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LIBRARY AND LEARNING SERVICES | FORMATTING YOUR DOCUMENT

Microsoft Word 2016

Inserting Headers and Footers

Inserting Headers and Footers
1. Insert << Header

Documentl - Word

Design Layout References Mailings Review View Developer EndMate X7 ACROBAT Q Tell me what you want to do...

ﬁ D N D F ,j\ <> 1EI 1l &, s EE-QH % I} Eﬂ ij 'D\D @ . |;| 4 g::;;i:

Cover Blank Page Table  Pictures Online Shapes SmartArt Chart Screenshot P My Add-ins - Online  Hyperlink Bookmark Cross-  Comment t{eady Footer Page Text  Quick WordArt E,u.|

Page~ Page Break © Pictures - Video reference - =  Mumber~ Box~ Parts~ © [ Object -
Pages Tables Illustrations Add-ins Media Links Comments Built-in -

L |‘2-w-1-w-§-|‘1-|‘Z-|‘J-|‘4-|‘5-|‘6-|‘7‘|-8‘|-9‘|- Blank

~ ypeherel

=

Blank (Three Columns)

2. Enter Header text

H S 0 = Documentl - Word ead [

File Home Insert Design Layout References Mailings Review View Developer EndNote X7 ACROBAT Y Tel ou ws o do... Signin P+ Share
- -

L
G D @ D EI m 51 Previous Different First Page CHeaderfrom Top:  1.25cm 2
Different Odd & Even Pages " -

[En Next '+ Footer from Bottom: 1.25 cm
eaderffFooter  Page Date& Document Quick Pm.es Online | Goto Goto Close Header
Number~  Time Infor  Parts~ Pictures | Header Footer +.: Linkto Previous | || Show Document Text [3) nsert Alignment Tab and Footer
Meader & Footer Insert Navigation Options Pasition Close ~
L L SRR ERTE TURE IRV RYRE SR YRS AVEY FRRE MR ARSI RS SR ATt e -
[Type here]
N —
Header
B —

E (3 - 0 = Document ord eade ooter Tools

File Home Insert Design Layout References Mailings Review View Developer EndMNote X7 ACROBAT ¢ IJesing )
=

D ID\ r‘ D |;| |'_| L|< Previous Different First Page i+ Header from Top: 1.25cm : a
# T =T - z
CJ I Q ik Different Odd & Even Pages .

[Eip Next + Footer from Bottom: |1.25 cm

Headerfoot7 Page Date & Document Quick Pictures Online  Goto Goto _ _ X ) Close Header
& MNumber  Time Info~r Pars~ Pictures | Header Footer Link to Previous | |¥| Show Document Text Insert Alignment Tab and Footer
Header & Footer Insert Mavigation Options Position Close

[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.
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Microsoft Word 2016

Inserting Page Numbers (and formatting them)

Inserting Page Numbers (and formatting them)

Insert << Page Number

Documentl - Waord

Home In sert— Design Layout References Mailings Review View Developer EndMote X7 ACROBAT Q Tell me what you want to do...
-

E D5 B dld Bl g @ B @ @ @ 9 0O D|/\|

Cover Blank Page @ Table Pictures Online Shapes SmartArt Chart Screenshot P My Add-ins - Online  Hyperlink Bookmark Cross-  Comment Header Footer\ Page V)
: P My ins "
Page~ Page Break - Pictures - - Video reference - - Neirgber—

Pages Tables Ilustrations Add-ins Media Links Comments Header & Footer

Identify where you want your Page Numbers to be positioned (top or bottom of page), then select the formatting

=~ . g
¢ | 58 [a [ # Signature Line ~ L
. = 4 T Q Ty
|

F.:':c_. Date & Time

\ Page ! Text Quick WordArt Drop _ Equation Symbol  Embed
Jilumberp» Box~ Parts~ - Cap DOE‘JE“ T - - Flash
~—’——--- .
PIRTRED 0| smoe
[&] Bottom of Page ¢ | Plain Number 1
l&] Page Margins 3
[#] Current Position 3 '

EhE| Format Page Numbers..,
ES'.; Rermove Page Mumbers Plain Number ?

Plain Number 3
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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

H - = Documentl - Word s | -

File Home  Insert  Design  Llayout  References  Mailings  Review  View  Developer  EndNoteX?  ACROBAT Q Signin £} Share
-

‘ gas u [Eiq Previous Different First Page .+ Header from Top: 1 25em -
E@ =l O les :
= S Next Different Odd & Even Pages '+ Footer from Bottem: 125 cm

Header Footer Page Date & Document Quick Pictures Online  Goto Goto . “ Close Header
> [imboe (e s Frse Pictures | Header Footer 1 Link to Previous | [¥] Show Document Text [3 Insert Alignment Tab and Footer

Header & Footer Insert Navigation Options Position Close

To format the page numbers - Insert << Page Number << Format Page Numbers

H ©- Documentl - Word Header & Footer Tools

File Home Design Layout References Mailings Review View Developer EndNate X7 ACROBAT Design Q@ Tell me w vhat you want to do..,

E DTI@?"EIIE s[4 & [k [ NOEREE 4

Cover EBlank Page  Table Pictures Online Shapes SmartArt Chart Screenshot & My Add-ins ~ Online  Hyperlink Bookmark Cross-  Comment = Header Footerl Page Text Quick Word!

Page~ Page Break o Pictures - Video reference e @ ‘umbej Box~ Parts~ @
Pages Tables Tllustrations Add-ins Media Links Comments Header & F B-IUP of Page [3

|. \'Z'I'I'W'E'I'l'l'l'l‘l'l'q'\‘5'I'6‘\'7'I-l-l-?-l'lo'l'll'l‘ll'@Eutturnufpage v

5| [ Page Margins >

A

- A Current Po ition 3

: - -~
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Select the formatting you require << click OK to return to your doument.

[ Pagt Mumber Format Iig1

Number format:  TETERT I - |

| tnclude chapter pumber

Chapter starts with style: |Heading 1

Use separator hyphen)

Examples 1-1, 1-A
Fage numbering

@ Continue from pravious section
Start gt: { |: ¥
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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

H -0 - Document] - Word Header & Footer Tools

File Home Insert Design Layout References Mailings Review View Developer EndMNote X7 ACROBAT Design
-~ -

@ @ IE Breaks Indent Spacing E [} [z Align =

- ) d - f[Line Numbers= 2= Left  0cm 2|12 Before: 0 pt S -~ i : Group
Margins Orientation  Size Columns . = —1| Position Wrap  Bring Send  Selection
- - - bc Hyphenation~  =€Right: 0 cm - |#= After |0 pt - Text - Forward - Backward Pane Rotate
Page Setup P Paragraph (‘IT..’ Arrange
-

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

Insert << Page Number << Format Page Numbers

Document] - Word

Design Layout References Mailings Review View Developer EndNaote X7 ACROBAT @ Tell me what you want to do...

BOHEREBOD M = BZ&0EFFHDDOIRIEA

Cover EBlank Page  Table Pictures Online Shapes SmartArt Chart Screenshot & Vy Add-ins ~ Online  Hyperlink Bookmark Cross-  Comment Header FootSr  Page Text  Quick WordA
- N Number~4 Box- Parts~ =2

Page~ Page Break < Pictures - v Video reference < 20
Pages Tables Tllustrations Add-ins Media Links Comments Header&FE_Inp of Page »
L "2"‘1"'5"'1"'Z"‘3"'4"'5"'6"'7"'3"'9"'10"'11'@BottomofPage y B
F] Page Margins 3
~ @ Current Position 3
- -y

- - -~
- Eﬁ Format Page Numbers...9
-~ -

— e ey
- E;( Remove Page Mumbers




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.

rplgt Number Format Im‘

i
Number formst: 1,23, . -

Include chapier pumber
apte

& ikl P he

Y. ".-—----"""l.‘ .a
i -

"
i Page numbemnng %
Continue from previows section ]
'

% -~
0 start at | T o
-~ -

- -
- -

oK J Cancel

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.

