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Information is the seed for an idea, and only
grows when it's watered.

Heinz V. Bergen

Module Two: Design Advanced Documents

Once you’ve mastered basic documents in Word, you’re ready to create some more complicated
products. This module takes a look at two different ways to control how your pages appear — setting
page setup layout options and setting paragraph pagination options. We'll also take a look at styles —
how to create your own styles and modify existing styles. Finally, we’ll perform some advanced editing
and formatting using search and replace and linking.

Control Pagination

Estimated Time for this .
25 minutes
Lesson

e C(Create a two-page spread

e Increase header and footer space
e Change vertical page alignment

e Set paragraph pagination options

Topics in this Lesson

Create a Two-Page Layout
Documents printed two-sided often use different layouts for right and left pages. For example, you
might want the page number to always appear on the outside edge of the page.

Topic Objective Set advanced page setup layout options for different headers and footers

To create this effect, you use different headers and footers for odd and
even pages.

Topic Summary On the Layout tab of the Ribbon, select the small square in the Page Setup

group to open the Page Setup dialog box. Select the Layout tab. Check the
Different odd and even box under Headers and Footers.

Materials Required “Sample user guide” sample file

L. Have the participants create different headers and footers for the sample
Recommended Activity
document to create odd and even pages.

Stories to Share You can also have a Different first page for a cover. In a document with odd
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and even pages (to be printed two-sided), the cover is on the right page.

Show the participants how to create different layouts for odd and even pages.

1. Select the small square in the Page Setup group of the Page Layout tab on the Ribbon to open
the Page Setup dialog box.

H -0 = Document? - Word

Q Tell me what you want to do

File Home Insert Design References Mailings Review View Add-ins ACROBAT

@ Dm ]E "= Breaks - Indent Spacing [ |z Align~
D [ Line Numbers~ 2= Left 0" . 1= Before: D pt . U L\ Group
Margins Orientation Size Columns a . — g — | Position Wrap  Ering Send  Selection
- - - - bc Hyphenation~ =€ Right: 0" - 4= After | 3pt - Text = Farward > Backward Pane Rotate
Page Setup I Paragraph F] Arrange

2. Select the Layout tab.
3. Check the Different odd and even box under Headers and Footers.

Page Setup 7 *

Margins Faper Layout
Section
Section start: Mew page A
Suppress endnotes

Headers and footers

Different first page
Header: 0.5

Ak 4k

From edge:
Footer: 0.5

Page

Vertical alignment: | Top A

Preview

Apply to: | This section ~ Line Numbers... Borders...

Set As Default Cancel

4. Select OK.
5. Modify the even page header and footer to design them for what the left pages should look like.

6. Modify the odd page header and footer to design them for what the right pages should look like.
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Change Header and Footer Space
By default, headers and footers start a half an inch from the edge of the page.

Topic Objective Change header and footer position

To change the header and footer space, double-click on a header or footer

to open the Header & Footer Tools Design tab on the Ribbon.
Topic Summary
Change the amount of space in the Header from Top and/or Footer from

Bottom fields.

Materials Required “Sample User Guide” from previous topic with headers and footers added

Have the participants decrease the space for the headers and footers for

Recommended Activity
the document.

Show the participants how to decrease the header and footer space.

1. Double-click on the header or footer to activate the Header & Footer Tools Design tab on the
Ribbon.
2. Use the up or down arrows, or enter the new amount of space in the Header from Top field.

H - Sample User Guide Solution - Word
File Home Insert Design Layout References Mailings Review View ACROBAT ell me |& Share
[7] Header ~ F [l Quick Parts = 514 Previous Different First Page .+ Header from Top: 0.5" z a
O [=h . . = z
[2 Foater- L_‘;J Pictures [Zip Next Different Odd & Even Pages + Footer from Bottom: | 0.5" .
Date & Document Goto Goto Close Header
[# Page Number~ | Time Info ':‘g Online Pictures | Header Footer Link to Previous Show Document Text [=] Insert Alignment Tab and Footer
Header & Footer Insert Mavigation Options Position Close ~

3. Use the up or down arrows, or enter the new amount of space in the Footer from Bottom field.

EVEN-PAGE-HEADERY]

EVEN-PAGE-HEADERY]

* Insert-a-Hyperlink{ . "Insert-a-Hyperlinkf
Hyperlinks-have-ushered-in-the-Information-Age.-Word-allows-you-to-li Hyperlinks-have-ushered-in-the-Information-Age.-Word-allows-you-to-li
document-or-anywhere-on-the-web.q] document-or-anywhere-on-the-web. 1
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Change Vertical Page Alignment
You can control how your text appears on the page from top to bottom.

Topic Objective

Set advanced page setup layout options for vertical alignment

Topic Summary

Open the Page Setup Dialog box to the Layout tab.

You can align your content to the top, center, or bottom of the page, as well
as justifying the content to fill the page.

Materials Required

“Sample User Guide” sample file

Recommended Activity

Have the participants change the vertical alignment of the page.

Show the participants how to set the page vertical alignment.

1. Select the small square in the Page Setup group of the Page Layout tab on the Ribbon to open
the Page Setup dialog box.
2. Select the Layout tab.

