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Section 1- Course Introduction
Video: Intro to the course

Deborah: Hello, everyone, and welcome to this training course for Word 2019 Advanced. My
name is Deborah Ashby and I'm an IT trainer specializing in the design delivery and facilitation
of Microsoft courses, both online and in the classroom. And I've been in and around the IT
industry for about 25 years now and I've been an IT trainer since 2007.
Now I started my career on an IT Helpdesk helping people fix their documents and spreadsheets
before transitioning into training. And a large part of my career has been spent working as a
trainer in law firms. And as anyone who works in the legal industry will know, it is a very
document heavy environment. So I found myself using Word to a really high level every single
day. So over the course of the years that I worked in this industry, I really got to understand how
Word works, how it's used in the real world, how to troubleshoot long, complex documents, and
I also picked up lots of tips and tricks to make producing documents much more efficient.
Now this training course is predominantly designed for people using Word 2019. Either the
standalone desktop version, or the latest version available through Microsoft 365. I will say
however, there is a lot of crossover with older versions. So if you're using Word 2016, or maybe
even Word 2013, you should still be able to follow through this training course without too many
issues. But just be aware that there are some features available in Word 2019 that aren't available
in those older versions. Now, this is an advanced word training course so I'm going to make a
few assumptions. I'm going to assume that you have a working copy of Word 2019 on your pc or
laptop, I'm also going to assume that you have a good understanding of basic word functionality
either gained through everyday use, or maybe from completing a Word for beginners training
course. And finally, I'm going to assume that you know the basic terminology used in Word. So
terms such as ribbon, tab, group, right click, dialog box, things like that.
Now this course is divided up into sections. And each section is related to a particular topic in
Word. And what you'll find within that section is a number of different modules or lessons. And,
each module contains one demo video that's usually between five and 15 minutes long. You'll
find all of the files that I use in these demo videos in the course Files folder. So, you can
download those and follow along if you want to. And then at the end of each section, there is a
practice exercise that will allow you to practice the skills that you've learned in the section. So
with all that said, and without further ado, let's dive into our first module, where I'm going to run
through with you where you can go to access help at any point during this course. Once again,
my name is Deb I'm really excited to get into this course with you. So all that's left to do is grab a
drink and prepare to immerse yourself in the wonderful world of Word 2019.
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Video: Getting Help
Deborah: Hello, everyone, and welcome back to this course on Word 2019 Advanced. This is
Deb and it's my absolute pleasure to be guiding you through this course. And currently we are in
section one, which is the introductory section. And I just want to start out by running through
with you where you can go within Word to get help at any point during this course.
Now Word has some really good features when it comes to accessing help. So it might be that
you need help on a specific command or task or, maybe you just want to access some resources
and read up about something a little bit more. So in this module, we're just going to run through a
few of the options that you have. So on the screen here, I just have a document that I've created.
And you'll see that this just has some junk text in it, which doesn't really make too much sense.
But that's fine in this case, because we're not actually going to be doing anything with this text,
we just need to have a document open so we can explore the help options.
Now the eagle eyed amongst you may see up here on our ribbons, we have an entire ribbon
dedicated to help. Now if this ribbon isn't turned on, or you can't see it in your copy of Word, it
might be that you need to go into the backstage area and just enable that ribbon. So let me
quickly show you how to do that if you can't see this Help Tab. So we're going to go across to
the File tab, and all the way down into our Word options. And this is where you'll basically find
all of those little options that control Word and define how your copy of Word is set up. Now
when you're looking to enable or disable any ribbons, you'll find these options under the
Customize ribbon section. And in this pane on the right hand side, this is where you'll see all of
your ribbons laid out. And you'll see right at the bottom, I have the help ribbon ticked. So if you
can't see this ribbon, it's probably because you don't have a tick in this box, and so it's not
displaying. So just make sure you do popper tick in there, click on OK, and you should find you
can then see your help ribbon.
Now in this help ribbon, we just have one group. And the first option here is just plain old help.
And as you can see, we can also press the F1 key on our keyboard as a shortcut to the help
screen. So let's click on it and what you'll see is that you get a help pane open up at the side. Now
this pain is somewhat customizable. So if it's a bit too wide for you, or even a bit narrow, if you
hover your mouse over the boundary, you'll see I get that double headed arrow and I can drag in
or I can drag out. And, all of the Help is categorized into different groups. So for example, if I
click on “Get started” at the top, you can see I get a helpful little video about some of the basics
of Word. So this one is related to creating a document. If I scroll down, you'll see I also get
written out instruction as well. And it goes through some of those basic things that you need to
know in Word. So really very useful.
If you want to go back to that main menu, you have a back arrow, which I'm going to click and
you can then dive in and have a browse through some of these other sections. So this one, for
example, has numerous different subcategories. So if I wanted to know how to create a bulleted
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or numbered list, I can click on this. Again, I get a little video and also some written instruction.
So quite a few items in there for you to have a browse through if you're looking for something in
particular. And if you scroll all the way to the bottom, you'll also see that you have a list down
here of top tasks. So these are popular help items that again, you might want to have a read
through.
So for example, if I wanted to know how to add a watermark, I'm going to come into here, again,
I get my little video that I can play. And then I have some more links at the bottom for related
tasks. And if you ever just want to get back to that main home screen, you can click on the little
icon here that looks like a house. And that's going to take you back to that main menu. And of
course just above you also have a search. So if you know specifically what you're looking for, so
maybe I want to insert a table, I can type that in, I can see it comes up from the list. And there we
go. Once I select it, it then pulls back all of the relevant topics to my search term. I can then click
on that link. And once again, I'm taken through to a video and written instruction. So a fairly
comprehensive help file that's available for you to access at any time simply by pressing the F1
shortcut key.
Now the other things that you have within this help group you have a contact support button. So
as we hover over the ScreenTip says get help from an office support agent. So if we click on this,
it's again going to open up a pane on the right hand side. You can see I'm getting a message
saying they're sorry, but they're currently unable to provide phone support. But you could if you
wanted to type in a message into here and send that off to Microsoft. Now how quickly you'll get
a reply on that I do not know. But that option is there if you need it. You can also provide
feedback on anything in Word. So you can let Microsoft know if you particularly like something
or if you don't like something, or even if you have some kind of suggestion. And I will say that I
do know that these are collated by Microsoft. And a lot of the suggestions from their customers
are integrated into newer versions. So if you do have something that you want to tell them, then
that feedback button is there.
We also have a show training option. So let's take a look at this. And this is basically going to
show you some online training and learning content. So again, it really depends what it is you're
interested in. So maybe I was looking for some help on formatting text, I can click on this section
just here. And again, it's going to take me into those help files. So this is really another way of
getting to those help files. And then finally, we have a What's New button. And this is quite a
useful little button because Microsoft are always changing things in these applications. Some are
very minor updates, some are quite major. But sometimes I like to jump in here, click on what's
new, just so I can see anything new that's been added since the last time that I checked. So whilst
there's nothing new right, now, I can see what the last feature that was released was. And that
was the ability to be able to type hands free using a microphone. So it's always worth keeping
your eye on this area. So you can keep up to date with any changes and new features. So that is
your help ribbon.
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Now another way to obtain help, which essentially is going to jump you into the same help file,
is you have this little box at the top that says Search. And if I hover over, you'll see that the
actual name for this box is Tell Me. And in older versions, it used to be called Tell Me What You
Want To Do. But I think in this version, they've definitely shorten that down. And you can see
that this also has a keyboard shortcut of Alt + Q. then, what we do with this is we can start to
type in a search term, and it will go away and search the help files for us. So if I wanted some
help on themes, I can type themes into the top there. And what it's going to give me is it's going
to show me where themes is located. So instead of hunting around the ribbons to try and find
where I would change my document theme, it's actually taken me straight to it in this little
shootout menu at the side. So, I could come in here and I could just change my thing.
Alternatively, if I didn't particularly want to apply a theme at this stage, maybe I was just looking
for some help. You'll see underneath it says Get Help On and then it says that there are 10 results
for themes. So again, if I click on this, it's going to pop open that help pane and jump me to the
section in help that relates to themes. I can then go through, click on my different sections to try
and find what it is that I'm looking for. So that tells me box at the top can be really useful when it
comes to navigating or trying to find where different commands are located on the ribbons, and
also for quickly accessing help.
So that is it on help. Those are all the resources that you have. They are fairly comprehensive.
And I do find myself diving in and out of them reasonably often when I'm not sure how to do
something. Or, if I just want to read a more in depth explanation about a task tool or command.
That's it for this module. In the next module. We're going to be doing an exercise to practice
some of the things that we've been over in the introductory section, and then we're going to move
on to section two where the real work starts. So I'm going to jump over to the exercise now and I
look forward to seeing you there.
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Video: Exercise 01
Deborah: Hello, everyone, and welcome back to this course on Word 2019 Advanced. This is
Deb and we are down into our first exercise, exercise one. And in this exercise and all of the
exercises here after, we're just going to practice some of the skills that we've learned in this
section.
Now this is the introductory section, there are a couple of things I'd like you to practice before
moving on to section two. So the first part of this exercise is very straightforward. I just want you
to make sure that you have Word open with a blank document on the screen as I have here, and
I'd like you to check the version of Word that you're using.
In the second part of the exercise, I'd like you to search through the help files for Keyboard
Shortcuts. I want you to find the keyboard shortcut for closing a document. And then I'd like you
to use that keyboard shortcut to close the open blank document that you have on the screen. So if
you want to practice that, then you can pause this video now. If you've already completed this
exercise, and you want to see my answer, then carry on playing the video.
So let's take a look at the answer to this exercise. The first thing I asked you to do was to check
the version of Word that you're using. So to do that, we go up to the File tab, and we go down to
the Account Section. And this is where you'll find that information. And you can see here that
I'm using Microsoft Office Professional Plus 2019. Let's click on back.
The second part of the exercise I asked you to do a search through the help files for keyboard
shortcuts. So I'm going to jump up to my search box at the top here. And I'm going to do a search
for keyboard shortcuts. And what you'll see is below I have 10 help results for keyboard
shortcuts. So let's click and the top link here is keyboard shortcuts in Word.
Now I asked you to search for the keyboard shortcut that will close a document. So if you scroll
down through keyboard shortcuts, and down to frequently use shortcuts you'll see in here you
have an option to close the document which is Ctrl + W. So now we know what that keyboard
shortcut is I'm just going to use that to close this document, Ctrl W and that is it. I hope you got
on okay with that exercise and I will see you in the next section.
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Section 2 – Essential Skills
Video: Increasing Efficiency with Keyboard Shortcuts
Deborah: Hello everyone this is Deb and welcome back to our course on Word 2019 Advanced.
We're now down into section two and in this section we're going to be covering some essential
skills that you should have when you're working in word 2019.
Now, I know that this is an advanced course and we will be working through some of the
advanced features of Word. But it's really important that we just solidify the skills that we have
in Word make sure that we know those essentials, those basics, in order to give ourselves a good
foundation in which to progress on from.
What I hope to show you in this particular section is some of the things that you need to have
turned on, some of the things that you need to know how to access or implement in Word, in
order to be able to achieve some of those more advanced skills. And even if you are aware of
some of these things that I'm going to show you in this section, hopefully, you'll pick up some
extra tips and tricks, which will help you work in Word more efficiently. Because that's what
we're really aiming for here. We all work in a very time pressed environment, at least most of us
do. We want to be able to use Word in the most efficient way possible in order to get our tasks
done. And that really leads on to what I want to start out in this module with and that is talking a
little bit about the ribbon, ScreenTips. And those all-important keyboard shortcuts.
So let's start out with the latter, let's talk about Keyboard Shortcuts. Now, Keyboard Shortcuts
are a great way to increase your efficiency when you're working in Word whether you're just
trying to open files, move around a document or invoke certain commands or dialog boxes.
They’re just a quick way of doing that, so that your hands don't have to leave the keyboard. And
you might think, well, you know, I don't mind using my mouse. And that is entirely up to you. If
you're really comfortable using your mouse to do things, then that's absolutely fine. But you
probably would be surprised how much quicker it is, if you're already typing, if you already have
your hands on the keyboard, it's a lot easier just to invoke a quick keyboard shortcut as opposed
to moving your hands to your mouse and then trying to carry out whatever task you're trying to
do. So we're going to start out by looking at some of those key Keyboard Shortcuts.
Now, there are so many keyboard shortcuts in Word. And if you're anything like me, you won't
memorize them all. There are hundreds of them but you will pick up a few along the way, which
you'll find yourself using all the time. So let's start out by taking a look at a few of them. And I'm
going to show you where you can access the entire list which you can then print off if you want
to and utilize the ones you need. So currently on the screen, I just have word Open, I don't
currently have a document open. So let's start out by doing that. If I press the keyboard shortcut
Ctrl N, that's going to give me a new blank document. If I wanted to open an existing document
Ctrl O is going to take me into that open screen in the backstage area. And I can then go in and
choose to open one of my recent documents. Alternatively, I can browse for a document to open.
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Now I'm not going to do that I'm happy with my blank document. So if I want to go back to my
blank document, I can click the back arrow up here. Alternatively, the shortcut for that is the
Escape key. So I've got my blank document and let's just get some text in here. Now I'm not too
concerned about what this text is at this stage. But this is another useful little tip. If you ever
want some junk text, just some random text in a document. Sometimes if you want to maybe
play around with layouts or try out some things, you don't really want to do it on an actual
document, it's quite nice just to be able to quickly get some lines of text in your documents so
that you can do that. So a quick tip is you can type in Equals Rand, which stands for random,
open a bracket and then define how many paragraphs you want and how many lines within that
paragraph.
So I'm going to say I want 40 paragraphs of six lines each. Close my bracket looks very much
like an Excel command, hit Enter, and that is exactly what I get. There you can see it's jumped
me all the way down to the bottom of my document. So if I want to jump back up to the top, a
keyboard shortcut, I can use Ctrl Home to get me all the way back up there. And you can
probably guess what's coming next Ctrl End key it's going to jump me to the bottom. So this is
essentially random text that I have in my document. I'm going to show you another way to enter
random text. So what I want to do is I want to essentially undo what I've just done. So we have a
keyboard shortcut for that and it is Control Z. and I'm going to control Zed again and again to get
rid of that little piece of code. So the way I can enter random text is type in Equals Lorem, and
then do exactly the same thing. This time, I'm going to have 20 paragraphs of 10 lines each, hit
Enter, and I get that lorem ipsum test text control home to jump me up to the top of the
document.
Now when it comes to navigating efficient around your document, again, there are a few
different keyboard shortcuts that you can use. Now, you're probably already aware that you can
use your left, right, up, and down arrows to move across one character. But if you just add in the
Ctrl key, so I'm going to do Ctrl key and right arrow, that's going to jump me to each new word. I
can use the left arrow to go back again. If I do Ctrl Shift right arrow, it's going to highlight those
words as I go across. Left arrow, it's going to unhighlight them, or de-select them. And if I hold
down Control and do my Down Arrow, that's going to jump me to the next paragraph, and the up
arrow will jump me to the paragraph above.
Now when it comes to making selections, again, there's a few important keyboard shortcuts that
you should know. We've just seen one of them, we can select an entire word simply by doing
Ctrl, Shift, right arrow, and I can carry on doing that to select each word. And if I want to select
the entire line, I just need to do Shift and End to select that line, I could then move down by
doing Shift down arrow to carry on selecting lines like so. And of course Shift Up arrow does the
opposite. If I do Shift Home, it's going to de-select. And of course a really important keyboard
shortcut. If you just want to select everything in your document, control A or select all. So, it’s a
really important keyboard shortcuts there. By no means all of them, but some ones that I
personally use frequently. Let's now jump into our document and add a quick title. So we're just
going to call this lorem ipsum.
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Now I want to make this title stand out a little bit. So of course, we have keyboard shortcuts for
some of our font formatting as well. So I'm clicked at the end of the title at the moment. So if I
do Ctrl Shift Home, it's going to select the entire title. If I want to make that bold Ctrl B is going
to give me bold, Control I is going to make that italic. And if I want to apply an underline as well
Ctrl U is going to give me an underline. Now if I decided at this stage, I wanted to do some more
advanced font formatting, I might want to jump into the font formatting dialog box. And again,
there is a quick way to do that. If we do Ctrl D, that's going to jump straight into that font
formatting dialog box. So it might be that I want to come in here and maybe change the
underlying style to double underline, click on OK, and there we go. And if at this stage, I want to
do something like increase the font size, if I hold down Ctrl Shift and then use my angle bracket
or what you might know as the greater than sign on your keyboard, I can increase my font size.
And if I use the other angle bracket or the less than symbol on the keyboard, and that will take
that font size back down again.
Now at this stage, I'm currently working in an unsaved documents. So you can see at the top in
the title bar, it says document four, which tells me that I haven't yet saved this. So what I'm going
to do is I'm going to save this to a folder that I have on my PC. And a quick way to jump into
that Save As dialog box is to press the F 12 key and that's going to pop up my local folders. So
I'm just going to select a folder to save this into. And we're going to select the section two folder.
I'm happy with the name lorem ipsum dot docx. I'm going to click Save. And there we go, we
now have a saved document.
Now, as I said those are just a few of the keyboard shortcuts that are available in Word. But if
you do want to see a full list of them, you can do that very simply from within Word. So right at
the top here where we have this Search bar, if we click in here and type in Keyboard Shortcuts,
you can see just here we have 10 results in the help section within Word. So if I click on this, it's
going to open up a pane on the right hand side which is essentially going to jump into words help
facility. And, you'll see here all of the matches that we have for keyboard shortcuts. So lots of
information in here. But if you purely just want to list so you can see all of the keyboard
shortcuts available, it’s this top link that you're going to want keyboard shortcuts in Word. And
here we go.
Now this is a pane that you can pop out. If I just grab the top and just drag it I can then make this
as big as I want to make it easier for me to read. And it's going to go through all of the different
keyboard shortcuts organized into helpful topics. So you can see here at the top, it says
frequently use shortcuts. If I click on this, it's going to show me all those keyboard shortcuts
available to open a document, create new documents, save, so on and so forth. So this might be
something that you want to print out, or it just might be something that you want to refer to from
time to time, but really useful to know where to access that information.
It's also worth noting that you can customize keyboard shortcuts. So if you want to essentially
assign your own shortcuts to certain things in Word, then you can definitely do that as well. If we
jump up to the file menu, and we're in the backstage now, so we're going to go down to options
right at the bottom, and you'll find your keyboard shortcut customization options underneath
customize ribbon. Right at the bottom here, it says keyboard shortcuts, we have a customized
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button. And we can now go in and look through the different categories and the different
commands and set up our own keyboard shortcuts. So what you'll see is that for some of these
there are already keyboard shortcuts. So for example, if I click on File Open, you can see that we
have these two current keyboard shortcuts assigned.
Now I could go in and change that or add another one if I wanted to. But just be aware of this
when you are setting your keyboard shortcuts. So let's quickly add in a new keyboard shortcuts.
I'm going to scroll down and let's say for file close, now I'm going to add a new keyboard
shortcut. And this is going to be Ctrl Shift Y. Now I can see underneath that this isn't currently
assigned to anything and that is exactly what I'm looking for. What you need to be careful of is
using shortcut keys that are already assigned to other things. So you want to make sure it says
Unassigned under here. And when you're happy with it, you can click on assign and close and
click on OK. And now let's test to see if this works. I'm going to close this document down Ctrl
Shift Y and there we go. If I want to reopen the document, I can do Ctrl O and there it is at the
top of my list.
Now what is also quite helpful, it does show you what the keyboard shortcuts are for each
command when you hover over them. And we're now moving into talking about ScreenTips.
And that is exactly where we're going to pick up in the next module. So please join me for that.
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Video: Working with ScreenTips
Deborah: Hello everyone, and welcome back to our course on Word 2019 Advanced. We're
down in Section two, where we're just recapping some of those word essential skills to give us a
good foundation from which to build from. And in the previous module, I ran you through some
of those essential keyboard shortcuts and also showed you where you can find a big long list of
all of the keyboard shortcuts available in Word to help you become more efficient. And we
finished up that module by talking about ScreenTips. And that's really what I want to concentrate
on in this particular module.
Now, ScreenTips, if you're not sure what I mean, when I say that word, you've probably come
across them in your everyday usage, but maybe just not have known what they're called. And all
a ScreenTip is essentially is when you hover over any of the commands on the ribbon. So for
example, if I hover over Format Painter, you'll see that I get that little informational box pop up
there. So it's essentially giving me some really useful information about what that command
does. But it's also showing me the keyboard shortcuts available for that command. It's worth
noting that not every single command on the ribbon will have a keyboard shortcut, but the
majority of them do.
So again, if I hover over Bullets, I can see there, it's telling me that I can use this button to create
a bulleted list. If I hover over Bold, it tells me what that command does, and also shows me that
keyboard shortcut. So this is a really useful option. If you want to know what the keyboard
shortcut is of a particular command, you can utilize that ScreenTip. Now again, you will notice
that you don't have a keyboard shortcuts listed in all of the ScreenTips. So again, if I hover over
the numbering command, you can see there it tells you what that command does, but it's not
showing me the keyboard shortcuts. So just bear that in mind when you're hovering over.
Now, if you're somebody who maybe doesn't like having those ScreenTips pop up, sometimes
they can be a little bit annoying. Or maybe you just want to customize the style of the ScreenTip,
then you can definitely do that as well. And as you've probably guessed, we can do that from file
and options. So you'll find your ScreenTip options underneath the general area. And if we take a
look under user interface options, this first section just here, at the bottom, we have ScreenTips
style. So this is where you can come in and you have three options when it comes to customizing
those ScreenTips. So you can select to show feature descriptions in ScreenTip. So that's the
description of what that command does. You can say don't show feature descriptions in
ScreenTips. So that will remove it. And you can select and not show ScreenTips at all.
So if I was to select, don't show ScreenTips, and click on OK, you'll now see that when I hover
over something like Format Painter, I'm not getting that ScreenTip pop up. Now, I actually do
like to have my ScreenTips turned on. So I'm going to go back here and I'm going to say show
feature descriptions in ScreenTips. Now another thing you can customize when it comes to
ScreenTips is whether or not that shortcut key is shown in the ScreenTip. Now again, I find this
really useful, but if for some reason you don't want to have that showing, if you jump across to
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the advanced area, and we're going to scroll all the way down to display. You can see here there
is an option which I currently have ticked that says show shortcut keys in ScreenTips.
So again, if you didn't want to do that, you could uncheck that box. Click on OK. And now when
I hover over Format Painter, I just have the description but I don't have the ScreenTips. And
you'll see the same if I hover over bold, just the description, no ScreenTips in there. It's also
worth noting that you can create your own ScreenTips. And this is particularly useful when
you're using things like hyperlinks and bookmarks. And I'm going to show you exactly how you
can add information into your document in the form of a ScreenTip to help people who are
accessing that document, know exactly what to do a bit later on in this course when we talk
about bookmarks and hyperlinks. But for now that is it on ScreenTips. In the next module. I'm
going to talk to you a little bit more about the Ribbons. So please join me for that.
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Video: The Ribbon
Deborah: Hi, everyone and welcome back to this course on Word 2019 Advanced. This is still,
Deb and we are in at section two, where we've been taking a look at those essential skills that
you need when you're working in Word. And in the past couple of modules, we've taken a look
at keyboard shortcuts, and also how to utilize and customize ScreenTips.
In this third module of this section, what I want to focus on is a little bit more about the Ribbon.
If you've been using Word for quite a few years, and I'm sure you're aware of this ribbon
structure that we now have. This is something which came in around 2010, where we switched
from the menu drop downs to commands running horizontally across the screen on what we call
ribbons. So in this module, I just want to go into a few options that you have when it comes to
managing and using your ribbons.
So the first thing you need to be aware of is that we have our Ribbon tabs running across the top.
So Home, Insert, Draw, Design, Layout, so on and so forth. We also have a File tab, which isn't
essentially a Ribbon as it doesn't have that horizontal organization. But this is where you'll find
all of what we call our backstage options. And these are the more admin tasks surrounding your
documents. So things like New Document, Opening, Saving, Printing, Share Options, and of
course, also your overall Word options. Now on each tab, you'll find that you have commands
organized into groups.
So if we take the Home tab as an example, you can see the group names listed at the bottom. So
we have Clipboard, Font, Paragraph, Styles, Editing, and Voice. And things are obviously
different on each tab depending on the commands contained within the group. And these
essentially just grouped together all commands that are similar to each other. So for example, in
the clipboard group, I have Cut, Copy, Format, Painter and all of my Paste options. In the Font
group, I have all of the commands available when it comes to formatting my fonts. So things like
changing the font style, the size, the color, and also things like bold, italic, and underline. So
these are your different groups. And within them we have related commands. Something else
you need to be aware of are Galleries.
Now you'll see these for certain items on the ribbon. And it just so happens that we have one on
the Home ribbon, and that is this Styles Gallery. So in the Styles group, you can see here I have a
selection of styles that I can apply to different pieces of text. But if I click the drop down, it's
going to open up that gallery, and it's going to show me all of the options. So you'll see this
sometimes instead of having an actual command button, you'll have some kind of drop down,
which is going to allow you to go into a gallery to make your selection. Something else that
you'll also find on some of these groups is a Dialog Box Launcher, and that is this little arrow
that you see here in the corner of each of these groups.
Now, it's also worth noting that you don't have a Dialog Box Launcher in every single group. So
you can see at the end here with editing and voice, I don't have that little arrow. But if you do
have a little box like this, it's going to take you into more options for that specific group. So for
this one Paragraph, I now have some other options available I can select which aren't listed as
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commands within the group on the ribbon. So these are always good to go into if you're looking
for more advanced features or just more commands.
Now I'm using Word 2019 on a high resolution laptop, and you can see the way that my ribbons,
my groups and my commands are organized. It's worth noting that if you have a lower resolution
laptop or PC, you may find that your commands and groups look slightly different to mine. Now,
the only way I can recreate this is actually to minimize my screen. So if I just minimize this
down, I'm just going to drag it in very slightly so you can see what happens. So if I was using a
lower resolution, you can see that now some of my options are grouped together. So now I have
an Editing group. And if I click the drop down underneath, I have Find, Replace, Select, so on
and so forth.
If I maximize out, you'll see that on my resolution, I have those actually listed out on the ribbon
as opposed to just grouped underneath an editing button. So just be aware of that if you're
following through this course and you're thinking well, I don't see exactly what you're seeing, it
might be related to your screen resolution. It's nothing to worry about but just something to note
as we work through the different modules. And when it comes to these ribbons as well, you don't
always have to have them displayed if you don't want to. You'll notice that the ribbons do take up
quite a bit of screen real estate as I call it. And if you want to give yourself more room when