Insert Design Layout References Mailings
Cut - & - —_ o —_ P A=k
D N Calibri -11 - A A Aa- A =~ E: - 1"’;‘_" =3 2] ';ﬂ)
Cop =
Paste B I U - abe X, X° - abr L EEE=E =, My,
- ¥ Format Painter = : & — - - T | T -

Clipboard T Font T Paragraph P
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Microsoft Word 2016
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.

Documentl - Word

Developer  EndNoteX7 ~ ACROBAT  Q Tell me what you want to do.

A - P Find ~

Bl | pasbcene| assbeene AaBbC AaBbCcl AaBbCcl Adlj AaBbCcC AaBbCeD: A@BBCcDt AoBbCeD: AaBbCeDe AaBbCcDe 25 Rep

i | % Replace
’{"h - - TNormal | TNoSpac.. Headingl Heading2 Heading3  Title Subtitle  SubtleEm.. Emphasis IntenseE.  Strong S

aray = 10 Styles 5 Editing ~
7] 115 R R R TR E: TR TRD e

H 15

| 20

e 25

30

Line Spacing Options...

Add Space Before Paragraph

01 1l

Remove Space After Paragraph

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
8 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 FEISIE

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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Microsoft Word 2016

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.

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.

r

1= (Jut)
{Ibsht  Fagelayowr | References  Malings  Revie
- 1 —
Oe 5@~ |
I o | e ‘I:_I Life Muambers = o Mon Page Setup @
) 1%
ih-'#ﬁfﬂm St <m" ‘r H!W & 5 Lot — Margins Paper Layout
- s ® -
e ] Margins
— HNormmad L e—— Top: 254 cm 2] pottom: 254 em =
::: j : :m oo g : :rn Left: 2.54 tm < Right: 2,54 cm =
1 T @ Gutter: Oem 2 Gutter position: Left |z|
- ’ o Crientation
e ) ] 127 om Bottom LT om " by
< i~ —] - E L ok Ll

P

Landscape

Pages
Multiple pages: MNormal |z|

Preview

L.Y:1. 13 Hll VWhole document |Z|
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Most EIT essay Page Layout require a left margin of 4cm, to do this simply enter 4 in Left Margin << click OK

Page Setup 7|23

Layout
Margins
Top: 2.54 em z Bottom: 2.54 cm z
-y = =
¢ Leit: dem Y — Right: 2.54 tm —
= ~
Gutter: 0cm z Gutter position: | Left E
Orientation

P Landscape
Pages

Multiple pages: MNormal |z|
Preview

fpplyto:  Whole document E|

Page Orientation

1. Page Layout << select Orientation.

H S- Documentl - Word B -

File Home Insert  Design [ESGRE References  Mailings  Review  View  Developer  EndNoteX?  ACROBAT  Q Tell mewhat you want to do.. Signin £ Share

@|’@ \IIE 4! Breaks ~ Indent ) ip;zing Eh < Align -

i0Line Numbers= 3= Left 0cm + 1= Before: 0pt - Group
Margin> Orientation * Size  Columns ~_ = = Position Wrap  Bring Send  Selection
SN~ - - b¥ Hyphenation~  SeRight Oem  © fSAften 10pt Text - Forward - Backward - Pane Rotate
Page Setup [} Paragraph 5 Arrange ~

2. Choose Portrait or Landscape

H - Documentl - Word -

Signin 9 Share

File Home Insert  Design [ENGLEN FReferences  Mailings  Review  View  Developer  EndNoteX7  ACROBAT

E @ IE % =] Breaks - Indent ASpa(mg EL\; [ Align~

i[Line Numbers=  3=left 0cm - = Before 0pt = Group
Margins Orientation Size Columns = = Postion Wrap Bring  Send Selection
B Y T Hyphenation~  S€Right 0cm - $SAfer 10pt Text - Forward - Backward - Pane A Rotate
, " \up [ Paragraph [ Arrange rS
1 ortrait ) A TR TR TRE FRET TRNT TRNE TR
-

\ = lar\d::ap7
S
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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

H <- s Document1 - Word = =
File Home  Inset  Design References  Mailings  Review  View  Developer  EndMoteX7  ACROBAT  Q Tellme what you wantto do.. Signin £ Share
—
@ rm [E % o= Breaks - Indent Spacing (o & Align~
L9 € Pagebred: sope 2 UR o
Margins Orientation Size ColumnsY s || Position Wrap  Bring Send  Selection
- - - - Page 1opt 7 Text~ Forward ~ Backward - Pane Rotate
Page Setup 'm Mark the point at which one page ends o Arrange ~
L and the next page begins. 12 \gw P20 40 a6 B 0 d00 i 140 A0 adE
9] Column
Indicate that the text following the column
| break will begin in the next column.
] Text Wrapping
& Separate text around objects on web
o pages, such as caption text from body text.
b Section Breaks
9 - - gy,
h ﬂ Next Page ~
: ¢ '4:5. Insert a section break and start the new 9
e section on the next page.
- = - -
: Continuous
7 Insert a section break and start the new
section on the same page.
g 5 Fven Page
| L. Inserta section break and start the new
A L) section on the nest even-numbered page.
i i 0dd Page
A 5 Insert a section break and start the new
g L) saction on the ned odd-numbered page.
4. CLILLL UL UTCU UILCT LG LUAL Ui UL SUTTHIC PUBS, | UHT LUYUUL S~ DICUnRD S~ IVeAL 1T upe

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

B S = Document] - Ward B -

Fle  Home Inset  Design QEIEM FReferences  Mailings  Review  View  Developer  EndNoteX/  ACROBAT  Q Tell mewhat you want o do. Signin £ Share
—
@ ’Dm\ E iz Indent Spacing Ol 7 Align-
(| L] ll {[Line Numbers~  3=Lleft 0cm & J=Before 0pt B Ul Group

Margins Orientation " Size  Calumns — o= = Postion Wrap  EBring  Send Selection

- . - - b¥ Hyphenation~ | SERight Ocm & ¥ZAfter 10pt - Tedt- Forward - Backward - Pane ~h Rotate

=
‘[I e ’up ] Paragraph ] Arrange
Portrait

L - 120 \gw V20040 a6 B b 20 il a0 M8
-
] =Y tandseape
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Microsoft Word 2016

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.

Do

Insert  Design  Layout  References EndNoteX7 ~ ACROBAT Q@ e what you want to do... Signin £ Share

P Find -
aaBbCeDe| aaBbcede AaBbC AaBbCecl AaBbCel Aab AaBbCcC AaBbCcDe AaBbCeDd AaBbCcDe AaBbCcDe AaBbCcDt 2 Replace
|| %

fNormal | TNo Spac.. Headingl Heading2 Heading3 Title Subtitle  Subtle Em.. Emphasis IntenseE.. Strong Quote |3 Iy Select~
$

Calibri 1 A A Aa- | A
Cop

Paste
- ¥ Format Painter

B I U-acx,x A-¥.-A
Clipboard ] Font ) Styles ) Editing ~
RS PERT PURE SURY FURE RN RUNE RRT TRRT: CRRT - TRRE RN PR RY IR et T

2. Insert << Picture

Design Layout References Mailings

B Bodd Bl a

Cover Blank Page  Table \Pictures inline Shapes Smartdrt Chart Screenshot

Page~ Page Break - \\_,’F‘ictures - -

Pages Tables Illustrations

3. Browse to where your image is saved << select image file << Insert

F tnert Picture ==
—

@uﬂ b Litiarizz e Piclores k Scinpe Sl - [y | Sewst Sunmrte P i, 2|
Crgarize > Mew clder =- 0 @&
B Mewotiwod — Plctures library Arangeby Folder =

Sarmpre Fie 1
W lavankes _
- v
B Cekiop = = . ;
4 Downloads i =
] Rezert Places %
Tryzattherum, Cesenjpg dydacgessips  .eyfisnios <o a,pg Light"ouse jpg
o Nibweties R
S LY
o Music f o
[= Pictures AR
E| My Pictures Zenzuinz, pg Tul pejpz
P UL Pl
Semplz Picty
BB vidzo:
Flename - AlPictures (" emi T werf jpgs =

tnale ~@ [ Inser Jv Cance
-
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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 | 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

Copaerr B ins e b
Lpen Bncin ness vandos

Copen Bres invine i winckinn

Cpanarag: omewe ol
LA ITASS AL

Cagry i

Copyimegs

Go back to your document << right click Paste

& ad
B2 hepl

N P H 1 at Aaslioah Aslizan Ausbioon Addas o Awsbioan
Ll A Uu=den | R-F-4- B __ .- --- Trd [Ikitu . keme T Reme s Remepd n sl wawer. kedos ke drw H

Wopmmd 3 1o ot Pamrd = idn T dag

Want more information?
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To save the image to your computer << right click on the image << Save image as...