Page Setup

Margins Paper Layout
Section
Section start: Mew page v
Suppress endnotes
Headers and footers
[] Different gdd and even
Different first page
Header: 0.5°
From edge:
Eooter: 0.5
Page
Vertical alignment:  Top
[ Top
Center

Justified

Preview Bottom

Apply to: | This section ~ Line

Set As Default

? x
HNumbers... Borders...

3. Select a new alignment from the Vertical alignment drop down list.

4. Select OK.
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Sample User Guide Solution - Word Michele Wiedemer
ACROBAT @ Tellme
H - = " Gul n ¢ Michele Wiedemer

Review  View  ACROBAT  Q Tellme

Sample-User-Guide Arrange

Top Aligned

f

Page10f24 2066 words [[&

Bottom Aligned

“ Sample-User-Ghide

Page10f24 2066 words [[% =) B -1

Set Paragraph Pagination Options
You can control how a paragraph breaks (or doesn’t break) across pages.

Topic Objective

Set line and page break options for a paragraph

Topic Summary

Place your cursor in the paragraph you want to modify.

Use the small square in the Paragraph group on the Home or Layout tab of
the Ribbon. Open the Line and Page Breaks tab.

Widow and Orphan control is on by default to keep Word from showing a
single line of a paragraph at the bottom or the top of a page.

Check the Keep with Next box if you want the selected paragraph to never
have a page break between the selected paragraph and the next paragraph.

The Keep lines together option is slightly different. Checking this box will
prevent a page break anywhere in the selected paragraph.

Check the last option if you want a page break before the selected
paragraph. This setting is very useful for creating styles that always start at
the top of the page.

Materials Required

“Sample User Guide”

Recommended Activity

Have the participants open the Paragraph dialog box to the Line and Page
Breaks tab and see how Word handles pagination with each of the settings.

Stories to Share

Keep with next is great when you want to keep items together, like a
sentence with associated bullets or text that introduces a table or image.

Delivery Tips

Participants may need to insert some manual page breaks and experiment
with different paragraphs and different settings to see how these work.
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Show the participants how to change the paragraph pagination settings.

1. Place your cursor in the paragraph you want to modify.
2. Select the small square in the Paragraph group of the Home tab on the Ribbon to open the

Paragraph dialog box.

Document2 - Word

References Mailings Add-ins ACROBAT

Insert Design Layout
= i—  a— == |IF .
= AABBCCDL | AaBbCcDc 1. AaBbCi AaBbCecDe AzaBh(C¢ AaBbCcl

2 Cut o Lo = = e
D Calibri (Body) ~|11 - A A Aa~ =Evisv iy =
Copy
Paste - B v 3. FEE=E=| = v B i i
:  Eormat Painter B I U ~aeex x* [@A~3¥-A =S=== = Sy v B2 H3 Charac... | TMormal | numbered... Tho Spac.. Heading1 Heading2
Clipboard F] Font IF] Paragraph Styles

3. Select the Line and Page Breaks tab.
4. Check the box(es) to indicate how Word should handle pagination:
Widow and Orphan control: keep Word from showing a single line of a paragraph at the

a.
bottom or the top of a page.

b. Keep with Next: do not allow a page break between the selected paragraph and the
next paragraph.

c. Keep lines together: prevent a page break anywhere in the selected paragraph.

d. Page break before: adds a page break before the selected paragraph.

In the following example, Keep lines together has been checked.

Paragraph

Indents and Spacing  Line and Page Breaks

Pagination

|:| Keep with next
Keep lines together
|:| Page break befare

Formatting exceptions

|:| Suppress line numbers
Dgon't hyphenate . —
N ABOCEDC » AJBBCC AABBCCDE
Textbox options . Bullied  Bulleted P.._ 13 Charac
Tight wrap:
Mone A .
pretigm-at-facilisis-nec, lorem.-Prassent-con:
tincidunt suscipit. Phasellus faucibus;usto-qy
nisl.Morbi-sit amet nulla-et lectus venenatis
lectus-ut-metus-semper-cursus.-Aenean-sollic|
amet pede-gravida faucibus.1
oge
Preview
Even Pace HEanend
dapibus, di: d-congue-consectetuer, lib ibh od-justo -et-hendrerit-ped
gue-etlacus. M: um-lobortis dalor. gna, doid,
pretium-at. facilisis nec. lorem. Praesent-consequat-enim.-Sed-auctor.- Aenean-at-nistvel-nulla-
tincidunt suscipit.-Phasellus-faucibus justo im.-Cras-eg lerisque-velit.-Null
nisl-Morb la-etle 4. In-tincid do-enim.Prain-at
lectus-utmetus-semper-cursus. i forem sit
Pag v B s - 1
Tabs... Set As Default “ Cancel

Work with Styles

Estimated Time for this 20 minutes
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Lesson

e Modify existing styles
Topics in this Lesson e Resolve style conflicts using paste options
e C(Create paragraph and character styles

Modify Existing Styles
Styles are a great time-saving feature for formatting long documents. When you change a style, all items
with the style applied are also changed.