you're working on a document, you can definitely collapse up these ribbons.
So in the top right hand corner, you'll see here I'm hovering my mouse over it, we have some
ribbon display options. So if I click that, I have the option to Auto hide the Ribbon, to Show Just
the Tabs, or to Show Tabs and Commands. So if I say Auto hide Ribbon, you can see it gets rid
of that ribbon. And I now have more space in which to work on my document. If I want to get
those ribbons back, I can just move my mouse to the top of the screen until I get that blue bar and
click and it will pull that ribbon down. But what you'll see is that the ribbon isn't actually locked
to the top of the screen when I'm utilizing this mode. As soon as I click back on the document,
that ribbon is going to disappear again. That might be something that you find quite useful, or it
might not. Let's jump back into our ribbon options. And I'm going to select the Show Tabs
option. So this is as you would expect, it's got rid of all of the commands the actual ribbons, but
it's still showing me the tabs.
So if I want to quickly access something, so maybe I want to make this entire paragraph bold, I
can jump up to home, it's going to display the ribbon, I can select my option. And then when I
click back on the document, it's just going to go back to showing me those tabs. Now the third
option we have is to Show Tabs and Commands. Now this is the default in general. For me, I like
to have all of my tabs and all of my commands showing. But again, this is entirely personal
preference and really dependent, you can switch it up depending on what document you're
working on. Another way to quickly collapse up that ribbon is by utilizing this little up arrow on
the right hand side. And you can see there it says collapse the ribbon, I can just click that button
and it collapses it. I can then go to my ribbon options, say show tabs and commands and it brings
it back.
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You'll also notice as I hover over there is a shortcut key to collapse the ribbon quickly, which is
Ctrl F1. So if I press Ctrl F1, you can see there we go. Ctrl F1, again, brings that ribbon back.
Now another thing you need to be made aware of when it comes to working in Word with the
ribbons are contextual ribbons. Now these are ribbons which you can't see until you need them.
So let me show you a very quick example. What I'm going to do is I'm just going to put into here,
I'm gonna take off Italics first of all, I'm quickly going to insert a table. So I'm going to jump up
to Insert, I'm going to select table and I'm just going to do a very quick table of three columns by
two rows.
Now what you'll see is that once I'm clicked in that table, I now have two additional ribbons
appear at the top. I have a table design ribbon, which is showing me all of my options with
regards to customizing my tables design, and I have a layout ribbon. Again, this is all related to
the layout of my table. If I was to click outside of the table, so if I click somewhere else in the
document, you'll see that both of those ribbons disappear. And this is why we call them
contextual ribbons. They only appear when they're needed. And you'll see this throughout your
usage of Word. If you insert a picture, if you insert a shape, if you insert a chart, once you're
clicked in the picture or in the chart, you will find that you will have contextual ribbons appear.
So a really important thing to be made aware of when you're working with your ribbons in Word.
Now I'm going to do a Ctrl Z just to undo all of that and take my document back to how it was.
Now another thing you can utilize when working with ribbons. And this kind of ties back to the
keyboard shortcuts is that if you press the Alt key on your keyboard, what you'll see is you get
all of these different shortcuts, which essentially allows you to navigate through your ribbons
using your keyboard as opposed to your mouse. So this is quite good for people who either prefer
to work predominantly with the keyboard. Or maybe if you have some kind of wrist injury,
which prevents you from working efficiently with your mouse, this might be a good option for
you.
So again, for example, if I wanted to jump to the Insert ribbon, you can see that the letter
underneath is N. So if I press N, it takes me to the Insert ribbon and I get a whole new set of
shortcuts that I can utilize. So if I wanted to access the inbuilt icons in Word, I can see that the
shortcut key there is NS. So if I press NS, it's going to take me into my icon library. So a really
nice way of being able to navigate through your ribbons and commands utilizing just the
keyboard. And of course, if you want to come out of here, you can press the Alt key again.
Alternatively, if you press Escape, that will take you out as well.
And the final thing I want to mention in this particular module related to the ribbons is that you
can of course customize the way that your ribbons look. So again, if we jump up to File and go
all the way down to Options, there is a section here for customize ribbon. And what you'll see in
here is on the left hand side, you have all of your main tabs. So we can see things like Home,
Insert, Draw, Design, so on and so forth. And if it has a tick next to it, it means that it's going to
display it on your ribbon. Now this is a good point to note, most of the time, you'll find that the
Developer ribbon is not selected by default. And that's because it is one of the lesser used
ribbons.
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Now we are going to be using the developer ribbon in this course. So what I'm going to do is I'm
going to put a check in the Developer Ribbon, click on OK. And you can see that I now have a
tab added at the top, which has shown me the Developer Ribbon and all of the commands. Now
of course, you could go into options again, and go down to customize ribbon. And you can turn
any of these ribbons off and on if you want to. You could even if you wanted to create your own
ribbon and assign to that ribbon, maybe commands that you use most frequently. So I'll show
you very quickly how you can do that. Just be aware that if you're using your copy of Word
through your organization, this might be something that is locked down. I know a lot of
companies these days don't allow their staff to create their own ribbons. So if you come into here
and you find that you have new tab and new group grayed out, then it might be that your
company has locked that specific functionality down.
But if you do have access to these, what we can do is we can create a new tab. And you can see
at the bottom, it says New Tab Custom. I'm going to rename this and I'm just going to call this
Deb's Ribbon. Click on OK. And I can now go in and create my groups. So remember, all of
your commands are in groups. So I'm going to select New Group Custom which has been created
by default. I'm going to rename this and I can choose to give it a little icon. If I want to, I'm not
going to I'm just going to call this group Formatting. Click on OK. And what I can now do is go
through and add what commands I want to this formatting group. So let's look through a list of
popular commands on the right hand side. I'm going to add some bullets like so. And you can see
when I click Add, it appears under my new group that I've created. I'm going to add font, and
also font color. Let's also add a line left at the top.
So now I have four commands within my formatting group on my Deb’s ribbon. So let's click on
OK. And there we go. You'll now see added a top I have Deb’s ribbon, I have my group called
formatting and I have those commands that I've added. So if you do have access to this, it's
actually quite cool to be able to create your own ribbons, maybe with all the commands on it that
you use most frequently. And of course, if you want to get rid of that ribbon, if we go back into
Options, and into Customize Ribbon, I can deselect it, which will turn it off but it's still there. Or
alternatively I can select it and I can say remove and that gets rid of the ribbon entirely.
So that is pretty much it. Just a few key features that I wanted to make you aware of when it
comes to working with your ribbon. That's it for this module. I will see you in the next one.
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Video: Using Rulers
Deborah: Hi guys, and welcome back to this course on Word 2019 Advanced. This is still Deb
and we are in section two where we've been taking a look at some of the essential skills you need
to know in Word.
Now so far we've covered off Keyboard Shortcuts, ScreenTips, and we've taken a look at some
options you have when it comes to working with the ribbons. In this module, I just want to talk
to you about something that is very small but very important in word and that is working with the
rulers.
Now rulers are really important when you're working in Word documents. They enable you to
see your margins, they also enable you to set things like Tabs so that you can align items in your
document correctly. They're also a big help if you're trying to do things like Center Objects on a
page or Line Up text. So I always like to have my rulers turned on by default. Now in this
example, I've turned my rulers off just so I can show you how you turn them on. So currently, I
have my document with my lorem ipsum text in it. But I don't have any vertical or horizontal
rulers showing. Now in order to display your rulers, it is very simple, but you do need to make
sure that you are first in Print Layout view.
So if we jump up to the View Ribbon, you can see here in the views group, I have Print Layout
selected, so just make sure you're in that view. And then also on this ribbon, there is a group
called Show. And in there, we have an option for Ruler. And as I hover over, you'll see that
useful ScreenTip that says it shows rulers next to your document, you can see and set tab stops,
move table borders and line up objects in the document, and you can also measure stuff. So,
really useful little things to have turned on. So I'm going to click in the check box and just turn
those rulers on. So you'll now see I have my horizontal ruler running across the top of the page
and my vertical ruler running down the side of the page.
Now one question I always get asked when it comes to rulers is how can you change the
measurement of the ruler? Now currently, my ruler is showing in inches. But if you want to work
in a different measurement, so maybe centimeters or pixels, and you can definitely jump into
options and change that. So if I want to change my ruler to centimeters, I'm going to go up to the
File tab, I'm going to jump down to my Options, and I'm going to go straight into my Advanced
Section.
Now what we are looking for in here is you want to scroll down until you get to the Display
Area. And it's this option that you're looking for, “Show measurements in units of”. And you can
see that mine is currently set to inches. But if I wanted to, I can click the drop down and
underneath there I have Centimeters, Millimeters, Points and Picas. Now Picas is a type of
graphic unit of measurement. And one Pica is roughly equal to one six of an inch in case you're
interested.
Now I'm not going to use Picas but I am going to change this to centimeters. Click on OK. And
you'll see now that my ruler has changed to show in centimeters as opposed to inches. So if you
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haven't done already, please jump into that view ribbon and make sure that you have your rulers
turned on and make sure that you have the measurements set to something that you find
meaningful and can work with.
That’s it on rulers, I will see you in the next module.
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Video: Find and Replace Formatting
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. This is
still Deb and we are still in Section two, where we're taking a look at some of those essential
skills that you need in Word.
Now in this module, I want to move on a little bit and start talking to you a little bit about
Finding and Replacing Formatting. Now you may have used find a replace previously in Word.
But it's not just for replacing text. You can also use Find and Replace to locate specific types of
formatting throughout your document, and even replace that formatting with something else
entirely. Now just before we get onto that, I just want to briefly remind you of how we utilize the
Find and Replace feature.
So what you see on the screen here is I have a Word document open and it's called Staff List.
And this is a very small, very basic little table that just lists some staff members, their job title,
the department they work in, and where they're located. Now, this is a very small table, it would
probably be quicker for me to maybe go through and manually make the changes I need. But
imagine if you have a much larger table or piece of text and you want to find something in that
table or text and you want to replace it with something else, it's going to be a lot quicker for you
to use the Find and Replace functionality.
So for example, in this document, it might be that I want to change those locations to make them
a little bit more concise. So wherever I have the word United Kingdom, I want to change that to
UK, or wherever I have the word United States of America, I want to change that to USA. So
this would be a perfect scenario for utilizing Find and Replace. So you'll find your Find and
Replace options on the Home ribbon across all the way on the right hand side in the editing
group. You can see you have a Find and Replace. And you'll see there as I hover over I get the
ScreenTip with the Keyboard Shortcut of Ctrl H. So I'm going to utilize that Ctrl H to bring up
my Find and Replace dialog box.
So essentially, what I want to do here is say what I want to find and then say what I want to
replace it with. So let's just start out with United Kingdom, and I'm going to replace that with
UK. I'm going to say replace all, it's made three replacements. And you'll now see in the
document, that that has replaced successfully. Let's do the other one. So we're going to look for
United States of America. And we're going to replace that with USA, and replace all. So very
quickly, I've been able to make those bulk changes to my document. So really useful little utility.
So that might be how you're used to using Find and Replace. What I want to show you now is
how you can take that on a stage further and Find and Replace formatting.
Now when it comes to finding and replacing formatting, you need to think about whether it's
going to be more efficient for you to utilize Find and Replace, or more efficient for you to do it
manually. And there are definitely some scenarios where doing it manually is going to be quicker
for you. For example, if you have a document and throughout that document, you have some
instances of bold text, and you just want to change it all back to normal text. So without the bold
applied, it's probably going to be quicker for you just to do a Ctrl A on your document, and then
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de-select bold, which is going to put everything back to normal text. So in those kinds of
situations, it's going to be quicker to do it manually.
However, there are times when Find and Replace can really help you save time by applying
formatting changes faster and easier than manual formatting. So let's take a look in this example
as to how we can utilize Find and Replace to replace certain pieces of formatting in our
document. So I'm working in the lorem ipsum document. And what you'll see is if we go through
this document, I've made some changes to it. You can see that I now have in blue font and
underlined the word Lorem Ipsum Management Corporation. And I have that fairly frequently
throughout the entire document. What you'll also notice is that I have a section just here that's
indented very slightly from the rest of the text, and it's also showing in italics. And what I'm
going to do is I'm going to utilize Find and Replace formatting to make some changes to this
document.
So let's imagine this scenario, it might be that I've done this document, I've sent it to my
manager, and he's come back and said to me, it all looks great, but I don't want you to have the
words Lorem Ipsum Management Corporation in blue or underlined. I just want them to show in
bold and he's also said to me that he doesn't want the word Lorem Ipsum Management
Corporation, he wants it to say lorem ipsum management Corp. Now because I have this word
throughout my document, it's probably going to be easier for me to utilize Find and Replace
formatting to make these required changes.
So let's take a look at how we might go about doing this. I'm going to pull up that Replace dialog
box again, remember a keyboard shortcut Ctrl H. And what you'll immediately notice is that Find
and Replace keeps in it the last search terms that you used. So I'm just going to clear those out.
And the first thing you need to do here is you need to click on this more button. Because at the
bottom, this is where you're going to find the Replace formatting option. And the first thing we
need to do is we need to let Word know what it is we're looking for. So in the Find what box, I'm
looking for the words Lorem Ipsum Management Corporation. But the thing I'm looking for is in
blue, it's in bold, and it's underlined. So I need to tell Word that I'm also looking for those
properties.
So I'm going to go down to the format box. And I'm going to go to the font option, I want to say
that I'm looking for bold text, font color is blue, and the underlying style is the solid line. Click
on OK. So now in the Find what box is looking for the words Lorem Ipsum Management
Corporation, bold, underlined with a font color of blue. So I’ve specified exactly what I'm
looking for. I can now go in and tell Word what I want to replace it with. So my manager said
that he just wants this to be in bold, but the same color as the rest of the text. But he's also said
that he wants it to say Corp as opposed to Corporation. So I'm going to say replace with Lorem
Ipsum Management Corp. And again, I'm going to jump in to my formatting options. I'm going
to go to font, and I'm going to specify the properties that I want to replace. So I just want this to
be in bold. And I'm going to say font color, I want to be set to automatic. Click on OK.
So now you can see all of my properties, what I'm looking for and what I'm replacing it with. If I
click on replace all, I can see it's made five replacements. And if we look in the document behind
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you can see that now I have Lorem Ipsum Management Corp as opposed to Corporation. It's
removed the blue font color, it's removed the underline, but it's showing in black in bold, which
is exactly what my manager asked for. So pretty simple to replace the formatting. Let's look at
one more example.
Now I've sent this document back to my manager, I've made the edits that he's asked for. But,
he’s come back again and he’s said actually, halfway through the document, we have this
paragraph that's slightly indented from the rest, and is showing in italics. And what he said to me
is he wants to have italics removed, and he wants the indentation to be removed so that's in line
with the rest of the document. So what I would probably do here is I would make sure that my
mouse is clicked at the start of this paragraph where we have that indentation. And I might just
want to check how much these paragraphs are indented by. And I can do that by simply jumping
up to the Home ribbon and launching the Paragraph Dialog Box. And in here, if I look down at
the indentation section, I can see that where I'm currently clicked is indented on the left at 0.6
centimeters. So that's useful information for me when I'm trying to find and replace the
formatting. So let's cancel out of here and let's do a Ctrl H to fire up our Find and Replace dialog
box.
Now again, what you'll see in here is that it will hold in it the last searches that you did. And I
want to remove this. So I'm going to just delete out where we have Lorem Ipsum Management
Corp. But you'll see that it still holds that formatting underneath. So I need to make sure that I
click the no formatting button at the bottom just to get rid of that. And I need to do it for both the
Find what and replace with. So now I have a clean search. What am I looking for this time?
Well, I'm not looking for any text specifically because this applies to this whole paragraph that's
indented. So I'm going to click in find what and I'm going to jump straight down to find format.
And this time I'm searching specifically for text that is indented to 0.6 centimeters. So I'm going
to go to the paragraph option. And now I can set what I'm looking for. So my indentation, I'm
going to set to 0.6 centimeters. That is what I'm looking for. And click on Ok.
Now I can also see that these paragraphs are showing in italics. So I might want to add that in as
well just to really refine what I'm looking for. So I'm going to jump to Format again. And this
time, we're going to go to Font, and I'm looking for everything that's in italics. So now I'm doing
a very specific search for all text is indented on the left 0.6 centimeters and showing in italic
font. And what do I want to replace this with? Well, let's jump down to formatting. Go into font,
I want it just to be regular text and click on OK. Let's go down to formatting again and into
paragraph. And I don't want there to be any indentation.
So essentially, I'm going to set this to zero centimeters. Click on OK. And now I haven't actually
defined a piece of text, but I have defined those properties that I'm looking for. So now if I click
on replace all, it's made one replacement. And you'll see now that that entire paragraph has been
changed to regular font. And it's also now in line with the rest of the document. So of course,
there are lots of different ways that you can utilize this by looking under this format option. So
this can be a really great way of very quickly and efficiently replacing certain items in your
document that are formatted in a specific way.
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So that's it for this module. In the next module, we're going to stay on this same train of thoughts,
and I'm going to show you how you can find and replace special characters so please join me for
that.
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Video: Find and Replace Special Characters
Deborah: Hi everyone, and welcome back to this course on Word 2019 Advanced. We are
midway through section two. And in this section we've been learning some of those essential
skills when it comes to working with Word.
And in the previous module, we took a look at how we can utilize the Find and Replace to find
and replace formatting within a document. I want to move on from that idea now, and we're still
gonna stay with Find and Replace, but we're going to talk about how you can find and replace
special characters. Now Special Characters are characters that are not alphabetic or numeric. So
some examples of special characters would be things like Quote Marks, Question Marks,
Paragraph Marks, Tabs, things like that. All of those are considered to be special characters in
Word. And Word has the ability for you to search for special characters and also replace special
characters in a document which can be really useful. So what I'm going to do in this module is
just run through with you a few of the different ways that you can find and replace special
characters.
Now I've got a document on the screen. And this is just some text that I've pulled from
Wikipedia about William Shakespeare. And if we have a look through this document, it's not
very long, but we do have some things that would be considered special characters. So you can
see here after the word William Shakespeare in this first line of the first paragraph, we have a
copyright symbol. We also have some curly brackets, we have a hyphen in here, we have some
quotation marks down here, and as we move down, you'll see there's lots of other things in this
document, which are considered to be special characters. Well, you also might notice with this
document is that I have some rather large spaces in between each of the paragraphs. I can see
here that I've probably got double line spacing.
So the first thing I want to do with this document is I want to change the double line spacing to
single line spacing. Now something that's going to help me with this, and something which I turn
off and on periodically when I'm working in long documents is the show hide paragraph marker
button. So up on the Home ribbon, in the Paragraph group, you'll see here you have an icon,
which looks like a paragraph marker. And if we hover over and take a look at the ScreenTip, you
can see that it's called show hide, you can see the keyboard shortcut is Ctrl + Asterisk. And it
says that if we toggle this on, it's going to show paragraph marks and other hidden formatting
symbols. And then it says this is especially useful for advanced layout tasks. So if we toggle this
button on simply by clicking, you'll see that I can now see where all of those paragraph markers
are.
So I can see that yes, in fact in between each of my paragraphs, I have two paragraph markets.
And essentially what I want to do here is say to Word I want you to find every time I have a
double paragraph marker, and replace it with one paragraph marker. So let's take a look at the
first way that we can replace special characters. Now we're going to need to jump back into our
Replace dialog box. So once again, you can either click on the Home ribbon or click on the
Replace button in the editing group. Alternatively, you can use the Ctrl H keyboard shortcuts.
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Now I'm going to remove what was in my last search. And I'm going to click my mouse in the
Find What box.
Now in this case, I'm looking for double paragraph markers. But how do I actually input that into
the Find What field? Well, if we go down to the bottom, where we have our replace options, you
can see I have an option for replace and then special. And if we click that we have about 20 or so
options that we can use for our Find. And if you look at the top one, it says paragraph mark. So
I'm going to select it, and it puts in essentially what we call the Kara code for a paragraph
marker. Now currently, it's just a single paragraph marker. I'm looking for double paragraph
marker so I'm going to do exactly the same thing, go down to special and select paragraph mark.
So now I'm saying search for two paragraph marks and replace with one paragraph mark, click
on replace all, it's made for replacements. And if I now check out my document, you can see that
I now have single line spacing between those paragraphs.
There's something that you'll also see is that this first paragraph is now very close to that line
above. Ideally what I would want would be to have a little bit of space in there so I could jump in
and just do that manually as I've just done. But if I wanted to replace those double paragraph
markers, but keep the space at the top, I could do this in a slightly different way. So let me do
Control Z to undo and come back to my two paragraph marks. So you can see here, essentially, I
do have two paragraph marks, I've got one after William Shakespeare, and one just below the
line. So if I didn't want these to be affected, I could essentially select the document from the first
line of the first paragraph down, and then do my Find and Replace.
So we know how to do this, I can do Ctrl Shift End, and that's going to select everything below
where I'm clicked. I can then do Ctrl H, my options that I selected previously are still in there,
I'm going to say replace all, it's made three replacements. And there we go. Now I've managed to
remove them in the body of the document. But I still have a space between that first paragraph
and the horizontal line. For the next example, I'm just going to toggle that show hide button
again, to turn off those paragraph marks.
Now the next thing I'm going to replace in this document are these hyphens. Now another way
that you can do find and replace a special characters is that you can come in and highlight
exactly what it is that you want to find in the document. So I'm going to highlight in that first line
that dash in between his birth date and the date he died. I'm going to do Ctrl H again and you can
see automatically in the Find what box, it's selected, what I've got highlighted in the document.
I'm going to say replace that dash with a different type of dash. So I'm going to go down to
special. And you can see here I have Em dash and En dash. Now if you're wondering what the
difference is between these two, it mainly relates to the size of the dash, an Em dash is a dash
that is the width of the letter M. And I'm sure you can imagine what an En dash is, it's a dash that
is the width of a letter N, so it's slightly smaller.
Now I'm going to replace this very small dash that I have in there with an Em dash. And once
again, it puts in the Kara code for that Em dash. I'm going to say replace all, it's made six
replacements. And there we go. If you look now you can see that that dash is a lot bigger. So
now that I've replaced that dash looking at my document, I can see that actually that dash does
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look a little bit strange, it is a little bit too big. Particularly if I look in the name Stratford upon
Avon, that looks a little bit strange to me. So what I've got in my documents now are Em dashes.
So if I want to go in and replace them all, I can say Ctrl H, I'm going to remove what I have in
Find What and Replace With. And in find what I'm going to say find all of the Em dash and
replace with En dash, which is a slightly smaller dash. Click on replace all it's made six
replacements. If I now take a look at my document, I can see that yes, that looks a little bit better.
So it's definitely worth having a look through all of these different options that you have
underneath special characters. You can replace things like tabs, column breaks, fields, footnote
marks, manual page breaks, all of those kinds of things are available within the Find and Replace
dialog box.
Now something else I'm I want to replace in this document is this copyright symbol. So in the
first paragraph, we have William Shakespeare and then we have that copyright symbol just there.
And it might be that I want to replace the copyright symbol with the trademark symbol, the tiny
little tm. Now if I go into my Replace dialog box and click special, I can see that I don't actually
have an option in here to find the copyright symbol and replace it with the trademark symbol. So
how would I do that? Well, let's come out of here. And something that's super useful when it
comes to doing things like this, you'll find under the Insert ribbon. And in the group on the end
where we have symbol, click on More Symbols. So this is going to open up the symbol window.
And you can see we have two tabs at the top.
If you click on special characters, it's actually going to show you all of those special characters.
And it also lists out this shortcut key. And I can see in there that I have copyright symbol. And I
also have the trademark symbol. So I can see copyright is Alt Ctrl C and trademark is Alt Ctrl T.
So I'm going to utilize that shortcut key in my Find and Replace. So I'm going to cancel out of
here and I'm going to select this copyright symbol. I'm going to do Ctrl H to bring up replace.
And you can see because I've highlighted the copyright symbol, it’s input into Find What. And
this time, I'm just going to use that shortcut key to select the trademark symbol. So Alt Ctrl T,
and there you go, it's put in tm. I can now say replace all it's made for replacements. And that is
how you can utilize those symbol keyboard shortcuts in your Find and Replace.
So this is a really useful little option for you to review. And you'll see that they don't all have
shortcut keys, but some of these main ones do. So that's another way that you can Find and
Replace Special Characters in your document. Let's say for this module. In the next module,
we're going to take a look at the Navigation Pane so please join me for that.
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Video: Navigation Pane
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. This is
still Deb and we are in Section two, where we've been taking a look at some of those essential
skills that you need to know in Word. And in this module, I want to talk to you a little bit about
navigating around your document, in particular using the Navigation Pane.
Now, I want to start out this module by just highlighting something that I get asked about all the
time. And that is the existence of Browse Object in the latest versions of Word. Now, if you don't
know what I mean by Browse Object, if you ever used word 2013, or versions older than that,
you would have noticed a really helpful little facility to help you navigate around your document.
It was called Browse Object and you would find it underneath the vertical scroll bar in the
bottom right hand corner. It was essentially two arrows and a little globe icon. And if you clicked
on it, it would allow you to jump to certain objects, certain things within your document. And it
was a really useful little facility that I know a lot of people found really helpful.
Now unfortunately, it was eliminated in word 2013. So if you look down now at my vertical
scroll bar, you'll see that I don't have any of those little icons. However, in the versions after
2013, there has been a partial replacement for this utility by way of utilizing the Navigation Pane
and also the Go To dialog. So I'm going to show you both of those utilities. But I would say for
those of you that did love the object browser, these are definitely not as convenient as the old
functionality. So we're going to start out by taking a look at the Go To dialog.
Now before we jump into there, there is something that I just want you to check and turn on. In
the status bar at the bottom in the left hand corner, you can see that it's showing me what section
I'm currently clicked in what page I'm currently on, so I'm currently on page one of five pages.
It's telling me how many words I have in this current document. And it's also telling me the
language that I'm using. Now, these are really helpful pieces of information. But they aren't
necessarily turned on by default for you when you're using Word. So if you right click your
mouse in a blank area of this status bar, you'll see you get the customized status bar menu pop
up. And anything that has a tick by it is currently being displayed in that status bar. So I want
you to go into here, and I want you to make sure that you have a tick next to Section and also a
tick next to Page Number. And if you want to turn on some of these other features, then you're
more than welcome to. So now we have those turned on. Let's take a look at the Go To dialog.
We're going up to our Home ribbon. And we're going all the way across into the Editing group.
And we're going to click the drop down next to Find and you'll see that we have a little option
here called Go To, the keyboard shortcut for this is Ctrl G. And if we take a look at that
ScreenTip, it says what's faster than scrolling, jumping, go to let's see, jump right to a specific
page, line, footnote, comments, or other place in your document. So in many ways, this is very
similar to the old object browser. So let's fire up Go To and see what we have in here. So you can
basically see this is just another tab within the Find and Replace dialog. And what this will allow
you to do is to quickly jump to various different objects or elements within your document.

