJPEG Image v]

e

“ Hide Folders Save Cancel

Reference

lozikiki. (2011). Frangipani [Photograph]. Retrieved from http://loziki.deviantart.com/art/

Frangipani-244133317 30
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Microsoft Word 2013
Inserting images: From Clip Art

Inserting Images from Clip Art:

Place your cursor where you want to insert a clip art image << Insert << Online Pictures

El H® 00 s Documentl [Compatibility Mode] - Word ?EH - 8 X
FILE HOME DESIGN ~ PAGELAYOUT  REFERENCES ~ MAILNGS ~ REVIEW ~ VIEW  DEVELOPER  EndNote)7  ACROBAT Tania Webster = .
4 - BRE i - i - ine - ion - | ==

B Cover Page D Kl %!_’u [ SmartArt ﬁStore W & Hyperlink IJ [ Header [ QuickParts = [#" Signature Line TC Equation ?S

[ Blank Page = ) 1] Chart I ) [* Baokmark [2) Footer~ 4 WordArt - E(‘g[late&Time 0 Symbol -

- Table | Picture§ Online Shapes 3 My Apps - Wikipedia | Online Comment Text Embed

‘= Page Break a4 Screenshot~ | ® W Apps Video Eeross-reference [#) Page Number~ Box~ Diop Cap~  [—]Object ~ Flash

Pages Tables |ustrations Apps Media Links Comments Header & Footer Text Symbals Flash A

L 3"‘2"Dn|inePictures 3 4 5 060 70 -8 9 10 1y 12y 13 [RCENEEE CPU S LR B VR B B

Find and insert pictures from a

’7 variety of online sources,

The Insert Pictures box appears as shown below;

Insert Pictures

Search the web

Sign in with your Microsoft account to insert photos and videos from Facebook, Flickr, and ather
sites.

Enter a keyword into the Bing Image Search box e.g. Grapes << Press Enter or Click on the
Search button

Insert Pictures

Bing Image Search
Search the web | grapesl (:D
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Select the image you want to use << Insert

4 BACK TO SITES

b Bing Image Search
120 search results for grapes

grapes

Search results are images licensed under Creative Commons, Please review the specific license for any image you want to use to ensure you can %

comply with it.  Show all web results

File:Tux Paint grapes .svg

384 x 386 - commons.wikimedia.org LIS T T B
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Microsoft Word 2013
Capturing Screen Snapshots

1. To capture the entire screen click anywhere at once

2. Press the Print Screen (PrntScn) key << Paste (Ctrl + V) into your document

BEHS 00 s Document] [Compatibility Mode] - Ward 2 B - 8 %
FILE HOME | INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAIINGS  REVIEW  VIEW  DEVELOPER  EndNoteX7  ACROBAT Tania Webster ~ .
aCln Cut oo — a— a— | # Find ~

. . P = 4 .
Oe . TimesNewRo ~]12 | A" A" | Ad EvES €5 | 89 || gaBocel| ABbC AaBb( AaBb( AsBbCcr AaBbCel 4aBbCel AaBbCel |, fonl
Cop v | | Yac Replace

Paste o 8 -l ====1=- - i sis s -

:  Format Painter B I U-abex, x*|[A-¥F A =S=== 2 &y - TNormal | THoSpac.. Headingl Title Subtitle  SubtleEm.. Emphasis IntenseE.. |5 [-\3 Select -
Clipboard I} Font ® Paragraph = Styles =l Editing ~
L 3'I‘Z'I'1‘\'gll‘lll‘1‘\']‘\'4'I‘5'I‘5‘\'7‘\'3'\'9'I‘10‘\'11‘\'12‘\'IJ'I‘14‘\'150\'].5‘\'17'I‘m'

1. To capture a window (not the entire screen), e.g. an error message or dialogue box
2. Choose Insert << Screenshot

E| H®- &0 s Documentl [Compatibility Mode] - Word 7?7 B - @ X

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER EndNote X7 ACROBAT Tania Webster - .
B Cover Page~ D g ¢ lz‘;w T SmartArt i store W B, Hyperlink I__|7| [ Header - [£] QuickParts - [¥ SignatureLine - | TT Equation - ;,g
[ Blank Page s e 1 I Chart o |* Bookmark [ Footer~ 4 WordArt = F(" Date & Time ) Symbal - £
p Table | Pictures Online Shapes &My Apps - Wikipedia | Online Comment Text . X Embed
' Page Break . Pictures - s SCreenshot ™ Video | G Cross-reference [] Page Number~ | goy~ © DropCap - [T Object ~ Flash

Pages Tables IIIustratiunsr Apps . Media Links Comments Header & Footer Text Symbols Flash -~

L BENEEES ke a Screenshot c4. 0 -5 0 6.0 T 80 %0 20 1y -12 0 213 1 IS A IE e 1T 18

33

Quickly add a snapshot of any

window that's open on your
" desktop to your document,
) @ Tellme more
|

Want more information?
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——
El HS-00 s Documentl [Compatibility Mode] - Ward PICTURE TOOLS ? B - X
HOME  INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAILNGS ~ REVIEW ~ VIEW  DEVELOPER  EndNoteX7  ACROBAT FORMAT Tania Webster - .
Eﬂ Comections = |, Compress Pictures R — L Picture Border - Bring Farward [& Align~ 'F;- ts2cm
’ ] Colar~ Egchangepicture | |l || el P @ - | & Picture Effects - - Send Backward Group o
Remave — — = Position Wrap . Crop =154 em *