Open link
Open link in new tab
Open link in new window
Save target as..

Print target

Show picture
Save picture ...
E-mail picture...
Print picture...

Go to My Pictures
Set as background

Cut

Copy.

Copy shortcut
Paste

Select all

View source

Inspect element

Add te favorites...

Add Web Page to Existing PDF
Append Link Target to Existing PDF
Convert Web Page to Adobe PDF
Convert Link Target to Adobe PDF
Send to OneNote

Properties

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

G SaveAs (=
—
@\J"L‘y » Com... » twebster (\tarfs01\Dats\Users\Ho... » + [ #2|[ search twebster (\\tarfs01\Da... 0]
—

Organize * New folder g== - (7]
| Documents - Name ° Dati =
& Music 2014 1870

Pict . )
\g \«'!d Hres — B 015 29/
et | 2016 24112
T || Document Themes 24/

) it

! ‘;, ‘;’:;_”:ECJ || ITHD6.240 211
= LIS £ | LiveContent 13/1
5 GROUPS (\\TARFSO1.EIT.CAMPUS\DATANUSERS) (G:) =

=l My Decuments 31T

5 twebster (\\tarfs01\Data\Users\Homedirs] 0 My 2971

usic /

3 COMMON [\ TARFS01 EIT,CAMPUS\DATA] (E) - £ |

|C; My Plcture;) 341
H Ty videos 29/1 -

"j MNetwork |z = -

File name: frangipani -
Save as type: |IPEG Image -

~ Hide Folders [ (Gpen) I [ Cancel I

Name the file << Save

File nameg @) -

Save as type: [JPEG Image v]

~ Hide Folders ¢ o Save ) Cancel

Reference

Orange Rose Flower in Bloom during Daytime [Photograph]. Retrieved from
https://static.pexels.com/photos/39517/rose-flower-blossom-bloom-39517.jpeg
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Microsoft Word 2016

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.

Design Layout References Mailings

- -
BEEE R
»
B 1= Q'@@ =E M a.
Cover Blank Page  Table Picturck | Online §hapes SmartArt Chart Screenshot
Page~ Page Break e \pictures? -~ @

Pages Tables - 4 INustrations

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 (3

Select the image you want to use << Insert

Want more information? EIT
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b LING | grapes

=i -

TR Tope = Cilue - Craalive Commons oy = Clexar Nlkers

These results 2re tzgged with Crestive Commone licenses: revisw the license to ensurs yow ooy, Show Al iesulls L
W | rt thers' nigl | e
Ol AR PESOO R SR TOr neegne nm - M FTEIN™s InThsm?
E K q K] | Lalt A& a0 micee ik, ‘ =l ) | I:Hrl';.:':ll |
copymighl. lesm roore Dere, ~o
-_—

Want more information? EIT
974 8000 ext 6045 @

y twist@eit.ac.nz EASTERN INSTITUTE OF TECHNOLOGY
TE AHO A MAUI




LIBRARY AND LEARNING SERVICES | WORKING WITH IMAGES
www.eit.ac.nz/library/ls_computer_word2016_screenshots.html

Microsoft Word 2016

Capturing Screen Snapshots

1. To capture the entire screen click anywhere at once

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

g Bt

L T P LR =114 Hd
Ca EIRE R T LI = Ml awhie s awhee s Sl AATRSS SeNRGT _.!"L.:IL crehiisl Anekran anskian accbros awbae s amskms | £ tenteem
H & Uu-d&en 8-%F-4- _ O __ - - Thard [Thatu. Femsgl kemspe Feme s . madie warew. brdee ke duw LT O | T
1o " Faayd = <l X dag -
f [ E ' 1 P IR 1 e H Peaen [ Teasw

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

2. Choose Insert << Screenshot

Documentl - Word P als = -
Design  Layout  References  Mailings  Review  View  Developer  EndNoteX7  ACROBAT Format @ Tellme Signin £ Share
— —
A D= B i Ld @B el & [(p [ * > D Sipuetine - =
[ / Stare 4 B3 > j
h D ™ O g <& =1 || (o |ﬁ E:' ) ! = # Date & Time .
Cover Blank Page Table Pictures Online Shapes SmartArt Chart :reensh? .‘ My Add-ins = Online  Hyperlink Bookmark Cross- Comment Header Footer Page Text Quick WordArt Drop Equation Symbol  Embed
Page~ Page Break - Pictures in Video reference - - Numbers | Box~ Pams~ -  Cap- LObject - - Flash
Pages Tables Tlustrations Add-ins Media Links Comments Header & Footer Text symbols Flash ~

Want more information? EIT
y 974 8000 ext 6045 @

twist@eit.ac.nz EASTERN INSTITUTE OF TECHNOLOGY

TE AHO A MAUI
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Py o

oo W[4 Q@ (B [ T

Sereenshot & Vy Add-ins - rCZIr.1Iir1E Hyperlink Bookmark Cross- | Cot
z Video reference

Available Windows

¢ é: Screen Qlﬁsy;na = :)

N —-——-—

3. Using the screen clipping option you can drag your cursor over what you want to capture (anything on the
desktop) and it will be put into your document for you

NB: The PrtScn key can be in different places depending on the type of keyboard, usually it is located above the
Insert key

Want more information? EIT
y 974 8000 ext 6045 @

twist@eit.ac.nz EASTERN INSTITUTE OF TECHNOLOGY

TE AHO A MAUI
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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

Layout References Mailings Review View
o

BB Bl e @

Cover Blank Page \T?Elfy Pictures inine Shapes SmartArt Chart Screenshot & Wy Add-ins -
Page~ Page Break = Pictures - =

Pages Insert Table stions Add-ins

L OO0O0O000 DD"E"'l"'z"'J"'

0l

aldd

L]
) L]
- DDDDDDDDD%

I |
. I |

= ] Insert Table..
: ™ Draw Table

E{g Excel Spreadsheet
F  Quick Tables 3

Want more information?
974 8000 ext 6045

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

I |
I |
I |
I |
I |
I
| |
| |

B Insert Table...
T Draw Table

E[';] Excel Spreadsheet
B Quick Tables 3

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.

H -0 = Lorem ipsum dolor sit amet.docx - Word Table Tools

File Home Insert Design Layout References Mailings Review View Developer EndNate X7 ACROBAT Design Layout

+| Header Row |+ First Column

Total Row Last Column || F===2 E====

+| Banded Rows Banded Columns

Table Style Options Table Styles
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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
ltem 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.

Pt . W

Item

Matzrals Cost

‘Weak-ar skrpping

35000

I1igh eticlancy wake - heates

S0,500.00

High efficlency furnaces

=510.005.00

Insulzticn

70,00

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.