© Copyright 2008-2020 Simon Sez IT, INC. All Rights Reserved.

Advanced Word 2019

So for example, I have a five page document. And if I wanted to jump very quickly to page three,
I can make sure that I've selected page in the Go To What list and then I can enter my page
number three, click on Go To, and it's going to jump me straight down to page three. I could also
do the same with sections. Now currently, I haven't sectioned up my document I just have one
section. But if you did have multiple sections, you can enter in your section number and it will
jump to that section. I could choose to jump to a specific line. Now this might be when you want
to turn on Line Numbers. So I'm going to jump up to the Layout tab. And in this first group page
setup, you can see one of the options that we have is Line Numbers.
Now I have a few different options I can select in here, but essentially all I want is a number next
to each line in the document. So I'm going to select Continuous and you can see now that my
document has line numbers. So now if I want to jump to a specific line number, I can enter in the
line number in here, but safe 50 click on Go To and you can see underneath, it's jumped me to
line 50. But that may or may not be an option that you want to use, but it's good to know that it is
there. So what I'm going to do is I'm going to go in, and I'm going to turn off those line numbers.
I can also navigate or jump to any bookmarks that I have in the document. We don't currently
have any in here just yet. Any comments, footnotes, and notes, fields, tables, lots of different
things that we can jump to. For example, I could select Graphic, and then I can enter a graphic
number.
Now the only graphics I have in this document are essentially the logos in the header on each
page. But if I wanted to jump forward three graphics, I could type in three, click on Go To and
it’s going to jump me to the third graphic from wherever I was currently clicked. I could choose
objects, which gives me a little drop down menu, and I can then select from the drop down what
object I want to jump to. So if I have something like an Excel chart inserted into my Word
document, I can select Excel charts Click on Next. And it's going to jump me to that particular
chart. So lots of different options in this drop down menu for you. And we can also navigate by
headings, I can enter in a heading number. So if I enter in say heading four, click on Go to, and
it's going to jump me to heading four. So you can utilize that go to dialogue in order to navigate
around your document.
Now that's all well and good but sometimes I find this a little bit cumbersome to use. Sometimes
I don't know the heading number that I want to jump to. Sometimes I don't know how many
graphics I want to jump forward, I just want to navigate through. And that is where the
Navigation Pane is probably going to be more helpful to you. So let's close out of Go To. And
we're going to turn on the Navigation Pane. So we're going to go up to the View tab. And in this
show group, you'll see the bottom option there is Navigation Pane. And the little ScreenTip says
that this is like a tour guide for your document, click on a heading a page or a search result and it
will take you right there. So let's put a tick in the box. And you'll see my Navigation Pane opens
up on the left hand side.
And we have three main headings up here Headings, Pages and Results. And then we have a
search document bar just above. Now what you'll see under headings is it will essentially import
all of the headings within your document into the Navigation Pane. Now I will say that this relies
on your document being styled correctly. And what I mean by that is that you've used heading
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styles throughout your document because the navigation pane is only going to pick up anything
that has a style applied to it. Now you may or may not be familiar with using styles in your
document. But if I just click at the start of this title, just here and jump back to the Home ribbon,
I'm talking about this group here the Styles group. And you can see currently I have a gray box
surrounding the style which is currently applied to the line that I'm clicked in.
So currently, this is a Heading 1 Style. If I click on the first item, just here it says names of the
employee and employer, I can see that that has a Heading 2 style applied. And it's really
important to style up your documents, particularly if you're going to do things like tables of
contents. And particularly if you want to be able to navigate around using headings. So
essentially in this Navigation Pane, I have everything in here that I've applied a heading style to.
And that enables me to very easily jump to specific points in the document. So if I want to jump
down to point 10 other paid leave, I can just click on that heading in the navigation pane, and it's
going to navigate me to that particular page. What you'll also see in here is that these are
expandable and collapsible items.
So if I didn't want to see any of these subheadings, I only wanted to see the heading ones
essentially, I can just minimize up everything. And I currently only have one Heading 1 in this
document, which is that first heading. So what I might want to do is maybe collapse up all of the
Heading 3 so that I'm only seeing Heading 1s and 2s. So I can do that or like so and that makes
the list a little bit easier to read and I can then navigate to wherever I like. Now I'm going to
expand these again. Another useful feature in this headings area of the Navigation Pane is that
you can reorganize your headings very simply from here.
So if I go down to let's say point three just here where it says Job Title or Brief description of the
job. I have two subheadings underneath their Job Title and Brief description of the job. If I then
decide that I want Brief description of the job to appear before Job Title, instead of going into
my document and cutting and pasting and moving things around, I can simply just drag and drop
above where it says Job Title. And what it will do is it will essentially move not only the
heading, but the entire paragraph associated with it. So it's a really great utility for reorganizing
items within your document.
The next heading along is Pages. So again, we can navigate specifically by different pages in our
document. And this is pretty much what it says on the tin, we have all of the pages of our
document listed out. And if you want to jump to a specific one, you simply click on it. And then
finally we have Results. Now there's nothing in here at the moment because this is going to
display the results of any search that I've done in the search box above. So what I can do here is I
can enter in search terms to navigate to specific parts.
So if I type in the word abroad, and click on the Magnifying Glass, you can see it jumps me to
page two, where I have the word abroad, and it's highlighted in yellow. And of course, you can
customize this option if you don't want it to highlight if you just want it to jump to the specific
place in the document. If you click the little drop down at the end of the search field, you have an
options button. And this is where you can choose some of the options with regards to your
search. And you can see that the only one that I have highlighted in here is the Highlight all. So
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if you didn't want it to appear in yellow, you would just uncheck that box. You can also see in
here that you can choose to match case you can find whole words only. And you can also do
things like use Wildcards. Let's click that drop down arrow again. And take a look at some of
these other options.
We have access to Advanced Find in here. So again, that's just going to open up that Find and
Replace box in case you want to do a more intensive find within your document. Replace is
going to jump us to our Replace dialog. And then again, we have that Go To option that we were
just looking at. Now one thing I will say with this Go To option. If you do find this useful, and
you find yourself using it a lot, as we no longer have quick access to it via the Object Browser in
Word 2019, what you could do is add Go To to your Quick Access Toolbar. So let's close out of
here. I'm going to go up to Find in the editing group. And where we have go to in the menu, I'm
going to right click and I'm going to say add to Quick Access Toolbar. And you'll see now that
on the Quick Access Toolbar, we now have the Go To option. So this makes it super easy.
Whenever I want to invoke that dialog box, I can just click on the Quick Access Toolbar to bring
it up, as opposed to browsing to the Home tab and going to Find and then selecting Go To. And
then finally at the bottom, we have some specific things that we can find in our documents. So
again, if I wanted to look for specific graphics or tables, let's start with graphics. It's going to
jump me to the next graphic from wherever I was clicked. And for me, that is the logo for this
company in the header. And I could also select tables and it's going to jump me down to the only
table that I have in this document which is on that final page.
Now I'm going to do one final search in here, I'm just going to type in the word job into the
search box and click the magnifying glass. You can see that I have seven results, and it's
highlighting the headings where those results appear. If I click on the Results tab, it's going to
show me the line of text where that search term appears. And because I have seven results, I can
use my Up and Down arrows to navigate to the next result. And you can see as I click the down
arrow, it's moving through my document to the next instance of my search term. Once you're
finished with a search, if you just click the cross to clear out the search results, it's going to take
you back so you can start again and type in another search term. And the final thing related to the
Navigation Pane, if you don't particularly like the position of the Navigation Pane, you can move
this.
If I click the little drop down arrow for Task Pane options, I have a Move option. And when I
click that my cursor changes to that double headed arrow. And I can just click and I can pick up
the Navigation Pane and I can literally drag and drop it to wherever I like. So I'm going to drag it
over to the side because I prefer mine to be on the right hand side. When you're done with the
Navigation Pane, you can just click the cross in the top corner to close that down.
So that is how you utilize Go To and the Navigation Pane to navigate around your document, and
it's also the alternatives that you have available if you've been used to using the Object Browser
in Word 2013 or previous versions. That's it for this module. I will see you in the next.
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Video: Checking Spelling, Grammar and Conciseness
Deborah: Hi guys, this is Deb and welcome back to our course on Word 2019 Advanced. We
are coming towards the end of section two now and in this section we've been taking a look at
those essential skills that you need to know in Word. And this section wouldn't be complete
without reviewing some of the options that we have for Spelling and Grammar checking.
Now, I don't think I need to tell you how important it is that when you have a document that
maybe you are sending to a client, or maybe your manager or even your colleagues, it's
important to run a spellcheck once the document has been complete. If you don't do this, and you
end up sending out a document that is full of spelling and grammatical errors, it really doesn't
look very professional and it makes it look like you've rushed your document, it doesn't give the
greatest impression. And a spelling and grammar check is something which you should be doing
at the end of your documents.
So once it's complete, one of the final things you want to do before you send this document to
somebody else, or maybe upload it to cloud storage is you want to run a spelling and grammar
check. Now in Word 2019 the Spelling and Grammar checker is slightly different to previous
versions of Word. So let's dive in and take a look. Now when it comes to reviewing your
document prior to sending it out, you'll find your Spelling and Grammar checker on the Review
tab. And it's not immediately obvious as it no longer says spelling or spell checker. It's in the
Proofing group, which is this first group on the left hand side and the one you're looking for is
Check Document. And you can see here as we hover over, we get that ScreenTip, which tells us
we're about to go into the editor. And of course, we have a shortcut key of F 7 to quickly invoke
that spellcheck.
So let's check out our document and see if we have any issues that we need to fix. So now in
2019, what we get is this Editor Pane pop up on the left hand side. And of course, as with the
Navigation Pane, if you don't like the position of this editor, you can just pick it up, and you can
drag and drop it somewhere else. Now, I'm fairly happy with it over on the left hand side. So I'm
going to pull it back to that. Now what the editor has done is it's taken a look through my
document, remember, my document isn't that long, it's about five pages. And it's pulled up all of
the issues that it's found. So currently, I have seven issues that I need to review in my document.
And it's been divided down into Corrections and Refinements. And you can see that we have
Spelling, Grammar, and Conciseness. And things that actually color coded red, blue, and this
kind of brown color. And these colors correspond to how those errors show up in the document.
So for example, if we scroll down and find our first error, and here it is just here, you can see that
we have a red wiggly line underneath the word dependence. Now what these colors actually
mean, the red line indicates a misspelled word. And you can see I have actually three of them on
this particular page. A blue double underline indicates a grammatical error, and a brown dotted
line, which you can see just here invites me to review the conciseness of the sentence. So that's
what they look like in your document. But fortunately, we don't have to scroll through our
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document looking for these errors, we can utilize the editor to quickly jump through and fix these
particular errors. So let's deal with spelling first of all.
I'm going to click where it says Spelling, and straightaway it opens up this spell checker. Now
this looks very similar to spell checkers in previous versions of Word. It's highlighted the first
misspelled word but it's found in the document, which is dependence. And it's now providing me
with some suggestions to replace that word. So I can see that yes, this top one is the one that I
want. So I'm going to click dependence to replace that word. It replaces it and automatically
moves on to the next misspelled word. And I can see here that yes, I have in fact spelt enrol
wrong. So I'm going to utilize the suggestion again, click on it to replace the word. And my final
one here is training I have too many ends in that word, I'm going to select a suggestion to replace
that word. So once you've gone through and corrected all the errors, you'll get a green tick next
to that item. So I know that in terms of spelling, my document is now good to go. So I can now
move on to check my grammar.
I can see that I have three errors in here that I need to review. So let's click on grammar. And if I
look at this particular sentence that it's picked up, or it says there are no collective agreements,
the suggestion here is the word agreements and I can see that it's spelt correctly. What I'm
thinking here is that it doesn't particularly recognize the quote marks that I have around the
words collective agreements. Now in this case, I'm good with those quote marks, I want them
there. So I don't want this to register as a grammatical error. So what I'm going to do is I'm going
to go down underneath, and I'm going to select Ignore Once, and it will move me on to the next
check. Here, it's picked up the sentence, you will receive an additional day’s holiday for each
five years of continuous employment. And quite rightly, it's recognized that I haven't spelt days
quite correctly, I've missed out the apostrophe. So I'm going to change that and utilize the
suggestion.
And then finally, when it comes to grammar, it's picked up the sentence must inform Jane Doe
by telephone as soon as possible, but no later than two hours prior to your work day start time.
And again, it's recognized that I've put workday as two words, and it's made the suggestion of all
one word. So I'm going to say yes, change that. And once again, once you've been through and
reviewed everything, you'll get a green tick to let you know that you're good when it comes to
grammar.
Now finally, in here, we have a nice little option called Conciseness. So this essentially reviews
your sentences in your document, and works out if you could have written something a little bit
more concisely. I know a lot of the time, I am very guilty of adding in extra words into sentences
that don't really need to be there. So this is a great one to help keep your document on point
without any unnecessary waffle. So let's see what it's picked up. I'm going to click on
conciseness and it's pulling back this sentence. So it says while you're working outside the UK,
in addition to your pay, you'll be paid all of your accommodation costs, food allowance, and any
agreed reasonable expenses.
Now, you might think that that sentence sounds okay. But what Word is telling me is that I don't
really need the word of in this sentence. So this might sound better if it says in addition to your
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pay, you'll be paid all your accommodation costs, food allowance, etc., etc. So it's removing
unnecessary words from a sentence to make it more concise. So I'm going to say yep, sounds
good to me. Let's select all and replace that. So I've essentially finished reviewing my document
and it's popped up a Readability Statistics box, which just shows me some really nice statistics
with relation to how many words characters, paragraphs and sentences I have in this document.
It's also giving me some averages, which is quite nice. And also the readability of my document
graded against different scales.
Now, you don't necessarily have to have this readability statistics turned on. So if you don't like
that popping up, once you finished your spellcheck, I'm going to show you in a moment how you
can turn this off. But for the time being, I'm going to click on OK. Word it's telling me I finished
reviewing, so I'm going to click OK. And I'm now pretty certain that my document is error free
when I send this out. Now, just before we leave this editor, let's just quickly jump into the
Settings at the bottom.
Now when I click on Settings, it's just going to essentially jump me into Word options and to the
Proofing area. And we're going to go through a lot of these options in the next module. But the
section I want to highlight here is this section just here. So when correcting spelling and
grammar in Word. It's always worth reviewing these options to make sure everything is set up as
you would like it. So I like Word to check spelling as I type. So essentially, when I'm typing a
word, if I misspell it, I like it to underline it straightaway in the document so that I know. I also
want it to mark grammar errors as I type and also frequently confused words.
Now this next option it says check grammar and refinements in the editor pane. So this is the
editor pane that we've been using. If I uncheck this box, it's only going to show me spelling
errors. It's not going to give me the grammar and conciseness. And then finally I have that show
readability statistics. So if I don't want that to pop up, I can just untick that particular box. And if
you wanted to right at the bottom, we could do something like hide all the spelling and grammar
errors in this document only. So if you have a particular document where you don't want to show
any errors in it, you can select it or even set it for all new documents and then select hide spelling
errors and hide grammar errors.
Now I'm not going to do that because I like to see when I've made a mistake and click on OK.
Now I'm going to close down the editor pane. And just one final thing I want to point out here
when it comes to spell check as you type and let's type a sentence and spell something wrong. So
I'm going to say the doccument is attached. And you can see I've spelled document wrong. So I
have my red wiggly line indicating a spelling error. Now, I don't have to wait until the end to
review any spelling errors. What I tend to do is if I'm typing in a document, I like to correct my
spelling errors as I go. If I see that I've misspelled a word, if you right click on the word, your
first option you get is Spelling, which allows you to correct it as you're typing. So here, I can see
that I have my suggestion is document, I can select it and it's corrected immediately. Now that
might be something that you'd like to do. Alternatively, you might just like to bash out your
document, and then just check the whole thing at the end, it is entirely up to you.
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And finally, before we leave this module where we've been talking about proofing, let's just look
at these other two options that we have in this proofing group Thesaurus and Word Count. Now
the Thesaurus lets us select an alternative word that means the same thing. So for example, if I
highlight the word accommodation in my document and click on Thesaurus, it's going to give me
a whole host of other options, which basically mean accommodation. So I find this useful.
Sometimes when I'm writing a paragraph, I find myself repeating the same word, it just doesn't
sound particularly great. So it's nice to have other options available. So that's a nice little option.
And then finally, we have Word Count. So again, this just gives us some statistics and our
document in relation to how many pages, how many words we have in the document, characters
with spaces, characters no spaces, paragraphs and lines. So again, I find this particularly useful if
maybe I am writing something like a blog post, and I've been given a word limit, so maybe I
can't go over 1000 words. This helps me keep track of where I'm up to. And of course, in
addition to this little Word Count pop up box, you also have that down in your status bar if you
have word count turned on.
So that is it when it comes to proofing tools, checking your document for Spelling, Grammar and
Conciseness. I hope you found that useful and I will see you in the next module.
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Video: AutoCorrect Options
Deborah: Hi, guys, this is Deb and welcome back to my course on Word 2019 Advanced. We're
coming towards the end of Section two, where we've been reviewing all of those essential skills
when working in Word. And in this particular module, I want to run through with you some
options that you have when it comes to Autocorrect.
Now, Autocorrect is a super useful feature for automatically correcting misspelled words, fixing
things like capitalization, and also invoking special characters. And it's so good, you may not
even have noticed when you're busy typing away frantically in a document, that it's actually
working as you type. So let me show you what I mean and let's take a look at Autocorrect in
action.
So currently, I just have a blank document open. I'm going to click in my blank document, and
I'm going to misspell the word that I'm going to type in H-T-E. And let's just zoom in a little bit.
So that's a bit easier to see. Now when I press space, you can see the word Autocorrect set to the
word that the same thing with the word can if I type in A-C-N, which can happen if you're typing
very quickly, and it will autocorrect the word. And there are a whole host of commonly
misspelled words that word Recognizes and will autocorrect for you as you're typing. And we're
going to delve in and take a look at some of those in a moment. But just be aware that that's
always chugging away in the background as you're typing your document.
Now aside from words, there's also some other things that Word will autocorrect for you as
you're typing. So for example, if I was to type in first and hit the spacebar, you can see that it
becomes superscript. The same thing if I was to type second, third, so on and so forth. Now some
other examples of autocorrect in action would be utilizing symbols in your document. So for
example, if I wanted to add the copyright symbol, if I type in a curly bracket, C curly bracket,
you can see again, that is set up to autocorrect to the copyright symbol. If I type in brackets, a
bracket that's set up to correct to the euro currency symbol. And if I type in tm, that's going to
correct to the trademark symbol. And these are all set up within Autocorrect options as defaults.
There's something else that's also set up to autocorrect is links and website addresses.
So if I was to type in www.google.com, and hit enter, you can see that automatically it corrects it
so that is now a hyperlink. If I hold my ctrl key down, I can click and that's going to take me
across to Google. So all of these things are set up by default in your Autocorrect options. And of
course, as you can imagine, you can customize this and add your own Autocorrect options. And
we're going to take a look at those now. So you'll find all of your Autocorrect options underneath
the File tab. And we're going to jump all the way down to options. And we're going into the
proofing area. And the first option that you have in the list is Autocorrect options. So we're going
to click on our button.
Now there's quite a few different tabs in here. Let's jump across to the Autocorrect tab. And this
is where you can set up exactly what you want Word to autocorrect. And you'll see that there is a
whole host of options already listed in here or words that it's going to autocorrect. So some of
these checkboxes that we have at the top, you can see it's going to correct to initial capitals. So if
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you accidentally type in two capital letters at the beginning of the word, it's going to correct that.
It's also going to automatically capitalize the first letter of sentences. So again, if you've typed a
period or a full stop, and then you accidentally hit a lowercase key, it's going to capitalize it
through Autocorrect. It's going to capitalize the first letter of table cells, names of days, and it's
going to correct the accidental usage of the caps lock key.
Now this is a big one for me, I am always accidentally hitting that caps lock key. And if I'm
looking down at my keyboard before I know it, I've typed an entire sentence in capital letters. So
with that option ticked, it's going to autocorrect that for me and I don't need to worry about it.
Then underneath that we have the option replace text as you type. And this is where we can set
up what we want to autocorrect. Now some of these you've already seen me use the top one here.
If you remember, we typed in curly brackets C curly bracket and it autocorrected to the copyright
symbol. The same with the Euro symbol, and also the trademark symbol. And if we scroll down,
you'll start to see all the different things that are set up to autocorrect. And we have in here a lot
of words that are commonly misspelled when you're typing fast in a document. And of course,
you can add your own ones into here. So let's add our own autocorrect options.
So maybe I find that I have to type my name fairly frequently in a document. And instead of
typing out my full name, maybe I just want to be able to type in my initials, and that's gonna
essentially autocorrect to my full name. I'm going to click on Add to add that to the list. Let's
click on OK. And OK again, and let's check to see if that works. I'm going to type in my initials
hit the spacebar, and it auto corrects to my name. So the scope of items that you can enter into
autocorrect is really wide. You can really make yourself a lot more efficient by utilizing short
versions of words, phrases or sentences to input them into your Word document.
Now one other thing I want to show you here, I often have problems typing in the pound
currency symbol. Obviously, I'm in the UK and we use pounds. But I find a lot of the time I'm
working in American dollars, because a lot of my clients are based in the US and I have an
American laptop. And I also have my options set to American keyboard layout. Now because of
that typing in a pound currency symbol is quite difficult for me on my keyboard. When I press
the key that has the pound on it, which is just above the three key, it doesn't actually input a
pound, if I show you now if I type in what should be a pound, I actually get a hash symbol, or the
pound symbol as it's called in America. So a lot of the time if I have to type the pound currency
symbol, I find myself inserting a symbol which isn't particularly efficient.
So this is something that I like to have set up as an autocorrect option. So let me just show you
how I do that. First thing I'm going to do is I'm going to insert the symbol. So we're going to go
to the Insert tab across the symbol in that end group. And you can see it's my first one just there
because I use this most frequently. And I'm just going to input that into my document. So I'm
going to select the symbol. Now I could Ctrl C to copy in. But I don't actually need to if I go to
File options, and back into my Autocorrect options, you can see that it's automatically picked it
up. So what I can do is now type in what I want to type in order to achieve that pound symbol,
which is curly brackets P in this case, click on Add, click on OK, And OK again. And let's see if
that works. And it does. So for me, that's a really great way of solving the problem that I
personally have of not being able to type a pound symbol on the keyboard that I'm using.
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Now let's jump back into File, Options, Proofing and Autocorrect options and take a look at
some of these other tabs. So these are all your autocorrect options. And you can go through and
add in as many as you like. We then have Math Autocorrect. So if you're someone who works
with a lot of mathematical symbols, you may want to check out this section and also add in your
own autocorrect options. We then have an auto format as you type and you will have noticed
some of these in action in the examples that I showed you in the document at the beginning. So
we can see our option there to autocorrect fractions, you can also see the internet and network
paths with hyperlinks. So if you remember when we typed in www.google.com it autocorrected
to a Hyperlink, ordinals. So that was when we were typing first, second, third, it was changing
them to superscript. And there are lots of other things in here. So things like straight quotes with
smart quotes, and also hyphens with a dash. So it's worth coming into here and just checking
which options you want to turn on.
Now this is the auto format as you type so this will correct as you're typing these things in. You
also have an Auto Format tab where we have many of the same options. So definitely go through
and check all of those. Now one other important point to note when it comes to autocorrect is
that you can override any autocorrect options. So let me show you an example of this. I'm just
going to type a quick sentence into this document. The quick brown fox jumps over the lazy dog.
Now I don't if you notice, when I started to type that sentence, I actually typed a lowercase t for
the word that. And of course, word autocorrected that to capitalize that first letter. Now what
about if I actually wanted that to be a lowercase t?
Well, when the auto correction has been applied, if you hover your mouse over the corrected
letter, so in this case, the T, you'll see you get this little autocorrect options drop down. And if I
click that drop down, I can choose to undo the automatic capitalization this one time, or I can
choose to stop auto capitalizing the first letter of sentences. So selecting that option is essentially
going to turn it off within Word options. So if I now go on to the next line, and type the same
sentence, it's not auto correcting. Now, I'm going to undo that option because I like it when it
auto corrects for me. And then of course, the final option you have in here will just jump you
into all of those autocorrect options to make any further customizations.
A couple of final things I want to show you in here, we're going to stay in our word options, and
we're going to go down to Advanced. And in Editing Options, I just want to highlight to you this
option, just here show Autocomplete Suggestions. Now, autocomplete is a little bit different to
autocorrect. There are some words that Word will automatically recognize as you start to type
them, and it will offer you a suggestion for completing that word. Now I actually really like this
option, so I have a tick in the box. So this might be something that you want to turn on. So let me
show you what this does. Let's click on OK. And if I was to type a word, let's say Monday, you
can see as I get partway through the word, I get that little suggestion just above, press enter to
insert, I can just hit Enter, and it will complete that word. And it will work the same for most of
the days of the week.
It also works for months of the year, but it's worth pointing out that not all of them it works for.
It works for the longer ones, but something like May doesn't autocomplete, and neither does
something like March. But longer words, you'll get that little suggestion and you can just hit
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enter to complete them. So when you're typing, you do see that little ScreenTip pop up, just be
aware that you can hit enter just to complete that word saves you a little bit of time.
So that is it on Autocorrect and Autocomplete. In the next module, we're going to take a look at
how you can group objects together. So please join me for that.
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Video: Grouping Objects
Deborah: Hi everyone, this is Deb and welcome back to this course on Word 2019 Advanced.
We're almost at the end of section two. And in this section, we've been reviewing some of those
essential skills that you should know in Word. And in this module, I want to talk to you a little
bit about grouping objects, because this is a really important and often overlooked skill.
Now, anytime that you insert something into a Word document, so that might be some kind of
shape, or maybe a picture, or even something like a chart or a table, that is essentially considered
or classed as an object in Word. And when an object, whatever that may be, is inserted into a
Word document, it is an independent object i.e. it's not linked to the other objects on the page. So
an example of this would be the document that I have open on the screen. So this is just a little
Meet The Team document, which is made up of a number of different objects. We have some
shapes and circles. And those circles have been filled with an employee's photograph. And these
shapes are considered to be individual objects.
And for each of these employees, we also have a textbox underneath that contains the details,
their name, and their department. And these textboxes, again, are individual objects. And you
can see as I click on them, I'm essentially selecting that particular object. We then have these
connector lines to show how Marcus is linked to everybody else in the organization. And again,
if I click on these arrows, and these are just connect to arrows, these are also individual objects.
Now when I say these are individual objects, I mean, they're independent of everything else. So
if I wanted to resize Marcus's picture, if I click on it, and then I drag out the handle, it's just
going to resize Marcus, it's not going to resize anything else. Control Z to undo.
Now when you have individual objects on a page, that's all well and good if you want to make
edits to that particular object. But there will be times where maybe you want to group together all
of the objects on a page so that you can do things like resize. Currently, if I wanted to resize this
entire diagram, I don't really have the ability to do that. Because every time I click on an object,
it just selects that individual object. So essentially, I'm only resizing that individual object, it's
not allowing me to resize everything in one go. So what I would need to do here would be to
group my objects together.
Now there are a couple of different ways that you can do that. The first way is that you can go in
and utilizing your shift key, you can select all of the individual objects, and then group them. So
let's do that. Now, this process can be a little bit tedious depending on how many objects you
have on your page. I'm going to select the first one, I'm going to hold down Shift, I'm going to
select his textbox. And let's go through still holding down shift as we make our selections. And
don't forget those Connect arrows as well. So I've now got essentially all of my objects selected.
What I can now do is group them together, and there are a couple of different places I can go in
order to access my group options.
You'll see that because I have objects selected, I now have two different contextual ribbons
appear at the top; Drawing tools and Picture Tools. And it actually doesn't matter whether you go
into Drawing Tools or Picture Tools, because the option that we need is available on both of
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these ribbons. In the Arrange group, we have a Group option. And you can see here if I select
Group, so you can see that that has now grouped all of those objects together, they're no longer
individual, they're there as a group. I'm just going to Ctrl Z to undo that because there is another
way that I can group objects together without jumping up to my ribbons. Once I have all the
objects selected, if I right click on one of the objects in that right click menu, I also have the
Group option in there. It pretty much does exactly the same thing.
So essentially, now everything is grouped together as one object and I can resize this diagram as
one single object. Now remember, if you want to keep the aspect ratio, so if you don't want these
pictures to distort as you resize, if you hold down the shift key as you drag any of these handles
in and there we go. I can also pick this object up and I can place it wherever I like within this
document. Now you will notice that the text inside these text boxes is now being cut off. So it
might be that I want to do some rearranging with that text. Maybe make the font a little bit
smaller. But pretty much everything else has resized nicely, and we don't have any distortion.
Now, once I have my objects grouped, if I want to now work on them as individual objects, of
course, I also have an Ungroup option. So let's just right click, go down to group. And you'll see
now the one that we have available to select is the Ungroup option. And now everything is back
to individual objects. So I'm going to go in, and I'm just going to decrease the font size in these
text boxes and I'll be right back with you. Now another really nice method that's available in
word for selecting all of your objects prior to grouping or ungrouping is using the Selection
Pane. And this is actually my preferred method, particularly if I have a document that has lots of
objects that are overlapping each other.
Sometimes when you're using this manual method of selecting your objects by clicking and
holding down your shift key, if you have lots of objects kind of stacked on top of each other, it
can be really difficult to grab objects that are underneath other objects. So an easier way of doing
this is utilizing the Selection Pane. So I'm going to click on one of my objects so that I get my
contextual ribbons. And again, I can utilize either the Drawing Tools or the Picture Tools Format
tab. And in the Arrange group, you'll see that we have an option there for Selection Pane. And
the ScreenTip says, you can see a list of all of your objects, this makes it easier to select objects
change their order, or change their visibility. So let's click to open up that pane. I'm going to
make this a bit wider.
Now I had this pane open earlier and I've already started to rename some of my objects. If you
look at the objects just here where it says textbox to oval nine, overlay oval seven, oval three and
straight connector 11. These are essentially the default names, that word will give your objects so
they're not particularly meaningful. And sometimes if you have a lot of objects on the page, it's a
bit hard to know which one you're selecting from this pane. So what I like to do is go through
and rename all of the objects so I can easily identify them, which is exactly what I've done with
these ones at the top. So the first one middle arrow connector, if I click on this, it's going to
select that middle arrow connector. We have left arrow connector, and you'll see the selection in
the document. Right arrow, we have Vivian Fisher textbox. So that is the textbox that contains
her information. We have a textbox for Darrius, one for Sarah. And then I still have these to
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rename. So let's go through, I'm going to click on textbox two, and I can see that that is Marcus’
textbox. So I double click. And I can simply go in and say Marcus Lee textbox and hit enter.
If I click on oval nine to see what that is, I can see that that is the photo for Vivian Fisher. So
again, I can double click on oval nine and I can rename this object. Vivian Fisher photo, hit
enter. So I'm going to go through and rename the rest of these. And I'll see you back here in a
moment. So there we go, I now have all of my objects with meaningful labels, which makes it
super easy for me to make selections of individual objects using this Selection Pane. So as I
mentioned before, this is great if you have objects that are stacked on top of each other and quite
hard to select manually. You'll also notice in the Selection Pane, you have this little icon to the
right of each of the objects. So this allows you to essentially show or hide specific objects.
So for example, if I click on the icon next to Marcus Lee textbox, you can see that now that is
hidden. Click again that brings it back. So again, this is good if you need to see an object that's
underneath another object. You can also use this Selection Pane to essentially move your objects
forward or backwards. So an example would be Sarah Cox's photo. If I wanted the photo to be
over the top of the Sara Cox marketing text box. I can do that by just dragging the object in the
Selection Pane. So all I will need to do is grab Sara Cox photo from the Selection Pane. And I'm
going to drag it and I'm going to place it above where it says Sara Cox textbox and let go and
you can see now that it's brought that layer, essentially that object to the front. Now I'm actually
going to drag that back down because I want the textbox in front.
So when it comes to utilizing this pane for grouping, this makes it super easy. All you need to do
is select the top object, hold down Control and select the rest of the objects. So sometimes that is
a lot easier than trying to fiddle around in the main document. Once you've got them all selected,
you can go up to your Format ribbon and use your Group option. Alternatively, you can right
click and you have your Group option in here. And there we go. And now these objects are
grouped. If you look over in the Selection Pane, you can see it's created a group again with a
very generic name, but I'm going to double click and I'm going to rename this Meet The Team
and hit enter.
So a few really useful options there when it comes to grouping objects. I hope you found that
useful. In the next module, I'm going to talk to you about how to align objects accurately in your
documents. So please join me for that.
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Video: Aligning Objects
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. This is
Deb and we are in the final module of this section; section two. And in this module, we have
been looking at all of those essential skills in Word. And in the previous module, we were
looking at how you can Group and Ungroup different objects that you have in your Word
document. I'd like to progress that idea on a little bit and talk to you about Aligning Objects in
your documents.
Now, aligning is really just the process of making sure that all of the pictures, shapes, charts,
whatever it is that you might have in your document, are all lined up nicely in relation to other
objects on the page, and also on the page itself. And many people don't realize that there are lots
of tools available in Word that really help you align these objects accurately. So the document
that I've got on the screen here is just our Meet The Team document. And I have three pictures of
employees and also some labels for those pictures. And currently, these pictures and labels are
very much scattered haphazardly around the page. So it might be that I've just created these and
inserted these pictures into my document, without too much concern with how they're lined up.
But now I want to put these in a nice, neat line and position them underneath this title.
Now the most obvious thing which people reach for is just by doing this manually, so I could
grab on the pictures. And I can drag it and position it where I want it to be and kind of have a
good guess which may or may not be accurate as to where the center is, so on and so forth. But I
don't really need to do that. And I can take all of the inaccuracy out of this process by utilizing
Word’s Alignment tools. So let me show you how they work. So what I'm aiming for here, first
of all, is that I want to get all three of these pictures in a row with even spacing in between each.
I'm not going to worry too much about where they're positioned in relation to the page, I just
want them in a nice row, lined up with each other with equal spacing. So all I need to do is first
of all make my selection. So I'm going to hold on shift and select all three of the pictures. And
it's worth noting when you are aligning objects, you do want them to be ungrouped. Now I'm
going to jump up to my Picture Tools Format ribbon, and in the Arrange group, we have an
Align drop down, and this houses all of your alignment options. So I can align the selected
objects to the left hand margin to the center or to the right hand margin, I can align them to the
top of the page to the middle or to the bottom. And I can distribute them horizontally or
vertically.
Now I want my pictures to be arranged in a line horizontally. So the first option I'm going to
choose here is align middle, and there we go. They're now lined up in relation to each other to
the middle. But one thing that's glaringly obvious here is that I have quite a large amount of
space between the middle and the last picture, and a small amount of space in between the first
two pictures. So I'm going to want to jump back into my alignment tools. And this is where I can
utilize the Distribute Horizontally option. This will ensure that I have an even amount of space in
between all of my selected objects. So there we go, I now have these pictures very quickly lined
up and looking good.
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Now with regards to how these are positioned on the actual page, if I zoom out a little bit, they're
actually not too bad. They're fairly close to the center. But I'm pretty sure that they're not exactly
center aligned and middle aligned. So essentially, what I want to do is I want to align this group
of pictures to the dead center of this page. So the first thing I need to do here is group my
pictures together so that they're one object. I'm going to right click, go to group and select group.
And there we go. So now I have them grouped together, I can now align this as one object
utilizing my alignment tools.
So I'm going to say Align Middle. And you see that jumps down very slightly, and also align to
the center to center them vertically on the page. And now when I scroll out, I know that these
three objects are not only aligned in relation to each other, but also in relation to the page. So I