Topic Objective Modify an existing style

Place your cursor in a paragraph with a paragraph style applied. Or select
text that has a character style applied. In the Styles gallery, right-click the
style you want to modify and select Modify from the context menu.

Topic Summary In the Modify Style dialog box, you can change properties and formatting

(both font and paragraph). You can also use the Format drop down list at
the bottom to open separate dialog boxes to control other aspects of the
style.

Materials Required “Sample User Guide” sample file

Recommended Activity | Have the participants practice modifying a style.

Check the Add to Styles Gallery box to have the style show up in the styles

gallery on the Home tab of the Ribbon.
Stories to Share
You can create a keyboard shortcut to simplify applying the style to other

paragraphs or characters.

If participants modify Heading 4, have them undo the changes in

Delivery Tips
VL preparation for the next activity.

Show the participants how to modify a style.

1. Place your cursor in a paragraph or select text with the style you want to modify applied.
2. Right-click the applied style in the Styles Gallery on the Home tab of the Ribbon.

Document2 - Word

ACROBAT ~ Q Tell me what you want to do
=2 e o - e | 2 a
D Calibri (Body) =11 ~| A" A" Aa~ : 8L AABBCCDL  AaBbCeDe 1. AaBbCi AaBbCeDt AaBbC( AaBbCel Aab AaBbCcC Aa@BbCeD( AaBbCcD( AaBbCeD: |
"

oter B T Urakx, x A-¥-A- H3 Charac.. | TNormal | numbered... TNoSpac.. Heading1 Heading2  Title Subtitle  Subtle Em.. Emphasis IntenseE.. ¢

Clipboard [} Font o Paragraph [ 5 Editing ~

adatelloaz| to Match Selection
A Modify...
© Corporate Training Material Select AT (MG Data) bmaterials.com
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3.
4.

Select Modify from the context menu.
In the Modify Style dialog box, you can change the following properties:
e Name: give the style a new name

o Style based on: if the style should inherit the properties of another style, you can select
it from the drop down list

o Style for following paragraph: select which style is applied to the next paragraph when
you press Enter after the selected style

Modify Style
Properties
Name:
Style type:
Style based on:
Style for follow
Formatting

Arial Black

? x

Heading 4
Linked (paragraph and character] ~
T Normal v

ing paragraph: | T Normal v

i
P
3
Fos
i
i

I
[t
I

Paragraph Pagination

Before: 2 pt
After: 0 pt, K

[] Add to the Styl

Format ~

Font: (Default) Arial Black, 14 pt, Bald, Font color: Background 1, Space

Fattern: Clear (Dark Blue), Style: Linked,

(® Only in this document () Mew documents based on this template

eep with next, Keep lines together, Level 4
Hide until used, Show in the Styles gallery, Priority: ¥

les gallery [] Automatically update

9.

The Font style, size, enhancements and color can be changed directly on the Modify Style dialog
box. You can also change the paragraph alignment, line spacing, space before or after the
paragraph and indents.

The Preview area displays what your current formatting selections look like for the selected
style.

Use the Format drop down list to open additional dialog boxes for Font, Paragraph, Tabs,
Border, Language, Frame, Numbering, Shortcut Key, and Text Effects to apply those formatting
options to the selected style.

Check the Add to the Styles gallery box to have the style available from the Styles gallery on the
Home tab of the Ribbon.

Select OK.

A shortcut for modifying a style is to make changes to a paragraph or selected text that has the style you

want to
Match S
updated

change already applied. Then right click the style in the Styles gallery and select Update to
election from the context menu. The other items with that style applied are automatically
and any future items with that style will reflect the next format.
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Resolve Style Conflicts by Using Paste Options
Styles bring consistency to your documents, but if you are working with different documents that use

the same style names with different formatting details, it can create some problems. Resolve the

problems using paste options.

Topic Objective

Paste content using source formatting or destination styles

Topic Summary

When you paste content from one document to another, you can keep the
source formatting, use the destination styles or merge formatting.

A small Paste Options icon appears at the end of recently pasted content.
Hover your mouse over the icon to choose the paste option to indicate how
you want Word to interpret the style for the pasted content.

Materials Required

“Sample User Guide” sample file

“Sample User Guide solution” sample file

Recommended Activity

Have the participants paste content from one document to another and
select the paste option.

Stories to Share

You can also use Keep Text Only to strip all formatting (including tables and
images) from pasted content.

Show the participants how to use paste options.

1. Paste the content.
2. Hover your mouse over the Paste Options icon.

1

when+you-are-pasting-between-documents-when-there-is-a-style-co nﬂicth]

il'_“n (Ctrl) =

3. Select the Paste Option you want to use:
e Use Destination Theme

e Use Source Formatting
o Merge Formatting
e Paste as Picture

e Keep Text Only

© Corporate Training Material
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when-you-are-pasting-between-documents-when-there-is-a-style-confl icth]

:

Paste Options:
=3, @[ e L LA
Set Default Paste...

Create Paragraph and Character Styles
You can create your own styles and add them to the Styles Gallery.

Topic Objective Create a paragraph style, create a character style

Format a paragraph with the font and paragraph formatting you want to
include as part of the style.