2

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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To format the text you can switch to the:

1. Home tab

Larem ipsum dolor sit amet.docx - Word Table Tools

Insert Design Layout References Mailings Review View Developer EndMote X7 ACROBAT Design Layout

= 96 Cut Verdana 11 - A A Aa- P = .i=.%c. e 8 Oq
Ezc SRR e AaBbCeDe| AaBbCede AaBbC AaBbCcl AaBb
3 opy
=iz - E . oay -= === > BE _ . ' '
. = Rarme e B I U ~akx, x* [& A = === | = Oy - TMormal | TMoSpac.. Headingl Heading2 Headin
Clipboard P Font P} Paragraph P

2. Use the Mini toolbar

Larem ipsum dolor sit amet.docx - Word

Layout References Mailings Review =" Developer EndMote X7
= Cut T — a— a— | — —
D I?‘IE) i Verdana 11 <A A Aa- B =-iz-hc. E3= 029 AaBbCcDe AaBbCe
2 Copy
Paste . : i AL === 1=, T e :
- ~ Format Painter R A - L == = = | = ,Q t ’) . TMormal | TMo Sp
Clipboard T Font T Paragraph Bottom Border

Top Border
Left Border
Right Border
Mo Border

All Borders
Cutside Borders
Inzide Borders

3. Oruse keyboard shortcuts. (See Keyboard shortcuts) Inside Horizontal Border

Inzide Vertical Border

Diagonal Down Border

Diagonal Up Border
&= Horizontal Line

™ Draw Table

[ View Gridlines

[ Borders and Shading...



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-stripping 53500 B
High-efficiency-water-heatersa 58,5000 ]
High-efficiencyfurnacesst $10,0000 ]
Insulati 57005 la
. :

H ©- Lorem ipsum dolor sit amet.docx - Word Ta

File Home Insert Design Layout References Mailings Review View Developer EndNaote X7 ACROBAT Design Layout Q Tell mewl ty
~

" [ = . L = = AN
% E D/ D S‘Q m m (EI E’ % % % 5__DHe|ght: 01lem - B Distribute Rows SIS A‘—» @ I %'l'l

—
- i } BHEE —
Select View Properties Draw Eraser Delete Inset Insert Insett Insert Merge Split  Split  AutoFit Text Cell \Sor‘t’
- Gridlines Table < Above Below Left  Right Cells  Cells Table v rection Marging ° e

Table Draw Rows & Columns [F] Merge Cell Size [F] Alignment

oy Width: 921 em % F Distribute Columns SIEIER

1. Layout << Sort

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

[sortby et
=‘ Item '/'. El',";!pe: Text \‘«“ EI @ Ascending
et g “\Usmg Paragraphs ’/" EI et g
Then by e -
E Type: Text EI @ Ascending
Using: |Paragraphs EI D Descending
Then by
Type: Text @) Ascending
I Using: |Paragraphs L
My list has
@ Headerrow () No header row |
| ok | [ cance

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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Example: Sorted Data on ITEM content << Ascending

ltem 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

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

1. Click any cell in the Item column

Iltem 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

H - Lorem ipsum dolor sit amet.docx - Word Table Tools

File Home Insert Design Layout References Mailings Review View Developer EndMNote X7 ACRCIAY Design

:t%\‘l E D/ D S‘q m m a E]) % % % § [ Height: 011cm 2| B Distribute Rows SF

\Selectd View Properties  Draw  Eraser  Delete  Insert Insert Insert Insert  Merge Split  Split  AutoFit ﬁWidth: 92 em ° EEDistributeColumns ok

N = 4 Gridlines Table = Above Below Left Right  Cells  Cells Table =

[ Select Cell Draw Rows & Columns IFl Merge Cell Size [F]

I:kfelzct-(:omm?) o2 e o B L 2 e e 3 d e e 5 e B T B # D
- =

[ Select Row
[ Select Table

3. Rows and Columns Group << Insert Right

H -0 - Lorem ipsum dolor sit amet.docx - Word Tabl. Tools

File Home Insert Design Layout References Mailings Review View Developer EndMote X7 ACROBAT Design

—
* | 34 o - [
b} E 7 * & |1 -)\l % % % Tl Height: 011 cm % BF Distribute Rows Sl
N Bt
Select  View Properties Draw Eraser Delete Insert Insert Insert Insert | Merge Split  Split | AutoFit ﬁWidth: 9.21 cm
~  Gridlines Table = Above Below Left \iightl Cells  Cells Table @
Table Draw Rows & Columns ] Merge Cell Size Ta

EE' Distribute Columns =

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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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.

Itemn Materials-Costn ]
Weather-stripping® 53508 n
High-efficiency-water-heatersu $8,500x 1
High-efficiencyfurnacest $10,000u H
Insulationst 5700

2. Inthe Rows and Columns group << Insert Rows Above

H -0 = Lorem ipsum dolor sit amet.dock - Word Table Tools

EndNote X7 ACROBAT Design

File Insert Design Layout References Mailings Review View Developer

* + % . R ¢
h E ./f E Sl J = 3 % % % & Height: 011 cm -| B Distribute Rowss mm g
Select View Properties Draw Eraser Delete N\Jnsert/ Insert Insert Insert Merge Split Split  AutoFit 3 Width: 921 cm = EE PR Sl s =

- Gridlines Table @ ABSve Below Left Right Cells Cells Table =

Table Draw Rows & Columns P Merge Cell Size

Home

L]

3. Toinsert 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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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.

Itemn Materials-Costl ]
Weather-strippingt $350u I
High-efficiency-water-heaterss 58,500 o
High-efficiencyfurnaces $10,0001 o
Insulations $700x

1. Layout << Delete << Delete Rows

File Home Insert Design Layout References Mailings Review View Developer EndNote X7 ACROEAT Design

% E D/ E‘[ E m m E B % % % Yl Height 011 cm * EIDistributeRows‘::g)

select  View Properties  Draw  Eraser Déiete N Insert Insert Insert Insert Merge Split  Split  AutoFit EWidth: 9.7 cm EEDistributeCqumns

~  Gridlines Table I-  labove Below Left Right = Cells Cells Table ~ - =
Table Draw E}.ﬂgete Cells... § a Merge Cell 5ize I
1 ;LxJ Delete Columns (IS S T T TR ST T ST S S SRR - SR S AT ST SRCT ST SR TN (1]
°¥  Delete Rows
3. Select the column you are going to delete

Itemit H Materials-Costlt I
Weather-strippings! H $350% |
High-efficiency-water-heaterst H 58,5000 |l‘-'
High-efficiencyfurnacess | $10,000x la
Insulationst u $700u |

4. Layout << Delete << Delete Columns

H -0 - Lorem ipsum dolor sit amet.docx - Word
-—
File Home Insert Design Layout References Mailings Review View Developer EndMote X7 ACROBAT Design ‘La}rou?
~
e i 32 o - =
% E ./j E\‘ I{ x\l o & > % % B ElHeight 011cm - H¥ Distribute Rows
- El
Select  View Properties Draw Eraser Qeletel Insert Insert Insert Insert Merge Split  Split  AutoFit ﬁWidth' 921 em - E'EI' Fr=iire Sslimns
o LS -
Gridlines Table - Above Below Left Right Cells  Cells Table = =
Table Draw E}x Delete Cells... H F} Merge Cell Size e
i Ty . . . . . . . . . . . . . . . . . 1 .
L 1 ' 57¢ Delete Columns ) 1 1 1 2 1 3 1 4 1 5 1 [ 1 7 1 ] 1 £ 10
-~ -

L I
% Delete Rows

I-—‘X Delete Table

1. Click in the table you want to format.
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Item Materials Cost
Weather stripping $350.00

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

2. Click Table Tools << Design

H -

File Home  Insert  Design  Llayout  References  Mailings  Review  View  Developer  EndNoteX?  ACROBAT layout @ Signin £ Share

Header Row First Calumn

Total Row Last Column = - pt -

~ Shading  Border Borders Border

/| Banded Rows | Banded Columns T stytes+ iPenColorr [T o iner
Table Style Options Table Styles Borders F) ~

3. Inthe 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.

Total Row LastColumn || [El=i=f=l=]  [==l==i= ===l —---- —---- —---- EEEEE | FEEEE EEEEE EEEEE EEEE EEEEE EEEEE =R R | ot - Bl =
s EEsEe BEEEEE z==z= zz=zz:z =z:=== SRS EEEEE EEEES BEEEY EEEEE E222E [ sheding | Border =k Borders Border
/| Banded Rows (] Banded Columns T Styles- i Pen Color- [
Table Style Options Table Styles - Borders 5 ~

4. Position your mouse over a style to see a live prvIe:A? of the style in your document’

@H J0 : Documant] [Campatibility Mode] - Word TABLE TOOLS T B =8 X
IET rove  neent  DESGN  PAGELAYOUT  REFERENCES  MAINGS  REVEW  VIEW  OEVELOPER  EndioteX?  ACROBAT | DESGN | LavouT Tori wetster - [}
| Header Row |+ First Colummn o= . y
Total Row Last Column = Yt —— = e
Shading = Barder [ Borders Border
+/ Banded Flows || Banded Columes - | styles~ BaPenCalors L pintey
Table Style Ouptions Borders [ ~
R T

% b BCRE RRU SR Rt R

"

Aodify Table Style.