have these grouped together there in the middle of the page. But when I really look at this
document, I think to myself actually, I want these three pictures to be underneath the Meet The
Team title, so I might be taking just here to jump back into my alignment tools, and maybe select
something like align top.
But if I select this, you'll see that I don't really get the result that I wanted. It’s going to align my
object to the top of the page, regardless of if I have text in there or not. So I'm going to Ctrl Z to
undo that. And if I jump back into my alignment tools, I don't actually have an alignment tool
that's going to accommodate any text that I have above what I'm trying to align. So in this
particular situation, I'm probably going to want to move this object manually into the position
that I want. And in order to help me do that and ensure that everything is still lined up, I'm going
to first turn on Use Alignment Guides.
Now, Alignment Guides are super useful when you have them turned on and you pick up a
picture or an object and tried to move it, you'll see they start to appear. They are these green lines
which run across the page telling you when you've centered or lined up your object with other
objects on the page. So currently, this Alignment Guide is telling me that this is in the dead
center. If I move across slightly, it's telling me that it's lined up with the end of the Meet The
Team text. If I do the same on the other side, it's lined up with the end of the Meet The Team
text. If I was to move this down, you can see there because I have those two green lines
intersecting that is the dead center of the document.
So utilizing these, it means I can safely drag this up. And it doesn't matter if I go off course a
little bit, because when I get to the position I want to put it in, I can just utilize my Alignment
Guide so I know that this is dead in the center, like so. So now I have these labels for each of my
staff members. So once again, I'm going to pick these up. And I'm just going to drag this one up
to here, and I want it to be about that. And I'm going to let go. Now notice that when I placed
that particular object, I didn't get any Alignment Guides come up to assist me. So when you're
doing more granular work like this, it can be useful sometimes to turn on Gridlines to help you
align some of your objects. And there's a couple of different ways that we can turn on Gridlines,
we can do it from the View ribbon.
In the show group, we have a grid lines option. If I select the tick, it's going to give me some
Gridlines. I could also do it from that Format menu from Picture Tools or Drawing Tools. So if I
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click on one of the pictures, and go up to my Picture Tools Format tab, in that align drop down, I
have a View Gridlines option. And this can then really help me when it comes to aligning some
of these other items. So I'm going to drag this label up, I'm going to position it just there, I'm
going to grab the final label, and I'm going to position it just there. And I've used that line in my
grid so that I know that there is the same amount of space between that line and the bottom of
these textboxes.
Now one thing that you'll also notice when you're moving objects around, and I'll just select this
text box as an example is you'll see as I move it's not particularly smooth. It's kind of jumping all
over the place a little bit, there's a little nudge in there as you drag the object around. And that is
because by default Word makes objects snap or jump to an underlying grid laid across the
document. And that is why when you're dragging these around, it's attempting to snap it to that
underlying grid. And this can cause some issues sometimes when you're trying to align objects,
because you don't have as much control as to exactly where you place things because it's
constantly going to move it to the next underlying grid line. Now you can turn this snapping
feature off.
Again, if we jump up to the Format ribbon and go into our Alignment options. You'll find these
options underneath Grid Settings. And there's a couple of options that you want to make sure that
you've got turned off to kind of override that grid snapping, and that is this one here, these snap
objects to other objects, we take a tick out of that box. And I'm also going to remove the
Gridlines from this screen. Click on OK. And now you'll see that when I move my object around
that is so much smoother because it's not constantly trying to snap. So, it gives me a little bit
more control when it comes to placing my objects on my page.
Now I'm going to jump back into those Grid Settings. And I'm just going to turn back on Object
Snapping and Snap objects to grid when the grid lines are not displayed. So now that I've turned
those back on, you'll see we get that jumpy movement again. But a quick way of overriding this
is to hold down your Alt key as you're dragging your object around. So instead of going in and
turning on and off those options, you can just do that in order to override that snapping utility.
And of course, if you need to make any granular changes, so if you prefer to have a little bit
more control, if you select an object, you can use your arrow keys to move that particular object.
Now again, because I have Snapping turned on, you can see as I move, it definitely jumps. So if I
want to be super granular, I would again go in and I would turn off those snapping options. And
then when I utilize my mouse, I get much more control as to where I'm placing that particular
object.
Now, one final point to mention here and it relates to those Gridlines, which I'm just going to
turn it back on is you can adjust the spacing of your gridlines so you're not just stuck with this
one grid style. If you go back into your alignment options, and down into grid settings, you can
change the horizontal spacing and the vertical spacing of these gridlines. So if I want a little bit
more space, I can put these up to let's say, eight centimeters. Click on OK and I get a different
type of grid. So entirely up to you how you want to display those.
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Hopefully, that's given you a good introduction as to the plethora of alignment utilities that you
have available to you within Word to really help you align those objects on your page and make
your document look really professional. That's it for this module. We have one final exercise and
then we are on to the next section. So I will see you over there.
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Video: Exercise 02
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. We've made it
down to exercise two. And in this exercise, we're going to practice some of the skills that we've
learned in Section two, which was all about those basic word skills that everybody should have.
And I want to start out this exercise by showing you my answer.
So on the screen, I have a document. And the title is seven facts about Henry the Eighth. I have
some paragraphs of text and also some numbered items. And then right at the bottom, I have
another heading titled The Wives of Henry the Eighth. And I have eight circles all perfectly lined
up. And what I want you to do in this exercise is basically recreate what I have here. So let's take
a look at what I'd like you to do. So this is the same document, but you can see as we scroll
through, it's in a less tidy state. So what I want you to do is utilize some of the skills you've
learned this section to replicate the neat version.
So the first thing you need to do in this exercise is open the document titled Exercise Two from
the exercises folder. I'd then like you to toggle on show hide, so you can see all of the paragraph
markers in this document. I'd then like you to go through and replace all double paragraph
markers with single paragraph markers. Once you've done that, I'd like you to scroll down to
page two, I'd like you to align these circles on the page so that they're distributed evenly and
aligned to the center. I'd then like you to group the four circles together and duplicate them and
position the second row, so it's neatly under the first. And then just to finish up, I'd like you to
give your document a spell check.
So quite a few different tasks there. Please feel free to re-watch this video and pause where
needed as you practice each task. So I'm going to show you my answer now. So you might want
to pause this video. But if you're ready, let's proceed. So let's run through the answer to this
exercise. The first thing I asked you to do was open exercise two, and then turn on Show Hide
Markers. So we're going up to the Home ribbon into a paragraph group and clicking Show Hide.
So I can now see all of those paragraph markets. What I then wanted you to do was to find all of
the double paragraph markers in the document and replace them with single paragraph markers.
So for this, we need to invoke Find and Replace, and the shortcut key for that is Ctrl H. Now for
this, you need to click in the Find What box. And then from your special options at the bottom,
you need to select paragraph mark twice to find those double paragraphs. I then want to replace
them with a single paragraph mark and replace all. I can see it's made five replacements, I'm
going to click on OK. And close down Find and Replace.
The final part of this exercise was to align these circles and then duplicate them. So the first
thing I'm going to do is select all of my circles by holding down my shift key. And then up to the
drawing tools ribbon, the Format tab, and we're going to go to our Alignment options. And the
first one I'm going to select here is align middle, and then I'm going to distribute them evenly. So
back up to align and distribute horizontally. I now want to duplicate these four circles. So the
quickest way to do that is to group these circles together. So once you have them selected, right
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click and select group, and they're going to press the Ctrl D keyboard shortcut to duplicate. And
then I'm going to move these circles into position.
And remember, I can select both groups of circles, go up to align, and make sure that they're both
aligned to the center. And finally I just asked you to do a quick spell check of this document,
which we do from the review tab, check document. I can see I have one spelling error just here.
So let's check it out. And I can see it's picked up the word solons. Now I know in this case that
this is fine. So I'm going to say ignore once and my spellcheck is complete. So those are the steps
that I wanted you to take in order to recreate this document.
The final thing I want to do here just to make this document a bit cleaner is turn off Show Hide.
That is it for exercise two. I will see you in the next section.
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Section 3 – Graphics and Pictures in Documents.
Video: View Tab
Deborah: Hello, everyone, welcome back to this course on Word 2019 Advanced. We've made
it down to section three. And in this section, we're going to be talking about how you can work
with different views in Word. Now, views are just the way that you are viewing your document.
And in Word, we have different views that you can toggle between, and they each display your
document in a slightly different way.
Now, which one you choose to use very much depends on what you're trying to do at that
particular time. So what we're going to do in this section is we're going to go through all of the
different views that you have, I'm going to show you the difference between them, and also
highlight when would be the best situation to use each view. But in this first module, I really just
want to introduce you to the options that we have on the view ribbon.
So I've got a document open at the moment. And this is an employment contract. And I'm
currently clicked on the view ribbon. So let's just take a look at the different elements which
make up this ribbon. So the first group here is our Views Group. And this is really what we're
going to be focusing on in the next few modules. This is where you can come to switch between
all the different views that you have available. We have Read Mode, we have Print Layout
Mode, Web Layout, Outline and Draft. Now by default, more often than not, you're working in
Print Layout View, which is the one that I have selected now. And this is by far the best view
when it comes to editing your document.
Now I'm going to go into each of these different views and the advantages and disadvantages of
them over the next few modules. But just be aware that this is where you come on the ribbon to
switch between your different views. It's also worth noting that this isn't the only place where
you can come in order to switch views. If you cast your eyes down to the bottom right hand
corner of the screen right down in the status bar, you'll see you have a Zoom Slider. But then you
also have access to different views down here. So we have Web Layout view, Print Layout
View, and also Read Mode and Focus Mode. So two different areas where you can switch
between views.
The next group on this view ribbon is the Immersive Group. Now these two options here, Focus
and Immersive Reader, you'll only have these if you were using Word 2019, or Word as part of
Microsoft 365. These are newer features. And again, they're related to how you're viewing and
how you're reading your document. And once again, we're going to go into these in the following
modules.
The next section is Page Movement. And again, this is a reasonably new addition to Word. So in
general, by default, when you're reading or working on a document and you scroll your mouse,
it's going to scroll vertically. That's what we're all used to when we're working in a document.
However, we do have now another option called side to side. So if I was to select that, you can
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see now if I use my mouse, I'm actually reading this document as if I had these pages on my desk
in front of me. I'm reading them side by side as opposed to scrolling through vertically. I'm going
to jump that back to vertical.
We then have our Show Group. And we've pretty much seen a demonstration of everything in
this little group in the course so far. I've got my rulers turned on both vertical and horizontal.
We've seen what happens when we turn on Gridlines. And also we've utilized that Navigation
Pane in order to navigate around our documents.
The next group is the zoom group. So this is related to zooming in and out and moving around
your document. So I have my Zoom option here where I can jump in there and select how much I
want to zoom in by. So if I say 200%, we're going to zoom right in to that, which makes things a
little bit easier to read. If I want to jump back to the default of 100%, I have a dedicated button
for that as well, which is going to pop me straight out again. I can choose to view just one page,
multiple pages, or I can select Page Width. So it's going to zoom in as much as it can without
cutting anything off of the document.
We then have the Window Group so this is related to how you arrange your different Word
windows on your page. And then finally, on the end here, we have Switch Windows. So when
you click this, it's going to list all of the open Word documents that you have. So now currently,
I only have one document open so that's the only one I'm seeing. But if I had multiple, they
would all be listed down here and I can just click to very quickly switch to that particular
document.
And then finally, on the end here we have a Macros button where I can view any macros. I have
set up and also record a new macro as well. I will be covering this later in the course. It's also
worth noting that when it comes to zooming, you do have a zoom slider in the bottom right hand
corner next to those little view shortcut buttons as well. So I could utilize my slider just by
dragging in and dragging out in order to change the zoom on that particular document.
Also, when it comes to zoom, if you are using a mouse that has a scroll wheel, if you hold down
the control button and move your scroll wheel, you see you can zoom in and out on your
document like that as well. So that is pretty much it. I really just wanted to give you an overview
in this module of all of the different commands and options that you have available on this views
ribbon before we do a deeper dive in the next few modules. And, that's exactly what we're going
to do in the next module where we're going to delve a bit more into these different views. So
please join me for that.
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Video: Reading and Focusing on Documents
Deborah: Hi, guys, and welcome back to this course on Word 2019 Advanced. We’re down to
Section three, where we're taking a look at the different ways that you can view your document
in Word. And in the previous module, we had a quick run through of all of the options and
commands available on the views ribbon. And what I want to do in this module is really focus in
on reading documents.
Now, sometimes, particularly if you work in a job role that requires you to read lots of long
documents, or maybe you're a lawyer who's constantly reading contracts, or maybe you're a
writer who needs to go through and review your work, sometimes it's quite nice to be able to
switch into a view mode, that's going to allow you just to read your document. That is, it’s going
to remove all distractions, and it's going to give you more screen space, more real estate so you
can read your document a little bit easier. And fortunately, Word has a view that's going to allow
you to do just that. And it's called Read Mode. So let me show you how it works.
So I'm going up to the view ribbon and across to the views group. And we're going to switch into
this one just here at Read Mode. And straightaway, you'll notice quite a drastic change. The thing
that's most obvious is that all of our ribbons have disappeared. So anything that could possibly
distractors has been removed from the top of the screen, or collapsed up, I should say, leaving us
with a lot more space to read our document. The documents also zoomed itself into the
maximum without cutting off any of the words or the sentences. So the text is nice and big on the
screen, making it easier for me to read. Another thing you'll notice is that it's put it into a two
column layout. So instead of just reading vertically, I'm now reading across the screen. So this is
much more like a book.
So here I'm seeing pages one and two. And if I want to move to the next two pages, I have an
arrow over on the right hand side, which I can click, it's going to slide along like I'm turning the
pages of a book and I can read the next two pages. Now of course, I don't have to use my mouse
to click on these arrows, I can also use my arrow keys to move through the different pages in this
document. Now once the ribbons are collapsed up when you're working in this view, you do still
have access to them. If you look in the bar running across the top, we still have access to File,
Tools, and View. So if I click View, if I want to switch back into Print Layout view and
essentially edit my document, I can just select Edit document, and it's going to jump me back to
Print Layout View. Let's go back into Read Mode, and click View again.
Now there's lots of things in this view menu that we can do while still working in read mode. So
we can switch to Focus Mode. Now I'm not going to do that right now. Because we are going to
cover this a bit later in this module. I can bring up the Navigation Pane. So if I want to search for
something in this particular document, I can do that. I can choose to show any comments that
have been added into the document. Now I currently don't have any, but if you do, it will show
all of your comments alongside your document. I can choose the column width. So currently I
have the default column width set. But if I switch to Narrow, I now have three narrow columns
as opposed to two wider columns. And if I select wide columns, I basically just get one column.
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Now I like the default. So let's switch back to that. I can also change the page color. So currently,
I have this set to none. So I just have black text on a white background. But you also have the
choice of displaying it in sepia or even in inverse. So we have a black background with white
text. Now you might not personally like these. But sometimes particularly if people have sight
issues, these different color backgrounds can be a lot easier on the eye and make it easier for you
to read your document. So it's worth having a little experiment with those. We then have some
layout options. So I have column layout set, which I quite like. But I can also choose paper
layout, which essentially puts it back very similar to Print Layout view where we're scrolling
vertically, and let's put my back to column layout. I have a syllables option.
So this shows the breaks between syllables in your document. So let's click that. And what you'll
see now is that the syllables of each word is separated by a little gray square back up to view and
let's just turn syllables off. We have a text spacing option. And this basically increases the
amount of space in between the characters and also the lines. So again, if you find it a little bit
easier to read a document like that, then you can jump in there and you can turn on text spacing.
Now I'm going to turn mine off to put that back.
And then finally, in this view menu, we have a Read Aloud Option. So this will read out all of
the text. And we'll also highlight each word as it's read. So again, this is a really great option
with regards to accessibility. If you're someone who is maybe partially sighted, then essentially,
you can have Word read your document back to you. Written statement of employment
particulars employee. This statement lists the terms and conditions, particulars of your
employment with us. So lots of different options for you to explore underneath that View menu.
Let's take a look at what we've got in Tools.
So if we click on Tools, again, we have our find, which is just going to pop out that navigation
pane. So, if you want to search for anything in the document, you can just type it in. And it's
going to highlight much like it does in any other view mode. We also have under Tools a Smart
Lookup. So if I was to highlight a specific word in this document so let's say employment, go to
Tools and Smart Lookup is going to search for that word, it's going to pop open a pane on the
right hand side. And it's going to basically search the internet and pop up any entries which relate
to that particular word. So you can see in here, I have some Wikipedia entries. And then also I
have some results of the web search. So that's a nice way of being able to select someone's name
or a place name or anything in your document, and then explore it further on the internet without
leaving the bounds of Word.
And then finally in here, we have a Translate Option, where it's going to pick up the word that
I've got selected, and I can choose a language to translate it to. So let's just say Dutch, and there
we go. And if I wanted to, I could even select Insert to replace the English word with the Dutch
word in the document. So a few nice options in that as well. And then of course, finally, we have
our File Menu. And that just jumps us back to our regular backstage area.
Now, if you wanted to go even further here and get rid of this blue bar running across the top, if
you click on the icon right in the top right hand corner, which says Auto hide Reading Toolbar, if
you click that, it's going to get rid of those menu options. So really all you have now on the
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screen is your document, you can go through and read. And to get them back again, I'm just
going to click that button once more. So that is pretty much the options that you have when it
comes to read mode.
Now everything I've shown you there is really related to be able to focus entirely on the
document that you're reading without any distractions. And focus is such an important point
when it comes to using Word. So often, it's very easy for us to lose focus, we have many
different distractions constantly coming at us. From email notifications, we have the internet at
our fingertips, and we can very easily go off down a rabbit hole and lose focus on what we're
doing. And with that point of focus in mind, Microsoft brought in a couple of new features,
which are really going to help you focus on the document at hand. And you'll find these features
in this group called Immersive. And the first option we have here is Focus. And if we hover over
and take a look at the ScreenTip, it says that when you're working in this mode, it eliminates
distractions, so you can focus entirely on your document. So let's jump in here and see what we
have.
So the real aim of Focus Mode is to enhance your document viewing experience by hiding all of
the ribbons and distractions on the screen and allowing you just to concentrate on the content of
your document. And you can see here that is pretty much literally all I have on this page, I have a
plain black background, and just my document. Now of course you can pull down those ribbons
if you move your mouse to the top of the screen, the ribbon will drop down again and you can
make any selections that you need. But one thing that you'll notice is when you are in Focus
Mode, if you go back to the view ribbon, you have an additional option that's been added. And
that is Background.
So this will allow you to change the background that you're using when you're working in Focus
Mode. And I will say these backgrounds did used to be a lot more interesting. In older versions
of Word we used to have things like a wooden coffee table background which is quite nice. Now
we just have these solid fill colors. And you can go in and select whichever one is going to suit
your eyes the best so I'm going to choose dark gray, and really that is the extent of focus mode. It
just clears everything out the way allowing you to focus on your document. Now if you want to
come out of focus mode, you can go back to your ribbon and just click the Focus button once
more. Alternatively, if you press the Escape key on your keyboard that will take you out and
back into Print Layout view.
And then finally, we have the Immersive Reader. And the Immersive Reader is part of words
learning tools, and the idea of it is to help with reading fluency, and comprehension. And when
we jump into here, you'll notice that a lot of these look fairly similar as we had access to a lot of
these options when we were working in Read Mode. So we can change our Column Width, and
this changes the line length to improve focus and comprehension. We can change the Page
Color, which can make text easy to scan with less eye strain. We can choose to Focus In on a
specific line. So I can say one line, three lines, five lines, and this is all dependent on where
you're actually clicked on the page. We can increase the amount of Space between words
characters and lines with the Text Spacing Option.
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We can show the Breakdown between syllables to improve word recognition and pronunciation.
And then of course, we have that Read Aloud Option again, which lets you hear your document
as each word is highlighted. So it's a really useful tools within the Immersive Reader as well. So
hopefully now you have a greater understanding of some of the tools available to you when it
comes to reading and really focusing on the document at hand. That's it for this module. I will
see you in the next one.
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Video: Working in Print Layout and Web Layout View
Deborah: Hello, everyone, and welcome back to this course on Word 2019 Advanced. We're
down into section three, where we're taking a look at the different views that you can work in
when using Word. And in this module, Module Three, we're going to be taking a look at Print
Layout and Web Layout views.
Now, I currently have a document open on the screen, and I'm clicked on the View tab. And as
we know from previous modules, we can switch between our different views in the first group
here, the views group. Now the first thing you'll probably notice is that the view that I have
currently selected is highlighted in gray. And this is normally the default Print Layout view. And
if you're following along with me, and you're not currently in this view, I would ask you to
switch to it now simply by clicking on the Print Layout command. Now the major benefit when
it comes to Print Layout view, is that you can basically see how your document is going to look
if you were to print it.
So it allows you to better judge things like the margins, the spacing that you have throughout
your document, page breaks, section breaks, and lots of other visual elements. And if you see
anything that looks a bit strange, then it allows you to adjust them accordingly. And even if this
is a document that you don't necessarily intend to print, you'll probably find that working in Print
Layout View is going to be most suitable for you the majority of the time. Now one of the things
you'll notice with Print Layout View, if I scroll down to where we move on to the second page,
you'll see that we have a gap in between our pages. So it makes it really easy for me to see where
one page ends and the next page begins. It's also show me that bottom margin as well.
Now, if you didn't want to have any space between these pages, you could jump into File
Options. And in the Display area, this first option here page display options, we have “Show
whitespace between pages in Print Layout view”. And you can see the ScreenTip says show the
top bottom margins, including the content of headers and footers. So if I was to untick this option
and click on OK, what you'll now see is that I don't have any space between those pages, and I'm
not seeing the header or the footer. So this is sometimes a nice option. If you are maybe just
reading a really long document and you don't have to keep scrolling past a very large header or
footer, you just want to read down the page, then that option can be quite useful.
Now in this case, I'm going to turn that back on because I do want to see where one page ends
and the next page begins. Also remember that if you want to switch into Print Layout View, you
can utilize the little buttons on that status bar next to the Zoom Slider. So now let's jump across
into web layout view.
So now we're looking at our document in a completely different way. You can see that this view
you don't have margins, spacing, page breaks and other elements which you might find
distracting or disruptive when you're reading your document. And basically Web Layout view is
designed to show you what your document is going to look like if you were to upload it to the
internet and publish it as a web page. It gives you a much more compact version of your
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document. And you can see that we don't really have any page breaks, section breaks, line breaks
or anything that's distracting us from reading this document.
It's also worth noting that you don't need to switch back into Print Layout view if you want to
make any edits to your document. If you are working in web Layout View, you can simply edit
your document in this view as well. So that is pretty much all there is to Print Layout and Web
Layout view. Hopefully that gives you a greater understanding of the difference between the two
and helps you make best decisions when it comes to establishing which one is going to be the
best option for whatever it is you're doing at the time.
In the next module we're going to explore the final two views that we haven't yet looked at and
that is Outline and Draft views. So, please join me for that.
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Video: Working in Draft and Outline View
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. We're
down in Section three, where we're currently looking at how you can work with Views in Word.
In the previous modules, we've taken a look at Print Layout, and Web Layout view. And we've
also seen some of the new modes like Read Mode, Focus, and Immersive Reader that really
helps you focus on the document at hand.
In this module, we're going to finish up this section on Views by taking a look at the final two
views available in Word. And that is Outline and Draft view. So let's start out by switching into
Draft View. Now, draft view is a view that displays just the text in your document. So you won't
see any margins or page breaks. And you also won't see any images or any other visual elements,
enables you to continuously scroll through your document without any interruption. And page
breaks are marked with a very faint dotted line.
Now one of the things that I really like about Draft View is its ability to show you what styles
you have applied to each line in your document. Now, in order to view the styles, you need to
turn on the Draft Pane. So let me just show you where you need to go. In order to do that. I'm
going to jump up to File and we're going all the way down into our Options. And we want to
jump straight across to the Advanced Area. Now if we scroll down, all the way down to this
display section, you're looking for this option here. So where it says style area, pane width in
draft and outline views. Now if you have that set to zero centimeters or zero, then you're not
going to be able to see that style area pane. So all you need to do is change this to something like
two centimeters. Click on OK. And now you can see down the left hand side we have a style
pane visible.
Now if this is a bit too narrow or a bit too wide, you can adjust it simply by dragging it in or out.
But what you'll see now is that I can see every single style that I have applied to each line. So I
can see that this top sentence here is a Heading One, we then have a paragraph of normal text,
we then have a heading two, so on and so forth. So the kind of situations where I would utilize
this would be if I have a long document that I'm currently trying to add styles to, I find this view
particularly useful when I'm doing that because I can see what I've applied. And it just makes it a
lot easier for me to ensure that everything is consistent, and I'm applying the correct styles to the
correct lines.
Once you've finished using that Styles pane, you don't have to jump back into options to turn it
off, you can just grab the edge once more and just drag it all the way over to the left hand side
and it will disappear. So that is draft view. Let's now jump across into Outline View.
Now it's worth noting that you can turn on the styles area pane for outline view as well. So let's
jump up to File again go into Options. Back into Advanced, I'm just going to turn that styles area
pane back on again. Like so, now Outline View is useful if you just want to view the headings
and subheadings and text in your document without images or other visuals. And it's a really
good view to work in if you need to do some reorganizing of your document. And you'll see that
as soon as I switched into Outline View, this view comes with its own contextual ribbon. So if
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you have a look, now you'll see that I have a new ribbon to the left of the Home ribbon called
Outlining. And on this ribbon, I have some controls, which allow me to adjust what I'm seeing in
this particular view.
What you'll also notice is next to my different headings, I have these collapsible and expandable
buttons. So in this outline tools group in this first section here, this is where I can change the
level heading for a particular item. So currently, if I just take this first heading one as an
example, I've clicked on the heading one, if I wanted to change that to a Heading Two, I could
say level two. And you can see now that that has changed. And I have all of my different level
headings in here that correspond to the heading levels. I also have Demote and Promote buttons.
So I can click on promote to pull that back up to a heading one. And then I have a specific button
to promote to a heading one and a specific button to demote to body text.
In the next group of outline tools, this is where I can specify which levels I want to show in my
outline. So for example, if I'm only interested in seeing the level twos, I can select that level and
now it collapses up anything that's body text or heading three, four and I'm only seeing those
heading twos. If I say level three, I'm also going to get thrown in there now anything that I have
marked as a heading three. I also have in this drop down an all levels, which is going to bring
everything back again. If I want to turn off any text formatting, so maybe I have a lot of
formatting in the document making it quite hard to read, I could untick, the show text formatting
box. And it's just going to put that into normal text. And I also have a show first line only option,
which is just going to show me the first line of any of my paragraphs. So if we take this one as an
example, this first normal paragraph, if I say show first line only, I'm now only seeing the first
line of that particular paragraph.
So this view is a good view to work in if you have a reasonably large document that has lots of
heading styles contained within it. Sometimes it's easier to jump into this view, collapse up
everything that you don't need to make it easier for you to edit your document. And once you've
finished working in Outline View, you have a close Outline View button just here. And that will
take you back to Print Layout view and you can continue editing your document. So that is pretty
much it on the subject of views.
Hopefully you've got a good idea now as to what each view is, which will help you make a better
decision when it comes to which view to work in for a particular task. That's it for this module
and that is it for this section. We have one exercise to do and then we're going to move on into
section four where we're going to be talking about working with tables. So please join me for
that.
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Video: Exercise 03
Deborah: Hello, everyone, and welcome back to this course on Word 2019 Advanced. We've
made it down to exercise three. And in this exercise, we're going to practice the skills we've
learned in section three when it comes to working with views. Now this is a reasonably
straightforward exercise.
So the first thing I want you to do is open the exercise three document from the exercises folder,
I'd like you to switch the document into Read Mode, and change the Page Color to sepia. Once
you've done that, I'd like you to come back to editing the document. What I then like you to do is
switch to outline view, and turn on the Styles pane. And I want you to make sure that you've set
the Styles pane to two inches. Now the final part of this exercise is optional. It's not content that
we've covered in this particular section. But at this stage in a Word Advanced course, these are
definitely skills you should know.
So if you do want to practice your skills a little further in Word, the final part of this exercise is
to replace all of these numbered items with the heading three style. Now just a little tip on this, if
you have the Styles pane open, you're going to be able to see what styles are currently applied to
these numbered items. And you can use that information to very quickly change all of those
styles to a heading three. Now as I mentioned, that last part is completely optional. So see how
you go with that. If you want to go through this exercise, you can pause the video now. If you'd
like to see the answer to this exercise, then carry on watching this video. So let's take a look at
the answer to this exercise.
The first thing I asked you to do was to switch into Read Mode and change the Page Color to
sepia. So I'm going to go up to the view ribbon and into my views group and switch to read
mode. Now to change this background page color to sepia, all we need to do is jump up to view
go down to Page Color and select sepia. I then asked you to go back to editing the document. So
again, we're going to go up to view and select Edit document. I then asked you to switch into
outline view, making sure that you can see the Styles pane.
Now currently, I can't see my Styles pane, so I need to go into the backstage and turn that on. So
let's jump up to File and down to options. And we want to select Advanced from this list. We're
going to scroll down until we get to the display section. And you can see here it says Style Area,
Pane Width, In Draft, and Outline Views and carry that set to zero centimeters. And what I've
asked you to do is change this to two inches. So I'm going to go just above change the
measurement to inches. And then I'm going to type in two and click on OK. And now you'll see
the Styles pane in the left hand margin.
Now the optional part of this exercise was to replace all of these numbered items with a heading
three style. And a little tip I gave you was that when you've got the Styles pane showing, you can
see which styles are applied to each paragraph. So I can see here that I have the list paragraph
style applied to all of my numbered items. So a quick way of changing everything that's marked
so list paragraph two heading three is to go to the Home ribbon, jump into the advanced options
for styles. I'm just going to make this a little bit bigger. I'm going to find the list paragraph style
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which is towards the bottom here. Click the drop down and I'm going to say select all seven
instances.
So very quickly, that's going to select all items where list paragraph is the style. Now I have
them all selected, I can simply jump up to my styles gallery and very quickly apply a heading
three. I'm going to close down my Styles pane and switch my document back to Print Layout.
And there we go. That was what I was looking for. I hope you got okay with that. I will see you
in the next section.
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Section 4 - Advanced Table Features
Video: Creating a Table Style
Deborah: Hello, everyone, welcome back to this course on Word 2019 Advanced. We're down
into section four. And in this section we're going to explore some of the more advanced features
of working with tables in Word.
Now tables are an extremely useful feature and probably something that you utilize already,
when you're putting together a document tables help us organize that information into columns
and rows, making the information a lot easier to read. Tables also have their own contextual
ribbons, where you can change the layout and apply formatting. And you can format tables to
your heart's content, so that they really stand out from your document, or are in line with
company branding guidelines. And in this first module, I want to start out by showing you how
you can create your own table styles.
Now before we dive straight into that, we're going to do a little bit of a recap, and create a table
from some data that I have imported into this Word document. So essentially, what I have here is
sales information, which originally existed in an Excel spreadsheet. And what I want to do is I
want to put this information into this Word document and organize it in a nice table. So all I've
really done to pull this cross is I've opened up the Excel spreadsheet, and I've copied and pasted
it with no formatting into my Word document. So if you ever have this situation where you have
a bunch of text on the screen, and you want to put it into a table, there is a really nice feature in
Word called Convert Text to Table, which allows you to do this simply and easily.
Now with this data, you'll see in this first line here, this is basically my column headings. And
then I have my data for those column headings underneath. What you'll also see is that it's not
quite lined up. Every single field is separated by a tab character. Now how do I know that? Well,
if we turn on our show hide markers, I can see these little arrows indicate that that is a tab
separating each of the fields. And this is quite important for an accurate conversion. If you have
some consistency with the character that's been used to separate each field, then Word should do
a pretty good job at converting your text into a table. Whereas if you have a mixture of different
things separate in the fields, and you might find that you have to do a little bit of rearranging
after you've done the conversion. But our data looks pretty good. So I'm going to turn off my
show hide markers. And we're going to convert this text to a table.
So all I need to do is highlight everything, I'm going to jump out to the Insert ribbon and click
the lower half of that table drop down. And I'm looking for this option here Convert Text to
Table. And essentially what it does is it looks at my data, it looks at where I have those tab
spaces, and it tries to work out how many columns and rows I'm going to need. So it's worked
out that I need seven columns. So that would be right, country, product, units sold,
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manufacturing price, sale price and gross sales. And it's worked out that I also need 18 rows, I'm
going to say create me a table with fixed column widths all of my columns even. And at the
bottom here, I tell it that my text is separated with tab characters. I'm going to click on OK and
let's see how it's done. Well, not too bad, it's guessed that I've got more columns than I actually
have. So I'm simply going to come into here, highlight the column that I no longer need. And on
my table tools layout ribbon, in my rows and columns group, I'm going to select Delete column.
So now that I've deleted that column, it's left me quite a lot of space, the table doesn't
automatically resize to accommodate that blank space. So what I'm going to do is I'm going to
auto fit this table by selecting the entire table up to the layout ribbon, and we have some Auto fit
options. So Auto fit to Contents will basically modify the table so that each column is as wide as
the widest item in the table. I can auto fit to the window, which will expand the table so that it's
flush on either side with the left and right margin. Or, I can choose a fixed column width so all of
my columns are exactly the same size. There in this case, I want to Auto fit to Window and there
we go. My table is now a lot more evenly spaced. And if I wanted to, I can go in and I can make
some further adjustments simply by dragging these columns over.
Now looking at my table and looking at this first column, I can see that this is probably fit a little
bit better if I change the United Kingdom and United States of America to UK and USA
respectively. So this is where I can utilize Find and Replace. So up to home, we're going to go all
the way across to the editing group and we're going to select Replace. And I'm going to say find
United Kingdom, and replace with UK, I'm going to Replace All. And we're going to do the
same, but we're going to find the United States of America, and replace that with USA, and
replace all. So there we go with a few edits, my table is now looking a lot neater. So once we're
at this stage, I'm probably going to want to jazz this table up a little bit and make it stand out by
applying some kind of table style.
And, we have a whole host of table styles available on the table tools, design ribbon. And it's this
large group in the middle. We have numerous different options and it really depends how we
want our table to look. So we have some plain table styles. And you can see as I hover over, I'm
getting that live preview in the document in the background. I have some grid table style. So this
is where we can start to apply some colors. These Table Styles will give a heading row a color.
The next row will give the first column and the heading row a darker color. And there is a whole
host of different table styles that you can apply if you scroll through the list. So let's just apply
something fairly straightforward. I'm going to apply this grid table for accent five style.
It's worth noting that when you do apply a table style, because the table style might make certain
words bigger, or might make them bold, you might find that you need to come back into the table