Background ] artistic Effects = 3 Reset Picture ~ - E—L,P\(ture Layout~ +  Text- Dl Selection Pane k Rotate ~ oy -

Adjust Picture Styles [F} Arrange Size [F} A
L 3002 -l-l-gw-l-l‘lw‘J-l‘dw-iw‘é‘ AR ENIEE ENIS IS E RN e PN PR RN P S OIS S - “
N

| T slelul =
s madnmicrsoftcom =] =

- B Microsoht  Develog
] Windows De Center
~
-
w
w
~
“’ i

NB: The PrtScn key can be in different places depending on the type of keyboard, usually it
is located above the Insert key
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Microsoft Word 2013
Formatting your images

When you have selected an image in your document a new tab appears on the ribbon.
Picture Tools << Format

m H - [} s Documentl [Compatibility Mode] - Word PICTURE TOOLS 7 BH - X
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER EndNate X7 ACROBAT FORMAT Tania Webster - .
i - L# - L " = - s <
E;I Corrections :@: Compress Pictures Pl L£ Picture Border Bring Forward [& Align & g |] 515cm -
: & Color~ E‘:‘g Change Picture | | ol | | ] il et El - | & Picture Effects - Send Backward Group -
Remove | __ — — - Position Wrap _ Crop —sogcm -
Background 23] Artistic Effects = ] Reset Picture - ~ | 5%, Picture Layout - +  Text- riySelectionPane  “hRotate~ o
Adjust Picture Styles & Arrange Size = ~
L EN c 2 -l-l‘g-l-l‘ C SRR U RN SER U SR T -2 R AL B AR B SCRURCS LR RS & SCRURS RS = IO S GRS LY B R B AR A |-
~

31

T T

C 5 403

Right clicking on the image will give you a quick list of formatting options as well.

XX cut |
Bz Copy ]
Ty Paste Options:

& |

Sewe as Picture...

ELy Change Picture..

Hyperlink...

&

Insert Caption...

ap Text >
Tt Size and Position...
=

82 Format Picture... |

NB: If you only require a portion of the image you have copied, use the cropping tool to crop
out the parts you don’t need.

B H S [} s Documentl [Compatibility Mode] - Word PICTURE TOOLS T E - x
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER EndNote X7 ACROBAT FORMAT Tania Webster = .
i . ) 7 pi . B, ; o = . -
E;I Corrections = Compress Pictures e —— —— LZ Picture Border Bring Forward [z Align lasl fllsisem -
: Color~ B Change Picture | | il | | e EI - | & Picture Effects - Send Backward Group o
Remove — — - Position Wrap _ Crop [= 505 cm -
Background 23] Artistic Effects - 9] Reset Picture + | 5% Picture Layout +  Text- DliSelectionPane "k Rotater e
Adjust Picture Styles 1) Arrange [ -~
L EN [ 'lll‘gllll‘ +2r0 030 040 50 B T 8o 3o 10 ey 12y 130 e 14 15 A c 18 17 1B

Want more information?
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Microsoft Word 2013
Working with tables

Inserting a table
Insert << Table

@ Hd e ‘E--—,j Documentd [Compatibility Mode] - Word 72 B - x
2113 HOME :k‘[r‘iﬂ‘ﬂ ,‘lDES[GN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER EndNote X7 ACROBAT Tania Webster * .
B Cover Page~ ,/_ :" r' T2 SmartArt & store W &, Hyperlink | Header ~ A=| [ QuickParts~ [¥ SignatureLine - | 7T Equation ~ | mmy
[] Blank Page :l T b\.E P‘ t:| B 1/l Chart e |* Bookmark a ) . | Footer = — 4 WordArt~  [T4 Date & Time €2 Symbol = . ’h ,
able Pictures Online Shapes Y - Wikipedia ommen mbe
Epagebreak N ./ P TP Scresnshot~ | 99 My Aees ? [ Cross-reference [ Page Number~ | poy- ~lobject - o
Pages Insert Table Apps Media Links Comments Header & Footer Text Symbols Flash A
L\llejEjD[DEj? - 4 1 -5 1 -6 1 - 7 1 - 8 I - % .« 3 - 10 - 0 - 11 - 0 - 12 - 3 - 13 . CR CCERENEES LI B (B s P B B
0
|
8
A | O
i I
. 0
- I
m ert Table
™ Draw Table
- Ef Excel Spreadsheet
) ck Table »

Want more information?
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Position the mouse pointer in the upper-left cell of the grid, then drag the pointer down and
across the grid until you have highlighted the amount you require. For this exercise we will
create two columns and five rows - the outline of a cell turns orange when you highlight it.
NB: You are able to add or delete rows and columns at a later stage if needed.

2x5 Table
LLO0000000
O0000000
L 00000000
L 00000000
LLO0000000
UOOOO0O00
UO00000000
DO000O00000
B3 Insert Table

™ Draw Table

When you have the table size correct - 2 x 5, an empty table, two columns by five rows,
appears, with the insertion point in the upper-left cell.

Example

When you are working in the table or the table is selected two new tabs appear on the ribbon,
Design and Layout.

WHS ¢D0 s Document3 [Compatibility Mode] - Word P ABLETOOLS =~ 2 @B - 8 %X
I
)
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER EndNote X7 ACROBAT\\“ DESIGN LAYOUT Tania Webster ~ .
v| Header Row v/ First Column CEEEE] 'l) : _j-“_-_";
Total Row Last Column EEEEE . % pt —— - &
EEEEE Shading = Border '—; Borders Border
v| Banded Rows || Banded Columns . Styles ~ = Pen Color~ *  Painter
Table Style Options Borders [ ~
L2 e e @ - 0 1 0+ 2 - 0 o3 - 0 o 4 e 4 5 4+ & o 1 o 7 - [# 8 - 1 9 . 1 210 1 111 - 12 . -3 . S Mo 1+ 15 WEEIE T (-
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Entering Data in a Table

You can enter data in a table by moving the insertion point to a cell and typing. If the data
takes up more than one line in the cell the text will automatically wrap to the next line.