Topic Summar
s g Select Create a Style from the Style Gallery.

Give the style a name and select OK.

Materials Required Any Word document

Have the participants create a paragraph style. Have the participants create

Recommended Activity
a character style.

Show the participants how to create a paragraph style.

1. Apply the paragraph and font formatting you would like to include in the style.
2. Make sure that your cursor is in the paragraph with the formatting applied.
3. Onthe Home tab of the Ribbon, select the down arrow in the Styles Gallery.

Waord 2016 Expert v1 - Word Michele Wiedemer [Eal O

Home Insert Design Layout References Mailings Review View ACROBAT Q Tell me |7 Share [

— L PR = pe aes O Find ~
- - . | B = o i= o e =3= | A qq
D Calibri " A A Al =T i i- x4 AaBbCcDt » AaBbCc AABBCCDL

Paste « B I U-aexx A-#-A.S=== [=- TEBulleted Bulleted P... H3 Charac..

E‘Ec Replace
- = = B [} Select =

Clipboard = Font ] Paragraph ] Styles ] Editing

4. Select Create a Style from the Style Gallery drop down list.
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AaBbCcDc » AaBbCc AABBCCDL Hd AaBbCcDc

TEBulleted Bulleted P... H3 Chara... 1GTitle TMormal
AaBbCcDc | 1. AaBbCi RERI1IN "ilelsfel®s AnBBCCDL
normalnext | numbere.. | Quote Au.. Quotetext Word Field

aAaBbccDc AaBbCi AaBbCc AaBbCcl AoBbcCcDe
Mo Spacing Heading1 Heading2 Heading3 Heading4

AaBbCcDc Aalj AaBbCcC AaBbCcDt AaBbCcDt
Heading3  TOC Title Subtitle  Subtle Em... Emphasis

AgBbCcD: AaBbCcDc¢ AaBbCcDi AoBbCcDi AABBCCDC
Intense E... Strong Quote Intense Q... Subtle Ref...

AABBCCDL AABBCCDL AaBbCcDe 4csoceodt: AaBbC
Intense R, Book Title List Parag.. T Caption TTOCHe.

A4 Create a Style

f#  Clear Formatting

44, Apply Styles...

*

5. Inthe Create New Style from Formatting dialog box, enter the name for the style.

Create New Style from Formatting ? X

Mame:
Style1
Paragraph style preview:

1. Style1

6. If desired, select Modify to open the Modify Style dialog box to make additional changes to the
style.
7. Select OK to save the style.
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Perform Advanced Editing and Formatting

Estimated Time for this .
30 minutes

Lesson
e Find using formatting
e Replace formatting

Topics in this Lesson e Find and replace text using special characters
e Find and replace text using wildcards
e Link text boxes

Find Using Formatting

Formatting and styles can help you locate and replace specific text in your document.

Topic Objective Find text that uses a specific format or style

Select the small arrow next to Find on the Home tab of the Ribbon and
select Advanced Find. In the Find and Replace dialog box, select More to
show the additional options.

Topic Summary Select an option from the Find/Format drop down list. Select the font,

paragraph, tabs, language, frame, style or highlighting option you want to
find. You can also include specific text in the Find what field. Perform the
search to find the item with the text and formatting you indicated.

Materials Required “Sample user guide” sample file

. Have the participants find text using specific formatting, such as text that
Recommended Activity .
uses Small Caps font formatting.

. To remove formatting from the Find and Replace dialog box, place your
Stories to Share ) . . .
cursor in the Find what or Replace with field and select No Formatting.

Show the participants how to find text with specific formatting.

1. Select the small arrow next to the Find tool on the Home tab of the Ribbon.
2. Select Advanced Find.

Word 2016 Expert v1 - Word Michele Wiedemer &3l O
Insert Design Layout References Mailings Review View ACROBAT Q Tell me | Share
o - — Py - |
ibri - - - B TSNS, == 8
N Calibri 1 =i =X A apboepc o AsBbCc AABBCDE g e
- Zac Replace

Paste = : A- A E=== 1= .

N w B I U -abkex x° [ A == == | = TBulleted Bulleted P... H3 Charac... |+ I Select~
Clipboard = Font ] Paragraph ] Styles ] Editing

]
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3. Inthe Find and Replace dialog box, select More if the Search Options are not visible.

Find and Replace ? X

Find Replace  GoTo

Find what: e

Reading Highlight = Find In = Find MNext Cancel

4. Select Format under Find.
5. Select the formatting or style option you want to find. In this example, we’ll select a style.

Find and Replace ? X

Find Replace  GoTo

Find what: v

<< Less Reading Highlight - Find In~ Find Next Cancel
Search Options
Search: All ~

[ mateh case [ match prefix

[ Find whale words only [ match suffi

[ use wildcards

|:| Sounds like [English) D lgnore punctuation characters
D Find all word forms (English) D lgnore white-space characters

Find
Special * Mo Formatting

— Font...