and just reject some of the widths of these columns again, to accommodate the newly formatted
text. And also here, I'm not particularly interested in having my country showing in bold, so I'm
going to select them all. And utilizing my mini toolbar pop up, I'm gonna de-select bold. So
reasonably quickly, I've been able to use Word’s inbuilt table styles to very quickly format a
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table of data. And that's all well and good but what if you want to create your own table style,
which maybe aligns more to your company or branding colors, or how style?
Well, you can definitely do that as well. You'll see right at the bottom, we have an option to
create a new Table Style. And this is going to allow us to define how we want each element of
the table formatted, it's then going to save it as a Table Style which we can then reuse. So let's
quickly create a new style and apply it to a table. So the first thing I need to do here is give my
new style a name. So I'm going to call this Deb Table. The style type while I'm doing a table
style, so I'm going to select table from that list. And then I can basically choose a style to base it
on. And this is really like a starting point. So in here, we have lots and lots and lots of different
Table Styles. And if I select one of them, you'll see in the preview window below what that looks
like. So if you want to utilize one of these as your starting point, you can do that. And then you
can format the various different elements.
So I'm going to start with Table Grid Light. And now we can go in and format each of the
individual elements of the table. So in the apply formatting tool drop down, you can see we have
whole table header row, total row, first column, so on and so forth. So you just go through and
select where you want to apply the formatting, and then set the formatting properties. So I'm
going to start out with the whole table. And what I'm going to do is I'm going to change the font
for the entire table to this font just here. And I'm actually going to make it slightly smaller
because that is quite a large font. And I'm happy with the font color and the borders, but I am
going to do is I'm going to center everything like so.
I'm now going to go back up to my apply formatting to drop down. I'm going to define how I
want the header row to look. So I want my header row to be in bold. I want the background fill
of the header row to be let's do a dark green color. And I want the font to be white so it stands
out. I'm going to go back up to my apply formatting to and I could do total row first column last
column, but I'm gonna say even banded rows, and I'm going to choose my fill color which is
going to be a lighter green color. And I could carry on going through applying formatting for
each element of my table. Now I'm happy with the way that looks. So I'm going to leave it just
there but I have a final selection to make at the bottom here. I can choose to make this table style
available only in this document or in new documents based on this template.
Now, I'm not using any specific template for my documents. So when you don't select a
template, you're using the Normal.dot templates. So pretty much most documents that you create
are going to be based on the Normal.dot template. So if I was to select this option, new
documents based on this template, pretty much every time I create a new blank document, my
table style is going to be available. So I'm going to select this option. And I'm going to say, OK.
And what you'll see now is that in our table styles drop down, we have a new group at the top
called Custom. And this is where you'll find any table styles that you've created. And I can just
click it to apply it to my table.
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Now I can see here, once I've applied it that that first column is again in bold. So what I want to
do is jump back into my table style, modify it and remove bold for that first column. So up to
Table Styles, right click your mouse, and you have an option for modify table style. So now I'm
going to say Apply formatting to first column. And what you'll see here is that in this window, it
doesn't actually show as being in bold, but if it's showing in bold in your table, then just toggle it.
So it appears to be on in your modify style box, clicking OK, and you'll find the reverse happens.
Now a couple of other things, I can also do in this right click menu, I could set this table style as
default. So whenever I create a table, it's going to utilize this style. I could also choose to apply
the table style but clear out all of the formatting or apply and maintain formatting, which is
basically just the same as clicking on the style. And of course, if I no longer need the table style,
I have a delete table style option in here as well.
So that is how you convert text to a table and also create and apply your own table styles. In the
next module, we're going to delve a little bit more into formatting and we're going to talk about
table breaks and repeat headings so please join me for that.
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Video: Table Breaks Repeat Headings
Deborah: Hello, everyone, welcome back to this course on Word 2019 Advanced. We're down
in Section four, where we're taking a look at some of the more advanced options when it comes
to working with tables in documents. And in the previous module, we took a look at how you can
Convert Text to a Table, and then create your own Table Style.
Now in this module, we're going to delve a little bit more into Table Properties. And I'm going to
show you how you can split a table and also how you can repeat table headings. So in this
document I have a similar table to in the last module. But this one contains a lot more
information. You'll see that this table runs across three pages. Now there's something very
important to know when it comes to dealing with a larger table like this. So I'm going to select
the table, and I'm going to right click and jump into Table Properties.
Now there's an option in here in the rows section that says allow rows to break across pages. And
currently I have that ticked and you'll probably find that you also have it ticked because it is the
default setting. Now when you have this option ticked, what that basically means is that if you
have a row, for example, this bottom row of page one, if this row contains a lot of information,
the row will essentially break across both pages. So let me show you an example. I'm just going
to make this row a little bit wider by adding in some returns. So now essentially, what I have is
this one row breaking across the pages. And that's being controlled by that little setting in Table
Properties. So let's go back and select the entire table again.
Now another way of selecting the entire table is to jump up to the Layout ribbon. And in this first
group, click the drop down underneath Select and choose Select table, we can then jump into
Table Properties using the Properties button. And it takes us back to that same dialog box. So
now if I was to untick, allow rows to brief grace pages and click on OK. What you'll see now
with this final row is that it will shift the entire row down onto the next page so I no longer have
a row splitting across two pages. So that's a really important point to know when you're dealing
with tables that run across multiple pages. Now I'm going to Ctrl Z to undo and put that row back
on that first page.
Now another thing you can do when it comes to a very large table is that you can actually split
that table up. So if I decided that I wanted to split this table into two, all I need to do is select the
row where I wanted to split, jump up to the table tools layout ribbon. And then in the merge
group, I have a split table option. And you'll see it splits where I was clicked. And what it's also
done there because this is now a new table, it's automatically applied my table style and made the
first row a heading row. Now I don't actually want it to look like that. So what I'm going to do
here to fix that is I'm going to jump up and select the entire table again, I'm going to go across to
the design ribbon. And in the table style options, I'm going to untick header row. And that will
remove that header formatting. So now essentially, I have two tables in my document; this first
one which is a fairly small table, and then the second one which spreads across the rest of the
pages.
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Now another little cool trick here that's worth knowing is that if you put a table into a blank
document, it's going to insert right at the top of the page, which means that if I then want to go in
and maybe add a title to the top of this document, I can't click. There's nowhere for me to click
my cursor in order to add the title. And you could get around this by copying and pasting the
table further down the page. But there is a much easier trick to get a blank line above any table
that's inserted at the top of the document. Make sure the mouse is clicked in the first table cells.
So just before where it says country, and then if you press Ctrl Shift Enter, that is going to put a
blank line above the table for you. And now I can add in my title like so. And I might want to
give this some formatting. And I'm going to make this a little bit bigger, like so. So now I've got
this table split into two. What if I want to do the reverse of that? What if I decide that I now no
longer want them split, I want to re merge them together.
Well again, there is a cool little keyboard shortcut that can do this for you very simply. So the
first thing you need to do is once again select the bottom table. And then to merge it with the top
table, if you do Alt Shift up arrow. It's as simple as that.
Now the final thing I want to show you with this table is how you can repeat the header row
across multiple pages. So in order to demonstrate this a little bit clearer, I'm going to change the
way that I'm viewing my document. So I'm up in the view ribbon, I'm going to go to the zoom
group. And I'm going to say that I want to view my document as multiple pages. So this is going
to put my three pages side by side and this makes it a lot clearer to see. So you can see that on
page one, I have my column headings there. So country product units sold, so on and so forth.
But those currently don't repeat across the other pages. And sometimes it can be a bit confusing
if you're looking at data where you can't actually see those column headings to know what
information you're looking at. So there is a very simple way to get those column headings to
repeat across all of your pages.
Now, I'm going to go back to zooming into 100%. So I'm going to select the row that I want to
repeat. So in this case, this is the header row, I'm going to right click my mouse and go into
Table Properties. And the option that you need to select is this one just here Repeat as header
row at the top of each page. So let's put a tick in the box. Click on OK. And now if we look
down, I can see that I have those header rows repeated across all of the pages. So it's as simple as
that. Now that option will repeat whichever row that you have selected. So that doesn't
necessarily have to be the header row.
If you have a different row within your table that you want to repeat at the top of each page, and
all you would need to do is select it and run through the same process again. And that is pretty
much it for this module, we've explored how we can split up a table and how we can join it back
together again, how we can add a blank row above a table and also how we can get those header
rows to repeat across multiple pages. I hope you found that useful. I will see you in the next
module.
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Video: Formulas in Tables
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. We're
down in Section four, where we're looking at working with Tables in Word documents. And so
far, we've seen quite a few really useful tips and tricks when it comes to manipulating tables. In
this module, I want to talk to you a little bit about how you can work with Formulas to do
calculations with table data.
Now, Formulas are more commonly associated with Excel. But you do have a selection of
formulas that you can also utilize in Word. And the good news is the functions and the formulas
should look very familiar if you are an Excel user, because they are pretty much exactly the
same. So to add up numbers, we use the sum function, to find the minimum value, we use min,
the maximum value Max, so on and so forth.
However, there is a slight difference when it comes to how you select the data that you want to
perform the calculation on. So in this module, I'm going to run through a few different ways that
you can utilize formulas. So what we're going to do is we're going to add a totals row to the
bottom of this table. So I'm going to press Ctrl End to jump me all the way to the bottom my
table, and I'm going to quickly add a new row. Now there's numerous different ways that you can
add rows into tables. But by far, the quickest way is just to click your mouse just outside the last
row of the table on the right hand side, and then press your enter key. And that's going to give
you a brand new row.
So I'm going to add a total row in. And I'm going to format this very slightly, so I'm going to
make it stand out by applying some bold font. And I'm also going to give this a top border to
separate it from the rest of the data. So I'm going to go into my borders group on the table Tools
Design ribbon. I'm going to select the width that I want the border, so I'm going to say one and a
half points. And I'm going to choose the pen color, we're going to have this as a dark green. And
then the border that I'm going to add is just going to be a top border, like so. So now we have a
real separation between our table data and our total row.
Now in the last two columns of my table, I have sale price and gross sales. And it might be that I
want to perform some calculations on these two columns. So let's start with the sales price, I'm
going to click in that last row in that column. And we're going to add in a formula first of all,
that's basically just going to add up everything in this sales price column. So if we jump up to the
table tools layout ribbon, in that final group, on the end the data group, we have an option to add
a formula. So let's click it. So this is our little formulas dialog box. And you can see that Word
has made a guess as to what I might want to do with these numbers. And its input the formula
into the formula field for me. So it's doing a simple sum calculation.
But instead of selecting cells, like you would in Excel, it's got the Word Above, which basically
means it's going to sum all of the numeric values above where I've clicked, which is essentially
the entire column. And it probably won't surprise you to know that if we had our table laid out in
a slightly different way, I could utilize the Word Below to sum everything below. I can say sum
everything to the left, or sum everything to the right. I can even combine two and say sum
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everything to the right and to the left. So you can use these directional words in order to
essentially select the range that you want to sum.
Now I'm going to stick with above in this case, I can then choose what I want my number format
to be. So if I look at my number format in this column, I can see that I have two decimal places.
So the number format I'm going to want to use is going to be this one just here that has those two
decimal places. Now the paste function box at the bottom. This essentially shows you all of the
functions that are available for you to use in a Formula in a Word Table. And we're going to look
at a couple of these other ones in a moment. But for the time being, I'm happy with my sum
calculation. I'm going to click on OK. And there we go.
Now, unlike Excel, we don't have an Autofill. So we can essentially drag this formula across in
order to total the gross sales column as well. So there's a couple of ways that we can get around
this. We can either click in the grow cells column and repeat what we've just done by adding in
the formula. Alternatively, I could copy the formula Ctrl C and do a Ctrl V to paste it in. Now
you'll notice that it hasn't updated. But if I click and then right click and select Update Field, that
will refresh it and give me my new total. So that's a quick little workaround. Now let's go back to
this field, I'm just going to delete out that value. And let's add in another formula.
Now another way that you can do this is instead of using the words above, below, left and right
to essentially make your selections, you can almost do Cell References with Word Tables. Now,
this isn't quite as intuitive as something like Excel. But let me show you how you can do it. So
I'm going to cancel out of here for one moment, and scroll to the top of this last page. Now, the
way that you can utilize Cell References is basically to count the number of columns in your
table. So essentially, in Word, the first column is column A, second column B, C, D, E, and F. So
that is the first part of my cell reference, I then need to tell word which row I want to utilize.
Now the problem here occurs because unlike Excel, the rows in our table are not numbered. And
that might be fine if you have quite a small table, you can just count down. But in my table, I
have a lot of rows. So how can I find out what my row numbers are?
Well unfortunately, there isn't a great way to do this. You either do have to count down or for
example, if I want to see how many rows I have in this table. What I can do is select the entire
table, right click my mouse and jump into Table Properties. And you'll see when we click on that
row tab, it says rows one to 124. So I know that I have 124 rows in my table. So if I was adding
up something towards the end of this table, that's probably going to help me work out which row
number I need. As I said, not particularly intuitive, but I'm just trying to show you some ways
that you could possibly think about doing this. So just as an example, I know I've got 124 rows,
let's add up row 123 and 124 of the sale price column.
So the sale price column is ABCD is column E. So I'm going to jump up into my formula. And
this time, I'm going to replace the Word Above. And we're going to sum row 122 and 123.
Because 124 is the actual totals row. So that's going to be E 122, comma E 123. We're going to
choose our number format, which is decimal places, click on OK, and it's given me the answer of
$22, which I can see very clearly is the sum of both of these numbers. Now I'm going to delete
this out again. And let's jump back up to our formula button.
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Now, as I mentioned earlier, you have a whole host of different functions that you can utilize in
Word Tables. So for example, I could count the number of items I have in this particular column.
So what I can do is delete out the current formula, being careful to leave the equal sign there and
choose a different function that I want to use. So this time, I'm going to utilize Counts. And I'm
just going to say count everything above. Click on OK. And you see it's given me $122, I'm
probably going to want to go in there and just change that number formatting to just a plain
number, like so. And just to show you one final example of a slightly more complicated formula,
we're going to jump back into our formula button. We're going to remove what we have in there
and this time, we're going to do an IF calculation.
So I'm going to select f now if you don't know what if is if you're not an Excel user, if basically
does a logical test, and it will give you one of two answers. For example, if you have some
students that have all taken a test, you might want to say; if student A receives a mark of greater
than 70%, then he gets an A. So that is a logical test with an outcome. I'm just going to utilize
this to show you very quickly how you can do an IF calculation in your Word Table. So let's do
something pretty basic here. I'm going to say if the sum of and let's use those Cell References
again, E 122 and E 123. If that is greater than 20 then I want you to put 20 in the cell. If it's not, I
want you to put zero.
Now again, if you're not used to Excel formulas, then this will probably seem a little bit strange,
a little bit complicated. But let's just read through this formula again. So we're saying if the sum,
so the total of E 122 and E 123 is greater than 20, then I want the number 20 to appear in the cell.
If it's not, then I want a zero to appear in the cell. Now, these are the two cells that we added up
previously. So I know the result is going to be 21, which essentially is greater than 20. So what
I'm expecting to see when I click OK, here is the number 20 in this cell. And, I'm going to make
sure I have my number format set to an integer. And I'm going to say, OK, and there we go. So a
few different examples there of utilizing Formulas in your Word Tables. I hope you enjoyed that
and I will see you in the next module.
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Video: Exercise 04
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. We've
made it all the way down to exercise four. And in the preceding section, we've been talking about
working with Tables. And in this exercise, we're going to get a chance to practice all of those
skills that we've learned.
So on the screen here, I have my finished document. So this is what we're working towards. This
is what I want you to replicate in this exercise. So what I have on the screen here are two
different tables, I can see that they have some table formatting applied. And I can also see that
each of the tables has a totals row. So when you're working through this exercise, if you need a
reference point as to what I'm after, I want you to essentially recreate this. So let's see what we
need to do.
So this is a starting document, it's exercise four in the exercises folder. And what I currently have
here is one long table it has about 30 or so employee names. It has their department, then we
have a blank column, and then we have their salary. So the first part of this exercise, I want you
to remove the blank column from the table, and then auto fit the table to the window. Once
you've done that, I want you to split up this table. So you'll see that the first half of this table
contains employees in the finance department. And the second part of the table contains
employees in the sales department. So essentially, I want all of the finance employees in one
table and all of the sales employees in another table. So I want you to split this table into two
separate tables.
Once you've done that, I want you to make sure that the second table has a heading row the same
as this row that I currently have highlighted. And then once you've done that, I'd like you to
apply a Table Style to both tables. And if you want to go a little bit more advanced with this, I
would encourage you to create your own table style. And then finally, I want you to add a totals
row at the bottom of each table and add a formula into the salary column, that's going to
calculate the total of all staff salaries. So quite a few tasks for you to practice there. As always
pause this video as needed. But if you'd like to see my answer carry on watching this video. So
let's take a look at the answer.
The first thing I asked you to do in this exercise was remove the blank column from the table. So
I'm going to select my column, right click, and I'm going to say delete columns. I then asked you
to auto fit the table to the window. So I need to select the entire table, go up to my table tools
layout ribbon. And in the middle here, I have an Auto fit option. And I want to say auto fit to
window to resize that table. I then asked you to split this table into finance and sales employees.
So I'm going to go down until I find the first sales employee, I'm just going to select that entire
row. I'm going to jump back up to my table tools layout ribbon. And in the merge group, I have
my split table option. So I now essentially have two separate tables.
Now my second table currently doesn't have a header row. So I'd like you to add one of those. So
again, we're going to right click, go to insert and say insert rows above and then I'm just going to
add in those column headings. I then asked you to apply a table style of your choosing to both of
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these tables. And the advanced option here was to create your own table style. So I'm going to
select my first table up to the table Tools Design ribbon. And if I was creating my own table
style, I would need to click the drop down in the table styles gallery and select new table style at
the bottom. And at this point, I could give my style a name and then set the options for my table.
The simpler option for this would be just to select a table style from the drop down gallery. So
I'm going to choose my custom table style. And I'm going to apply this to both of my tables. And
the final thing I asked you to do was to add a totals row to the bottom of both tables, and use a
formula to calculate the total salaries for each department. So let's first add in a new row. I'm just
going to click at the end of the table and hit enter to add in that row. I'm going to type in total tab
across to that final row and then I'm going to go up to the layout ribbon and insert a formula.
Now the formula that I've got in here the default is correct. It's just going to sum everything that's
above. And I'm going to choose a number format. I want the dollar currency sign and two
decimal places after and click on OK. I'm going to do exactly the same for the second table, hit
enter, type in total, tap tab, click on formula, select my number format and click on OK. And
there we go.
If you got something that looked like this, then you are doing pretty good so far. That's the end of
this exercise. I will see you in the next section.
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Section 5 – Graphics and Pictures
Video: Formatting WordArt
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. We've made it
down to section five. And in this section we're going to explore the wonderful visual world of
graphics and pictures.
Now whilst content is king when it comes to Word documents, it's also extremely important to
think about how your documents look and make them engaging for your reader by utilizing
pictures, text effects, icons and graphics. And in this first module, we're going to take a look at
how you can add interest to text by utilizing WordArt. So in this document in front of me, I just
have a circle shape with a nice image in the middle. And this might be some kind of logo for a
travel company or maybe some kind of image that I want to use in the heading of a newsletter.
What I want to do here is I want to add in some nice text on to this picture. And I'm sure we're all
aware of the numerous font formatting options that we have available in Word, you can find
them all on the Home ribbon in the Font group. Now, I don't want to actually concentrate on
those, I just want to show you a different type of formatting that you can apply to any text. So the
first thing I'm going to do is I'm going to actually insert a text box because I want to be able to
move this piece of text over the top of my image. So I'm going to click on the Insert tab. And
over in the text group, our first option here is textbox. And you'll see that we have quite a few
pre-formatted text boxes that we can insert into our Word document. So it really depends what
you want your textbox to look like.
Now, I just want a simple textbox. So I'm going to select this first option, just here. Now this
simple textbox just has default formatting. And you can see that I get some test text within a nice
little text box, which I can pick up, drag and drop wherever I want to on the page. And of course,
I can edit this text. So I'm going to add in the name of this travel company, which is Go Explore
Travel. Now currently, my text looks a little bit dull. But as we all know, we have many options
available to us on the Home ribbon in the Font Formatting group. But what I want to go through
in this module is I want to introduce you to some of the Word Art options. So let's jump across to
the Insert tab. And again over in this text group, you can see that we have a drop down for
WordArt.
Now all WordArt is, is a quick way of applying different types of formatting to a piece of
selected text. Now the WordArt Gallery is reasonably limited. But I like to see these as more of a
starting point because every element or every property of the word art can also be customized.
So I'm going to go in and let's just select this second one here, fill blue accent color one with a
shadow. And there we go, you can see I get another text box, which is showing me my newly
formatted WordArt. So I can then drag and drop that and place that wherever I like. Now, as I
mentioned before, once you have added some words into your document, you can then jump up
to the Format tab, and you have this WordArt Styles group. If we click the drop down in the
gallery, you can change your text to any one of the options that you see available here. And as I
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hover over each one, I get this kind of live preview so I can see what that's going to look like
when applied to my text.
Now it might be that I want to change this to Gradient Fill gold accent color four. So let's do that
and my text has changed. I also have other options in here to customize this further. So if I quite
liked the style, but I didn't particularly like the font color, I can go in and I can change the fill
color. I also have some Gradient Fill options down here, which I can choose from. So if I was to
change this to a green color, and then go back up and say gradients, I have different variations of
a green gradient. Now I'm actually going to change this back to blue. And you can see I still have
a yellow outline.
So again, if I wanted to, I can jump up to my WordArt Styles group, and change that text outline
to something else. So let's just do a darker blue. And what I also have in here is the ability to add
some text effects to my WordArt. So if we click on Text Effects, I can add a shadow and you'll
see that change in the live preview. I can add an inner shadow or a perspective shadow as well.
We have lots of other options in here so reflection can be quite a nice one. We have glow, which
will put a nice glow around the selected text, we can make it a bevel texture. And I have to say
probably out of all of these, this is the one I use the least. And we have some 3D rotation options
as well. So it really depends how you want your text to look.
Something else that we also have is this Transform Utility. So this allows you to warp your text
in various different ways. So if I just show you one of these follow path options, let's click this
arch just here, you can see what that's done to this particular selected text. So I could then drag
that down and into my logo. When I click away, I can see that yes, that looks quite nice. If I
wanted to, I could also walk this a little bit more. So by utilizing this little orange handle, I drag
this down, you can see I'm drawing a path, like so. And then if I decide that I don't want it inside
the picture, I can move that to just above and we can make any editing changes to this piece of
text that I need to using my WordArt Styles group.
Now I'm going to drag this back down and just place it within my logo. And don't forget that
whenever you see that little arrow in the bottom right hand corner of any group, if you click the
arrow, it's going to take you into more formatting options for your selected item. So a lot of these
are repeats of what we already have in this Word Styles group. So for example, I can add
shadows from here, I can also add different types of reflection. But I have some additional
options. So I could add a shadow and then I could do things like change the transparency, change
the size, so on and so forth. So I have a little bit more control, when it comes to the text effects
that I'm adding, I can change my text fill and outline from here as well. So if I wanted to switch
it to a gradient fill, I could definitely do that. And I can adjust my gradient options.
So let's just click this end gradient stop, and I'm going to change that color to a darker blue. I'm
going to adjust these gradient stops. And you'll see as I do this, it adjusts it very slightly in my
logo, I also have similar options for the text outline as well. So if I didn't want any outline, if I
say no outline, it's going to get rid of that. Now, I don't like that, because it kind of blends a bit
too much into the background. I'm going to say solid line. But I'm going to take the width of that
line down very slightly. So it's a little bit more subtle.
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And then finally we have a Textbox option. And this is where I can choose my alignment
position and also the text direction. So if I was to change this to something like rotate or text 90
degrees, you can see what we get there. It's a little bit of a mess because of the warp that I have
on that. Now one thing I'll say about WordArt is that some of the options that you have are not
particularly useful when it comes to creating professional documents. Most of the time when I'm
utilizing WordArt, I'm doing some kind of fun personal project. So maybe it's some kind of
newsletter or an invitation to a party. So just bear that in mind when you're utilizing WordArts.
That's it for this module. I will see you in the next one.
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Video: Filling Shapes with Pictures
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. This is still
Deb and we are down in Section five, where we're taking a look at graphics and pictures. In this
module, I'm going to talk to you about filling shapes with pictures. Because, this is a really nice
effect and I get so many questions about exactly how to do this correctly. So I'm going to show
you a couple of examples.
Now what I have open on the screen here is a template for a newsletter. And this is just a
template that's available in Word that I've modified to suit the travel industry. So this might be
some kind of newsletter that goes out to all of our customer base every single month. And it
gives them updates on what trips are upcoming and also some useful information. So this
newsletter currently is made up of quite a large headers, so everything you can see in the top half
here, but that looks like it's slightly grayed out is actually the Header. And if I double click right
at the top of the page, it takes me into that header. And I can now go in and edit the individual
elements.
Now what I want to focus on here are these three pictures on the left hand side. What I've done
here is I've drawn a rounded rectangle shape. And then I filled it with a picture. Now I've seen
people try to fill shapes with pictures many, many times. And I've seen people try all kinds of
weird and wonderful things to get the picture to fit exactly inside the shape. So I'm going to show
you a quick trick on how to make this really easy. So I'm going to close my Header and Footer.
And let's move down and newsletter. So what I've got here are two shapes, essentially, which
we're going to fill with pictures.
The first one is this shape that looks like a very large tab shape, and then we have a circle. And
all I've done to get these is jump up to the Insert ribbon, go into Shapes, and I've selected the
rectangle top corners rounded for this first shape. And then, the second shape is simply an oval.
Now one thing to note with this oval, and I'll just quickly click it and show you, if I just select
that shape and start to draw, I get a very free form oval shape. If I want it to be exactly a circle,
what I need to do, and let me just select that, again, is hold down the shift key as I drag and it
gives me a nice equal circle. So that is how I got this circle shape in my document. So what I
want in here essentially is in this top rounded rectangle shape, I want to fill this with a picture of
the feature trip, which is Rwanda.
So what I've done is I've actually saved off a picture already that I want to use within this shape.
So once you have your picture saved off, all you need to do to fill this shape very neatly, is right
click on the shape and jump into the Format Shape option. And you get this pane pop out on the
right hand side. And under the fill section, you want to make sure you select picture or texture
fill. And what you'll see get filled in there, first of all, is the last picture that you utilized. So for
me, that was the picture of Morocco that I used up in this Header. Now, don't worry about that
too much. And also don't worry about the fact that it looks very stretched and distorted. We're
going to fix that with the method that we use.
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So what I want to do now is I want to go down and I want to choose my picture source, which in
this case, is my local drives because that's where I have my picture saved off to. I'm going to
select Insert, and I get a choice from a file, online pictures or from icons. So if you didn't have a
picture saved off, you could jump into online pictures and you could search for gorillas. And
essentially, this will do a search of the internet. Now you can go in and choose a picture that you
want to add. But I will say something about inserting pictures into documents is that you need to
be careful of the copyright on the picture. Always make sure that you have Creative Commons
only tick to the top because that will list pictures that you can utilize in your documents.
I will say that even if you do check this box, it’s always worth double checking exactly what the
license is on a picture before you use it. If it's a picture that nobody is going to see apart from
you, then you're probably okay to add pretty much any picture. But if this document is going to
be shared or used in promotional material, and you really need to be careful of the copyrights.
And just on that note if you are looking for free pictures that you can freely use In any of your
documents, or any of your PowerPoint presentations even, then I would suggest you check out a
couple of different websites. The first website that is amazing for free stock photos and videos is
Pexels.com. It has a very simple search interface, you just search what you're looking for. So let's
say gorillas, hit Enter. And we have all these pictures come up. And these are all free to
download and use.
So all you need to do is select the picture you want to use, and you have a free download button
at the top. So this is a great website for images. Another website that's really good is
unsplash.com. So this works in a similar way. Again, we just have that search bar, very simple
typing gorilla. And it's going to pull back all of the images that you can utilize. So a couple of
really good resources there if you're looking for images. So I'm going to cancel out of here,
because I'm going to use a picture that I have saved off to my local PC. And the picture I'm using
is actually from that pexels website. So I'm going to say from a File, and I'm going to use this
picture just here, click on Insert. And you can see it inserts it into the shape. Now again, look at
how that image is distorted, and this is where people get a bit stuck. They managed to get to this
stage and insert the picture, but then they see that the picture looks pixelated, blurry, distorted,
and they don't really know how to fix that.
Well, it's very simple, we just need to use our Fill Utility. So with the shape and the picture
selected, I'm going to jump up to my Picture Tools Format ribbon. And the option we want to go
to is in this end group here, the Crop Button, I'm going to click the lower half. And what I want
to say is I want to fill the picture in the shape. And it kind of looks like this. So what I can then
do is because I want to have the gorilla’s face in this, I'm going to drag the picture down Like so.
And once I have it in the position that I want, I'm going to go back to my crop button, and I'm
gonna say crop. And there we go. So now the image is no longer distorted. So I've got one
picture in place in my newsletter, things are starting to look really nice, I have one more than I
need to do. And that is this picture down here.
So currently where I have this empty circle, you can see just above it says speak to our Africa
continent specialist Ed O'Meara now. And what I want is a picture of Ed smiling and ready to
take your call. Now once again, I have a picture of Ed saved off to my PC. So I'm going to select
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my shape, right click and jump into Format Shape. And we're going to go through the same
process, I'm going to say fill with a picture or texture fill, it's going to fill it with the last image I
used, but we're just going to jump straight down into picture source, say insert from a file, and
there is at once again, our picture is distorted. So we're going to jump up to Picture Tools
Format, go into our crop tool and select to fill the picture within the shape. And there we go.
Now if I wanted to make him a little bit bigger, I can drag the picture out or in, I can move it
around and just get it in the position that I want it to be in. So let's move it just there like so. I'm
gonna say crop and crop. And there we go, a perfectly cropped picture. Now I've removed that
picture of Ed because I want to show you a slightly different way of doing this. Let's imagine
that Ed has now left the company and has been replaced with a different Africa continent
specialist. And her name is Claire Stone. Now I want her picture to be filled in this circle. Now
another way that I could do this is if I had a picture of Claire stone elsewhere in this document, I
can utilize it to fill the shape as opposed to inserting it from a saved picture. So what I'm going to
do is I'm going to jump down to the second page and we're just going to insert a picture of Claire
Stone. And there we go.
So this might be elsewhere in the document. I want to take this picture and I want to use it to fill
the shape. So what I could do is click on her picture and copy it Ctrl C. As soon as I copy it, that
picture is now saved to the clipboard. So when I come to fill my shape when I select it and go to
my format shape pane And select picture or texture fill in my picture source instead of choosing
insert, I can now choose the clipboard option, and it's going to fill it with whatever I have
collected on my clipboard lost. Now that picture is pretty good, but I am going to go up to the
format ribbon and do my crop and fill and just move her over very slightly. And maybe I will
make this picture a little bit bigger so that she's closer into the camera like so, and click the crop
button. I can then safely go in and delete out this picture if I need to.
So, that is how you insert a shape you fill it with a picture using the insert method and also the
clipboard method. I hope you found that useful. I will see you in the next module.
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Video: Compressing Pictures
Deborah: Hello, everyone, welcome back to this course on Word 2019 Advanced. We're down
in Section five, where we've been exploring the options that we have when it comes to graphics
and pictures in your documents. And in the previous module, we take a look at how you can fill
shapes with pictures.
Now in this module, I want to talk to you a little bit about file size when it comes to a document
that contains multiple images. One thing you need to be careful of if you do have a document
like this that has a lot of graphics, and your photos that you've added is that the file size can get
really huge. So if we take a look at this particular document I have open on the screen, which is
our travel newsletter, I've got quite a lot of images in here. Now these ones at the top seem fairly
small. So you might think, well, they're not going to take up too much space. This one's a bit
larger, but all in all, but on the face of it, these images wouldn't seem to increase the file size by a
great deal because they're not absolutely huge.
However, let's jump in and take a look at what the file size is currently at. If we jump up to the
File tab, and go down to Info, in the Properties section, I can see the size of this particular
document. And currently it's a whopping 43.6 meg. Now that is a pretty large file. And what you
will notice is that if you do have a document which has quite a few pictures in it, you'll start to
notice some lag. So when it comes to things like saving, it will take a little bit longer. If you have
this document automatically uploading into OneDrive or cloud storage, you might find you get a
delay as it does that. So what can we do about this, if we want a nice document with lots of really
high quality images in it?
Well, there is something we can do to help keep that file size down. And that is an option in
word called Compress Images. So what you need to do is you need to click on any image in your
document. So let's click on our image of the gorilla. I then get access to my drawing tools and
Picture Tools tabs at the top. And again, I can utilize either of these. So I'm going to jump into
Picture Tools. And in the Adjust group, you'll see you have an option to Compress Pictures. And
as I hover over it says Compress Pictures in the document to reduce its size. So if I click this
option, I get two compression options at the top. I can choose to compress just the picture that
I'm clicked on, which is what I currently have selected.
Now the second option here is a really important one, delete cropped areas of picture. If you're
trying to reduce the file size of your document, it's a good idea to have this option ticked.
Because if you don't essentially what happens is that when you crop a picture like we did with
this gorilla picture, if you remember, we went up to the crop tool, we filled, and then we
cropped. If you don't have this option selected, even though you can only see the cropped area, it
means that the entire High Definition picture is still floating around in the background of this
document and adding to that file size. So always make sure that when you are cropping pictures
that you select Delete cropped areas of picture to keep that file size down.
You then have some options with regards to the resolution of the pictures in your document. And
of course, the higher the resolution, the more space that's going to take up the bigger the file size.
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So sometimes it is a bit of a balancing act with regards to the quality of the original picture and
trying to keep that file size as low as possible. Now, I always like to select this top option which
preserves the quality of the original picture. What I'm going to do is I'm going to untick the
Apply only to this picture option. Because I want to compress all of the images in this particular
document. I'm going to click on OK. So let's go and take a look at what our file size is now.
I'm going to go back up to file into info. And look at that we're down to 15.3 megabytes. So quite
a difference there we've managed to shave off about 25 meg of file size. If I want to compress it
even more if I go back, I may decide that I don't need a super, super high quality. So I can click
on a picture again, go up to format and into Compress Pictures once more. I'm going to take the
tick out of this top box and I'm going to utilize this print option so it says excellent quality on
most printers and screens. So I'm going to say print which is a slightly lower resolution. Click on
Okay, I'm going to save my document. And let's take one more look file info. And now we're
down to 12 meg. So very quickly, we've managed to shave off a lot of that file size. And if you
do that, you'll find your document works more efficiently and you won't get that login as much.
So just be aware of that, particularly if you have longer documents which contain lots of images,
make sure that you choose to delete the cropped areas and also compress all of the pictures to a
quality that's suitable for you. That's it for this module. I will see you in the next one.