This increases the height of that cell and all the other cells in that row. To move to the next

insertion point, you can press the Tab key on the keyboard or simply click on the desired cell.

Example

Item Materials Cost
Weather stripping $350.00

High efficiency water heaters $8,500.00
High efficiency furnaces $10,000.00
Insulation $700.00

This is what selected text looks like, to select the whole table use the Table move handle.

LAYOUT

B HEHS- 00 Documentd [Compatibility Mode] - Word
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIUNGS  REVIEW  VIEW  DEVELOPER  EndNoteX7  ACROBAT  DESIGN

e, db Cut Calibri (Body) ~[12 -| A & | Aa- | % = -i=-z- &= AL

D) G copy alibri (Body K A | Al =i : AaBbCcl AaBbCel AaBb( AaBb( Aast
Fﬂ‘“! ~ Format Painter | B 1 U - ek X X - % . A - = S 1l Norma | | 1 No Spac.. Headingl Title
Clipboard Font Paragraph Styles

9 3. 2 1 - 1 3 4 5 L] 7 s 9 1 11 1 1 14 R ]
- Items Materials-Costa =]
. Weather-strippings $350.000 i
- High-efficiency-water-heatersu $8,500.004 s}
- High-efficiency-furnacest $10,000.000 i
_ Insulation $700.001 4

To select a row or column

Move the mouse pointer to the left of the table next to the row or column. The pointer

C AaBbCcl AaBbCecl

Emphasi

Intense

?T B - 8 X

oo webster - L

i Find ~
%ac Replace
I3 Select -

Editing

changes to a right-facing arrow for a row, or a downward facing arrow for a column. Click the
left mouse button. The entire row or column is selected.

Example: entire header row selected.

LAYOUT

1aBbCcl AaBbCcl

B HS 00 Documentd [Compatibility Mode] - Word
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW  DEVELOPER  EndNoteX7  ACROBAT  DESIGN
K Cut Calibri (Body) ~|12 =~ A" A" | Aa~ |8 === |&==] 8l |IN
D) oy Copy alibr (Body 5F ol = : AaBbCcl AaBbCdI AaBb( AaBb( st
Paste o FormatPainter | B 1 Y v ae x. X WA - = | - T Normal | 7 No Spac.. Heading1 Title
Clipboard m Font Paragraph ] Styles
[N 32 1. & 1.1 Z. 3. 4 (IR 1 P60 70l 8 9 1 11 1 Pr13 g e 14 15
- Itemxt Materials-Costa i
B Weather-strippingd $350.00m i
_ High-efficiency-water-heatersu $8,500.001 ]
~ High-efficiency-furnacesn $10,000.00m is4
_ Insulationit $700.00% i
N «

160

17

Emphasi:

18

Intense

7T E - 8 X

Tania Webster ~ .

M Find -
Yac Replace
[ Select -

Editing

~
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LIBRARY AND LEARNING SERVICES | WORKING WITH TABLES

To format the text you can switch to the:

1. Home tab
BHS 0D s Documentd [Compatibility Mode] - Word TABLE TOOLS 7?7 @ - & X
EEDRR -ove ) NSeRT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVEW  VIEW  DEVELOPER  EndNoteX]  ACROBAT  DESIGN  LAYOUT Tania Webster - )
o Ycw : [ # Find ~
D e Calibri (Body) -J12 - = | &= 2N ABbC AaBbCA AaBh( AaBb( AsBbCcr 4aBbCcl AaBbCel AaBbCel |, e
LR Copy . - | Sac Replace
Pa'ste ¥ Format Painter B I U -akx, X {E - :(»,': = TNormal  TNoSpac.. Headingl Title Subtitle  Subtle Em.. Emphasis IntenseE.. [+ I Select -
Clipboard I Font [ Paragraph [} Styles F} Editing ~

2. Use the Mini toolbar

Calibri (He ~

n - A A= Bl

B I Ef’f’;'.&'\)}"—" N Insert Delete

3. Or use keyboard shortcuts. (See Keyboard shortcuts)
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LIBRARY AND LEARNING SERVICES | WORKING WITH TABLES

Sorting Information in a table

The term sort refers to the process of rearranging information in alphabetical, numerical or
chronological order.

Select the whole table

Itemx Materials-Costi L]
Weather-strippings $350n 0
High-efficiency-water-heatersa $8,5000 =}
High-efficiencyfurnacesst 510,000 [}
Insulati 57000 ]
Ll
B HS 00O s Document4 [Compatibility Mode] - Word TABLE TR2EF =~ _
Fa Y
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILUNGS  REVEW  VIEW  DEVELOPER  EndNoteX7  ACROBAT DESIGN :‘ LAYOUT ) Tania Webster ~ .
M - 7"
\ - A m=mal mmn| == A— 4 N\ [
LT E E r’| s _>|Q ’7 —‘ TI € F = ';l E E E]Height; 508cm - B Distribute Rows (il 23 E ," ﬁz\ll‘RepeatHeadechws
¥ = - o ) ) BEEE J [ 13% Convert to Text
Select \_hew Properties | Draw Eraser | Delete | Inset Inset Insert In_serl Merge Split  Split | AutoFit SW\dlh: 781em || B Distribute Columns Qe .TexF Cell % Sort "fF :
Gridlines Table v Above Below Left Right = Cells Cells Table v =! = Direction Margins |%__,,/ Jx Formula
Table Draw Rows & Columns ] Merge Cell Size fa Alignment Data A

1. Layout << Sort

By default the table will be sorted by item, the type will be text, and it will be in ascending
order.

