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Formatting your document

Insert a Header & Footer
Insert a page number

Line Spacing

Margins and Page Orientation
Insert a Page Break

Insert a Section Break

Working with images
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Insert an Image from the Internet

Insert an Image from Clip Art

Capture and Insert a Screen Snapshot

Format your Images

Working with Tables

Table of Contents

Saving your documents
Saving @ EIT
Saving @ EIT: Saving to a USB Memory Stick

Formatting your text
Align Your Text
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Format Painter Tool
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Reviewing your document
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Thesaurus

n Want more information?

y 974 8000 ext 6045

twist@eit.ac.nz

Page

O N bW

14
15
18

19

20

28

31
35

37
40
43
44

45
47
50

Gy E1T

EASTERN INSTITUTE OF TECHNOLOGY

TE AHO A MAUI




LIBRARY AND LEARNING SERVICES | FORMATTING YOUR DOCUMENT
www.eit.ac.nz/library/ls_computer_macword2016_headerfooter.html

Mac Guide: Microsoft Word 2016

Inserting Headers and Footers

Inserting Headers and Footers

1. |Insert >> Header.

Dooumcnt1

LI

Insart Loyout  Refersnces  Mailings Review  View  EndNote X7

= — f 2 : : 1 %
=] = o v W o ] E s 1 * S K ; . -

SE8 | | A #is In L - E .:J go |b' s + H H
Tover  Blonk  Page Table Fichwes Bhopes BmamArt Chat Sessonshol S My Add-ns - Media  Hyperink Bookmerk Cross refarence  Comment % Hoader,“ngg o Meader ©
Fage  Page Broax Treart . P

2. Enter header text.

DEw-d 8 ~ Document1

Home Insert Design Layout References Mailings Review View EndNote X7 Header & Footer

= — Previ Different First P: . 4
R | - o ke b + Header fomTop: ~ 1.24om - (%)
= @  Next Different Odd & Even Pages
Header Footer  Page Date & Field Picture Soto Goto = < t Footer from Bottom:  1.24 em : Close Header
Number  Time from File  Heacer Footer Link to Previous Snow Document Text and Footer

.....
.....

+ .
': [Type here] ‘: [Type here] [Type here]

Header Close

3. Insert << Footer << enter footer text.

Footer Close €

s, [Type hcrc]:_'- [Type here] [Type here]

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.

Want more information?

y 974 8000 ext 6045

tWiSt@eit.aC.nZ EASTERN INSTITUTE OF TE(HN_OI.OGV
TE AHO A MAUI




LIBRARY AND LEARNING SERVICES | FORMATTING YOUR DOCUMENT
www.eit.ac.nz/library/ls_computer_macword2016_pagenumbers.html

Mac Guide: Microsoft Word 2016

Inserting Page Numbers (and formatting them)

Inserting Page Numbers (and formatting them)

Insert >> Page Number

Documenti

Layout References Mailings Review View  EndNote X7

— S . ? X T A S [ Field
-l . s .\"f'llv @ i&‘mm EJ- dr) I> —H = - -:' | ..:.A.' 4-

........

SLEN [ Date & Time
Cover Blank Page Table Pictures Shapes SmartArt Chart Screenshot a My Add-ins * Media Hyperlink Bookmark Cross-reference  Comment Header Footer Vi'b'e Add Page Numbers Dro
Number Cap

Page Page Break 77 Object ~

Identify where you want your page numbers to be positioned (top or bottom of page), and then select the format
button.

Page Numbers

PELLLLT
e -
A _F'osmo n;

Teann®

Bottom of page (Footer) E

Alignment:
Right =
Show number on first page
o ..'o
. Format... J Cancel ﬁ

-
'n-..-"

To edit the numbers, double click the Header or Footer area and highlight the number you want to edit.

Footer Close €

& -

s, [Type hcrc]:_'- [Type here] [Type here]

- .
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To format the page numbers, go to Insert >> Page Number >> Format Page Numbers...

Document1

|P,\ ¥

Review View EndNote X7

A |> = § 7? At 4 [ 1 Field
=) | = 4 7S Date & Time
Footer ;_'.P.a,geﬂumb“------....,_ _- Object ~
b

References Mailings
] Ml store Eﬁ - f (f’
Hyperlink Bookmark Cross-refersnce Comment  Header
o
:,'_:z_,a' Format Page Numbars...‘__
ol L LT waxe
1 Rémové Page Numbers

M dwov-

4 Insert Design Layout
Taggun®

===, iy

; L ; R g

Pictures Shapes SmartArt Chart Screensnot & My Add-ins

Table

Media

Cover Blank Page
Page Page Break

Select the Number format required, click OK to return to your document.

Page Number Format

Number forma KN
3 == 3=

& -1-, -
Include chay ' 2
q t a,b,c,..

Chapter st-qrt A B,C,..
3n)

11,127

Page numbering
° Continue from previous section

“startat: | <

Cancel

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.

Insert >> Page Number >> Page Number >> Remove the tick from the Show number on first page box >> Click OK.

Document1
[] Field

Review View  EndNote X7
P .
7D Iy & 3oy
i store Ev 5! |> - r L |\'~: AS e 4'
n 60 = | = ‘...:a'h ) — %Datl&ﬂmn
Media  Hyperlink Bookmark Cross-reference Comment  Header Footer e Drop
Numbsee. Add Page Numbers Can [ Object v

& vy Add-ins -

Layout References  Mailings

I ===/ I:, 7;i;;v?vllv M'

Pictures Shapes SmartAn Chart Screenshot

Cover Blank Page Table
Page Page Break

Page Numbers

Position:
Bottom of page (Footer) a

Alignment:

Format...

Inserting Page Numbers: Different than 1



LIBRARY AND LEARNING SERVICES | FORMATTING YOUR DOCUMENT

Insert >> Page Number >> Format Page Numbers...

Document1

References Mailings Review View EndNote X7

........ —
2 - _ ~ T [— [T Fiela
=1l - = = {~ 3 < vl e o Store E = |> - + - 5 ’T - A=l 4 =
S5 lad] 0%~ 32 gl ! (O ’F) & - 4 | —l 7 Dato & Time
Cover Blank Page Table Pictures Shapes SmartArt Chart Screenshot .‘ My Add-ins ~ Media Hyperlink Bookmark Cross-reference  Comment Header  Footer o
Page Page Break o SRR T T T T e ] PageNumbe......,, =" Object ~
........
. o
.......................

Type the page number you want to start at. You may want to use 0 if you set your document with a Different on the
first page system. This way your first page will be 0 (and not show) and the second page will begin at page 1.