F Clear

] ew Table Style...
Formatting-your-table-with-Styles?
Lil
Lil

Itemo Materials-Costa
Weather-strippingo $350.002
igh-efficiency-water-heatero $8,500.002
i $10.,000.00a

Want more information?

tWiSt@E|t.aC.nZ EASTERN INSTITUTE OF TECHIEI_‘OLOGV
TE AHO A MAUI

y 974 8000 ext 6045
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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 headings throughout your

document.

References tab << Table of Contents

H v Documentl - Word

| fmence Q Tell me what vou want fo do
File Home  Insert  Design  Layout LT Mailings  Review  View  Developer  EndNoteX7  ACROBAT W Tell mewhat you want to do...

- -
Vi ij Add Text ~ ABl ’Tmlnsert Endnote S E"—,!ManageSour(as @ [F) Insert Table of Figures D [F) Insert Index Er [Ef Insert Table of Autharities
1 V Update Table "E‘ Next Footnote = [ﬂ Style APA - Update Table Update Index . Update Table
\ Table of ’ Inse . nsert - Cite While  Insert q Mark Mark
Contents Footnote =l Show Notes Citation * £y Bibliography - You'Write  Caption oo Cross-reference Entry Citation
Fitatiane & Riklinaranhe Frdhinta Fantinne Tndav Tahla af Autharitiar

MaRlo Af Contantc Ennbnntac =

Click the arrow in the right hand bottom corner of Table of Contents, as shown below. This will give you a list of Built-
in Automatic Tables.

-—

I'\‘ Tﬂ Add Text ~ ABl ﬁ'} Insert Endnote @

1 1! Update Table AB Next Footnote ~

Table of Insert - Insert
nten ! Footnote Show Notes Citation -

uﬂ-ln
‘2 o n
Automatic Table 1

Contents
Heading 1
Heading 2.
Heading 3

Automatic Table 2

Table of Contents
Heading 1
Heading 2.
Heading 3

Manual Table

Table of Contents
Type chapter title {level 1),
Type chapter e (level 2).
ype chapter tite Jevel 3).

Type chapter title flavel 1).......

@ More Tables of Contents from Office.com 3
LCustom Table of Contents...
E;.; Remove 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.

Want more information? EIT
974 8000 ext 6045 @

y twist@eit.ac.nz EASTERN INSTITUTE OF TECHNOLOGY
TE AHO A MAUI
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Fontentsy . o
bt Fa Sk B - L L. S a .
- - - - o " -
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To make formatting changes to your Table of Contents << Select Custom Table of Contents

I'\‘Tﬂ Add Text ~ ABl ﬁ'}lnser‘t Endnote @

! Update Table AE} Next Footnote ~

i Table of 1 s Insert 5 Insert
ntents Footnote Show Notes Citation
uft-In

Automatic Table 1

Contents
Heading 1 1
Heading 1
Heading 3 1

Automatic Table 2

Table of Contents

Heading 1 1

Heading 2. 1

Heading 3 1
Manual Table

Table of Contents

Type chapter title {level 1), 1
Type chapter tithe (level Z). 2
Type chapter tite (level 3). 3

Type chapter title {lewel 1), a
,@ More Tables of Contents from Office.com 3

-——— gy, N
€L Qusigm Table of Coreggrs
E;( Remove Table of Contents
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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 =)
Index | { Tabie of Contents | | Table of Figures | Table of Authorit
Print Preview Web Preview
Heading 1 1|~ Heading 1 -
) (3 ‘ E
Heading 2 ..cooeeeeeesseemseseeessns -3 Heading 2
Heading 3 5 Heading 3
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: | ....... E]

General
Formats: From template :
Show levels: 3 :3_-

[ oetions... | | Modity.. |

[ ox || canea |

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

Table of Contents L0t
Table of Contents | Table of Figures | Table of Authorities
Print Preyiew Web Preview
HeadINg 1.uicisemsmsssmsassesnineass 1 |2 | [Heading 1 -
¥ K|
Title 1 Title
Heading 2 3 Heading 2
Headine 3. 5|~ Heading 3 -
[¥ show page numbers ] Use hyperlinks instead of page numbers
j Right align page numbers
Tab leader: ¥ .......
-~ -
|
General s
Formats: |~
Show levels: 3 -
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You can also increase or decrease the levels of the headings, as shown below;

Table of Contents o | 9 ]
| Index Table of Contents | Table of Figures I Table of Authorities |
Print Preview Web Preview
Heading 1 1|~ | |Headingl a
1 CET 11T — 3 |Heading 2
¥ | Show page numbers +| Use hyperlinks instead of page numbers
| Right align page numbers
)| | Tapleader ... 3
General
Fn-r_lln_a!s_" From template E]
(Show levels', 2
— -
Options... Modify...

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 B ~ [ Update Table...
[j_paeaeI

Update Table of Contents m

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

Update page numbers only
@ iUpdate entire table

1 ok || cance

B —

twist@eit.ac.nz

EASTERN INSTITUTE OF TECHNOLOGY

TE AHO A MAUI

Want more information? EIT
y 974 8000 ext 6045 @
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Microsoft Word 2016
Saving @ EIT

Saving your Document

It is good practice to save your document before you start working on it, and to save periodically as you continue to
add to it, to 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
everytime the computer is restarted)
Home & EIT: USB Memory Stick

NB. As a precautionary measure it is also good practice to 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 to save it. This will always happen when you
are working on new documents.

Click on Save >> the following screen will appear

&, OneDrive Today
~ Rory
(5 Other Web Locations He = Rory
= Desktop
T Thiskc
Signatures
C: » Users » rlee » AppData = Roaming » Microsoft » Signatures.
o= AddaPlace & 9 5
- -y This Week
¢ Browse § HelpDesk Students Timetable
[ Spr—_— G: » Library » Helpdesk Students 2017 » Helpdesk Students 2017 » Helpdesk Students Place..
Last Week
Rosters
\\tarfs01 » data » Users » Groups » Library » Rosters.
Older

Rory
G:» Library = Rory

E
Downloads
C:» Users » rlee » Downloads

Placement Feedback
G: » Library » Helpdesk Students 2017 » Helpdesk Students 2017 » Helpdesk Students Place.

Helpdesk Students Placement Feedback
G: » Library » Helpdesk Students 2017 » Helpdesk Students 2017 » Helpdesk Students Place.