Sort by T ~-
=\ Item '/" E]I,";ype: Text E] @ Ascending
e g ‘\\}Jsing: Paragraphs ’/" E] Desceacing
Then by T -~
E] Type: Text E] @) Ascending
Using: | Paragraphs E] D Descending
Then by
Type: Text @) Ascending
Using: |Paragraphs R
My list has

@ Headerrow () No header row

= 5] (o |

Example: Unsorted Data

Item Materials Cost
Weather Stripping $350.00

High efficiency water heaters $8,500.00
High efficiency furnaces $10,000.00
Insulation $700.00
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LIBRARY AND LEARNING SERVICES | WORKING WITH TABLES

Example: Sorted Data on ITEM content << Ascending

Item Materials Cost
High efficiency furnaces $10,000.00
High efficiency water heaters $8,500.00
Insulation $700.00
Weather Stripping $350.00

Example: Sorted Data on MATERIAL COST content << Descending

Item Materials Cost
High efficiency furnaces $10,000.00
High efficiency water heaters $8,500.00
Insulation $700.00
Weather Stripping $350.00

41


twebster
Typewritten Text
41


LIBRARY AND LEARNING SERVICES | WORKING WITH TABLES

Inserting Rows and Columns in a table
You will often need to modify a table by adding or deleting rows and columns.
Inserting a column:

1. Click any cell in the Item column

Item Materials Cost
Weather Stripping $350.00

High efficiency water heaters $8,500.00
High efficiency furnaces $10,000.00
Insulation $700.00