Page Number Format

Number format: 1,2, 3, ... B
Include chapter number
Chapter starts with style: Heading 1
Use separator: - (hyphen)

Examples: 1-1, 1-A
Page numbering

Continue.from previous section

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 takle the Page Layout first and create the Section Breaks in your document before you add any text.

Turn the nonprinting characters on, this shows paragraph marks and other hidden formatting symbols (will not show
on your printed doument), this will show your section breaks clearly.

Insert Design Layout References Mailings Review View EndNote X7

Calibri(Body) ~ 12 ~+ A=~ A~ g4~ Ap SIMEEMAEMIEEIE IR AaBbCcDdEe || AaBbCeDe
- 2 = = = B = ==ll2=-]||& |- Sy e
Paste & B | I | U abe X; X A~ x A = = = = = —  Show all nonprinting characters
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Mac Guide: Microsoft Word 2016
Line Spacing

Line Spacing

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

MEdw-d 8 +

Home Insert Design Layout References Mailings Review View EndNote X7

Calibri Body) ~| 12 ~ A~ A~ g4~ Ap = .= .=~ e AaBbCcDdEe
Paste & B I U vabe X x2 A~ 2 - A ~ = B i Normal
1.15
15
2.0
25
3.0

Line Spacing Options...
- - — ey, -~

¢ ]

-

Home << Line Spacing icon.

When clicking ‘Line Spacing Options..." you can customise your line spacing even more.

This-is-{1.0)-single-line-spacing ™ Thisis-double-(2.0)ine-spacing™
This-s-{1.0)-single-linespacing™
This-is-{1.0)-single-linespacing~ This-is-double-(2.0)line-spacing™

This4s-double-{2.0)dine-spa cing:

This-is<{1.15)line-spacing Thisdstwo-and-a-half-(2.5)line-spacing’
This-s4{1.15) line-spacing ™
This-s-(1.15)-line-spacing = This4istwo-and-a-half-(2.5)line-spacing’

This+stwo-and-a-half-(2.5)line-spacing-

This-s-one-and-a-half{1.5)-line-spacing” This{striple-(3.0)-line-spacing™
This+s-one-and-a-half{1.5)-line-spacing"”

This-is-one-and-a-half{1.5)-line-spacing” This-striple-(3.0)line-spacing™

This-is triple-{3.0)-line-spacing~

Want more information?
974 8000 ext 6045

y tWiSt@Eit.aC.nZ EASTERN INSTITUTE OF TECHIEI_‘OLOCV
TE AHO A MAUI




When clicking ‘Line Spacing Options... you can customise your line spacing even more.
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Margins, Page Orientation & Breaks

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

Layout >> Margins - select Normal or Custom Margins.

MDME v 8

Home Inset  Design References  Mailings  Review View  EndNote X7

F=N = Indent Spacin
5 L Sl l v v v {7 Line Numbers v —

9% Leftt  Oem . = Before: 0pt

Se Rightt Oem - 4= After  Opt

Ddw- e -

Home Insert Design Layout
Faaain

k Ny I v v + i 7| Line Numbers v

I
“".nn‘"
Normal
Top: 2.54 cm, Bottom: 2.54 cm, Left: 2.54 cm, Right: 2.54 cm
Narrow
Top: 1.27 cm, Bottom: 1.27 cm, Left: 1.27 cm, Right: 1.27 cm
Moderate
Top: 2.54 cm, Bottom: 2.54 cm, Left: 1.91 cm, Right: 1.91 cm
D Wide
Top: 2.54 cm, Bottom: 2.54 cm, Left: 5.08 cm, Right: 5.08 cm
D‘D Mirrored
\L_LL_1| Top: 2.54 cm, Bottom: 2.54 cm, Left: 3.18 cm, Right: 2.54 cm
Custom Margins...

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

ant more information?
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Custom Margins

If you select Custom Margins, the Document Margins window appears. Tab (or use the arrow keys) between each
option and type in your margins. Click OK to apply the changes.

D;cument

MDdE w- e

Home Insert  Design References  Mai Top:

+ i ] Line Numbers v Bottom: 2.54cm | o

Left: 254cm | 0

Normal Right: 2.54 cm z
Top: 2.54 cm, Bottom: 2.54 cm, Left: 2.54 cm, Right: 2.54 cm ~
Gutter: 0cm <

f Gutter Position: Left
D Narrow

Top: 1.27 cm, Bottom: 1.27 cm, Left: 1.27 cm, Right: 1.27 cm
Pages

Mirror margins

Moderate
‘ Top: 2.54 cm, Bottom: 2.54 cm, Left: 1.91 cm, Right: 1.91 cm
[ Wide
! Top: 2.54 cm, Bottom: 2.54 cm, Left: 5.08 cm, Right: 5.08 cmr

D D‘ Mirrored Apply to: = Whole document B
| | Top: 2.54 cm, Bottom: 2.54 cm, Left: 3.18 cm, Right: 2.54 cm

RN Default.. | | Page Setup... Cancel [T

Most EIT essay’s have a Page Layout that requires a left margin of 4 cm, to do this simply enter 4 in the Left Margin >>
click OK.

Document

Layou

Top: 2.54cm

Right: 2.54 cm

O (O

Gutter: | 0cm

Gutter Position: | Left

Pages
| Mirror margins

Apply to: = Whole document B

Default... Page Setup... Cancel ; ([CCENN :
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Page Orientation

Layout >> Orientation.

MBw-U &

Home Inset  Design | References  Mailings  Review View  EndNote X7

I i Indent Spaci
D Ll IS [ v |[EE|v = v i |Line Numbers v et gacmg
9% Loft  Ocm . 4= Before: Opt 2
Margins “Qrientati¢’ iontation ks 2" Hyphenation*  _ i .
9 (-“ Change Page Orientation kS ™ Hyphenatio o Rett [oom 102 Atec [op '

Choose Portrait or Landscape.

M E o- =

Home Insert Design References Mailings Review

f 0 g— Wy Indent Spacin,
\D v N v ] v |[EE|~ + i | Line Numbers * pacing

#= Leftt  Ocm +13Z Belo
Aargi gresi it I3 lumns Breaks S hi v = al®=
= B ) bl by Ehenetcn =@ Right: 0cm . :; After
Portrait 3
-, | Landscape

NB: To have pages of both portrait and landscape orientation in a single document, use Section Breaks bretween
affected pages to do this:-

Go to the page you want to change the orientation of, select the area before the text on the page you want to
change. Layout >> Breaks >> Section Break (next page).