© Copyright 2008-2020 Simon Sez IT, INC. All Rights Reserved.

Advanced Word 2019

Video: Quick Parts
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. In this section
we are looking at Graphics and Pictures in documents. And in the previous module, I showed
you how you can reduce your file size by compressing all of the pictures in your document. In
this module, I want to move on to talking about Reusable Content.
Now in Word, you have the ability to essentially save off images and text and reuse them
elsewhere in your documents. And this is a really good way of being a little bit more efficient. If
there is a certain image or maybe a certain piece of text or quote that you use constantly
throughout your documents. Sometimes it's a bit tedious to keep having to type it over and over
again or insert the same image. Instead, what you can do is utilize Quick Parts in Word, which
essentially allows you to save off your content into an organizer and reuse it when you need it.
So let's take a look at a couple of examples.
So on the screen, I still have my travel newsletter open, I want I want to do is I want to take this
picture of Claire, and I want to reuse this in a different document. And maybe this is a picture
that I have to reuse all the time. So when I'm sending out PR related to the company, I like to
show a list of all of my consultants with their picture. So maybe I find that I'm constantly
inserting the same picture over and over again. And that isn't the most efficient way to work. So
what we're going to do is we're going to save off Claire's picture to our building blocks
organizer. So all we need to do is click on the picture and we're going to go up to the Insert tab,
and all the way across to this text group. And you'll see one of the options that we have is Quick
Parts. And if I hover over it says insert pre-formatted text, auto Text Document Properties and
fields anywhere in the document. To reuse content in your documents, select it and save it to the
Quick Part gallery. And that is exactly what we're going to do.
So we're going to click the drop down and one of the options that we have right at the bottom is
Save Selection to Quick Part gallery. So let's click that. And it allows us to create a new building
block. So essentially, I have to give this Quick Part a name. So I'm going to call this CS for
Claire Stone. Now I could call this her entire name, but I'm keeping it fairly short, because I want
to show you an even quicker way of reinserting the content a bit later on in this module. So for
now, I'm going to call it CS, I can choose which gallery I want to save it into. And we have a
whole host of different galleries in here. So this is really just a way of categorizing the content
that you're saving off.
Now I'm just going to say this two Quick Parts, the category is going to be general. But again,
you could go in and create your own categories. So maybe I want one for images. And click on
OK. I can give this a description; photo of consultant Claire Stone, I'm saving it into my building
blocks template. And when I want to insert it, I'm going to choose to insert the content only.
Now I have a couple of other options in here, I can choose to insert the content in its own
paragraph, or insert the content in its own page. So if I was to select this bottom option, for
example, when I re insert this image of Claire, it's going to give me a new page with just that
image on.
© Copyright 2008-2020 Simon Sez IT, INC. All Rights Reserved.