My Documents

Want more information? EIT
y 974 8000 ext 6045 @

twist@eit.ac.nz EASTERN INSTITUTE OF TECHNOLOGY

TE AHO A MAUI
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Click on the Browse button Browse ing screen will appear;
’Empm b twebster {\vtarfall\ DatalUsers, Hemedirs) (H) + « [ 42 || Search twebster firarfzat\Da. P |
Drganize = Mew folder = 1]
= W] Micresoft Werd Z Marne Date mudil ied ype Size
b 2e G216 428 . File folder
40 Faverites L Docusnent Themes 2 02810 pen. File folder
M Deskicp L TG 240 64:% pom.  File folder
& Downloads J. LiveContert 151345 a.m.  File folder
“EL Recent Places I My Dacumenzs. 15 144 pm. File folder
K My Music /772014 1147 sm.  Filefolder
4 .y Libraries & My Pictures 1 & File folder
© @ Decuments % i My Videos . File folder
b gt Music 1 MYEACKLUR File falder
I+ Ji=| Pictures. 4. Mew falder 1 File folder
o B videos Il Sartht Graphics 24,0 File folder
b WINDOWS 16032013 1118 sm.  File folder
#8 Computer
b il 05Dk (T
I S GROUPS (O TARFSOLEIT.CAMPUSIDA T ALUSERS) (G:)
1 twebster (a0l \Data\Userss Homedits) (H)
G COMMON (8 TARFS ET.CAMPUSDATA) ()
e name: Seving decs -
Save 25 type: | Word Document (*.60cx) -
Authors: Tania Webster Tags: Add atag Title: Add atitke
| Maintsin [ 5ave Thumbnail
compatibity with
previous verars of
Ward
= Hide Falders Toals v Cancel

You need to select your H: Drive

48 Computer
> & 0SDisk (C:)
L;" GRQUP&NIABFSQLMMEUS}DAI&USERS} (G)
Ll

> L" twebster (\\tarfs01\Data\Users\Homedirs) (H.) b -
o COMRDRT (T THRFSOT ETCRMPUSDATA) ()

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

¥ » Computer » twebster (\\tarfsO1\Data\Users\

New folder :?-

Create a new, emptyfolder ] =

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

iy DDV [

g GRS O ARSI, [T CAMPUSADA T BEC RS 1)
¥ belisten Qtant s Dt s e Hosvradhrs) [He)

8 CORRCN [ TARFES FIT.CARELIR TATA) (5]

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

B Computer Q= | Blank.pakx
&, osDisk () B LineSpacingl PHG
L# GROUPS DATARFSOLEIT.CAMPUS\DATAVUSEL () | Mormal.dot

¥ twebster [\Vitarfs01\Data\Users\Homedirs) (H:,
O COMMON DN\TARFSILLEIT.CAMPUR\DATA)

Eir Mormal.datm
E;r MormalEmail.dotm

k- MIE ERLTE LT Y Bile fokar

11/0272016 2:00 p...
2710/2015 12:35 p...

19/09/2012 10404 a...

J6/M370138:44 a....
224016 1242 ..

Micrazaft PowerP...

Adobe Fireworiks ...

Microsoft Word 9.

Microsoft Word M...

Microsoft Word M...

Eu_-r MermalEmaill 5SPre.dotm 1106 2014 £:00 p... Microsoft Word M.,
i Metwork B MormalObd. dotm 4032013 1:26 p.m,  Microsoft Word M.,
H['-G...-‘CI 503/2016 4:44 p.m,  File folder
Press Enter >> Click to Open
= Hide Folders Tonls = Open Cancel
Create a name for your file
File name: HELP_FILES_FOR_SAVING_DOCU MENTSl -
Save as type: | Word Document (".decx) -
Authors: Tana Webster lTags: Add atag Title: Add a tatle
[¥] Maintain
compatibility with
previgus versions of
Woard
Click Save.
. 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.



Opening and saving an edited document

LIBRARY AND LEARNING SERVICES | SAVING @ EIT

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.

Insert Design Layout References EndNote X7 ACROBAT Q Tell me Signin £ Share
S X, Cut o @ == O Find
O e e Calibri T A A Al =iz asBbceDe. AaBbcede AaBbC AaBbcel AaBbeel AAD assbeer acsbecoe acsbeene acsbceoe masbeede aasbcen: o pe
Cop -| B Replace
Paste . N Lay = e o = —
5 romatpainer B U X X A- ¥ A = TNormal | TNoSpac.. Headingl Heading2 Heading3  Title Subtitle  Subtle Em.. Emphasis IntenseE.  Strong Quote 3|y st
Clipboard 5 Font & Paragraph & Styles 5 Ediing ~
Home ;
ot
lLop
Paste

To add a button to the Quick Access Toolbar ~
arrow, shown below.

' Format Painter

1e Quick Access Toolbar by clicking on the down

Clipboard P

E Home Customize Quick Access Toolbar |

Do

opy
Paste

Clipboard

o

Select Save and the Save icon
you opened your document from.

Want more information?

974 8000 ext 6045

twist@eit.ac.nz

-
- ¥ Format ¢
~

MNew
Open
-y
Save )
-
Email

Quick Print

Print Preview and Print
Spelling & Grammar
Undo

Rede

Draw Table
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

will be added to your Toolbar. This will update your documents and save where

Gy E1T

EASTERN INSTITUTE OF TECHNOLOGY

TE AHO A MAUI
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Microsoft Word 2016
Saving to a USB Memory Stick

Saving to a USB Memory Stick

Plug you USB device 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;

[m Save s . i
m [} # Infarmation 2nd Lesming Serdices » Online Guides » 2013 Word files = |42 W Search 2013 Ward Fites =)
Diganze = Mew folder = o £7]
“ Hame Date modilied Type
¢ Faverites . . R
— B3] Word 2015 Ssving st EIT doc 052015 520 pon. Microsoft
esktop
& Downlosds
EL Recent Places

B videos f
M Camputer

& osDisk ()

- LB 6 (D) W

2 GHOUPS (A TARFSIL EILCAMPUSIDAT A USERS) (61
€ S twvebster ((@arfaillDatst UsersyHomedins) (Hi)
B AT . TARFSI FIT.CAMPUS\DATA) ()

(Y EL T iord 2013 Saving at EIT.docx -
Sove 2 tyme: | Word Dacument [ doex) -
Aukhars: Tania Webster ags: Add a tag ithe: Adkd a title
[ Save Thumbnail
Wo
= Hide Folders Tools = Save I Cancel
|
¢ - - ’

This time we need to select the USB (D: Drive), as shown below;

418 Computer
> &, 0SDisk (C)
| [ o LIB6 (D) |
> 5 GROUPS (\WTARFSOLEIT.CAMPUS\DATANUSERS) (G:)
» 58 twebster (\Wtarfs01\Datat Users\Homedirs) (H:)
> COMMON (N\TARFSDLLEIT.CAMPUS\DATA) (L)

m

Want more information? EIT
y 974 8000 ext 6045 @

twist@eit.ac.nz EASTERN INSTITUTE OF TECHNOLOGY
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It should be empty the first time you use it.

SaveAs
r.- ¢+ Computer » LIBG (Dx)

Search LIB & (D)

————

Organize »  New folder = @

B Desktop *  Mame ) Date madified Type i
& Downloads

| L. Recent Places Mo iterns match your search,

4 Libraries
b E Documents
o Music
bl Pictures
- B Videos

# B Computer
> a 03Disk (C:)
b b LIBE E:? |
» g GROUPS (A TARFSOLEIT.CAMPUS\DATA\USERS) (G:)
b igh twebster (\V\tarfedl\Data',Users\Homedirs) [H:)
v s COMMORN [\ TARFSOLEIT.CAMPUSNDATA) (1)

Click on Save;

' Hide Folders Toals = ‘_EH-E~ i Cancel

Your document should be saved to your USB.
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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

— g,

E: Lj: Eject USB Mass Storage Dev_icE ? )

- LB#6 (D)

=g
=

—l =

(I L

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 XX

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

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

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

Documentl - Word

EndNoteX7 ~ ACROBAT @ Tellmew
PFind ~
~| | 3 Replace

71|13 Select~

A
ELT | pspbone| Asgbeex AaBbC aaBbcel asbeel AAB assvcce acabcen: assbocdn acancco. mspbeede aosbeco:
TNormal | TNoSpac.. Headingl Heading2 Heading3 Title Subtitle  Subtle Em.. Emphasis Intense E. Strong Quote

Styles n Editing ~
4. There are four different types of alighnment;

Left

Insert Design Layout References Mailings Review

0 Calibri 11 - A A Aa- P iT-i=Lho. EE 9
Cop -
Paste ' O 7 M oty oF LA ENeE== 12 B,
. ¥ Farmat Painter = : A s |\_ IE i

Clipboard Ia Font Ia Paragraph Ia
Left aligned text
Left aligned text
Left aligned text
Left aligned text
Left aligned text
Left aligned text
Left aligned text

: ‘9
Want more information? @ E l T

974 8000 ext 6045

twist@eit.ac.nz EASTERN INSTITUTE OF TECHNOLOGY
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Center