DEov¢ 8

Home Insert Review View  EndNote X7

== 1] Indent Spacing
- 3 B 9= Left.  Ocm S 3= Before: 0pt =
Marging Orientation  Size  Columns “Breaks” { =
9 Breaks Insert Page and Sectmngmaks_hl: oem ::; Aot | 0pt ‘
i : il | Line Numbers * jodaat Speacng

9% Lo Ocm . 3= Before

reaks After:

~—— | Continuous

Even Page

1
=3

Odd Page
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Select the area after the text on the same page, Layout >> Break >> Section Break >> Next Page.

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

References Mailings Review

e = s Indent Spacin
D v v I v [EE| + i 7] Line Numbers * E e
b= B =— #= Left:  Ocm :§ Befol

:i After

a4

=¢ Right: 0cm

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

Click in your document where you want to start a new page, Layout >> Break >> Page Break.

cee DLW w-J & O & +

Home Insert Design References Mailings Review
= f Indent Spacil
O @y (- B B Do 2
d ) 9= Left: | O B
Margins Orientation  Size  Columns
Page Breaks fte

Column

Section Breaks

4 Next Page

Continuous

Even Page

it
ES

I (imy @i

|
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|

Odd Page

17
w

w



LIBRARY AND LEARNING SERVICES | FORMATTING YOUR DOCUMENT

Inserting a Section Break

Click where you want to change the format, Layout >> Breaks.

DHw 8 +
Hose J e Deelg W Reforonces  Mailngs  Review  View  EndNote X7
L] v Iy IH v . ., " Line Numbers v Indent Spacing

= 1 : H 9% Loft:  Ocm . 4= Before: Opt

Marging Orientation  Size  Columns *Breaks ngort Page and Section Breaks ht: oem 5 g2

------- v o= After  Opt

Choose which type of Break you want for your document.

Continuous

Even Page

1

Eil Odd Page

Here is an example.
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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.
Place your cursor where you want to insert an image.

Document]
Layout References Mailings Roview View EndMote X7
- . - lad]e 3 Xy W a. E:-j G- + - A4- - Q
Media

Pages Table Picturés I AR o v Add-ing Links Comment Haader & Text Equation Adwanced
ngort Picture el Fooier Sy

¥ Document? a-
N el Layout  Refersnces Mailings Review  Vew EndNote XT =)
5. M. :||—_——n 3 B G + e 4 T Q
T

Pages Tabils —r— ¢« Add-ina  Media Links  Comment Hesder & et Equaticn Adwanoed
Footar Symbol

¥ Picture from File...

Browse to where your image is saved << Pictures Folder << select image file << click Insert.

L] Choase a Piciune

< 85 o = mages <

o UUWOuos
I o3BEtect
I Pictures
I7 Music
] Movies -
L s A T
B (=1 white frangipani.png
white frangipani.png
Tuescay, 10 March 2015 10:43 am
. “wesday, 10 March 2015 10:43 am
= Tuesday, 10 March 2016 10:43 am
T BT = S00
Media T THRAIRIN G e
o] - -
Show: Al Picture Files 2]
Link to File:
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Mac Guide: Microsoft Word 2016

Inserting Images: From the Internet

Inserting Images: From the Internet

Before using images from the internet check the copyright permission for images you wish to use. All images used for
academic purposes must be referenced according to the APA referencing style. Please refer to How do | reference a
figure from a website? or go to the

APA Referencing — Instruction Manual for citation and reference instructions.

Select the image you want to copy, and use the Keyboard shortcut Cmd + C to copy the
image OR right click on the image and select Copy image.

Go back to your document << Paste (Cmd + V).

'Iﬂian'd

Insert Design Layout References Mailings

| o B Calibri(Body) ~+ (12 + A~ A+ £+ A
nome o BT U e X Xt AR A
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To save the image to your computer, right click on the image << Save as Picture.
Cut ®X
Copy #C
Paste 3V
a as Pictu
ChaHge Pittlire...
Group >
Bring to Front >
Send to Back »
Hyperlink... %K ‘
Insert Caption...
Wrap Text >
Size and Position...
Format Picture... {31
Name the file.
Save
Save As: Frangipani E'lpng v

Tags:
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Save the image to your H: Drive << Images << Save.
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Capturing Screen Snapshots

Capturing Screen Snapshots
To take a screenshot of the entire screen, press Cmd + Shift + 3

Your screenshot will automatically be saved to the Desktop as “Screen Shot” labelled with the date and time.

F] Screen Shot 2015-03-05 at 1112.08 am.png  16/03/2015 202 p....  PNG File 86 KB |

To capture a window (not the entire screen)

This is to take a screenshot of an error message or dialogue box.

&

Press Cmd + Shift + 4, your cursor will change to a crosshair pointer.

Move the crosshair pointer to where you want to start the screenshot and drag to select the area of the window you
require.

Your screenshot will automatically be saved to the Desktop as “Screen Shot” labelled with the date and time.

tWiSt@Eit.aC.nZ EASTERN INSTITUTE OF TECHIEI_‘OLOGV
TE AHO A MAUI
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Formatting

Formatting your images

When you have selected an image you want to format, a new tab appears on the ribbon,
Picture Format.

L] DHw &~

Home  hset  Design Layouwt  Aoforences  Mailngs  Peview  View  Endboie X7 Picture Format

= . = . Bl Compran S P . - - | . aroap - §] #e
v el 4 " G £ i !'_ ___!j- i
Jemer Crongy  Comedens Cowe Aeic Tarecerviey K fucest Pt o —— Fioure Foun  Postion ®rp  Gig & Mgr %) Ros - O L Wk
Dazkgroune Piztus CHazie Dovder  Eleci Torl  Forwsw Dacoward

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

Cut ;X
Copy #C
Paste

Save as Picture...
Change Picture...

Group >
Bring to Front »
Send to Back »
Hyperlink... BK

Insert Caption...
Wrap Text >

Size and Position...

Format Picture... 1r381

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.

Picture Format ©- A
+ "s.
> .' E3 ry 2
3 7 = o, = Group v : .+ Il Heignt: s92em I 71 p74
- r~ A ) mmm ' 4 = |¢— L ﬂ ) 5 v | ¥
Picture  Picture Position Wrap  Bring Send Aiign  “) Rotate* ", Crop crop fidth: 1588cm . _j  Format
Border Effects Text Forward Backward Ton, 2t Pane

.
Texganat?
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Mac Guide: Microsoft Word 2016
Working with Tables

What is a table?