Paragraph...
Tabs...
Language...
Frame...
Style..
Highlight

6. Inthe dialog box that opens, indicate the formatting or style you want to find and select OK.
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Find Style ? et

Find what style:

T4 Mo Sﬁacinﬁ ~
g

T4 Heading 1

T4 Heading 2 Char

T4 Heading 2

T4 Heading 3 Char hd

Description

Font: [Default) Cambria, 14 pt, Bold,
Font color: Text 1, Style: Linked, Priority:
10

Based on: Default Paragraph Font

The Format you selected is added to the Find what section of the Find and Replace dialog box.

Cancel

Find Replace GoTo

Find what: -
Format: Style: Heading 1 Char

<< Less Reading Highlight = Find In~

Find Mext Cancel

Search Options

Search; | All ~

|:| Match case

|:| Find whole words only

|:| Use wildcards

[ sounds like (English]

|:| Find all word forms (English)

Find

Format - Specdial = Mo Formatting

|:| Match prefix
[] Match suffix

|:| lgnore punctuation characters
|:| lgnore white-space characters

7. Enter any specific text in the Find what dialog box, as you would for any other find you want to
perform. You can also change the other Search Options as applicable.

8. Select Find Next.
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Replace Formatting
You can also replace formats or styles using the Find and Replace dialog box.

Topic Objective Replace formats using the Find and Replace dialog box

If you select a format for the Find what field and the Replace with field in
the Find and Replace dialog box, you can quickly change the formatting
Topic Summary throughout the document from one style to another. Don’t add any text in
the Find what or Replace with fields to change all text with the selected
formats to the new format.

Materials Required “Sample User Guide” sample file

Have the participants change the formatting from one style to another

Recommended Activit
M using the Find and Replace dialog box.

Show the participants how to replace formats using the Find and Replace dialog box.

1. Select Replace on the Home tab of the Ribbon.

Waord 2016 Expert v1 - Word Michele Wiedemer [Eal O

Insert Design Layout References Mailings Review View ACROBAT Q Tellme |& Share |.v__|

i ibri 'y e e £ Find -

- - - | B e e =a3= A
1 & el 1 -/ A A Aa Srimve =3 2L W aapocen + AaBbCc AABBCCDE __ab —
~ | |%ac Replace
Paste - = A . . L EE== = 1 -

i - BE I U abe X, X PAY A = === = E TEBulleted Bulleted P... H3 Charac... |< Y Select

Clipboard = Font ] Paragraph ] Styles ] Editing -

2. Inthe Find and Replace dialog box, select More if the Search Options are not visible.

Find and Replace ? X

Find Replace  GoTo

Find what: e
Format: Style: Mormal
Replace with: ~

Style: Heading 2

Format:

Replace Replace All Find Mext Cancel

3. Select Format under Find.
4. Select the formatting or style option you want to replace.
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Find and Replace ? *

Find Replace  GoTo

Find what: ~
Replace with: ~
<+ Less Replace Replace All Find Next Cancel

Search Options
Search; |All ~

[ Match case [ mateh prefix

[ Find whole words only [ mateh suffix

D Use wildcards

D Sounds like (English) |:| Ignore punctuation characters
D Find all word forms (English) D Ignore white-space characters

Find

Format ~ Special Mo Formatting

L Font...

Paragraph...
Tabs...
Language...
Frame...
Style..

Highlight

5. Inthe dialog box that opens, indicate the formatting or style you want to change and select OK.

The Format you selected is added to the Find what section of the Find and Replace dialog box.

6. Place your cursor in the Replace with field.

7. Select Format under Find.

8. Select the formatting or style option you want to change to.

9. Keep the Find what and Replace with fields blank to change all text with the selected format.
Find and Replace ? X

Find Replace GoTo

Find what: w
Format: Style: Mormal

Replace with: | ~
Format: Style: Heading 2

<< Less Replace Replace All Eind Mext Cancel

Search Options

search; | All ~

D Match case D Match prefix

[ Find whole words only [ mateh suffix

Dgse wildcards

[] sounds like [English) [J1gnore punctuation characters

D Find all word forms (English) D lgnore white-space characters
Replace

Format = Spedal = Mo Formatting

10. Select Replace All.
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Find and Replace Using Special Characters
You can find and replace things other than text.

Topic Objective Use the find and replace dialog box to find special characters

The Special drop down list in the Find and Replace dialog box allows you to
look for paragraph breaks, tabs, page breaks and other types of special
Topic Summary items. These special characters can be used alone or in combination with
text to find or replace something specific in your document. Word displays
special characters with a code in the Find and Replace dialog box.

Materials Required “Sample user guide” sample file

Recommended Activity | Have the participants find different items using special characters.

Show the participants how to find and replace using special characters.

1. Open the Find and Replace dialog box and show the Search Options.
2. Place your cursor in the Find what or Replace with field and select an option from the Special
drop down list.