2. Layout << Select << Select Column

BHS 60 = Documentl [Compatibility Mode] - Word ABLETOQLS ___ 7?7 B - & X
. -,
FLE HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVIEW  VIEW  DEVELOPER  EndNoteX7  ACROBAT  DESIGN § LAYOUT Tania Webster ~ .

~~~~~

:',T-;\“ﬂ%‘ E —?J [.-.I ’—x !—r m (_*‘ F3 ’; }:: E §Height (048 cm 2 || EEE Distribute Rows i i A—g E[ '%l [P Repeat Header Rows

== Convert to Text

H
\Select / View Properties | Draw Eraser | Delete | Insert Insert Insert Insert Seit Spit | Autofit | S wienn: (781 cm 2| EH Distibute Columns | ) oy oy TS Cel | San o
= Gridiines Table - | Above Below Left Right Cells Table . Direction Margins x Formula
- Draw Rows & Columns . Merge Cell Size = Alignment Data -
]'I'Z‘\‘l'lﬂT 1 1. 2 - 3 1 4 1 5.1 6 - 7 # s 1 -9 101 -11-1 -12- 1 13- - 14- S15 . <160 217 -1 - 18-
w
[l Select Table ‘ ‘
3. Rows and Columns Group << Insert Right
B H® 00O = Documentl [Compatibility Mode] - Word TABLE TOOLS ? EH - 8 X
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES . MAILINGS REVIEW VIEW DEVELOPER EndNote X7 ACROBAT DESIGN LAYOUT Tania Webster ~ .
. -\\
: — - iy y . _ FEE A= T} Repeat Header R
\_ . E‘ ,T ‘/J D LX I \_ J & , 225 “. I—‘-_’—' =22 |—\‘ £ [IHeight: 048 cm > || B Distribute Rows SISIS A*»_' ﬁ él T3 Repeat Header Rows
S - g X ¥ / ! = :|7 BEEE — - @ Convert to Text
Select View Properties | Draw Eraser | Delete | Insert Insert Insey Insert Split  Split | AutoFit SWudth: 781cm - || FH Distribute Columns Text Cell Sort
Gridlines Table | Above Below Left®, Right / Cells Table | - El =& = pirection Margins Jx Formula
\
Table Draw Rows & Columns ] Merge Cell Size r. Alignment Data A
b7 By 8.0 a10e 0 10y 124 130 - 34- 0 - 15 EROIEE T aE

= A “"!’:"'L" Insert Columns to the Right

Add a new column directly to the
| right of the current column |

A new, blank column is inserted to the right of the item column as shown below;

Item Materials Cost
Weather stripping $350.00

High efficiency water heaters $8,500.00
High efficiency furnaces $10,000.00
Insulation $700.00
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LIBRARY AND LEARNING SERVICES | WORKING WITH TABLES

4. Click in the top cell of the new column, and enter your new data, Use the arrow key to
move the insertion point down through the column.

Item Labour Cost Materials Cost
Weather stripping $3,000.00 to $4,500.00 $350.00

High efficiency water heaters $2,000.00 to $3,000.00 $8,500.00
High efficiency furnaces $1,000.00 $10,000.00
Insulation $1,500.00 $700.00

Inserting a row:
This is similar to inserting a column.
1. Select a row below the location where you want to insert a row.

Itemi Materials-Costx H
Weather-stripping® 53508 n
High-efficiencywater-heatersn $8,500% :
High-efficiencyfurnacess $10,0000 o
Insulationts $700u
2. In the Rows and Columns group << Insert Rows Above
I IR 0O s Documentl [Compatibility Mode] - Word TABLE TOOLS 7 EH - &8 X
FILE HOME  INSERT ~ DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVIEW  VEW  DEVELOPER  EndNoteX7 ~ ACROBAT  DESIGN | LAYOUT Tania Webster - l
o S =fzzz: e S B o EEE A Al B
l y HE‘ ,_‘T j D L)&{ Ezs }NJ ﬂ 52 If &:{ |—‘. T Height 048 cm - || O Distribute Rows Smm = H‘]’ Zl Ez::it!:;hws
Select View Properties | Draw Eraser | Delete | Insert ,fnsen Insert Insert Split  Split | AutoFit | = width. 781 cm = || tH Distribute Columns | Text Cell Sort
Gridlines Table ~ “Above’Below Left Right Is  Cells Table .ol = = = pirection Margins Jx Formula
Table Draw Fgu—v;s & Columns ] Merge Cell Size Alignment Data -
I 200 Insert Rows Above -ﬂ‘l-S-\-S‘I‘7‘;l 8.1 9o g 104 11 g 1204 130 14y 1SR V160 (17 ) 28

Add a new row directly above the
current row |

3. To insert a row below select the Insert Below icon. Keyboard shortcut: click at the end
of a row in the table where you want a row inserted and press enter.
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LIBRARY AND LEARNING SERVICES | WORKING WITH TABLES

Deleting rows and columns in a table

Before you delete a row, you need to work out whether you want to delete the contents of the
row, or the contents and the structure of the row. You can delete the contents of the row by
selecting the row and pressing the Delete key.

1. Select the row you are going to delete.

ltemH Materials-Costn
Weatherstripping $350
High-efficiency-water-heaterss $8,500x
High-efficiencyfurnaces $10,000%
Insulations $700x

g o O &

1. Layout << Delete << Delete Rows

@ HS- 60 = Documentl [Compatibility Mode] - Word TABLETOOLS _ ? B - x
FILE HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVIEW  VIEW  DEVELOPER  EndNoteX]  ACROBAT  DESIGN{ | LAYOUT |3 Tania Webster ~ .
,,,,, A

- [=l= = ﬁ Al [ Repeat Header Rows
== [ Convert to Text

L; E [T'El D/ [T L_| .U m cﬁ I: [ E [ H 3 [|Height: 033cm || B Distribute Rows

Slect View Propeics | Drow Ersser | [N Jinsert Insert Tnsert Insert Merge Spit  Spit | AutoFit | S wiste 121 cmn £ Distribute Columns Tet  Cell | So
Gridlines Table .7 ../ Above Below Left Right Cells Cells Table il = = E pirection Margins Jx Formula
Table Draw E}- Delete Cells H 1] Merge Cell Size = Alignment Data ~
L B IP( Delete Colurans t1eg 201 0300+ 80 500 B0 78 90 100 0 111 1200 130 34 0 - 15 ERTEIENTINEZ e
X DeleteRows 3
| R DT ‘

2. Select the column you are going to delete

Materials-Costi I
5350 |
58,5000 [m
$10,000a |
$700x ln

temi