A table is information arranged in horizontal rows and vertical columns. You can use a table to organise text or
numerical data. You can format text in various ways in different parts of a table.

When you first insert a table into a document, it appears as a simple grid, with black gridlines defining the rows and

colums. The area where a row and column meet is called a cell.

Inserting a table
Insert << Table Drop down Menu<< Insert or draw a table
Click on the down arrow and position the mouse pointer in the top left cell of the grid, drag the pointer down and

across the grid until you have highlighted the amount of cells you require. For this exercise we will have two columns
and five rows.

A docurnant
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— Page Break

Table Size

Number of columns: 2
Number of rows: 5

You can also click ‘insert table’ and enter number of rows Autofit Behavier
© Initial column width:  Auto v

and columns. ' AutoFit to contents
' AutoFit to windew

Set as default fer new tables

Want more information?
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NB: You are able to add or delete rows and columns at a later stage if needed.

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 a new tab appears on the ribbon, Table Layout.

MmMEou-3$a - i document

Home Insert Design Layout References Mailings Review View Table Design Q&=L

"k Sselect v '—-1 ™ mx. ﬁ == ® L |E| .1 e [oosr 5[] Distbute Rows = = 3 az 5 43 [
[ view Gridlines & 4 I . = = = — Z =

= ) Draw  Eraser Delete Insert Insert |4 Merge = AUtoFit T width: | 3.25" = Distribute Calumns Text cell Sart Repeat x
r Properties Tahle Above Below - Cells '7 ~ rt| ;\ Z| Direction Margins Header Rows f

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.

ltem Material Cost
Weather stripping S350
High efficiency water heaters $8500
High efficiency furnaces $10,000
Insulation 700
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To select a row or column

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

To format the text you can switch to the:

Home tab

I Home Insert Design Layout References Mailings Review View Table Design Layout

% e
‘r_j - ] Calibri Light (H.. -|[16 -] A+ A~ g3~ Ap = AaBhCcDdEe  AaBhCeDdEe | AaBhCcDe
=S . EEIN Normal M Spaing Heading 1

ESP;;“ B I U ~ahke X; X2 |Ar & - A

q

AsBbCoDdEe AaBbC AaBbCeDdEe N |o

Heading 2 Title Subtitle Styles

Or use keyboard shortcuts. (See Keyboard shortcuts)

Sorting Information in a table

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

Select the table.
Item Material Cost
Weather stripping 5350
High efficiency water heaters $8500
High efficiency furnaces $10,000
Insulation S700

The Table Layout tab will appear << click on Sort.

Home Insert Design Layout References Mailings Review View Table Design Layout

O ~
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[T view Gridlines & d o oa — Z
- N Draw  Eraser Delete Insert  Insert - Merge = AutoFit 5 Width: | 3.25" : = Distribute Calumns Text cell , Snn\ fepeat
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Sort

Scit by o o . _
¢ Material Cost 3 e Typg:
L — ~

Then by

d Type:
Then by

~  Type:
My List has

No header row o Header row

Options...

Sort

By default a table will be sorted by material cost, the type will be number, and it will be in ascending order.

Example: Unsorted Data.

LIBRARY AND LEARNING SERVICES | WORKING WITH TABLES

-y

-
Number

-

- ==

Text

Cancel

P

éo

S

\
Ascénding

D}!cending

) © ascending

Descending

Item Materials Cost
Weather Stripping $350

High efficiency water heaters $8,500

High efficiency furnaces $10,000
Insulation $700

Example: Sorted Data on ITEM << text << Descending.

Item Materials Cost
Weather Stripping $350
Insulation $700

High efficiency water heaters $8,500

High efficiency furnaces $10,000

Example: Sorted Data on MATERIAL COST << number << Descending.

Item Materials Cost
High efficiency furnaces $10,000

High efficiency water heaters $8,500
Insulation $700
Weather Stripping $350
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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:

Click any cell in the Item column.

Item Materials Cost
Weather Stripping $350

High efficiency water heaters $8,500

High efficiency furnaces $10,000
Insulation $700

Table Layout << Rows & Columns << click Right.

[ ] OEw-d8 & document

Home Insert Design Layout References Mailings Review View Table Design

: . } B ~ - 1 4 ] - . -
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Draw Eraser Delete Insert Insm jj .Merge = AutoFit ﬁ Width: 2" : Uuis(ribmecmumns Text Cell Sort Repeat _fx
Cells
N

|| Properties Table Above Bel Direction Margins Header Rows

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

Item Materials Cost
Weather stripping $350

High efficiency water heaters $8,500

High efificiency furnaces $10,000
Insulation $700

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 to $4,500 $350

High efficiency water heaters [$2,000 to 3,000 $8,500

High efificiency furnaces $1,000 $10,000
Insulation $1,500 $700




Inserting a row:

This is similar to inserting a column.

Select a row below the location where you want to insert a row.

LIBRARY AND LEARNING SERVICES | WORKING WITH TABLES

Table Layout >> Rows and Columns group << Click Above.

MEw-o &8 +

Home Insert Design Layout Refarences Mailings
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© Properties Table e Below

=

Cells

Insert Rows Below

] Distribute Rows

| | | Distribute Columns

Item Labour Cost Material Cost
High efficiency furnaces $3,000 to 54,000 $10,000
High efficiency water heaters $2,000 to 53,000 $8500
Insulation 51,000 5700
Weather stripping $1,500 S350

Disk Not Ejected Properly

=i = ‘, Eject "USB DRIVE" befaore Close
disconnecting or turning it off.

E =
Text Cell Sort Repeat

E E &= Direction Marging Header Rows

To insert a row below select the Below icon. Keyboard shortcut: click at the end of a row in the table where you want

a row inserted and press enter.

Item Labour Cost Materials Cost
Weather stripping $3,000 to $4,500 $350

High efficiency water heaters | $2,000 to 3,000 $8,500

High efificiency furnaces $1,000 $10,000
Insulation $1,500 $700
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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.

Select the row you are going to delete.

Item Labour Caost Material Cost
High efficiency furnaces $3,000 to 54,000 $10,000
High efficiency water heaters  $2,000 to $3,000 $8500
Insulation 51,000 $700
Weather stripping 51,500 S350

Table Layout << Delete.

MdAdw-d 8 & document
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Select what you would like to delete Cells, Rows, Columns, or the whole Table.
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Formatting your table with styles:

Click in the table you want to format.

Item Materials Cost
Weather stripping $350

High efficiency water heater 8,500

High efficiency furnace £10,000
Insulation §700

In the Table Design, 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.