Paragraph Mark

Find and Replace Tab Character ? ®
Any Character
Find Replace  GoTo o
Any Digit
Find what: Any Letter -
Caret Character
Replace with: § Section Character -
T Paragraph Character
Column Break
<« Less Ermn Dash Find Next Cancel
Search Options En Dash
Search; | All > Endnote Mark
[ Match case Field Match prefix
|:| Find whole waords only - Match suffix
[ use wildeards Footnote Mark
[] sounds like [English) Graphic lgnore punctuation characters
[ Find all word forms (English) Manual Line Break lgnore white-space characters
Manual Page Break
MNonbreaking Hyphen
Find MNonbreaking Space
Format - Optional Hyphen l"\’
Section Break

White Space

3. Word displays the special characters as a code in the Find what or the Replace with fields.
4. Add any additional text, special characters or formatting to the Find what or Replace with fields.
For example, the following illustration shows a search to look for two paragraph breaks in a row.
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Find and Replace

Find Replace GoTo

Find what: Aphp v

Replace with: v

<< Less Replace Replace All Cancel
Search Options
Search: |All ~
D Match case D Match prefix
Find whole words only |:| Match suffix
[1 Use wildcards
D Sounds like [English] D Ignore punctuation characters
D Find all word forms (English) D Ignore white-space characters

Find

Format ~ Special v Mo Formatting

5. Use Find Next, Replace, or Replace All as for any other type of search.

Find and Replace Text by Using Wildcards
Wildcard characters can help you use more advanced techniques for searching or replacing text to

automate certain tasks.

Topic Objective Find and replace text using wildcards

There are a number of wildcard characters to help you when finding and
replacing text. In the Find and Replace dialog box, check the Use wildcards
box. Use the wildcard characters from the Special drop down list to build a
combination of literal text and wild card characters you want to find.

Topic Summary

Materials Required “Sample User Guide” sample file

Recommended Activity | Have the participants create a wildcard search.

You can build regular expressions by combining literal text and wildcard

. characters. Literal text indicates text that must exist in the target. Wildcards
Stories to Share Lo . .
indicate text that can vary. Use parenthesis to create a group of wildcard

characters.

The Word Help files include several examples and samples to try more

Delivery Tips
b advanced wildcard searches if time permits.

Show the participants how to use wildcards in a search.

1. Open the Find and Replace dialog box and show the Search Options.
2. Check the Use wildcards box.
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Find and Replace 7 X

Find Replace GoTo

Find what: | -

Options: Search Down, Use Wildcards

Replace with: ~
<< Less Replace Replace All Find Next Cancel

Search Options

Search; |All ~
Match case Match prefix
Find whale words only Match suffix
[ Use wildcards
D Sounds like (English) D Ignore punctuation characters
|:| Find all word forms (English} |:| Ignore white-space characters
Find
Format = Special * Mo Formatting

3. Place your cursor in the Find what or Replace with field and select an option from the Special
drop down list to indicate the wildcard character.

Any Character i

Character in Range [ -]

Beginning of Word <
End of Word >
Expression (]
Mot [

MNum Occurrences  {,}
Previous 1 or More @
0 or More Characters  *
Tab Character

Caret Character

Column Break

Em Dash

En Dash

Graphic

Manual Line Break
Page / Section Break
Monbreaking Hyphen
Monbreaking Space

Optional Hyphen

4. Word displays the wildcard characters as a code in the Find what or the Replace with fields.
5. Add any additional text to the Find what or Replace with fields (or wildcard expression).
6. Use Find Next, Replace, or Replace All as for any other type of search.
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Link Text Boxes
Text boxes can help you flow text from one page to another if the text boxes are linked.

Topic Objective Link text boxes

Create a text box with text that overflows, and create an empty text box in
the location where you want the extra text to flow.

Select the text box that includes the text you want to link. Select the
Drawing Tools Format tab from the Ribbon. Select Create Link. The cursor
Topic Summary changes to a pitcher, indicating that there is text to flow into an empty text
box. The cursor changes to a pouring pitcher when you hover over an
empty text box.

Click on the empty text box to finish the link and flow the extra text from
the first text box to the second one.

Materials Required “TextBox Sample” sample file

. Have the participants create a text link between a text box with too much
Recommended Activity
text and an empty text box.

The sample file has a text box with overflow text on page 2. There is an

Delivery Tips
empty text box on page 3.

Show the participants how to link text boxes.

7. Select the text box with overflow text.
8. Select the Drawing Tools Format tab on the Ribbon.
9. Select CREATE LINK.

H -2 F-1m - Document2 - Word Drawing Tools Michele Wiedemer - O
File Home Insert Design Layout References Mailings Review View ACROBAT Format Q Tell me what you want to do | Share
S~ o Oo0Ols - J— 2 Shape Fill - AsL- |I£} Text Direction - [=] Position - 01 Send Backward - lor
N . g A = B sl
AlLLed o | Abe Abc | |- [ Shape Outline ~ Q’k R X Wrap Text ~ El; Selection Pane k-
- - __ - uic| - =
KERANEE 1 ~| Q@ ShapeEffects~  gyjec- A - | @ CreateLink L1 Bring Forward = |2 Align - ey |433

Insert Shapes Shape Styles | WordArt Styles 1 o Arrange Size I ~

Notice how the cursor changes to a pitcher. This indicates that you are creating a text box link, and there
is text to flow to an empty text box.

o

10. Click on the empty text box where you want the text to flow. Notice how the cursor changes to a
pouring pitcher when you mouse over an empty text box.
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ﬂ?