Weather-strippingH
High-efficiencywater-heatersu
High-efficiency-furnacest
Insulations

3. Layout << Delete << Delete Columns

@HS-00 s Dacumentl [Compatibility Mode] - Word TABLE TOOLS T E= x
--------
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER EndNote X7 ACROBAT DESIGN \" LAYOUT ) Tania Webster ~ .

[\), E E :/ 3 :,"'ri\\ L D :l E E = TN Height: [033cm - || BY Distribute Rows ggg A;:% E Al [ Repeat Header Rows

5t Convert to Text

Select View Propeties | Draw Eraser ) Delete flInsert Insert Insert Insert | Merge Split  Split | AutoFit | =g (521cm - || EH Distiibute Columns LT iy
Gridlines Table ‘\: /' Above Below Left Right | Cells Cells Table = Direction Margins palantl
Table Draw 2% _Delate Cells..._ : & Merge Cell Size ] Alignment Data ~
:,:‘;( Delete Columns “:\'1‘.-1- 1 c3.0 -4 -!‘3;. S By 7 -8By -9 - JAM 11 212 2130 140 - 15 EEDRIERATEOIEE
o DR
~ FX Delete Table ‘
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LIBRARY AND LEARNING SERVICES | WORKING WITH TABLES

Formatting your table with styles:
1. Click in the table you want to format.

4
Item Materials Cost
Weather stripping $350.00
High efﬂciebcv,r water heaters $8,500.00
High efficiency furnaces $10,000.00
Insulation $700.00

2. Click Table Tools << Design

B E S 0D 5 Documentl [Compatibility Mode] -Word ~—____ IABLE TOOLS
HOME  INSERT  DESIGN ~ PAGELAYOUT  REFERENCES ~ MAIUNGS  REVIEW  VIEW  DEVELOPER  EndNoteXJ  ACROBAT Y DESIGN |} LAVOUT

e e - CEEEEE ﬁ — 4
:‘:::: SEEEE - |—)1 Vapt —— - i

| Shading | Border Borders Border

[v| Header Row  [¥| First Column

[] Total Row [JlastColumn || ===== |====--

V] Banded Rows | | Banded Columns ||~ T~ " T E v Styles ~ L Pen Color - *  Painter
. Table Style Options Borders 7
L 3o 200 01 @O -1-|-Z-|‘1‘|‘4-|-5-|-G-|-7-!28-|-9-|-10‘|‘ll-|-12-|-13-|-14‘|‘liﬁ-lﬁ-l-ﬂ

3. In the Table Styles Group, select the downward facing arrow highlighted below to
display the Table Styles gallery. In the gallery click on the style you want to use for your
table.

E] H S 20 ¥ Documentl [Compatibility Mode] - Word TABLE TOOLS
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER EndNote X7 ACROBAT | DESIGN LAYOUT

[v] HeaderRow [V First Column || _ - - o — 7 \“.4‘;1) o ™ ‘
__________ [ =y === G i &
Total Row [ Last Column =EEE= EEEEE oz |EEEER | 2 pt—— - o A
CEE Sha Borders Border
]
I
Ay

. - ing | Border
|| Banded Rows | | Banded Columns = Styles - L Pen Color - v Painter
Table Style Options

Borders [F

‘\
L

4. Position your mouse over a style to see a live preview of the style in your document

@A S 00 : Document] [Compatibility Mode] - Word TABLE TOOLS T E - & X
IET rove  neet  oesn  PAGELAYOUT  REFERENCES  MAINGS  REVEW  VIEW  DIVELOPER  EndboteX?  ACROBAT | DESGN | LavouT Toria Webster - [}
2 Hesdes Row [ First Columnn ] Py | — | J

Tatal Rewe Last Calisrin I | - Mt

Shading = Border Eorders Border

¥ Banded Rows || Banded Columns = | Styles~ L Pen Color- -~ Painter

! Table Style Options e Barders i ~
L } R BEE R R IS B T e e,y

. [B Modify Table Style..
W B Clear

N Gl bhew Table Style...

] Formatting your-table-with-Styles
- Materials-Costo

] Weather-strippingo $350.00o
= High-efficiency-water-heatero $8.500.00a

i High-efficiency-furnacec $10,000.002
P Insulationo $700.00=
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LIBRARY AND LEARNING SERVICES | TABLE OF CONTENTS
www.eit.ac.nz/library/ls_computer_word2013_toc.html

Microsoft Word 2013
Table of Contents

Creating a Table of Contents

The easiest way to create a table of contents is to use the
throughout your document.

References tab << Table of Contents

built-in heading styles for headings

g X

ACROBAT Tania Webster ~

B Hd -0 - —_ Documentl [Compatibility Mode] - Word
HOME INSERT DESIGN PAGE LAYOUT (:Eiivifl- £5 » MAILNGS REVIEW  VIEW  DEVELOPER  EndNote)7
—_——
V' R N ) Add Tea AB Insert Endnote Insert Table of Figures | ¥ ) Insent Index F P[5 insert Table of Authorities
| 3! Update Table A%, Next Footnote = .
Table of Insert Insert Mark Mark
(uﬂlrﬂh' Footnote Caption < Cross-reference Entry Catation
a Totfhie of Contents Footnotes Captions Index Table of Authorities
Table of Contents i S ¢ L.,
-«

© Tell me more

Click the arrow in the right hand bottom corner of Table of Contents,

will give you a list of Built-in Automatic Tables.

B HS O

“ HOME INSERT DESIGN PAGE LAYOUT REFERENCES

™ Add Text - Insert Endnote
! Update Table AL Nest Footnote =
Table b, Insent Insert
Confgnts = ‘ Footnote Caption
oo in>
-
Automatic Table 1
Contents
Vet g | 1
[T
Hondmg |
Automatic Table 7
Table of Contents
ot g | 1
Headwg !
Headmg | 1
Marual Table
Table of Contents
Type chagter ke vl 1) 1
Type ¢ huper i (lewel 2) :
Toge < hapter nike (leved V) 3
Ty chageer ek (vl 1) l
x

n Want more information?

974 8000 ext 6045

twist@eit.ac.nz

4

as shown below. This

MAJLINGS

Insert Table of Figures

= Cross-reference

Captions

46
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LIBRARY AND LEARNING SERVICES | TABLE OF CONTENTS

Once you have made your selection, click on Automatic Table 1 or 2, this will automatically
insert your Table of Contents based on your selection.

.
FEEFEFERREE

AN

E5553

To make formatting changes to your Table of Contents << Select Custom Table of Contents

e " -
=t 4% Add Text - 1 [ Insert Endnote
! - ] I T AR F =
. L Update Table MNext Footnote -