1 I~ e 3 = B courent

Home  Inzert  Dmsign Lagoai Feferences  Malings

_— — dh . | - . s

Toad e A lzun j— " -
¥igs . e - . ae e

W Fores nan — | oy ?: B I o r 1% Booas Beoo

Wl e W Awrcvbie -
P sk ( )
hl Caid Tadas
|TE| S5 MESESEREEE DEE = PEEEEE P EE e EEEEE Material Cost

ngh EfﬁETEnE'f'_'-_'-_ S e e 51‘],[]{“]

High efficiency ' == SB500

Insulation 700
awcH 1 Witeneax oE | opesholli I N B ©m = - e— it unem

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

Want more information?
974 8000 ext 6045
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www.eit.ac.nz/library/ls_computer_mac_toc.html

Mac Guide: Microsoft Word 2016
Table of Contents

Creating a Table of Contents

The easiest way to create a Table of Contents is to use the built in Heading styles for your headings throughout your
document.

1. References << Table of Contents.

ma wvn- 2 = Document1
Haome Insert Design Layout References Mailings Review View
£\ - ! Fa 9 " D B + + -
55 add Text v 1 AB) Next Footnote ~ i EX apa S J Update Table Insert Index 5
T g g s = | e - E = =
Table ¢ Teble of Contents Insert  Inserl Shaw Notes insert  Citations [l Bibliography ¥ Insert Insert Table |=_ Cross-reference  Mark Update Index Mark
Vomem’ Footnote Endnote Citation Caption of Figures Entry Citation
-—

2. Click the down arrow on the side of the Table of Contents button as shown below. This will give you a list of
Automatic Tables.

Home Insert Design Layout References m

A+ 1 [ 1
H —7 Add Text v J . AEB, Next Footnote v
0B AB! ] "=
Automatic Table of Contents
Classic
Table of Contents
Heading 1 1
Heading 2 1
Heading 3 1
Contemporary
Table of Contents
HEADING 1 1
HEADING 2 1
1
Formal
Table of Contents
HEADING 1 1
HEADING 1
Heading 3. 1
Modern
Table of Contents
Heading 1 1
Heading 2 1
Heading 3. 1
B Custom Table of Contents...
=
E’ Remove Table of Contents

Want more information? EIT
974 8000 ext 6045 @

twist@eit.ac.nz EASTERN INSTITUTE OF TECHNOLOGY

TE AHO A MAUI
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3. Once you have made your selection << click on the Table of Contents you want to have inserted.

4. You can click on the same Table of Contents drop down and choose Custom Table of Content button to make any
formatting changes.

Home Insert Design Layout References m

‘ v‘ "a Add Text ¥ AB1 I}I AB,‘, Next Footnote ~
i

Automatic Table of Contents

Tzble of Contents

Index Table of Figures  Table of Authorizies
Classic
Formals:
Table of Contents
From template ding 1 1
Heading 1 1 ™
Heading 2 1 Traditional Heading 2.....
Heading 1 Clnssic Huac'ng 2
Conlemporary
WMeodern
Contemporary
Forra
Table of Contents Simple
HEADING 1 1
HEADING 2 1 =
HEADING 3 1 Show levels: 3| |2
Show page numbers
fomal Right align page numbers Tab lezder: ... B
Table of Contents
HEADING 1 1
HEADING 2. 1 L N
Heading 3. P Madify.._ Options...
Modern Cancel m

Table of Contents

Heading 1 1
Heading 2 1
Heading 3. 1

¢ Custom Table of Contents...
E} Remove Table of Contents

5. You can also increase or decrease the levels of the Headings as shown below.

Table of Conteats I Tabla of Cantanls
Index  [REEIRERe- I Taole of Figurss  Table of Authorities ndex:  [REDEISESIENEN Toble of Figures | Taole of Autherities

Furrmals: Formats:

From Lemplate

Traditional Traditional

Classic Clazsin

Conlempoiary Cantemaarary

Wedarn Mo

Forra Formal

Simple Simple
Show levels: 3| 2 Show levels: 5 0
Show page numbers Showw pRge numbers
[ Right align page nurbers Tableader: ... 8 Right align page numbers Tanlsader: | ...

Madify... Options... odify... Optiones...
cancel | (RGN Cancel 0K
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Updating a Table of Contents

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

2. Select the Table of Contents and click on the down arrow << Update Table and the following box will appear
asking you to Update page numbers only OR Update entire table.

Table of Conten

A’ﬁ‘L

Update Table... |5 1

Heading 1.............. e

Remove Table of Contents
HEAMINE 2.t ee s e s rrs s re s se s ee s me e e mrmreres s s s ass s s amss s an st mmnsssansstasssssansassssssanssssassessssssnnssasssnns 1
g L= T 11 470 OSSO 1

Update Table of Contents

Select one of the following options:

° Update page numbers only
' Update entire table

cancel (TN

Want more information?
974 8000 ext 6045
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www.eit.ac.nz/library/ls_computer_macword2016_saving.html

Mac Guide: Microsoft Word 2016

Saving your Document

It is good practice to save your document before you start working on it, and to save it periodically as you continue to
add to it. This will minimise work lost if something goes wrong. Where you save your document depends on where
you are working on it.

Personal Computer at home:  “My Documents” on the C: Drive
EIT: H: Drive (never save to the desktop as this is reset every
time the computer is re-started)

Home & EIT: USB Memory Stick

NB: As a precautionary measure it is also good practice to also email your document to yourself so there is always a
retrievable copy if there are problems with the other copies.

Saving a New Document to your H:Drive

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

Click on Save >> The Documents folder is the default drive to SAVE to at EIT >> Please DO NOT SAVE HERE!

You could lose all of your hard work, because the Documents folder at EIT is for TEMPORARY STORAGE ONLY!

B How to Save a Word Doc

Layout References Mailings Review View
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Save As: ISaving

<

Tags: [
[« p”gg gm | (2] Documents )
FAVORITES (] Final Cut...ocuments

iChats

% Applications
#x Ap (] Microsoft User Data

B _

o Downloads

SHARED
[ tarfs01
AL

Format: | Word Document (.docx)

Description

The XML-based format that Word documents are saved in by default. Cannot store VBA macro code.

Learn more about file formats

\_ Options... || Compatibility Report... |

™ Hide extension | New Folder |

Compatibility check recommended

You need to change to your H: Drive, using the following steps.

1.

