WORD ADVANCED CLASS- MAC HANDOUT

GETTING STARTED:

1. Click Word—Preferences--Ribbon
2. Check the box next to Developer on the right. This will display the Developer tab
3. Click OK
A Home Format Picture Layout Document Elements Tables Charts SmartArt Developer Revie\
Font Paragraph Styles
Ab-.
</
AUTO TEXT

CREATING A QuUICK PART
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Type the text that you wish to store for frequent use
Highlight the text (and images)

Click the Insert menu and select Auto Text

Select New

Type a name for the autotext

Click OK

TO INSERT A QUICK PART Create New AutoText

1.
2.

To DELETE QUICK PART ENTRIES

Click Insert—AutoText Word will create an AutaText entry from the current selection.

Select the appropriate Text from the listing Name: | address|

| Cancel | | oK J

1. Word—Preference—AutoText
2. Locate the entry and click delete
STYLES

MODIFYING AN EXISTING STYLE
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Control click on the Style type in the Styles group
Select Modify
Make the desired changes

style, Style: Quick Style, Priority: 35, Based on: Normal

To apply the changes for the style 0n|y in the current sl Add to template v Add to Quick Style list Automatically update
document, select Add to quick style list and Select ' |‘rormar | = l Canc CIK
Automatically update.

To apply the changes for the style for new documents, select Add to Template

Click OK



CREATING A NEW STYLE

1. Click Format—Style--- New
2. Configure the various formatting and font options
3. Click OK

HEADERS AND FOOTERS

CREATING

1. Click on the Document Elements tab
2. Select Header
3. Make the desired changes
a. Click the Header icon to insert prebuilt headers
b. Use Auto Text to insert auto text or fields such as document name, author, created date
c. To enter the file name and location path, select Insert--Field
i. Inthe first column select Document Information
ii. Select File Name
d. Omit the header on the first page by selecting Different First Page
e. Click Close

FORM CONTROLS

Type: Default text:
Regular text
INSERT'NG Maximum length Text format:
Unlimited Title case
1. Click the Developer Tab
2. Click the desired type of control fon e on T
3. Position the element and size it as needed — —
4. Double click the element to adjust properties etz
5. Enter a title for the control . R
6. Click OK | Fill-in enabled
GRAPHIC TOOLS

e  SMART ART: a variety of graphic templates to illustrate processes, lists, etc

e PICTURE TOOLS: Apply quick formatting to pictures, remove backgrounds, add texture, change color and apply other
stylistic effects

TEMPLATES

PREBUILT TEMPLATES

1. Click File-New from Template
2. Browse for the desired template
3. Click Choose



CREATE YOUR OWN

Create the document that you wish to use as a template.

Click File—Save As

Give the document a name and select Word Template as the file type
Save the template in the following location:
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Users/username/Library/Application Support/Microsoft/Office/User Templates/My Templates

5. To use the template, click file-New from template- My Templates and select it from the list

REFERENCE ITEMS

TABLE OF CONTENTS

Use styles throughout your document to designate Headings

Position the cursor in the location that you wish to insert the TOC

Click Document Elements—Table of Contents--- and select the desired format

As subsequent changes are made in the document, you’ll need to update the TOC. Select the Document Elements tab and
click Update
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INSERT CAPTIONS

1. Click on the Image

2. Select Insert

3. Select Caption ption when inserting

4. Enter the desired text Microsathbrcl 37 - 2004 Shee
5. ClICk OK Microsoft Excel Binary Worksheet

Microsoft Excel Chart
Microsoft Excel Macro-Enabled Worksheet
Microsoft Excel Sheet

AUTOMATICALLY INSERT CAPTIONS FOR ALL IMAGES

Click Insert— Captions Use label: | Figure
Click the AutoCaption button Position: | Below item

Select the format types that should be included
Click the Label and Position
Click OK
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PROTECTING YOUR DOCUMENT

Protect document for
RESTRICT EDITING Facked changes
1. Click the Review Tab *) Comments
2. Select Document under the Protection group Forms
3. Select the editing options fend onle
4. Select Password for minimal security. '
5. Click OK.

Password (optional)



TRACK CHANGES AND DOCUMENT COLLABORATION

ENABLE TRACK CHANGES

1. Click the Review tab

Mt Elements lables Lharts SMArtArt Deve
2. Set Track Changes to ON
Trackimg
REVIEWING CHANGES DN | |Original Showing Ma... & Q—Lﬁ B,
1. Each change will be highlighted and marked. Track Changes @mnw Markup o Accept  Reject P

Simply click Accept — Accept and move to next

2. To accept or reject all changes at once, Click Accept—Accept all changes in document
Use the drop down menu to show different version of the document (original with and without markup, and final with and
without markup)

COMMENTS

1. Click the Review tab—New under the comment group
2. Type your comment in the comment box. It will automatically use the Initials configured in Word to mark your comments.
3. To Reply to an existing comment, click in the existing comment and then click New Comment

CoMBINE AND COMPARE

1. Click Tools
2. Click Merge Document to combine document
3. Click Track Changes--- Compare Documents

MAIL MERGE
THE BASICS
1. Prepare your data source (ensure that Excel columns all have headings)
2. Draft your document
3. Click Tools—Mail Merge Manager
4. Select your document type
5. Under Select Recipients List—Select Get List
6. Select Open Data Source
7. Select your data source ffalliblergeianaces
. . L A § w 1. Select Document Type
8. Click Edit Recipient List to filter, exclude records, etc Create New ~ Main document: Word Advanced Class Mac handout{1].docx
9. Insert merge fields into the document Merge type: Form Letters
w 2. Select Recipients List
10. Click Finish and Merge Get List
¥ 3. Insert Placeholders
Drag placeholders into document:
RULES EContacts K%More
Ask
. . . %, Ask...
1. Click More under Insert Placeholders in the Mail Merge Manager o Merge Record #
2. Enter a name for the bookmark ¢ Next Record If...
3. Enter the prompt e Fill-in...
ok Merge Sequence #
4. Enter the default text
5. Click OK w 4. Filter Recipients
6. In your document, place the cursor where the text should be options...
inserted ¥ 5. Preview Results
7. Click Insert—Field-Links and References @

¥ 6. Complete Merge
All

From

To:



8. Select Ref from the Field Names list

9. Click Options--- Bookmarks

10. Click Add to Field and select your bookmark

11. Click OK twice

12. When you merge the document, it will prompt you to enter the correct value. It will then insert that into all locations in the

document

IF THEN ELSE
1. Click More under Insert Placeholders
Select the Field Name that you wish to evaluate
Select the comparison formula and criteria
Configure the appropriate text for the different outcomes
Click OK
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SKIP RECORD IF
Instead of unchecking various records to exclude, you can use the skip logic

1. Click More under Insert Placeholders
2. Select Skip Record If
3. Select the Field for your criteria
4. Select the Comparison operator and the Compare To text
5. Click OK
MACROS
1. Practice the sequence of steps you want to record
2. Click Developer-Record Macro
3. Enter a name and select Keyboard and then choose to store the Macro for all document or just the current doc
4. Click OK
5. Assign the keyboard combination that will activate the Macro
6. Click Assign when you locate a keyboard combination that is not in use
7. Theicon will turn into a tape recorder. Perform the sequence of steps
8. Click Stop Recording when complete
9. To activate the Macro, press the key combination you assigned

10. To save the macro, you will need to save the document in the .docm format