Advanced Word 2019

Now, I don't want that I just want to insert the content only. So it's only going to insert the image
wherever I'm clicked, and I'm going to click on OK. So now I have that image saved off into my
Quick Parts gallery. So what do if I want to reuse this piece of content? Well, let's jump across to
a different document. So in this document, I have a page that's called our consultants. And I just
have a table in this page. And in this table I have a picture of two of our other consultants and I
want to add Claire Stone into the top just here. So instead of having to go and recreate the shape
with the filled image or maybe copy and paste the image from somewhere else, I can just insert it
using my Quick Part. So I got to insert across the Quick Parts. And you can see it there at the top
see s and as I hover it says photo of consultant Claire Stone. So all I need to do is select and you
can see it's put that piece of content in here.
Now, you'll also see that it hasn't inserted it where my mouse pointer was clicked. And that's
related to the layout options of this picture. So when I click on it, you'll see this little icon pop
out to the side and this is where I can choose my layout options. And currently, I can see that this
one is set to in front of text. So what that basically means is that when I save this image as a
Quick Part in my previous document, this was the layout option I had set on that picture. If I
want to go back and double check that by clicking on the image, and clicking the little icon, I can
see that yes, I have in front of text saved on this picture. So it's bringing across that Layout
option, as well as the picture. Now in front of text basically allows me to move this picture and
drop it wherever I like on the page so I can put it on top of text, on top of other images. So Word
isn't really in control of where that image is placed.
Hence, why is just put it basically down at the bottom of the page in this particular document. So
all I need to do to get it to jump up to where I was clicked, is just change that layer option to in
line with text. And you'll see all pop up to where my cursor was clicked. And if I want to reuse
that in another document, I do exactly the same thing just up to Quick Parts, and I can select it
from my list. Now if you have a lot of Quick Parts, you might find that this list starts to get very
long. So another way that you can insert it. So let me just delete our Claire again. If we go to
Quick Parts, I can go to the building blocks organizer. And this is where I'll find all of the
different building blocks that I can add. And you can see that there are a lot of things in Word
that by default, are set up as building blocks. So things like Templates are essentially building
blocks, Headers and Footers are building blocks, Page Numbering is a building block.
Now if I'm looking for my particular building block, I know it's called CS. So what I might want
to do here is order the names of my building blocks alphabetically, to make it a bit easier to find.
So I'm going to click on the name column heading. And now I can scroll through looking for my
CS building block, which is just there. I can see in the preview window, what that looks like.
And I can insert it from here by clicking the Insert button. And once again, because of those
layout options, I need to change this to In line with text to get that to pop back up. Now an even
quicker way that I can do this is let's delete that out again. If I know what I've called my building
blocks, so in this case, CS, all I need to do to recall it is type in the name, so CS, and press the F3
key. And once again, you'll see it inserts it, I'm gonna pop that back up by changing the layout.
Let's take a look at one more example of saving a piece of content. So in the previous example,
we saved off an image but you can also save of text. So at the bottom of this document, I have a
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line of text. And this is a quote from a magazine highly experienced travel specialists that care
about your trip as much as you do. And this is a quote I use often in any PR material that I send
out about the company. So this might be something that I want to save off. So once again, I'm
just going to select the piece of content that I want to save, I'm going to jump up to the Insert tab
and across to Quick Parts. And I could do the same thing, Save Selection to Quick Part gallery,
and then choose which gallery I want to save it to. But if it's a piece of text, I could also save it to
the auto text gallery automatically. And all that does is basically the same window but it just
selects the gallery auto text so it's a little bit quicker. And I'm going to give this a name, we're
going to call it outsider quote, I'm going to create a new category. I'm going to call this quotes
and my description quote from outside a magazine. I'm going to save this into my building
blocks. And I'm going to choose Insert content only. And let's click on OK.
So now if I jump across to my other document and scroll up to the top, I'm going to put a little
line in here and we're going to pull through our quote. So once again, I can go into my Quick
Parts option. And this time I can go to auto text and I'll see it listed there. So that's a quick way
of inserting it. Also remember, I could type in outside a quote, and press F3 in order to get that to
insert. So this is what we call Reusable Content. And of course, if you want to manage any of
your content, if you jump back down to your building blocks organizer, you can find your Quick
Part. So let's find CS again. And I have an Edit Properties box where I can go in, I can change
the name, I can change where I've got it saved, description, all of those kinds of things. So pretty
much everything I can modify.
And if I decide that I no longer want it, I also have a delete button down here as well. So I'm
going to delete out CS, click on Close. And it doesn't actually affect the image in the document.
It just deletes the Quick Part so it's not available for future use. So the final thing I want to do on
this page to make it look a little bit nicer, is just remove the borders of this table. So let's quickly
do that. I'm going to select the table, jump up to the table Tools Design ribbon. And I'm going to
go to borders and I'm going to say no borders. And there we go. We have a very nice looking
document. That's it for this module. I will see you in the next one.
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Video: Icons and 3D Models
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. We’re down
in Section five, where we're taking a look at how to jazz up our documents a little bit with
Graphics and Pictures. And in this module, I'm going to introduce you to something that's
reasonably new when I say reasonably, it was released in Word 2013. And that is Icons and 3D
models. So let's start out with Icons.
So on the screen here, I am starting to design a brochure for a company called ByTech. And this
company buys and sells laptops. And this first page is a very simple design, we just have a
background image, we have some formatted text. And then I've drawn a three circles which are
just shapes and added text boxes inside them. What you also might notice is that I've changed the
orientation of this page to landscape. And what I'm aiming to do here is I want to make this first
page look a little bit more interesting by utilizing icons as opposed to the text that we currently
have.
Now you'll find your Icons on the Insert ribbon. In the Illustrations group, you should see a little
option there that says insert an Icon. And the ScreenTip says insert an icon to visually
communicate using symbols. And you'll see this a lot when you're looking at different websites,
brochures, documents. These days, it's a lot more modern to utilize images, icons, vector
graphics, as opposed to words. So let me show you how you can utilize icons to jazz up this first
page of the brochure. Now I want to put an icon in each one of these three circles. So what I'm
going to do is I'm going to click on this first circle. And what I can see immediately is that I've
grouped these circles together.
So when I was moving these into position, and aligning them, I grouped them. So the first thing I
want to do is I want to ungroup these objects, so I'm going to right click, go to group and select
ungroup. Everything is now an individual object so I'm going to click on the first circle. I'm
going to go up to Insert and click on the Icons button. And what this will do is it will open up
Word’s Icon gallery, and you'll see all of the icons that you have access to insert into your
document is arranged by category. And the categories are listed in alphabetical order. So you can
jump to any particular category that you want. Alternatively, you can use the scroll bar on the
right hand side just to have a browse through all of the different categories. Now there aren't
thousands and thousands of icons in this gallery, but there are enough in there that you can
usually find something that's appropriate for what you want to do.
Alternatively, if you have an idea of what you want to insert, you do have a search bar at the top
where you can search. So if I was searching for shopping, I can type in shop, and it gives me all
of the relevant icons, click the cross to clear the search. Now this first icon I want to insert is
going to represent the About Us section of this brochure. So when I'm thinking about About Us,
I'm thinking about people, the people who work at this company. So I'm going to type in people
into my search box. And straightaway, it brings me back all of these options. Alternatively, I
might want to type in something like us. And again, I get a few different options.
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Now I quite like this icon pretty much represents the About Us section. So I'm going to select the
icon and then click on Insert at the bottom. Now you'll see on my first page, I have the boundary.
So this is where my icon actually is. But I can't see the icon because it's hidden underneath the
background layer that I have. And you'll see we have that little layout options box once again. So
here I want to change this from in line with text to in front of text, and that's going to pull that
icon to the front. So I now have my icon. And the good thing about these icons is that you can
edit them. So if you don't like the color, you can definitely change the color utilizing that
graphics tool format ribbon.
So what I might want to do here is change the color of this icon to white. So I'm going to jump
up to graphics fill and select white from the palette. I also have outline options so I could outline
it in black or a different color. So maybe let's try a bright blue something like that. And I can also
resize it. So if I drag out and drag it again, it's a re-sizeable graphic and it doesn't distort in any
way. I'm going to drag it across and I'm going to place it in there. Now looking at it, I don't
particularly like that blue outline. So I'm going to go up to outline. And I'm going to say, no
outline. And to me, that looks a little bit better. So now I have my graphic, I don't really need my
text. So I'm going to go in and delete out my text box. And I'm going to make this graphic
slightly bigger. And what I want to do now is align this graphic directly in the center of this
circle.
So for this, we can use our Alignment tools. I'm going to select the icon, hold down my shift key
and also select the shape. I'm going to jump up to my Format ribbon and in the Align group, I'm
going to say align middle, and also align center. And now I know that that graphic or that icon is
dead in the center of that circle. Now let's do the same for the next one. This time, I want an icon
that represents shop. So up to insert, and into icons. And I'm going to type in shop. And I think
I'm going to use this little icon just here, the shopping baskets and insert. And once again, we just
need to change that layout to bring that to the front.
Now this time, I'm going to have a slightly different color. Let's go up to graphics fill. And I'm
going to have a nice bright blue color or Aqua as it's called. Now I need to resize this. And really
to keep things consistent, I want this to be the same size as the previous icon that I inserted. It's a
bit difficult to judge that when you're just dragging those resize handles. So one way that you can
do this is if you click on the first icon, and jump up to the graphic Tools Format ribbon in the last
group is going to show you the size of that current icon. So I can see it's 5.08 centimeters high
and wide. So then what I can do is just click on the second icon, and manually change it to
match. So we want 5.08 and there we go. And I can now drag that down, I'm going to delete out
this text box that says shop. I'm going to drag that over and I'm going to center it within the
circles. So let's select the circle as well. Up to format down to align, align middle, and align
center, like so.
And then finally, I want an icon to represent contact. So once again, insert icons. And this time,
let's type in contact. Now I'm not too keen on those search results so I'm going to try something
else. So I'm going to type in phone. And let's just use this little image of a phone. Insert, I'm
going to pull it to the front by bringing it in front of text. And I'm going to change the fill. And
this time, I'm going to go into more fill colors because I want this kind of pinky red color. I'm
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going to jump straight across to custom and let's go over here. I’m gonna drag that down a little
bit. And yes, that is the kind of color that I want. Click on OK, close the layout options. And
once again, I want to make sure that this is exactly the same size as the other two icons. So I'm
going to jump straight up to height and width. And once again, change this to 5.08 and hit enter.
Let's delete out our textbox that says contact, drag our icon over on once again, I'm going to
select by holding down Shift both the icon and the circle. Up to format into align, align center
and align middle. And there we go. So very quickly, we've been able to add these really nice
looking modern icons, which looks so much slicker and cleaner than having text all over the
screen. So icons are a great way to add a visual element to your documents.
Let's now take a look at something a little bit different and that is 3D models. So I'm going to
scroll down onto page two of this brochure. And this is where we have our product page. And on
the left hand side we just have a little text box that's showing us some information about the X
Pro 5.0 HD laptop. And, it might be quite nice to have a picture of the laptop that you can move
around and see all the different elements that make up that laptop. And 3D models are exactly
what they say on the tin. They're pictures that you can insert into your documents but they have
an interactive element. You can click on the picture, you can spin it around and get a 360 view of
the picture. So let's see how they work, we're going to jump up to insert. And in the illustrations
group, we have a 3D models option. I'm going to click the drop down, and I can choose to insert
one from a file. So if I have some kind of 3D models saved off, I can do that.
Alternatively, I'm going to select one from an online source. And this brings up your online 3D
model gallery. And much like the icons, all of the models are categorized. So if you want to, you
can have a little browse through. So if we click on animals, you can see all the different 3D
models that we can insert. Alternatively, we do have a search bar at the top, which allows us to
search for whatever it is that we're looking for. So I'm going to click the back arrow to come out
of the animals’ category and I'm looking for a picture of a laptop. So I'm going to type in laptop
and hit Enter. And here we go, I have a whole host of different laptop images. So I think I'm
going to select this one. And I'm going to insert it into my page.
Now these 3D models are quite intensive when it comes to their size. So sometimes there is a
little bit of a delay for when you select the model when it actually inserts into your document.
Now, mine was pretty quick, which was good. And I'm going to make sure that I have my
Layout option set to in front of text, which I do. And I'm actually going to drag this down and
place it on this second page. Now I'm going to resize this again. So I'm going to drag it out. Like
so. And when I say these models have an interactive element, I'm talking about this little round
circle in the middle. If I click, I can literally drag the model around. So I can see everything
related to this particular picture.
So if I'm trying to demonstrate a product, and I want to show the different ports on the side, I can
hold it at that angle. Or if I want people to see the front of it, I can do exactly that. Now these 3D
models also have their own contextual ribbons. So if you click at the top, on the format ribbon,
you can see we have lots of different options related to this 3D model. So I can rotate it by using
different views like so, and I can also change my 3D models. So I can go back in and select a
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different one from online sources. I can reset the 3D models. So if I've done lots of changes to
this, if I resized it, rotated it, and I just want to reset it back to how it was when I inserted it, I can
choose to reset a 3D model, or reset 3D model and size. And then I have all of the regular
options that you'll find when it comes to inserting pictures.
So things like bringing it to the front, sending it to the back. So sending it behind the background
essentially, which I don't want to do. So I'm going to bring that to the front. And I can choose
how I want my text to wrap around this particular object and also the position. But currently, I'm
pretty happy with how that looks. And I really like the fact that it is interactive so people can
come in and they can move around the product. So 3D models are another great way of adding
visual elements into your documents. And if I jump up to view and choose multiple pages, I
think you'll see that this document is really starting to stand out and look a lot more interesting
than it was before we added in these images. That's it for this module. I will see you in the next
one.
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Video: Inserting Captions
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. This still,
Deb and we are into section five, where we've been looking at Graphics and Pictures in Word
documents.
In this module, I want to introduce you to the concept of Captions. And this module really leads
into the next module where we're going to construct a Table of Figures. Because in order to
construct a Table of Figures, then every image in our document, needs to have a caption. Now,
what you'll see on the screen in front of you is I have a basic document here for a clothing
company called Pink Moon. And throughout this document, I have some images or some figures
as we're going to call them in this module. So if I scroll down, you'll see that I have a little XL
charts. And if I scroll down a little bit further, I have essentially a table which is showing me the
best-selling products.
And the reason that we add captions to pictures is to essentially label them. A caption is just a
numbered label that you can apply to any objects, equations and tables within your document.
And this makes your image easy to reference within your text as there is a label attached to the
specific object. So in this module, I'm going to show you how you can caption your pictures in
your Word document. So let's go back up to the top to our first image and that is the image of the
charts.
Now this is an Excel chart. But I'm going to click on it, I'm going to jump up to the References
tab. And right in the middle, you see I have a group called Captions. And the first option we have
there is Insert Caption. If I hover over it says label your picture or object. Once you've added the
caption, you can reference your object anywhere in your document by inserting a Cross
Reference. And that's another really important point as to why you might want to add captions to
your objects. If later on in this document, I referenced this table, I can insert a cross reference
that's going to jump me back to this specific table. And we're going to talk more about cross
references later on in this course.
But for now, let's insert add caption. So I have the captions dialog window come up. And the
first thing it's asking me for is the caption for this particular object. And it's automatically put in
there for me Figure 1. Now if I want that label to say something different, I can go down to my
options underneath, And I can choose Equation, Figure, or Table. So it really depends what it is
you're capturing in. Now this is a chart, but I don't have a chart option. But what I could do is I
could create a new label. Call it Charts, and click on OK. So now it says Chart 1, I could also
change the way it numbers as well.
So by default, this is going to go Chart 1, Chart 2, Figure 1, Figure 2, so on and so forth. But if I
wanted something different, I could click on Numbering, and I could choose a different way of
numbering from the drop down. So if I select ABC and click on OK, it's now going to say Chart
A. Now I actually don't like that, I'm going to switch that back to 1, 2, 3 and click on OK. I can
then choose the position for this particular caption. So at the moment, I'm going to have it
appearing below the selected items, so below my charts. But of course the other option I have in
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there is above the selected item. I'm going to keep mine on below. And if I really wanted to, I
could also exclude the label from the caption.
So if I don't want it to say Chart 1, then I could check this little checkbox and it will just get rid
of that label. So now I've got my options set, I can type in a caption like so, and click on OK.
And what you'll see now if I scroll down, I now have that caption appearing below my charts. So
let's scroll down the page and let's add some more captions to the rest of these images. I'm going
to select my image, jump up to the references tab and Insert Caption. Now this isn't a chart so I'm
going to change my label to figure. I'm still going to have it below and this caption is going to
say Flamenco dress and click on OK. And let's just finish these off. Hopefully you're getting the
idea now.
I'm going to keep this one on figure and we're gonna say biker jacket and okay, and then finally,
Insert Caption, slogan T, and click on OK. So it's super simple to insert captions and essentially
label all of the images in your document. And I would recommend that you do this as it does
give your document a lot more of a professional feel like you're taking the time to really provide
as much information as possible. So it's pretty much as simple as that. Now, we're going to move
on from this in the next module, where I'm going to show you how you can use these captions to
create yourself a Table of Figures. So please join me in the next module for that.

© Copyright 2008-2020 Simon Sez IT, INC. All Rights Reserved.

Advanced Word 2019

Video: Creating a Table of Figures
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. This is
Deb and we are down in Section five, taking a look at how we can add pictures and images into
our Word documents. And in the previous module, I walked you through how you can add
captions or labels to the objects in your Word document. And following on from that, I'm now
going to show you how you can use those captions and labels to create a Table of Figures.
Now, if you're not sure what a Table of Figures is, it's basically what it says on the tin. It's a way
of listing and organizing the figures pictures tables in your Word document, by creating a Table
of Figures that looks very much like a table of contents. So it basically lists out all of the figures
that you have in the document, and you have the option of adding a page number as a clickable
link, so that it makes it super easy for you to navigate and jump to specific images in your
document.
Now, the only prerequisite for inserting a Table of Figures is pretty much what we've already
done, you need to make sure you go through your document and add captions to all of the objects
that you want to pull up into that Table of Figures. So we've already done that we have our
captions for our chart just here, and then we have our captions for our pictures a bit further down.
So I'm at the stage now where I can create a Table of Figures. Now in general, you'll either put
this Table of Figures at the beginning or right at the end of the document. In this example, I'm
going to put mine at the beginning of the document.
Now I always like to put a Table of Figures, a table of contents indexes on their own separate
page, keep them separate from the rest of the content. So I'm going to click my mouse at the top
of the document and just put a page break in here. And a quick way of adding a page break is
Ctrl Enter. That's going to push my content down onto page two, and give me a blank page at the
top. And also what I'm going to do is I'm going to type in a little title that says Table of Figures.
And let's do a little bit of formatting, I'm going to change the font so it matches the document
font, I'm also going to make it a little bit bigger. And there we go. So let's center in our Table of
Figures.
Up to the references tab and in the Captions group, we have an insert Table of Figures button.
And the ScreenTip there says add a list of captioned objects and their page numbers for quick
reference. So insert Table of Figures. So the first thing you'll see on this Table of Figures tab is
that on the left hand side, I have a preview of what my Table of Figures is going to look like. On
the right hand side, I have the same thing but it's the web preview. And then of course, I have
some options underneath which are going to allow me to modify the look and feel of this Table
of Figures. So currently, it's going to show my caption, then the dotted Tab Leader, and then the
page number. So if I didn't want to show these page numbers, I can untick the Show page
numbers box. And if I didn't want to right align the page numbers, I could untick that and it
moves them so they're flush against the captions.
Now I do want my right aligned so let's turn that back on. I then need to choose how I want my
Tab Leader to look. So I've got dots selected, but I could choose to have no Tab Leader, a dashed
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line or a solid line. And I'm going to stick with my dotted line. And then finally at the bottom I
have some general options which are going to allow me to customize the style of my Table of
Figures. So if I click the drop down in the Format area, I have a few different choices in here. So
you'll see as I select each of these, the Print Preview is going to change. So that is Classic format.
Distinctive is slightly different. We have Centered, Formal, and finally Simple.
Now I'm going to choose classic format. But you can see that classic format doesn't have a Tab
Leader. Now I do want to Tab Leader so I'm going to select the dotted Tab Leader. And then
finally at the bottom here we have the caption labels. So this is where you specify what you want
your Table of Figures to include. And when I click the drop down, you'll see we have those
different caption label categories. So we have Charts, which is the one that I created, Equation,
Figure and Table. Now in my document I have an Excel chart with the caption label of charts.
And then I have three pictures with the caption label of figure. Now unfortunately, I can't select
them all in one go and put them in my Table of Figures, I have to select what I want to insert
first. So that would be the Chart, click on OK, and it's going to pull through that chart caption.
So now I need to essentially go in and create another Table of Figures to pull through the rest of
the images. So up to insert Table of Figures, I want to make sure I have my classic options
selected, and my Tab Leaders. And this time I want to select figure as my Caption label. Click on
OK. And it pulls through those other figures. The one thing you need to remember when it
comes to a Table of Figures and even with things like a table of contents, you're moving into the
realm of working with Fields. And Fields are essentially placeholders that store and display data.
So if I was to click on this first Table of Figures, and right click, you'll see one of the options I
get in here is toggle field codes. If I click that, it's going to show me the underlying code that's
controlling this Table of Figures. So this is essentially how Word knows what to pull through
into this Table of Figures. And when you become a more advanced user of Word, Knowing how
to manipulate these underlying field codes is really important because it allows you to essentially
customize things like tables of contents, Table of Figures, to your heart's content, utilizing these
things here called Switches.
Now, I'm not going to delve too deep into this at the moment, but I just wanted you to be aware
of exactly what's going on under the surface when you insert a Table of Figures. So what I'm
going to do here is I'm just going to right click and toggle the field code to put that back in. Now,
once you've entered in your Table of Figures, if you decide that you want to change anything
about the style, or maybe the Tab Leader, then you can simply select the Table of Figures again,
right click and jump into Edit field. Now the Table of Figures is considered to be a table of
contents field. So you can see that it's highlighted in this long list of field coats. So in order to
edit it, we're going to click on table of contents, and it jumps us back to our Table of Figures
window. And I can come in here and I can make my changes.
So I'm going to make sure that I still have my Classic format selected, but this time I want to
have a solid fill Tab Leader, I'm going to make sure that it's picking up my chart captions. And
I'm going to click on OK. Word is going to immediately ask me if I want to replace the selected
Table of Figures, I'm going to say yes, and there we go. So I now have my updated table with my
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solid Tab Leader. So pretty simple to insert a Table of Figures and also make changes to it and
then updates.
The final thing I want to show you in this module is how you update a Table of Figures when
you add a new figure with a caption into your document. Now if we scroll down to the bottom of
this document, you'll see that I've actually added a new image. But currently, this one doesn't
have a caption. So let's have a look at the whole process from start to finish. I'm going to click on
my picture, up to references and Insert Caption. I want the label to be Figure I want the position
to be Below Selected Item. And my caption is going to say; wanderlust hat and click on OK. So
I've added my caption, I'm going to control home to jump up to my Table of Figures. And now
all I need to do is select this bottom table, right click and say update field. And it's going to ask
me if I want to update the page numbers only or update the entire table.
The kind of scenario where I would only update the page numbers would be if I had moved an
item around. So for example, if I had moved the flamenco dress picture onto a different page,
essentially, I haven't added a new item but the page number has changed. So in that instance, I
could just update the page numbers only. However in this scenario, I've actually added an entire
new image with a new caption. So I'm going to want to update the entire table. Now what I
always say to people is if in doubt, just update the whole thing. And it's also worth noting that
there is a useful keyboard shortcut for this and that is the F9 key. Click on OK and as you can
see, it pulls through that figure.
So that is it. That is how you create a Table of Figures in your Word document. I hope you
enjoyed that. I will see you in the next module.
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Video: Exercise 05
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. We're
down to exercise five now. And in this exercise, we're going to practice some of the skills that
we've learned in section five relating to Pictures and Graphics. And on the screen here I have a
finished document. So this is what we're aiming for. And I essentially want you to recreate the
different elements of this document. So let's take a look at the finished document.
First of all, so I've opened the exercise five file from the exercises folder. And you can see here
we're back on our seven facts about Henry VIII. But I've made some changes to this document
that I'd like you to recreate. So you can see here, what I've done is, first of all, I've added a
picture of Henry VIII to the top of this document. This picture, it has a caption and it also has a
square text wrapping. If we scroll down all the way through to page three, what you'll see is that
I've now filled each of the circles with a picture of one of Henry VIIIs wives, I've given these
pictures a caption, and I've also moved them into a two column by six row table.
Now when you're filling these shapes with these pictures, I want you to make sure you're
utilizing that Crop and Fill Utility so that the pictures aren't distorted in any way. Another little
tip is that it's helpful to set the text wrapping for each of these pictures to In line with text as it
makes it much easier to move them into the table. You'll also notice that I've given these pictures
a caption as well. And everything in this table is aligned to the middle. And then finally, I have a
Table of Figures, which just tells me which page each of my figure is located on. So now we've
seen what the finished document looks like, let's take a look at our starting point.
So this is our starting point, you can see that we don't have any of these images added in. So we
want our picture of Henry VIII to go at the top here with a caption and remember what I said
about the text wrapping. And then as we scroll down, you'll see that we just have these blue
circles. I want you to fill each of these with the wives of Henry VIII. And all of these images are
saved off into the Exercise Files folder. Only to make sure they're not distorted by utilizing the
crop and fill utility. I then want you to insert a two column by six row table, move all of these
pictures into the table and make sure that everything has captions.
And then finally, I want you to add a Table of Figures to the bottom of this document. As
always, pause this video where needed because there is quite a lot of information to remember.
But if you want to see my answer, then continue with this video. So let's take a look at how I
transformed this document. So the first thing I asked you to do was to add a picture of Henry
VIII into the top of this document. So I'm just going to place my cursor on a blank line, jump up
to Insert and into Pictures. All of the pictures are saved up in the Exercise Files folder. So I'm
going to select good old Henry VIII and click on Insert. Now this is quite large. So I'm going to
resize this picture down by holding down my shift key and just dragging that in. And what I'm
also going to do is I want this text to wrap around it, so I'm going to change my text wrapping
options to square.
I'm then going to move my picture of Henry VIII into position or like so. Now another thing I
wanted you to do was to caption all of the pictures in the document. So I'm going to click on my
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picture of Henry VIII, up to References and click Insert Caption. My label is going to be figured
out I'm just going to type in Henry VIII. I want it to appear below the picture. Click on OK. And
there we go. So now let's move down to the wives of Henry VIII. And when I asked you to do
was fill each of these circles with a picture of one of his wives. So I'm going to click on the first
circle, right click and go down to Format Shape. I want to click on fill with a picture and I'm
gonna select Insert. I have all of my pictures saved off. So I'm going to select from a file and
click on the first one Anne Berlin.
Now she looks like she's sized pretty good but just to make sure there's no distortion, remember
we have the Crop and Fill option and we can then move that into the correct position. Once we're
happy with it, click on crop, and we have a perfectly sized picture. Let's do the next one picture
or texture fill, insert from a file, I'm going to select Anne of Cleves. And once again I'm going to
say fill. And make sure that there's no distortion in that picture and click crop again. Let's do one
more together, and then I will do the rest off camera. So insert from a file, Katherine Howard this
time, I can see she looks a little bit distorted there. So I want to go up to crop down to fill and
adjust when necessary, and click on crop.
Now I'm going to fill the other three pictures in exactly the same way. And I'll see you back in a
moment. So now what I'm going to do is I'm going to insert a two column by six row table. So
let's jump up to Insert, down to table, two columns, six rows. Now what I want to do is
essentially move each one of these pictures into one row of this table. Now the easiest way of
moving these pictures is to ensure that you have the text wrapping set to in line with text. So I'm
going to quickly apply that to all of these pictures Like so. So now once we've done that, we can
drag them into this table fairly easily. So let's click on the first picture, drag, drop. And you can
see it kind of snaps into that table click drag and drop. And we're going to do that for each of
these pictures like so.
Now, what I want to do is make sure that everything in my table is centered. So I'm going to
select my table, up to my Table Tools Layout ribbon, and in the Alignment group, I'm going to
click on Align Center. So the final couple of things I've asked you to do in here is add captions to
all of the pictures. So we already have a caption for Henry VIII. So let's go through and do
captions for his wives. Click on the first one, up to references, and Insert Caption. This is figure
two because Henry VIII is figure one. And we can now type in our caption of Anne Berlin. Let's
do one more up to Insert Caption. And this one is Anne of Cleves. Click on OK. Up to caption.
This one is Catherine Howard. Click on OK. Now I'm going to do exactly the same for the other
three but I'm going to do off camera just to make this a little bit quicker. And there we go.
So now that I've done this, you'll see that it's actually moved this table down to the next page. So
I'm going to put in a page break just here Ctrl Enter, just to keep everything together. So now I
have all of my figures in my document. The last thing I want to do here is add in a Table of
Figures. So let's do a page break Ctrl Enter to get onto the next page. And I'm going to type in a
Table of Figures. And let's format this. So on the Home ribbon, I'm going to say heading one for
my Table of Figures. So now all I need to do is insert my Table of Figures. So up to References,
into the Captions group and insert Table of Figures. Now I don't mind how you insert it. But for
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this example, I'm going to choose the Classic format. I'm going to say that I want dotted Tab
Leaders, click on OK. And there we go, a lovely looking Table of Figures.
So that is the kind of thing that I wanted you to end up with. And this whole exercise gives you a
really good opportunity to practice all of those skills that we've learned in this section. I hope
you got on okay with that. I will see you in the next section.
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Section 6 – Text Boxes
Video: Text Box Gallery
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. This is Deb
and we are all the way down in Section six now. And in this section, we're going to explore the
wonderful world of textboxes.
Now, I've already been using text boxes throughout this course. But now is the time to focus in
on them because there's so much more to textboxes than just adding text. Now, as we already
know, there are a couple of ways that you can enter text into a document. You can click in your
document, and you can start typing. But when you add text in that way, you're very much
restricted to where you can place that text. I type my text on a line, I have a left and right margin.
But aside from that, if I decided that I wanted to pick up this paragraph of text and move it
somewhere else, I am quite limited in where I can move it. I can copy and paste it elsewhere but
it's always going to be flush with that left hand margin.
Textboxes give you a lot more flexibility when it comes to the placement of your text, and also
the types of texts that you can put into your document. So in this first module, I just want to
introduce you to the Textbox Gallery and show you all the options that you have when it comes
to adding text boxes into your document. Now I have a very basic document in front of me here.
And this is all about going vegan. I've got some regular text in here. And we also have a picture.
And what I want to do is I want to add a text box next to this picture that lists out the benefits of
a plant based diet. So you'll find all of your textbox options on the Insert ribbon. And all the way
over in the text group, you’ll see there you have a text box option. And if we hover over the
ScreenTip says Got must see content, put it in a text box. A text box brings focus to the content it
contains. And it's great for showcasing important texts such as headings or quotes. And if we
click the drop down, this opens up the text box gallery. And you'll see that we have quite a few
built in options available for us to add.
So a lot of the time you might just reach for that simple text box. But there is so many more
things in here. So if you're adding a quote, we have text boxes specific for quotes, we have things
like sidebars and text boxes that contain different formatting. So throughout this section, we're
going to dive in and out and utilize some of these. And then I will leave the rest of them for you
to have a play around with. But just be aware that you do have a built in gallery of options. And
it's definitely worth taking a look in here as opposed to just grabbing that simple text box every
single time. And right to the bottom, you have access to more text boxes from office.com. And
you'll see as I hover over, I have four more options available from the Office website. I also have
the ability to draw my own textbox. So this is a good way to get the exact size of a textbox that
you want.
So what you'll notice is that if I just add the simple text box, it gives me a textbox of a very
specific size. So if I now have a lot of text I want to add in I'm going to have to go in and adjust
that. However, if I delete that out, what I could do is draw my own text box. And I can really
specify the size that I want. Now what you'll see is that when I draw that text box, I get my
© Copyright 2008-2020 Simon Sez IT, INC. All Rights Reserved.