2.
3.
4.
5

Click on tarfs01
Click on DATA
Click on Users
Click on HomeDirs

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

Description

The XML-based format that Word documents are saved in by default. Cannot store VBA macro code

Learn more about file formats

Options. ..

[ New Folder |

¥ Hide extension

Compatibility Report...

Format:

Compatibility check recommended

Word Document {.docx)

iChats

IShats

cocel (D

| Cancel

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

Save As: |Saving [=]
Tags: |
[«l» ][z | = Nl [ &@twebster al Q,
T FAVORITES [ users > [0l Groups »~ acl.txt [ 2014 [
#% Applications | New Folder X B w2015 "
| 1 Curriculum vitae.dotx
[£5] Desktop — ~ = n & Doc Shoulder.pdf
[ Documents ron e i ™ Doc Shoulder.pub
€ Downloads Connected as: twebster [0 Document Themes  +
[ (] Documents "
SHARED e DS CONNECE £ EIT_tweb...humb.jpg
& tarfso1 CertEnroll » | Cancel | Create FitnessProgram.x/tx
L Al DATA - & IMG_0831.PG

L3 LiveContent L
! == Rucic !l

l Homedirs =

Format: | Word Document (.docx) =
Description
The XML-based format that Word documents are saved in by default. Cannot store VBA macro code.

Learn more about file formats

Options... Compatibility Report... Compatibility check recommended

- -y
o Hide extansion( NS ) (Cancel ] [ Save
S -

Give your New Folder a relevant name e.g. ITHD6.240 << Click create.

Mew Folder

Name of new folder:

ITHDB.240|

-y
| Cancel | E@l
- [ C
Create a name for your file.
- e— |
¢ Save As:)Saving at EIT |i|
iy r 1
Tags: |
| . '
(«]» ][z | = ) (&2 mHDe-240 P Q !
Click Save.
| Options... | | Compatibility Report... | Compatibility check recommended

-
S B 4 A Y
[ Hide extension | New Folder | | Cancel [ ]
) TN 4

S

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.
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Opening and saving an edited document

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

If your save button doesnt show in the toolbar click on the down arrow and click on Save or Save As.

o MAEwvw-d 8

Home Insert Design Customize Quick Access Toclbar

— = — v New 5
[l- = [ J+ Z5|- — - i vasi
| [ 7 == _| 1 leb -y | &
’ *
Margins Orientation  Size  Columns Breaks (4 v Save ] irs
N Save Ass e
Send Document
v Undo
v Repeat
v Print
Spelling & Grammar
Draw Table

Once you have finished making your changes to your document click on the Save icon at the top and it will save to
same place it saved previously.

M E - 2 = H How to Save a Word Doc
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www.eit.ac.nz/library/ls_computer_macword2016_savingusb.html

Saving at EIT
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 use the Save As
facility on the keyboard.

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

With your document still open >>Press Cmd + shift + S on the keyboard and the following screen will appear;

TN
Save As: How to Save a Word Doc [ B |
~o=
Tags:
Where: | Documents
Online Locations File Format: = Word Document {.docx)

Cancel Save

Click the down arrow next to the title and select your usb from the side bar and select your USB (It should be empty
the first time you use it).

Save A5 How to Save a Word Doc -

Tags:
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0 Dowmnloads
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Hide extensian Mew Falcer Cancel m
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Click on Save;

-y

Cancel ml

g

Your document should be saved to your USB.

Once you have finished copying over your documents you will need to safely remove it so that work copied to it will
not be lost.

Close all open documents that you have been working on.

Click on the Eject button next to the name of your USB

Save As: | How to Save a Word Doc -
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www.eit.ac.nz/library/ls_computer_macword2016_align.html

Mac Guide: Microsoft Word 2016

Aligning text:

e The text alignment in Microsoft Word is automatically set to left alignment.

e To change the alignment first select the text (sentence, paragraph, section) you want to
change.
NB: To select the entire document use the Shortcut Key << CTRL+A.

e The alignment icons are on the menu bar of the Home tab.
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There are four different types of alignment;

Left.
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= . — - p— = — A

J_I—\ - Calibri (Body) v||12 (v|| A~ Aw || 4~ Q@ IS = v i=v €= o= Ay | 9

Paste o || B | X |U |-jebeX:|x?|[A- LAl :EN=|=[=]3=")&-|HI
Align Left

Left aligned text
Left aligned text
Left aligned text
Left aligned text
Left aligned text
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Centre.

DEwv §8 ~ Documentt
Insert  Design Layout References Mailings Review View  EndNote X7
[V [cawi@oay <12 -|A-av - Bp =-i=- e = s 06
— i\ (&
Paste & B I U vabe X; x2 A~ ¥ .A. 5.:"5’;__: — | "= s v| i |
Center Text

Centre aligned text
Centre aligned text
Centre aligned text
Centre aligned text
Centre aligned text

Right.

ME w08 Document1

Insert Design Layout References Mailings Review View  EndNote X7

u‘“'_‘i- 3{’ Calibri(Body) ~ 12 + A~ Av %~ @ TS v WSy &= e= 'é# q

-----
. Ty

Paste Q B I U vabe X, x22 Av¥ A, = 2 = t=- &. .

------

Right aligned text
Right aligned text
Right aligned text
Right aligned text
Right aligned text
Right aligned text
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Justify.
MEwv-d8 ~ Document1
Insert Design Layout References Mailings Review View  EndNote X7
] L — ==
LI—« v Calibri(Body) ~+ 12 ~+ A=~ Av A%~ Qﬁ i i— v.‘:ﬁ:’.‘.«g =240
Paste & B I U ~abe X, x? &v;..iv ::g_—é:’g‘;::gvﬁv_,

Justify aligned text, justify aligned text, justify aligned text, Justify aligned text, justify aligned text, justify
aligned text, Justify aligned text, justify aligned text, justify aligned text, Justify aligned text, justify aligned
text, justify aligned text, Justify aligned text

Want more information?
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Mac Guide: Microsoft Word 2016

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 the Bullets icon << Type your text << Enter

OR

Select the text you want to apply bullets to << click on the Bullets icon.

MEwv-§d8 -~
Inset Design Layout References Mailings

Document2
Review  View EndNote X7

1]
“
1l
“
RS
il
&
nl
N
&=

@ i
- Calibri(Body) + 12 -+ A= A~ A3+ Ap

Paste% B I U ~abe X, x2 A~ ¥ +A- |=

Bullets: Change Formatting

Bullets i

Example: Bullet List

Agenda
o  Karakia
. Mihi

e  Review Policies

¢ Chairperson Report

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

oee MHOB-J & + Document2
Insert Design Layout References Mailings Review View  EndNote X7
T?'. - Caiibri Body) = 12 v A= Av fi- Ag LIS 3= - is- 6= 9= 54 i
Paste pe B I U rabe X; X2 A~ £ A Bullet Library
Nane . 0 . Y 0:0
» Vv

Bullets-and-Numbe Document Bullets

T

Howo-apply-bulle!