Layout References Mailings

Copy
Paste B I U-~ak X, X° LWL A. == = - -
> ¥ Format Painter = : A A SER== = Q i
Clipboard P} Font [P Paragraph [P

Center aligned text
Center aligned text
Center aligned text
Center aligned text
Center aligned text
Center aligned text
Center aligned text

Right

Insert  Design Layout  References  Mailings  Review  View

C t - . £y b4 W — — — e
. Colibi -1l v K A |Aav B SLEE EEY G
Copy
e ' BIU-abex, A-¥-A. =5==12. &
. ¥ Format Painter = : A A = =|~:'l= 4= .Q i
Clipboard P Font P Paragraph M

Right aligned text
Right aligned text
Right aligned text
Right aligned text
Right aligned text
Right aligned text
Right aligned text
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Insert  Design Layout ~ References  Mailings

(s i o <K K Aae B EeEeE EE A
Copy

Paste . 2 L aky .| == == t= ,

. ¥ Format Painter BIU-aex.x Q¥ -A- === SIS O-&
Clipboard P Font Ta Paragraph Ta
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, Justify aligned text,

Want more information? EIT
974 8000 ext 6045 @

y twist@eit.ac.nz EASTERN INSTITUTE OF TECHNOLOGY
TE AHO A MAUI
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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 Bullets icon << Type your text << Enter

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

Example: Bullet List
Agenda
Insert Design Layout References * Ka.ra.kla
: e Mihi
B 't Galibi  ~[11 /A A Aav A (E) =R | * Review Policies
- ‘.:L_ | T b S e O * Chairperson Report
o ormat Painter e Treasurer Report
Clipboard fa Font fa Paragraph fa e (Other Business

Bullets: Change Formatting

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

Example: Bullet List
Agenda
¢ Karakia
Insert Design Layout References Mailings Review View Developer EndMat o M | h |
o X Cut : . — . ¢ Review Policies
Calibri S <A A Al M gmgis- EE T .
D & o - o heBb ¢ Chairperson Report
Paste ¥ ) BT U-aex, ¥ [A-W- A- Recently Used Bullets
- Format Painter ¢ Treasurer Report
dpeosd et e ¢ Other Business
- Bullet Library
- \/
tone | ¢ @) QO | + 0‘0
: Document Bullets
i L]
3 & (hange List Level 3

- Define New Bullet...

Want more information? EIT
974 8000 ext 6045 @

twist@eit.ac.nz EASTERN INSTITUTE OF TECHNOLOGY
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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

Example: Numbered List
Agenda
H - = .
1. Karakia
File GCLUSM Inset  Design  Layout  References  Mailings  Review  View  Developer  EndNote) .
‘-D " Callbr MENR AR = (E-',‘_" £33 8 | assbcene n 2. Mlh.l ..
pase ‘r;:r‘;natPamter BT U-mexx QW p- =[5 Teconty Used Number Formats L 3. Review Policies
Cpnowa rort = ! 4. Chairperson Report
: 5. Treasurer Report
e 6. Other Business
1 1)

Mone 2 2y
u 3 3
] I A a)
- I B b)
o 1. c )
- b ii
% Document Number Formats
i 1
% 2
| 3

& Change List Level
3| Define New Number Format..

i# Set Numbering Yalue...

Numbering: Change Formatting

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

Number Format

H 50 - Example: Numbered List
File Home Insert Design Layout References Mailings Review View Developer EndMNc¢ Agenda
= Xc e S _
DE@cz;y Vedana -1 [ A A" [Aa- [ |i= - fERRE- (S22 AT | aappcen I.  Karakia
Pavsta e B I U -abex, x° f-3%- A- B3 Recently Used Number Formats “. M]hi
. ™ . ..
Clukoaud € ket R L Ill. Review Policies
L IV. Chairperson Report
| Numbering Library V. Treasurer Report
| 1 7 VI. Other Business
1 None 2 2)
3 3)
I A a)
. B. b)
N i c. o)
] 7—N
N [ 3 )i
N N
] c il
Define Mew Number Format...




Outline Numbering:
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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.

Insert Design Layout

Mailings Review  View

=3=| A

E=3= T | aasbcene Aasbe
Al v

Current List

1

a.
i

= Cut . PR ha | 1= 1= .. — | List Library
D Calibri 11 -|A A Aa- st )EE 2T
::‘:P —-— 1) 1
Paste ' BIU-axx.x A-%-A. === 1=.5. Nona || ® "
. ¥ Format Painter = : A A - ER==|E » 141
Clipboard Il Font It Paraaraph It L Article | Heas
> Section 1.011

Chapter 1 e

Define New Multilevel List...

Define New List Style...

Examiphe Oulline Mumbering: Examiple Dwtline Numbering: T (AT O eTing:

Mo Indent Ingrease Indent Dnce Increase Indent Twice

1. Executive Summary 1. Executive Summary L Executive Summany

2. Method of Investigation L1, Method of |I"|'\|"E5t|gﬂ't|l:ll'|- 1.1. Mathod :-flr'w'wrlﬁa'n:-n

2 Evidence 1.2, Evidence L. Evidencs

4, Conclusions 1.3, Conclusions L.3. Conclusions

5 Introduction . Introduction L Introduction

6. The rmajor issues to be 2.1 The mapor issues to be 2.1. The major sswes to be
addressed gddressed addressed

7. The intended readers 1.2, The intended readers 2.2, Theintended readers

8, The name of the person who 1.3, The name of the person who 1.3, The name of the person who
commitssioned It commissianed it cormmissioned it

9, The boundaries of the 2.4, The boundarias of the 231 The baundaries of the
Invastigation Investigation Investigation

10, an indication of how widely the L5 Anindication of how widely the 2.3.2.An indication of how widely the
research was conducted |Soope] research was conducted [Scope) research was conducted [Scope)

11. &n acknowledgement of 1.6, An acknowledgement of 2.33.An acknowladpement of
peopls whao provided specific peaple who provided specific people who provided specific
assistance ausalance assistance

12, Terms of Refarence i, Terms of Reference 1. Terms of Reference

13, Bady 4, Body 4. Body

14, Conclusion 5 Conclusion % Conclusion

15, Recommendations 6. Recommendations 6. Recommendations

Want more information?

974 8000 ext 6045

Gy E1T
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Microsoft Word 2016

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.

Documentl - Word

le EndNoteX7  ACROBAT  Q Tell mewhat you wantto do..
o t - P e AP Find -
- - - . = A
) Calibri RN E = 2l 9| naocend] AaBocede AaBbC AaBbCel AaBbcal AN aseocer acBbcen aaBbocde Acgbccd: AaBbCeDC AaBbCD: | oot
o ~| 2B Replace
Paste, W -~ - o LA B < - . sis s -
- % * Format Pamte’ B I U abe X, X A .4 A o) HiE] TMNormal | TNo Spac.. Headingl Heading2 Heading3 Title Subtitle Subtle Em... Emphasis  Intense E. Strong Quote - [} Select -
Ciimmodm™ 5 Font = aragra = Styles 5 Editing -~

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.

Layout References Mailings

Com

Paste -y, B T U ~ ak X xz va}?v . B — — — =
(?— rmatP'ainter:) = 5 A -& B — — = =

Fo

- o owm

Clipboard P Font P Paragraph T

Want more information?
974 8000 ext 6045 @ EIT

' twist@eit.ac.nz EASTERN INSTITUTE OF TECHNOLC
Tr AIIAN A RARI
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Microsoft Word 2016

Han Indent

Hanging Indent:

1. Select the text
2. Home << Paragraph

Dot ord

Insert  Design  Layout  References Developer  EndNoteX7  ACROBAT Q@ Tellmew 1t to do... Signin £ Share
o ¥ Cut s e PFind -
| - Calibri M S z aaBbceDe. AsBbcede AaBbC AaBbcel AaBbcel A assbeer acsbecoe acsbeene assbcco: masbeede assbeeo: % Replace
Cony o] %
Pﬂffa < rormatpainer | B 1 U 7ok X, X TNormal | TNoSpac.. Headingl Heading2 Hesding3  Title Subtitle  Subtle Em.. Emphasis Intense E Strong Qote 5| goiet
Clipboard [F] Font. 1 Paragraph (’.' Styles m  Editing ~
-
Paragraph Exr~)
€ indents and spacing Sng and Page Breaks

-_— e =

Genersl

Alignment: | Left [+]

Quttine levet: [BadyText || [ Collapsed by default

Indentation

Let: o |2 Spedal By

Right: om 5 Hanging 1.27 em=

[] Mirrar indents ["U?E]E

H
¢ -

Spacing

Betore: opt |- Line spacing: at

Adter: 0pt = Muttiple [+] [11s

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

Preview

rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr o

Tabs.. | [ set s petaunt | ‘
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)

: ‘9
Want more information? @ E l T
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Microsoft Word 2016

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.