11. The text boxes are now linked. Extra text from the first text box flows into the second text box.

To break a link, return to the first text box. When you select the text box, the Break Link option becomes
available.
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Module Two: Review Questions

1.

What creates a two-page layout?

a) Using different odd and even headers and footers
b) Adding a cover page

c) Adding a page break

d) Keeping paragraph lines together

A two-page layout is designed by creating different odd and even headers and footers.

Changing the Header from Top space to a larger measurement moves the content of the
header:

a) Closer to the edge of the page
b) Closer to the middle of the page

The larger the measurement, the more space is added at the edge of the page before the
header content starts.

Which setting avoids a page break after the selected paragraph?

c) Widow/Orphan Control
d) Keep with Next

e) Keep Lines Together

f) None of the Above

Check the Keep with Next paragraph to insure that the selected paragraph does not allow a
page break after it. The next paragraph must fit at least two lines on the page.

You can assign a keyboard shortcut to a style to make applying it easier.

g) True
h) False

When you modify a style, you can select Keyboard Shortcut from the Format drop down list and
assign a shortcut to that style.

You can apply font and paragraph formatting to a selected paragraph before creating a style
based on it.

i) True
j) False

When you create a style, the formatting of the selected paragraph is used as the style
properties.
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6. Where do you find the option to find formatting?

In the Find and Replace dialog box, select More to see Search Options. The Format selections
are under Find or Replace at the bottom, depending on where your cursor is placed in the Find
and Replace dialog box.

7. If you've used a custom style, but realize you need to change everything with that style applied
to a built-in header, how would you make the change quickly?

Use the Find and Replace dialog box and select the custom style in the Find what field and the
built-in heading style in the Replace with field. Leave both fields blank and Replace All.

8. Which of the following are available under Special in a Find and Replace that does NOT use
wildcards?

k) [-]

) <

m) “p

n) None of the above

When you select Paragraph Mark from Special in a Find and Replace that does NOT use
wildcards, the code is p. The other options are wildcards.

9. The Special drop down list is the same whether you have the Use Wildcards box in the Find and
Replace dialog box checked or not.

o) True
p) False

Wildcards combine special characters with literal text to create a search expression. The Special
drop down list changes to include these characters if you are using wildcards, or other special
characters if you are not.

10. What is the advantage of linking text boxes?

You can have overflow text from the first text box automatically flow to a specified location in
the linked text box.
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PowerPoint Slides

Below you will find the
PowerPoint sample. The slides
are based on and created from
the Instructor Guide.
PowerPoint slides are a great
tool to use during the facilitation
of the material; they help to
focus on the important points of
information presented during
the training.
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Module Two: Create and Manage
Documents

This module takes a look at two
different ways to control how your
pages appear — setting page setup
layout options and setting paragraph
pagination options. We’ll also take a
look at styles —how to create your
own styles and modify existing
styles. Finally, we’ll perform some
advanced editing and formatting
using search and replace and linking.

Lesson: Control Pagination

In this lesson, we'll introduce the following topics:
* Create a two-page spread

* Increase header and footer space

* Change vertical page alignment

* Set paragraph pagination options
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Create a Two-Page Spread
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Lotan
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£ Omreent 508 203 evan
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Even-PaGe-HEADERY]

' " Insert-a-Hyperlinky
Hyperlinks-have-ushered-in-the-Information-Age.-Word-allows-you-to-li

document-or-anywhere-on-the-web.q
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Change Vertical Page
Alignment
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Set Paragraph Pagination
Options
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Lesson: Work With Styles

In this lesson, we'll introduce the following topics:
* Modify existing styles

* Resolve style conflicts using paste options

* Create paragraph and character styles

B

Modify Existing Styles
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' Resolve Style Conflicts Using

Paste Options
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Create Paragraph and
Character Styles
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Lesson: Perform Advanced
Editing and Formatting

In this lesson, we'll introduce the following topics:

Find using formatting

Replace formatting

Find and replace text using special characters
Find and replace text using wildcards

Link text boxes

F

Find Using Formatting

Fored sl Fbplird

Fing Faglscn Lo Ta
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Replace Formatting
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'Find and Replace Text Using
Wildcards

' Link Text Boxes
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Module Two: Review Questions

1. What creates a two-page layout?
a) Using different odd and even headers and footers
b} Adding a cover page
c) Adding a page break
d} Keeping paragraph lines together
2. Changing the Header from Top space to a larger
measurement moves the content of the header:
a) Closerto the edge of the page
b) Closerto the middle of the page

B

Module Two: Review Questions

1. What creates a two-page layout?
a) Using different odd and even headers and footers
b) Adding a cover page
c) Adding a page break
d) Keeping paragraph lines together
2. Changing the Header from Top space to a larger
measurement moves the content of the header:
a) Closerto the edge of the page
b) Closerto the middle of the page
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Quick Reference

Sheets

Below is an example of our
Quick Reference Sheets. They
are used to provide the
participants with a quick way to
reference the material after the
course has been completed.
They can be customized by the
trainer to provide the material
deemed the most important.
They are a way the participants
can look back and reference the
material at a later date.