Click-on-Bullets-icot

ORT Define New Bullet...

Want more information?

y 974 8000 ext 6045
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Example: Bullet List

Agenda
= Karakia
= Mihi

«  Review Policies

«  Chairperson Report
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Numbering
How to apply numbering while you type:
Click on Numbering icon << Type your line of text << Enter

OR

Select the text you want numbered << click on the Numbering icon.

M d (= Document1

Insert  Design Layout References  Mailings Review View  EndNote X7 Example:-Numbered-List ¥
1.-+Click-on-button ¥
— = = — T — (A, 2,-+Picture-here ¥
ibri v|l1 v a Aw v * e— v a— v = = -
Sl Poity) - A A% ST el v 1T == 2+ 9 3.-+Choosenumbering ¢
= +Pi o 9
Paste - B I U ~abe X; X2 A~ & v A v = = Numbering =, & B | 4.-+Picture-here

Numbering: Change Formatting

Select text << Click on triangle to the right of Numbering icon << Select from Numbering Library or Define New
Number Format.

+ Numbering Library Example:-Numbered-List
; ” I. -+ Click-on-button ¥
2 [ Il. =+ Picture-here ®
Nona P
i 3 . -+ Choose-numbering®

IV. -+ Picture-here ®

1 A a)
n 8 L]
n c. €}

= Roman Numerals, Period

a
[3

|

c

Document Number Formats

1
2
3

Define New Number Format...
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Numbering: Multi-level List:
This is mainly used in a large-scale report where you require Headings and sub-headings to be numbered.
Highlight text << click on Multi-level List << select list type (click on the triangle to the right of Multi-level list icon)

<< enter and your document will be numbered from one to fifteen as in the example below; increasing the indent by
one or two will change the list level as displyed in the following examples.

11

| |AaBbCcDdEe || AaBbCcDdEe  AaBbCcDe

= Current List |

I
]

No Spacing Heading 1

List Library

None

111

Articke | 1

Section 1.01 11

Chapter 1

Define New Multilevel List...

Example Multilevel List: Example Multilevel List: Example Multilevel List:

Mo Indent Increase Indent Once Increase Indent Twice

1. Executive Summary 1. Executive Summary 1. Executive Summary

2. Methed of Investigation 1.1, Metlel of Investizatian L. L. Method of lnvestisation

3. Evidence 1.2, Bvidence 1.2, Evidence

4, Conclusions 1.3, Conclusions 1.3 Condusions

5. Introeduction 2, Intreduction 2, Intreduction

6. Themajorissuestobe 2.1, The majorissuesto be 2.1 The majorissues to be
addressed addreszed addressed

7. The intended readers 2.2, The intended readers 2.2, The intended readers

8 Thename of the person who 2.3, Thename of the person 2.5, The nam e of the person who
com missioned it who commissioned it commissioned it

9, The boundaries of the 2.4, The bowndanes of the 23. L The beundaries of the
investigation investigation investigation

10, Anindication of how widely 2.5, Anindication of how 2.3.2. Anindication of how
the researd was conducted widely the research was wiidely the researc was
(Scope) conducted [Scope) conducted (Scope)

11, An acknowledgement of 2.6, An acknowledgement of 2.3.3. An acknowledgem ent
peaple whoe provided specific people whe provided of people who provided
A= stance spedific assistance specific assistance

12, Terms of Reference 3, Termsof Reference 3, Terms of Reference

13 Body 4, Body 4, Body

14 Conclusion 5. Conclusion 5. Concusion

15, Recomm endati ons 6, Recomm endations &, Recommendations

Want more information?

y 974 8000 ext 6045
twist@eit.ac.nz
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Mac Guide: Microsoft Word 2016

Format Painter

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

® Word File Edit View

Insert Format Tools Table Window Help
d

Insert

e =

Layout References  Mailings

Design
CalibriBody) + 12 + A~ Av fi- Ag

B I U ~abe X; x2 Qv.\vév
Copy formatting from one location and apply it to another

1. Highlight the text with 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 on Format Painter - it will stay highlighted. This allows you to apply the same formatting to text in
multiple places in your document.

=

Design Layout References  Mailings
Calibri(Body) ~ 12 ~ A=~ Av A3~ ﬁ@

B I H'abf X2 xz &PL viv

Copy formatting from one location and apply it to another

twist@eit.ac.nz
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Mac Guide: Microsoft Word 2016

Han Indent

Hanging Indent

Learning to create hanging indents is useful for adding references to your assignments. If you have a large list, it is
recommended that you use the EndNote software provided for you by EIT. This software is available from the library
on a loanable USB drive or a download from MyEIT.

Select the text.

Choose Format << Paragraph.

View Insert; il “Tools Table Window

Font... %D

& Word File Edit

Paragraph. .
Dotameit...

Paste Bullets and Numbering... X
Borders and Shading...

Columns...
Tabs...

Change Case...
Style...
Font Substitution...

Equation Options...

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

General
Alignment: | Left B

Outline Level: = Bocy text [

Indentation

Before text: |0.cm
Special v (none) | By:
After text: Ocm | 0 firsting

Hangi
Automatically adjust right indent when s defined

Spacing
Before: 0pt g
Line spacing: = Single a At:
After: 0pt g
Don't add space between paragraphs of the same style
2 Snap to grid when document grid is defined

ctsangie e
Tesumple TextSumole Tetsampl Tt

Tabs... Cancel ﬁ

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

Want more information?
974 8000 ext 6045
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Mac Guide: Microsoft Word 2016
Word Count

Word Count

Counting the number of words in your document

Microsoft Word can count the number of words in your document while you type and can also count the following;

e Pages
e Paragraphs
e Lines

e Characters, including or excluding the spaces

Count the words as you type

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

Pana 2 nf A1 22AT Warrle

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.
Select the text you want to count.

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 the section breaks in your document before you add the
text,

Turn the show/hide button on, this shows paragraph marks and other hidden (will not show on your printed
document) formatting symbols, this will show your section breaks clearly.

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

126 of 4865 Words

126 of 4865 means that the selected text accounts for 126 words out of a total number of words in your document,
4865.