Home << Superscript.

4

Subscript

Insert Design Layout References

Calibri
B I U -m@x‘ A -~

Clipboard [P Font

-1

Copy
Paste
- ' Format Painter

Superscript

Paste ' B I(uf-lac %, A-¥-A-E===1=- b

- ~ Format Painter

Clipboard P Font [F} Paragraph P

Want more information?

974 8000 ext 6045
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Microsoft Word 2016
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;

° Pages

. Paragraphs

o Lines

o 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 your Word document.

Pagelofl 471words [[® English

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

Customize Status Bar

Formatted Page Mumber 1
Section 1
+ Page Number Pagel ofl
Vertical Page Position 2.5cm
Line Mumber 1
Column 1

0 words

: ‘9
Want more information? @ E l T
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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.

Simply select the text with your mouse that you want to count.

Abowes Vad  lrmn |Tecmlegex wn fom mebu Ho RSN Test acza Kem
B Zaw leag| - - Cormary Twige- Frmuwaur - L L

rzaa s weam Lz naars A wmEn
oo [ T TR S A

DEETAR AL

o ez felis

FhEREIEAL SO N laznia Pelz coal s nd Ge.

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

Pagel of1 108 of 471 words [[# English

108 of 471 words means that the selected text accounts for 108 words out of a total number of words in your
document, 471.

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.

lokartis orci dictum orci consectetur, sed scelerisgue orci porta. Aliquam guis risus sed nibh
semper yenenatis. Mascenas volutpat magna a eleifend sollictudin. Maecenas 3 accumsan lacus,

elui. Marti varius a sem eu suscipit. Curabitur #mpus porta imperdiet. Donec malesuada lectus
orel, vitae tincidunt tellus pellentesgue eu. Cras a ante finibus, ultrices tortor vel, porttitor nulla.

sagittis facilisis elit.

Want more information? EIT
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Microsoft Word 2016
Spell Check

Spell Checking your document

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

B o

File Home Insert Design Layout References Mailings + Review

4 ABC® ABC /@ N G F
P EEEEE S E
1 \
A » A
\ Spelling & Thesaurus Word ~ Smart  Translate Language New Delete Previous Next |- Show
{iramma{ Count Lookup = = Comment Comments
~ -

Ij}

Proofing Insights Language Comments

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

B -0 - oc tl - Word

File Home Insert Design Layout References Mailings View Developer EndNote X7 ACROBAT Q Tell me what you want to do...

ABC E] ﬂ) é'\) €9$ E‘Vj E E‘}“ B simple Markup - ] Previous D

« 123 E’ A . ,Z 21 show Markup ~ -:)j Mext .
Spelling & Thesaurus Word ~ Smart  Translate Language New  Delete Previous Next Show Track . Accept Reject Compare Elock Restrict
Grammar Count | Lookup < = Comment Comments Changes~ [ElReviewing Pane - - - < Authors - Editing

Proofing Insights Language Comments Tracking ] Changes Compare Protect

L .-2‘.-1.-\-E-.‘l‘.‘l‘.‘J-\-4-\-5‘.-5‘.-7-.‘s-.‘9-\-10-\-11-.‘12‘.‘13‘.

Helo my name is humin

Want more information? EIT
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If a spelling mistake is found, the following panel will appear to the right of your document;

Spelling el
Helo
Ignore Ignore All Add

Hello
Halo
Hilo
Helot
Hela

Change Change All

Hello

To see definitions:

Sign in Using Your Microsoft Account

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.

©

New

H ©-06 -

Open

Save

File Home Insert

ABC ABC Save as Adabe

v B K

Print

Save As

Spelling & Thesaurus Word
Grammar Count

Share
Export

Froofing Close

Account

Options

Select Proofing << tick Check spelling as you type.
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Word Options =
—

e 1BE" hange how Wiord cormects and formats your tex.

Display e

Procfing AutoCorrect optiors.

i Change how Word comects snd formats tet a3 you type: | AutoCormest Options— |

When 3 spelling in Microsoft Office prog
Advanced

] Ignoare words in UPPERCASE

[¥] Ignore words that contsin numgers

# Ignore Internet and file addresses
Add-Ins 4] Flag repeated words

Enforce secented uppercase in French

ze Ribbon

cess Toalbar

Trust Center
1] Suggest from main dictionary only
[ Sosom Dictionuis-.
French modes:  Traditional and new spellings[ = |
Spanish modes: | Tuteo verb forms only 3

When correcting spelling and grammar in Word

h«k spelling as you type

7 Mark gragmar emmors a5 you type

] Feequeptly confused words
7] Check grammar with spelling
I Show readsbility statistics

[ Recheck Document |

"

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

To correct the mistake:

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

Helo my name is humin
-
¢ Hello )

S
Halo
Hilo
Helot
Hela
Ignore All

Add to Dictionary

Hyperlink...

ihy

Mew Comment
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Microsoft Word 2016

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

Document] - Word

Home Insert Design Layout References Mailings i i Developer EndMote X7 ACROBAT Q Tell me what you want to do...

3{(¢E]s % ﬁ$ D EI B} 5 Simple Markup ~ €] Previous D

d . Bl Show Markup ~ § ':)j Mext =
Spelling B\Thﬁaurus Word Smart  Translate Language New  Delete Previous MNext Show Track ) Accept Reject Compare Block Restrict
Grammar [ay @ Count  Lookup @ = Comment Comments Changes - [B]Reviewing Pane - - - = Authaors - Editing

Proofing Insights Language Comments Tracking ] Changes Compare Protect

Example using the Thesaurus:

To change the sentence below, | 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-:=

v i= v Styles

Today a |"; "[1’""‘ +ki~gs happened, on this day in 1845 — German composer Felix
Mendels: i copy »ncerto, one of the most popular and most frequently
performe © festeOpions tos of all time, and was first played in Leipzig.

=

>

Font

Ell

Paragraph.

a great deal

lots (Dictionary Form)

awhole heap (Dictionary Form)

Search with Bing very much (Dictionary Form)

Hyperlnk masses (Dictionary Form)

SX-X7;

New Comment a good deal (Dictionary Form)
enormously (Dictionary Form
greatly (Dictionary Form)

aracters (an approximate value) B Thesaurus ——
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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.
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Calibri Body) ~[12 - A" A" & A

B I U3~ A ~:= iz~ Styles

Todaya" ’C . RRRRAS ' pened, on this day in 1845 — German composer Felix
Mendels R - », one of the most popular and most frequently
R Copy
perform Ej i all time, and was first played in Leipzig.
»y Paste Options:
3
A Font..

=q Paragraph...

lg Define

Synonyms 4 a great deal
By Translate lots (Dictionary Form)
fa Search with Bing a whole heap (Dictionary Form)
@’.9 Hyperlink... very much (Dictionary Form)
Ly New Comment masses (Dictionary Form)

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

greatly (Dictionary Form)

Thesaurus v X
“ :alot yeo)
4 a great deal (adv.) ;‘
a great deal
lots (Dictionary Form)

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

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.
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Thesaurus X
alot Jeoi

4 a great deal (adv.)
a great deal
lots (Dictionary Form)
a whole heap (Dictionary
very much (Dictionary Fo
masses (Dictionary Form)
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enormously (Dictionary F
greatly (Dictionary Form)
a large amount (Dictio ¥
ahugea #7 Insert
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