They are also very useful as a
take-away from the workshop
when branded. When a
participant leaves with a Quick
Reference Sheet it provides a
great way to promote future
business.
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Word 2016 Expert

Create a Two-Page Layout

1. SelectaHeaderor Footerto openthe
Header and Footer Design tab.

2. Checkthe Different Odd and Even box.

3. Designseparate headers and footers for
odd and even pages.

Create an Index

1. Highlight the text you want to include.

2. Selectthe Referencestzb from the
Ribbon.

3. Select Mark Entry.

Inthe hMark Index Entry dizlog box,
enterthe text for the Main entry and
the subentry [if desired).

1. 5Select Mark or Mark All.

2. Aftervou have marked at least some of
yourindex entries, place your cursor
where you want the index to appear.

3. 5Selectthe Refermncestzb from the
Ribban.

4. Selectinsert Index.

5. Checkthe Rightalign page numbers

box ifdesired.

[=x]

Select the Type as Indented or Run-in.
7. Selectthe number of Columns.

Select the Language.

Select OK.

o oa

Control Paragraph Pagination

1. Inthe Paragraph dialog box, select the
Line and Page Breaks tab.

2. Checkthe box[gs)toindicate how Word
should handle pagination for the
selected paragraph.

P P—— - c il
L

[iT]
1]
—+
!
[}

Link Text Boxes

3.

Select the text box with overflow text.
Select the Drawing Tools Format tab on
the Ribbon.

Select CREATE LINK.

Motice how the cursor changesto a pitcher. This

indicates that you are creating = text box link,

and there is text to flow to an empty text bozx.

4,

Click on the empty text box where you
want the text to flow. Motice how the
cursor changes to a pouring pitcher
when you mouse over an empty text
bozx.

The text boxes are now linked. Extra
text from the first text box flows into
the second text box.

To break alink, return to the first text box.
When you select the text box, the Break Link

option becomes available.

Create a Mail Merge or Labels

Select the Mailings tab from the
Ribbaon.

Choose Select Recipients to creste 2
znd s=ve the new sddress list.

Crezte the contentforthe merge.
Selectinsert Merge Field from the
Mailingstzb on the Ribbon to choose
the fields to use from the recipients list.
You can toggle between Preview
Resultsznd the merged fislds view.
Select Finish & Merge to creste
individual documents, print documents
orsend emails.
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1.
2.
3.

4.

=1

N RN R U R

Becord a Macro

Select the Viow tab from the Ribbon.
Select MaCrDs.
Select RECORD MWIACRD.

The Record Mocro dizlog box isdisplayed.

Enter a MAME for your macro. The name
CENnot contsin spaces.

Select the location where you would
like to store your macra from the drop
down list. You can choose from the
current documentaor the Mormal
templzate for use with all new blank
documents.

If desired, enter 2 DESCRIPTION of what
your macro accomplishes.

Select OK.

From this point, every keystroke or command
that you perform isrecorded. Keep thatin
mind, sovou don't accidentally record things
that yvou don't want performed repetitively. You
can type text, perform formatting or insert
things like pictures or tables. Just sbout
anything you can doin Waord can be recorded in
3 macro.

When you have finished recording your
sctions, select the VIDW tab from the
Ribbon again. Select MACRDS. Select
STOP RLOORDIMG.

Bun a Macro

Select the VIEW tab from the Ribbon.
Select MACROS.

Select View MaCros.

Inthe Macros dizlag box, select the

Mzcro that you want to run. You can
see the DESCRIPTION =t the bottom to
make sure it'sthe right one.

Select RUN.

(1]
[
]
i1}
—
L
[}
J
=]
m
]
—
!
1
[T}

Track Changes

=l

Select the Review tab from the Ribbon.
Select Track Changes.

Mzke editsto the document. Waord
place a line next to any area with
changes. [t marks insertions, deletions,
mavwves, and formatting changes
sccording to the settings selected under
the Show Markup. However, you may
not see all markups, depending an your
settings.

Select Mew Comment to sdd 2
comment.

Select REVIEWING PANEC to view 2
description of changes.

Select Previous or Mext to mowve to
another tracked change.

Select Acceptor Reject to sccept or
reject the current change.

Find and Replace Using Formats

1.

|

Select Replace on the Home tab of the
Ribbon.

In the Find and Replace dizlog box,
select More ifthe Search Options are
not visible.

Select Format under Find.

Select the formatting or style option
youwant to replace.

In the dizlog box thet opens, indicste
the formatting or style you want to
change and select O

Place yvour cursar in the Replace with
field.

Select Format under Find.

Select the formatting or style option
you want to change to.

Keepthe Find what and Replace with
fizlds blank to change all text with the
selected format.

130. 3elect Replace All.
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Certificate of

Completion

Every course comes with a
Certificate of Completion where
the participants can be
recognized for completing the
course. It provides a record of
their attendance and to be
recognized for their
participation in the workshop.
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CERIIFICATE OF COMPLETION
[Name]

Has mastered the course

Word 2016 Expert

Awarded this day of

Presenter Name and Title
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