Want more information? @ EIT
y 974 8000 ext 6045

tWiSt@elt.aC.nZ EASTERN INSTITUTE OF TECHIEI_OLOCV
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NB. If you have multiple paragraphs within your document you want to count, hold the Command key down on the
keyboard and select these paragraphs using your mouse. It will show your word count just for these paragraphs.

=

(=i #l MicrosoftWord20160riginalMacCopy [Compatibility Mode]
Insert  Design Layout References Mailings  Review  View
X ~ T T g | ppeey g :
° | [camnBoay -[[11 [-||As Av|| gur|[AR] =Sl T 6 0= 1 sagbceodee || Assbceddee | AaBbCcDd  AaBbCeDdl | | )
€ B|ZI ul-ee X x|~ 2" A Bz ===/ . Marmal No Spacing Heading 1 Heading 2

Styles
Pane

W Lo use the Thesaurus

alot:

Want more information?

974 8000 ext 6045
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Mac Guide: Microsoft Word 2016
Spell Check

Spell Check

Click on Tools and select Spelling and Grammar.

iTable Window
Spelling and Grammar

Thesauris."" """ A #R
i Hyphenation...
 Smart Lookup... SR
Language...

Word Count...
AutoCorrect...

Track Changes >
Combine Documents...

Protect Document...

Envelopes...
Labels...

Macro >
Templates and Add-ins...
Customize Keyboard...

The spelling and grammar tool will go through the whole of your document and check each word for you.

Insert Design Layout References Mailings View EndNote X7
Cambria(Body) + 12 =~ A~ A+ g%~ IS = v T e= 0= 4 1 s | Fe—— ] ——— r
i A AaBbCcDdEe|| AaBbCcDe Assbecodee AgBbC |, | | @
I U ~ abe X; x? A~ & - _A. - = = == 3=+ & . HH |- MNormal Heading 1 Heading 2 Titie Styles

Pane

A speeling mistake usually occurs with a red squiggly line underneath, as shown
here.

Want more information?
974 8000 ext 6045
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When a spelling mistake is found the following dialogue box will appear;

Spelling and Grammar: English (US)

Not in dictionary:

A speeling mistake usually occurs with a red squiggly line underneath, as shown
here.

Ignore All

Suggestions:

spieling

speeding

steeling

peeling

: Change All AutoCorrect

Check grammar

Options... Cancel

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 suggestion 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; this has been set-up for you here at EIT; to do this
at home you need to do the following;

Click on Word at the top of the Taskbar << Select Preferences.

-
" Y,

"raasamann®

Services

Hide Word #H
Hide Others "C&H
Show All
Quit Word #®Q
Select the Spelling and Grammar icon.
[ ] Word Preferences
> Show All Q
Authoring and Proofing Tools
g EW =4 A‘B/c sl !
General View Edit :‘ Spelling &  AutoCorrect East Asian
',‘..Gmmmar‘.:' Languages
CrmienCey Sets options for the spelling and grammar cneckersf
H &8 =
Save Print Track

Changes ‘
Personal Settings
= 8 ®

. 2 =
Make sure you have Check Spelling s securtya  Fie Locations

Information Privacy
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L ] Spelling & Grammar
L Show All Q
Spelling
B Always suggest cameclions Ignore words in UPPERCASE
' Check spelling as you type Ignore words with numbers
'B'Fl'dg‘ repeated words' """ Suggest from main dictionary only

Frequently confused words
Ignore Internet and file path addresses

Custom dictionary: > | Dictionaries...

Advanced Language Settings...

Grammar

Check grammar as you type
Check grammar with spelling
Show readability statistics

Writing style: = Grammar E Settings...

A spelling mistake usually occurs with a red squiggly line underneath it as shown below;

speeling

To correct the mistake << right click on the word and the following dialogue box will appear, select the correct spell-
ing.

spieling

speeding
steeling
peeling

Ignore Al

Hyperlink... #K
New Comment

Want more information? @ EIT
y 974 8000 ext 6045
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Mac Guide: Microsoft Word 2016

Thesaurus

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

Click on Tools << Thesaurus.

iTable Window Help

"Spelling and Grammar >
Thesaurus... X #R
Hypheénzstion...

Smart Lookup... AL
Language...

Word Count...

AutoCorrect...

Track Changes >

Combine Documents...

Protect Document...

Envelopes...
Labels...

Macro >
Templates and Add-ins...
Customize Keyboard...

Example using the thesaurus

To change the sentence below, | chose the words a lot to change 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.

You can right click on the words, the Synonyms menu appears with the Thesaurus tool.

Want more information?
974 8000 ext 6045
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Font... #D

Paragraph... X #EM

Smart.ookup... ~HL

Synonyms »> a great deal

rreeaaanntt a large number

Hyperlink... K plenty

New Comment
::‘Thesaurus..f'.: ~“X #R

Search With Google

0 »
» Y
AT PP L

New TextWrangler Document with Selection
Add to iTunes as a Spoken Track

When you select Thesaurus from the dialogue box, a list of appropriate words with their meanings will appear to the
right of your screen.

Thesaurus

Q alot (<]

v a great deal (adv.)
lots (Dictionary Form)
a whole heap (Dictionary Form)
very much (Dictionary Form)
masses (Dictionary Form)
a good deal (Dictionary Form)
enormously (Dictionary Form)
greatly (Dictionary Form)
a large amount (Dictionary Form}
a huge amount (Dictionary Form)
¥ a large number (n.)
lots (Dictionary Form)
plenty (Dictionary Form)
a great deal (Dictionary Form)
a great number (Dictionary Form)
masses (Dictionary Form)
loads (Dictionary Form)
heaps (Dictionary Form)
a few (Dictionary Form Antonym)
many (Related Word)
¥ plenty (pron.)
many (Dictionary Form)
alarge number (Dictionary Form)
a few (Dictionary Form Antonym)
loads (Related Word)
tons (Related Word)
heaps (Related Word)

To insert the word you want to use, click on the wording and choose Insert “a large number” and these words will be
inserted over the word you wanted to change.

Thesaurus

Q alot 4]

¥a great deal (adv.)

lots (Dictionary Form)
a whole heap (Dictionary Form)
very much (Dictionary Form)
masses (Dictionary Form)
a good deal (Dictionary Form)
enormously (Dicticnary Form)
greatly (Dictionary Form)
a large amount (Dictionary Form)
a huge amount (Dictionary Form)

I__,_g_'a large Copy "a large number"

"Tn Insert "a large number*

Bl ———

Want more information?

974 8000 ext 6045
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