\  Tableof 1 Insert . Insert
+ Contents o/ Footnote ' wot Caption
[ e
Automatic Table 1
Contents
[ ]
Weading? S —— 1
Automatic Table 2
Table of Contents
LT |
Meading? - . ]
Heatirg: 1 ]
Manual Table
Table of Contents
Type chapler te (Jevel 1) 1
Typur buaplor Uit (leveld 2) Fl
Tyt chaptier tithe {leveed 1) 1
Type chapler tide [bevel 1] £

& Mordables sl qotents from Office.com
A & Rl i " s

~ El Custom Table of Cunttnts-:

BT T Flem i
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LIBRARY AND LEARNING SERVICES | TABLE OF CONTENTS

Once you have selected the Custom Table of Contents, the following dialogue box will appear
and you can make any formatting changes here.

Table of Contents (2 oo
| index | {Tabie of Contents | | Table of Figures | Table of Authorities
Print Preview Web Preview
Heading 1 ... - Heading 1 j=
Heading 2......... - Heading 2 =
Heading 3 .eccnsas Heading 3

Show page numbers
Right align page numbers

Tab leader: | .......

General

Formats: From template B
Show levels: |3 i

V] use hyperlinks instead of page numbers

[ ostions... | | Modify.. |

[ ok ][ canea |

To change the Tab leader << select the box shown below;

Table of Contents

Table of Contents | Table of Figures | Table of

Print Preyiew Web Preview
[ 1 | PEe—e——" Y |- Heading 1 =
Title : Title ]
HERING T ... cosnssisomsismsmsssnsnss Heading 2
Headine 3. - Heading 3 -

¥ Show page numbers
A Bgkialign page numbers
Tab leader:
-
General | eeeens

Formats:

Show levels: 3 )

¥] Use hyperlinks instead of page numbers
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LIBRARY AND LEARNING SERVICES | TABLE OF CONTENTS

You can also increase or decrease the levels of the headings, as shown below;

Table of Contents - |9 ]
| Index Table of Contents Table of Figures I Table of Authorities |
Print Preview Web Preview
|3 TG [T 1|« | |Headingl -
Heading 2 covumsmmssemsmsmmsssmssssssssssssss 3 |Heading 2
| Show page numbers | Use hyperlinks instead of page numbers
| Right align page numbers
)| | Tapleader ... 3
General
Fo'r_n;a!s_:-‘ From template E]
(Show levels:’ 2
— -
Qptions... Modity...

Updating a Table of Contents

If you make changes to your document that changes the Page Numbers or Headings you will
need to update your Table of Contents.

Select the Table of Contents and at the top you will get an Update Table menu. Select Update
entire table and the changes will be made.

2 E) ~ [9 Update Table...
y I .
Update Table of Contents M

Word is updating the table of contents. Select one
of the following options:

Update page numbers only

Q@ iUpdate entire table:

1 ok | [ cance

Moo -_—

49
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LIBRARY AND LEARNING SERVICES | SAVING @ EIT
www.eit.ac.nz/library/ls_computer_word2013_saving.html

Microsoft Word 2013
Saving @ EIT

Saving a New Document to your H: Drive

The first time you save a new document at EIT you need to select where to save it. This will
always happen when you are working on new documents.

Click on Save >> the following screen will appear

Save As
B wereroin
& st
[ compuest

Add a Flase

50
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LIBRARY AND LEARNING SERVICES | SAVING @ EIT

Click on the Browse button " >> the following screen will appear;

L v Compuser + twebster {\\tarfs00 Datat Users\Homedirs) H:) b = [ 44 || seam by H\Da... 2 |
Organze = Mew falder = £7]
. . * Marne Size
+ F] Micrezoft Weed
| ame File falele
# i Favorites Drgcument Themes & 1 File folde
B Deskiop | THDR M0 GOSN 436 pov. File foledor
& Downlosds LiveCanters 1 51945 am. Filefolder
H Recert Places F My Dacuments . Filefalder
i My Music File falel
a Ly Libraries 21 My Pictures Filk fold
& Documents . B My Videas 1. File fald
o Music L MYBACKUP Span. File falder
- Ji=] Pictures | Mew falder File fald
H videes | Srmarar draphics Lpm.  Filefolder
L WINDOWS 15 am.  File folde
4% Computer
&, oDk T
g GROUPS (0 1ARFSILEITCAMPUS\OATAVISERS) (65:)
I twebster (VrarfsilhDatailsers\Homedins) (H:)
52 COMMON (0 TARFSOLEIT.CAMPUS\DATA) (1]
File name: Saving.decx
Sove sstype: | Ward Documen £ [Ndac) =
Auth Add atag Title: Add a tit
[]Save Thumbnail
= Hide Falders Toals = Save Cancel

You need to select your H: Drive

4 & Computer
&, 0sDisk (C:)
S GROUPS. () TABFSAL ETLCAMRUSI RATA\USERS) (G:)

‘-—— —-—_-‘-

C‘__ ¥ twebster (\\tarfs01\Data\Users\Homedirs) (H:) 2 i ]
& COMMDRT (T\TXRFSOT SITCAMPUS OATA) ()

Before you save your work, create a New Folder to keep your H: Drive tidy.

LB

-
'?-\ . * » Computer » twebster (\\tarfs01\Data\Users\

-

New folder .:o

| Create a new, empty folder. ] -

-
o
Organize » °,
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LIBRARY AND LEARNING SERVICES | SAVING @ EIT

Click on the New Folder icon and the following will appear in your H: Drive;

e DSk )
ey CIECE [ oms Feicer L B I T

P GRS O DARTSN, T Ca AP LSRG TA0 S RS ()
o bdegber ot s Dokl s et Howvez s (HE
O CORRCH PO TARFRILAT.CakFLUS, TATA) 3]

Give your New Folder a relevant name e.g. ITHD6.240, see below;

% Computer @+ | Blank.pats 112/ 2016 2:00 Micrasoft Powerb... 148 KB
'F_r| 05Dk [C:) a LineSpacingl PHNG 210/3015 12:55 Adaobe Fireworks
¥ GROUPS DA\TARFSOLEIT.CAMPUS\DATA\USE] (4 | Mormal.dot 19/09,2012 10404 &... 1 saft rd 9
¥ twebster (\Vtarfsdl\Data\Users\Homedirs) (H:. @77 Mormal.dotm 603 013844 2., 1 oft Word M '
@ COMMON QATARFSOLEIT.CAMPUS\DATA) I @ MormalEmail.dotm J2MM 161242 ... Microsoft Word M

E-_.-NnrmalFm.!-l.’.EFre.r!n'rm 110852014 4:00 p 1 oft Word M
i‘ﬁ Metwark B MormalObd. dotm 4,03/2013 1:26 p.m Microsoft Word M 4 KB
8052016 4:44 pom,  File folder

Press Enter >> Click to Open

I = Hide Folders Tools = Open Cancel ]

Create a name for your file

File name:  HELP_FILES_FOR_SAVING_DOCUMENTS| -
Save as type: | Word Document (~.docx) -
Authors: Tania Webster Tags: Add a tag Title: Add a title
#] Maintain

compatibility with
previous versions of
Woard

Click Save.

I = Hide Folders Tools - Save Cancel

NB: If you are at home or are using a USB to save a new document, make sure it is saving
to the right location as mentioned above. 52

: S
n Want more information? @ EIT
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LIBRARY AND LEARNING SERVICES | SAVING @ EIT

Opening and saving an edited document

Browse to the location of your document and open your document. It will open up in Word
automatically.

Once you have finished making your changes to your document >> click on the Save icon at
the top of the ribbon.

-y
.
- ‘s
n =] ": e D : HELP_FILES_FOR_SAVING_DOCUMENTS.docx [Compatibility Mode] - Woed Tm - & X
“‘.' INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER EndNote X7 ACROBAT Tanis Webster ~ .
T T Herlo-N2 <A & |Aa-] 8 |3=- . |l bl B i M Fand
i dd S0 [t : L AsBbCel AaBbCel AaBh( AaBb AaBbCel AaBb( asebcec AaBbCel 5 Rt
- || %5 Replac
Past, . R - . . 1 Mon h dngl H Hesding the sbtitle ubthe E
+ < Format Painter Rt - - A Select -
Clipboasd 3 Fort . Pasagraph v taiting ~

If the save icon is not showing at the top of your document, you need to add it to the Quick
Access Toolbar.

m('.)'OD S

FILE HOME INSERT
B3 Cover Page~ D Ij
[ Blank Page ] [:
L Table | Pictw
'— Page Break o

Pages Tables

To add a button to the Quick Access Toolbar, you need to Customise the Quick Access
Toolbar by clicking on the down arrow, shown below.

B e 00 s

FILE HOME INSE Customize Quick Access Toolbar
o Cut v New
D Cop v Open
Pavste ~ Format Painter Save
Clipboard 7 Email
L | Quick Print
-.-a Print Preview and Print

-— Spelling & Grarmrmar

8 v Undo

N v Redo
;, Draw Table

N Touch/Mouse Mode

@ More Commands...

2 Show Below the Ribben

Select Save and the Save icon H will be added to your Toolbar. This will update your
documents and save where you opened your document from.
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Microsoft Word 2013
Saving to a USB Memory Stick

Saving to a USB Memory Stick

These little devices are great for creating a backup of your work, which you should have just
in case something goes wrong and you lose your work on the computer.

As we have already saved our document using the saving techniques above, we are now
going to save using the Save As facility on the keyboard.

Make sure your USB is plugged into a USB port at the front of the computer.

With your document still open >> press the F12 key on the keyboard and the following
screen will appear;

G Save as ]|
..\_.!._). [}« Infarmation snd Lesming Serices « Online Guides » 2013 Ward Filas = [ #2 1] Search 2012 Word Files |
Organize = blew folder = &
= Name ’ Date medilied Type |
¢ Faverites -
B Desk: ] Word 2003 Seving ot EIT docx 9052015 5:20 pom. Microsoft
asktop
& Doanlesds

= Hecent Places

T Libraries
< Documents

B videos |
|

B Comput

& osoisk (C:

- LB 6 (D) N

L GROUPS 0T ARFSOL EITCAMPUS.CT A USERS) (G:) W

G tuebister (tarfsll | DatshUsershHamexdins) (HY
S COMMON (3 TARFSI FTT.CAMPUS\DATA) (1)

N

- v
GO Vv 2013 Saving at ET.doc =l

Save = fyme: Word Document [*.dacs) -

th Add atag 1 a titl
[ Save Thumbnail
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This time we need to select the USB (D: Drive), as shown below;

418 Computer
> &, 0SDisk (C)
| I e LIBA (D% |
s 8 GROUPS QATARFSOLEIT.CAMPUS\DATAVUSERS) (G:)
» 58 twebster (\Wtarfs01\Datat Users\Homedirs) (H:)
> COMMON M TARFSOLEIT.CAMPLUS\DATA) (1)

m

It should be empty the first time you use it

{ﬁ] Save As o
mv,—, ¢ Computer » LIBG (D) v|+g|| Search LIB & (D PI
Qrganize ~ Mew folder o 7} [
[l I:"-‘-ﬂ"':‘:'l:' = Marne : Date modified Type I

& Downloads

. Recent Places o items match your sear

4 o Libraries
¢ Documents
,.l Mussic
= Pictures
E Videos

# |8 Computer E Ii
& 05Disk ()
w LIB 6 (Dx)
L GROUPS (AW TARFSOLEIT. CAMPUS\DATAVUSERS) (G:)
| L twebster (\\tarfel1\Data' Users\Homedirs) (H:)
58 COMMOMN [\ TARFS01EIT.CAMPUS\DATA] (L)

Click on Save;

= Hide Folders Tools - Save - Cancel J
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Your document should be saved to your USB.

Once you have finished saving your documents you will need to safely remove the USB so
that the work saved to it will not be lost.

Close all open documents that you have been working on.

Click on the device with a tick symbol at the bottom right of your screen.

Click on Eject USB (the name of your USB)

I
@ Open Devices and Printers

E: (» Eject USE Mass Storage Device

- LB6& (k)

I TS

11,/05/2016

A message will appear telling you, you can safely remove your USB. Remove the USB from
the front of the computer.

@ Safe To Remove Hardware A X

The 'USE Mass Storage Device' device can now be safely
removed from the computer.
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