Advanced Word 2019

layout options button. And this is where I can choose how this object or this textbox interacts
with the text around it. So if I click this, you'll see currently I have it set in front of text. And you
can see here the different options that you have. So these blue lines represent how text is going to
wrap around that textbox.
So if I was to select In line with text, it's going to push it all the way over to the margin. And
then any new text that I add is just going to push that text box down, or I can click underneath
the textbox and carry on typing. What I can't do is click Next to the textbox and start to add text
because the Layout option I have selected is in line with text which means my text will be above
and below the textbox. Now I'm just going to undo all of that junk text that I've just put in. And
let's take a look at some more of our layout options. So this option just here this is Square
Wrapping, which means I can move it over and if I just pull it up to this first paragraph, you'll
see what happens to the text, it wraps around the textbox in a square fashion.
If I change this to Tight, the text is still wrapped around the text box, but I have a tighter margin.
So the gap between the textbox and the text is smaller. I then have Through, and that basically
means these sentences are going to run through the textbox. So you can see it says, according to
a report compiled by global data called top trends, so on and so forth. The text basically runs
through that text box. I then have Top and Bottom, which again, is kind of similar to In line with
text. But the difference here is that with Top and Bottom, I can still freely move my text box
around, whereas when I have it set to In line with text, I can't do that. I then have a Behind Text
option. So that will allow the text to flow over the top of the text box. And then finally, we have
the In Front of Text option. So again, this just allows me to place this textbox on top of the text.
So those layer options are really important because it controls how your text flows around your
textbox.
Now I'm going to make this textbox a little bit smaller. I'm just using my resize handle to drag
that in and holding down my shift key to keep the aspect ratio like so. I actually might just drag
that out, make it a little bit wider, and place my textbox utilizing those guidelines. So now what
I'm going to do is I'm going to add some text into my textbox. So I actually already have some
text saved off to my clipboard. So I'm going to click inside my textbox, press Ctrl V to paste
those in. So now because this textbox is its own individual object, I can format it however I want
to fit in with the rest of the format of the document. So all I need to do is select the text box up to
drawing tools and the format ribbon. And I can utilize any of my formatting options on this
ribbon.
So for example, I can change the Shape Fill. So let's do a nice, light green color, I can choose a
Shape Outline, which I might choose to be dark green, and let's change the Weight of that as
well. We could do a nice thick border, something like that. And I also have my Shape Effects
option in there as well. So if I want to add things like shadows, reflections glows, I can do that.
Now I'm actually going to remove this border, I think it's going to look better with no outline, or
like so. So now very quickly, the health benefits of a plant based diet stands out from the rest of
my text, because I put it in a text box and then gone ahead and formatted that text box. And
putting it in a text box and choosing the correct layer option allows it to kind of float on the page,
which means I can place it exactly where I need it to be.
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So let's take a look at another example of a textbox. So you'll see partway down this page, I
actually have a quote in my document. And I want to make this quote look a little bit nicer and
stand out a little bit more from the surrounding text. So what I'm going to do is I'm going to cut
this text out Ctrl X, I'm going to present it give myself some space, and I'm going to insert a
quote textbox from the textbox gallery. Now I have a few options in here for quotes, I have an
Austin quote there, a banded quote. And these are all a bit different in terms of their look and
feel. But I'm going to choose this one here the filigree quote, which is quite ornamental, fancy
style of quote. So let's click it. And you can see that it's added this textbox in. Now, it hasn't
added it in quite the correct position. So I'm just going to move that like so.
Now in this case, I don't really want this moving around all over the page, I do want this flush
with the margin. So what I'd probably do here is change my Layout option to In line with text.
And I'm going to drag the text box out so it goes across the whole page like so. And I think I
need to add a little bit more room in underneath and give it some breathing room. But I think you
can agree it's very, very pretty. So now what I can do is I can paste in my quote text Ctrl V. Now
because I've just done a very simple paste it's pasted it in with the formatting of the original
document. Now I want this to match the formatting of this specific quote box. So I'm going to
choose my paste option. And I'm going to say merge formatting, like so. And I also have an
option underneath where I can cite my source. So this quote has come from a website called
rush. So very quickly with a couple of clicks I've really been able to make this quote standout
from the surrounding text.
And each of these elements is editable so if I wanted to change the color to make it fit in with my
green color scheme I can select the element up to Picture Tools and Format. But what you'll
notice here is that I don't have an option to fill. However, we can get around this. If I do want to
change this to a greeny color, I can do that by going to the Adjust group and just adjusting the
color. And it's this red color group that I want to use, I'm going to use a dark green accent. And
I'm going to do the same for the rest of these. And once I filled those two pictures, I can do the
same for the text, I can highlight it, go to my home ribbon, and select green accent six, which is
the same color, like so. I think you'll agree that looks really, really nice.
So the main point of this module is really just to introduce you to that Textbox Gallery and show
you that there's so much more you can do with text boxes than just adding some simple text. In
the next module, we're going to explore this a bit further, we're going to utilize some other
textbox styles, and I'm going to show you how you can do things like adjust the textbox margins.
That's it for this module. I will see you in the next one.
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Video: Text Box Alignment and Margins
Deborah: Hello, everyone, welcome back to this course on Word 2019 Advanced. This is Deb
and we are down in Section six, where we've been taking a look at utilizing Text Boxes in our
documents.
In the previous module, I showed you how to enter in a couple of different types of textbox from
the Textbox Gallery, and also how you can format those text boxes. In this very short module, I
just want to expand that idea a little bit and just show you a few more formatting options. When
it comes to aligning text within your text box and also setting margins. Now I'm still working in
my document about plant based diets. And if you remember, this is the document where we
added in our Simple textbox, and also our Quote Textbox. So what I'm going to do now is I'm
going to add in one more textbox. And this textbox is going to contain another quote, which I'm
going to highlight in the document, like so. So let's jump up to the Insert ribbon and go across to
our textbox group.
I'm going to click the drop down to pull up the textbox gallery. And I'm going to select a
different type of textbox. So let's scroll through our list. And I'm going to use this here the
Retrospect quote. And you can see already from this preview that this is a quote box that is
aligned to the right hand margin. So let's click it. And there we go. Now again, if you click on
that text box, you'll see you get your Layout Options button pop out to the side. And currently I
can see that my text wrapping is set to square.
Now I might be happy to keep that it just means that when I move this text box, my text is going
to wrap around it in a square fashion. If I actually wanted to move this textbox over so that it's
flush with the left hand margin, I could click In line with text like so. Now I'm actually quite
happy having it as square. I'm going to grab it, and I'm going to move it over here. So now what
I'm going to do is I'm going to cut and paste into the textbox the text that I want to use. So let's
highlight the paragraph and Ctrl X to cut. I'm going to click within the text box and Ctrl V to
paste there, you can see that it's brought across with it that white background color.
So what I'm going to do is go to my paste options and I'm going to select Keep Text Only to
remove that. And then I am free to move my textbox wherever I want to place it. So I think I'm
going to put it just there. And I'm also going to make it a bit taller. So now I have my text and
my text box and I've set the size that I want for this particular text box. You can see that the text
is kind of bunched up towards the top. So this is where I might want to modify my alignment
options or change my margins. And you'll find all of these options in the right click menu. So if
we right click and go down to format shape, we get our Format Shape Pane open up on the right
hand side.
Now the first thing you'll notice is that we have two tabs at the top shape options and text
options. So which one of these you choose really depends what it is you're trying to format at any
given time. So if I stay clicked on shape options, any changes I make are going to affect the
actual shape of the textbox. Now I want to make alignment changes to the text. So I'm going to
select text options. And I'm not interested in changing the Text Fill or Outline or the Text
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Effects. But I do want to jump into the Text Layout and Properties. And this is where you'll find
all of your Alignment and Margin options.
So currently, you can see that the vertical alignment for my text is set to the top of the textbox.
So what I might want to do is set it to the middle like so. I can also change the Text Direction. So
I have this set to horizontal which is exactly what I want. But if you wanted to you could rotate
your text 90 degrees, or rotate or text 270 degrees. Now in this case, I just want horizontal. You
also have a couple of little checkboxes under here. This first one do not rotate text. If I was to
select this, if I was to go in and rotate this textbox instead of the text moving with it, the text is
going to stay where it is. So that is what that little option controls.
I also have an option for Resize Shape to fit Text. And you'll see if I click that what happens to
my textbox is that it resizes so that it accommodates the text without too much space above or
below. And then finally at the bottom, I have options to adjust my margins. So currently, my left
and right margins are both set to 0.25 centimeters. But I could increase that and you'll see my
text move. So I'm gonna set these to one centimeter on each side. I can also increase my top
margin, which I'm going to set to 0.7, and the same on this side, like so. And then my final
option is Wrap Text in Shape.
Now this is selected already for me, but if I untick this, it's just not going to wrap that text
around. So very quickly, I've been able to make some alignment changes and control the way the
text is looking within that text box. One other thing I might want to do here, which isn't available
in the Format Shape menu, is just Center Align all of the text. Now for this I can just utilize my
normal alignment tools on my Home ribbon, which I would use to center text.
So those are just a few additional options that you have when it comes to laying out how your
Textbox and the text within it looks. That's it for this module. I will see you in the next one.
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Video: Sidebars
Deborah: Hello everyone, welcome to this course on Word 2019 Advanced. We're down in
Section six, where we're exploring the wonderful world of text boxes. In the previous modules in
this section, I've showed you how to insert different types of text boxes from the textbox gallery,
format them and also how to adjust the alignment and the margins.
In this module, we're going to explore one of that type of textbox that we haven't looked at yet.
And this is the Sidebar. So if we jump straight up to the Insert ribbon and open up our Textbox
Gallery, what you'll see is for the most part, these text boxes that we have are simple Text boxes,
Quotes or Sidebars. And we have lots of different types of sidebar styles. And of course, all of
these can be modified to match your existing color scheme. Now a Sidebar differs very slightly
from a Quote text box.
A Quote text box is really there to highlight any quotes that you might have in your document.
Whereas a Sidebar is something that you're more likely to add, which contains supplementary
information. So maybe some additional information that you want to add to the document that
stands out from the body of the text. And as you can imagine, it's very simple to enter a sidebar
textbox and modify it.
So let's jump in. And let's choose this top sidebar just here, the Austin sidebar. And I can see that
this is a right align sidebar with accent bars at the top and the bottom. So I'm going to select it to
insert that in. And you can see immediately what that's going to look like. And it runs all the way
down from the top to the bottom of the page. So this is a great way to add supplementary
information. So what I'm going to do now is I'm going to replace this text sidebar text with some
tags that I've got from the vegan society website. I'm going to click to select and I'm going to do
Ctrl V to paste that in. And then I'm going to add in a sidebar title.
So I'm going to call this Vegan Stats. And I'm going to do some formatting to this text. So I want
this text to match the text that I have in the document. I can see that currently in this sidebar, my
font is Calibri and the size is 11. The rest of my document is a different font with a different size.
So I'm going to highlight all of my sidebar text. And I'm just going to change that so that it
matches. I'm just going to do a little bit of tidying up and remove some of these sources that I
don't actually need in my document. And right at the bottom, I'm just going to add source the
vegan society.
Now I'm going to make this in italics just to differentiate it from the rest of the text. Now, I also
know that some of these are bullet points. So I'm going to highlight and then just apply some
bullets. Now one thing you can do with these text boxes is you can change the size of them. So if
I click, you'll see that I get my resize handles. So if I want to give this a bit more room, I can
drag it out. And I can also drag the bottom up if I wanted to. Now I'm quite happy having it
running to the bottom of the page. But just be aware that you can resize as you would a normal
text box.

© Copyright 2008-2020 Simon Sez IT, INC. All Rights Reserved.

Advanced Word 2019

Now if you do resize, you may notice that this shape at the top doesn't resize with it. So you may
have to do some minor adjustments just here. So I'm just going to drag that out. But I can also
change the shape to a different color so that it matches more in with the color scheme of this
document. So I've been using a greeny colored color scheme. So I'm going to jump up to
Drawing Tools Format, and I'm going to change the shape fill to green accent six. I'm also going
to change this title, text color to green as well. And then the rest of this text, Lets highlight it and
let's just make sure that that is black. And there we go very quickly, we've been able to add some
additional information that really stands out from the document in a sidebar.
And as with the other text boxes, if we want to make any changes to the alignment and the
position of the text within the textbox. We can right click go down to format object, and then we
have our text options and we can make our modifications. So for example with this top margin,
I'm going to take that down very slightly and also the bottom margin as well. And right to the
bottom, I'm going to just drag this out on both sides and change the color of that to green. And
there we go. So let's zoom out a little bit and take a look and see what that looks like.
So I think you'll agree using these different styles of text boxes for quotes and sidebars can really
help important information stand out from the rest of the text in your document. That's it for this
module. I will see you in the next one.
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Video: Linking Text Boxes
Deborah: Hello everyone and welcome to this course on Word 2019 Advanced. This is still Deb
and we are down in Section six, where we're taking a look at text boxes. And in the previous few
modules, we've seen how to add in text boxes of different types, including Simple Text boxes,
Quotes and Sidebars. We've seen how to format them and we've also seen how to align the text
within a text box and also adjust the margins.
In this module, I want to talk to you about Linking Text boxes together. And the process of
linking text boxes is a reasonably simple one. And all we're doing is creating multiple text boxes
and setting the text to flow across all of the text boxes. So for example, you might have four or
five different text boxes on your page, and you want a paragraph of text to continue across all of
the text boxes. So let me show you how to do it and also show you some of the issues that you
may come across when utilizing this feature.
So I'm still in my document about veganism. And I'm going to work down on page number four.
Now the first thing I'm going to do here is I'm going to work on a blank page. So what I'm going
to do is put in a couple of page breaks. So I'm going to press Ctrl Enter to push that section down
onto the next page. And then I'm going to click again and Ctrl Enter to push it down another
page. So essentially, what I have now is a blank page in the middle. I'm then going to copy to the
clipboard the text that I want to put in my text boxes. And that text is going to be these bullet
pointed items under the heading a few tips.
So I'm going to highlight and I'm going to do a cut Ctrl X, and that's going to place that on the
clipboard ready for me to paste. So my aim here is really just to add textboxes to make these key
tips stand out from the document. So I'm going to start to add in a few different text boxes. So
let's jump up to the Insert ribbon, go across to text box. And for this, I'm just going to use those
simple text boxes, I'm going to take my first one, and I'm going to place it where I want it to be
and also make it the size that I want it to be. So this one I'm going to drag down a little bit. And
I'm going to delete out the test text that's in there. I'm going to add another text box and you'll see
that we will be doing this a few different times. And I'm going to drag this one down, and I'm
gonna pull that across, pull it down.
Let's add one more and put it on the other side. Now I'm not being too careful where I place these
you can be a lot more intricate than I am. And then I'm going to add one final textbox which I'm
going to place right at the bottom here. Let's move that down very slightly, drag it across, and
drag it down. And I'm going to delete all of the test text from within these text boxes. So I've
kind of planned out where I want my text boxes to go. Now I'm going to click in the first text
box and I'm going to paste in that text that we copied to the clipboard Ctrl V. And what you'll see
is because of the size of the textbox, there's not enough room to accommodate all of the text.
So it's kind of flowing outside of the textbox and I can't see the rest of it. So what I'm aiming to
do here is get this text to flow throughout the other text boxes. So all we need to do is select that
first text box, jump up to the format ribbon, and in the text group, you have an option for Create
Link. Let's click it and you'll see the icon changes to a little mug, at least I think it's a mug that
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looks like it's pouring something out of it. So I'm just going to click on that second text box. And
you can see it now flows through. I'm going to do exactly the same with the second one.
I'm going to select the text box create link and click on the third text box. And let's repeat this,
click on the textbox create link, click on the textbox. Now this still doesn't look amazing. I might
need to do some adjusting here. What I'm aiming for is each point to be in a separate text box. So
this first one looks okay, but I'm just going to drag that up a little bit and then drag these ones up.
And this is where you need to do a little bit of reorganizing. Clicking the second text box and
make sure that I've got all that point which ends just there. Clicking the third textbox going to
drag that down. Now I can see here, if I move this one out of the way, this one's got quite a lot of
text in it. So I want to drag it all the way down to the end of that point. And then this final
textbox contains the final point. So I'm going to drag that down, like so.
So now essentially, I have my text flowing through these text boxes with a different point in each
text box. Now I'm going to do some formatting to tidy this up and make it look a bit nicer. I'm
going to remove the bullet points, like so just by clicking and then de-selecting bullets. And I
might even want to jump in here and change these margins. As you can see, I have quite a bit of
space between the left hand edge of our textbox and where the text starts. So remember, you can
click right click go into format shape, and with your text options, you have the ability to adjust
your margins. So let's take that left hand margin down to zero, and the same with the right hand
margin. And I'm going to select all of the text boxes that are remaining this time and do exactly
the same. So right hand margin, and left hand margin, like so.
Now another thing that I want to do here to really make these stand out is you might want to
format them in different colors. So I'm going to select the first text box, I'm going to jump up to
my Drawing Tools Format ribbon, and I'm going to utilize my Shape Fill. And I'm going to make
this a light green color. Now there's something you'll notice when I do this, whilst it's filled the
shape, the text has this white background. And the first time this happened to me, it did drive me
crazy for a little while trying to work out what's going on here. And you may come across this
problem if you cut and paste information from an outside source.
So this information originally was cut and paste from the vegan society website. And what it's
done is it's brought across with it, whatever formatting was applied when it was on that website.
So what I'm going to need to do here is I'm going to need to clear the formatting in order to
remove that white background. But of course, when I do that, it's also going to clear the rest of
the formatting. So I'm going to need to do some adjusting. So what I'm going to do first, so I can
do these all in one go is holding my shift key and select all of the text boxes once again.
Now I'm going to go to my home ribbon and in the Font group, we have a clear or formatting
button. So let's click it. And you can see what it's done there. So it's clear the formatting, I've got
rid of that white background, but it's also changed the rest of the formatting. So once again, I'm
going to go in and I'm going to reapply the formatting that I had. So select all of the text boxes,
and let's apply the correct font and let's make it the correct size, like so. Now, you'll see that once
I've removed that formatting, again, I might have to do some minor adjustments, I can now see
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that my text is very, very close to the left hand side. And that's because I adjusted it previously
before I removed the formatting.
So the first thing I'm going to do is I'm going to make these bold again. So these first little items,
the key points, were in bold, like so. Now I'm going to select all of the text boxes. Or once again,
I'm going to right click and go into my format object into my layout and options. And I'm
actually going to increase that left margin. And I think about there is going to suit me. And then
of course, you can go in and readjust the size of the text boxes if you need to. So a little bit of
fiddling around there. But I wanted to show you what can happen in a realistic situation. A lot of
the times when we do things, it doesn't always work perfectly the first time and we need to do a
little bit of adjusting. So I thought that might be quite interesting for you to see more of a real life
example.
Now another thing you might find a bit odd is you might think that now you can come in and
select that second text box, jump up to the Drawing Tools Format ribbon and change the shape
fill. What happens is it's going to change that first text box, you need to change the color from
your Format Shape Pane. So I'm going to go into my Shape options, into my Fill, and I'm going
to change the color from here to a light blue. I'm going to do the same for the next textbox we're
going to have this one as a yellow. And then finally at the bottom. Let's select it and this one is
going to be a light gray color. So there we have it. That is how you create multiple text boxes and
get your text to flow through the text boxes.
Now if you want to do the reverse of that if you decide you no longer want them to flow, you can
break the link. So if I click on this second text box and jump up to my Drawing Tools Format
ribbon, you'll see now in the text group, I have an option to break link. And this says it's going to
break the link between this text box and the next one, all of the text will be replaced in the
selected text box. So essentially, when I click this, it's going to break the link between the take
notes text box, and the understand your own expectations. And it's going to put all of this text
into this first text box. So let's click on break link. And that is exactly what has happened.
So then I could go in, delete this text box. And now I have everything back in this particular text
box. You'll also see that it's removed it from the final text box. So it might be that I want these
two points in that second text box, then I want the rest of them to appear in this bottom one. So
let's move that up and just make that a bit bigger. Click on the textbox, create link, and click to
select the bottom textbox and then make any resizing adjustments that you need. So pretty easy
to do. I hope you found that helpful. I will see you in the next module.
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Video: Exercise 06
Deborah: Hello everyone, welcome back to this course on Word 2019. Advanced. We've made
it all the way down to exercise six. And in this exercise, I just want you to practice some of the
skills we've learned in this section in relation to textboxes.
So I have up on the screen here, my finished document. And essentially what I want you to do in
this module is recreate it so it looks something similar to this. So this document is about the
History of Yoga. And you can see throughout this document, I have some different styles of text
boxes. So starting at the top, here, I have a Quote text box, I then have three Plain text boxes in
this document. And these three text boxes are all linked together. So that when I paste in the
information, it flows through these text boxes. And then finally, I've also added in a Sidebar
textbox.
Now I'm going to start you off with just this basic document. But the information that's contained
within these text boxes, you'll find that in a file called yoga dot txt that's in the Exercise Files
folder. And I've put all of the text in there so that you can easily copy and paste it across. So see
how you go with that. And if you want to see my answer, carry on watching. So we're starting
out with our plain document, and we're going to go in and add in those text boxes. So the first
one I wanted you to add was a Quote textbox. So I'm going to place my cursor where I want this
textbox to go, jump up to Insert and all the way across in the Text group, I'm going to click the
textbox drop down. Now I didn't really mind which Quote textbox you used but for reference,
the one that I used was this one here, Austin quote. So now I have my textbox. And I want to add
some text into this.
Now as I mentioned, there was a file called yoga dot txt saved off to the Exercise Files folder. So
let's pull that up. And you can see here right at the top, it has the yoga quote that I need to copy
and paste. So I'm going to select it Ctrl C to copy, click in the text box and Ctrl V to paste that in.
Simple as that. The next thing I want you to do was add in three Plain text boxes and link them
all together. Now again, I don't really mind where you place these on the document. So let's just
jump up to Insert across the text box, I'm going to select Simple text box, I'm going to move that
into position. And I'm just going to drag that down a little bit like so and drag that across. And
I'm going to delete out the text that's currently in there. Now, I'm going to add in two more text
boxes. So let's just add one here, drag that down a bit, and again, drag that in.
As I said, it doesn't really matter where you place these or the size of them. And then let's add in
one last textbox. Drag it over to the side and let's just put it like that. And once again, I'm going
to delete out all of the text that's in these text boxes. So to link things together, you need to click
on the first text box, go up to the Shape Format ribbon. And you'll see in the text group, there's a
Create Link option. So let's select Create Link. And you'll see as soon as you do that your cursor
changes to a little cup. So I'm going to scroll down and click in the second textbox to link those
two. I then need to do exactly the same to link this textbox with the third one. So let's select the
textbox Create Link, scroll down, and create that link.
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You'll see as soon as I do that in my text group, I now have a break link option if I want to unlink
those text boxes. So now I've done that it's time to copy and paste the text in and see if it flows
through. Once again, I have this text in the text file. And it's this text at the bottom that says paste
into link to text boxes. Select it Ctrl C to copy go to that first text box and Ctrl V to paste and
you'll see that that text flows through all three of those text boxes.
Now the final thing I asked you to do was add in a Sidebar. So I'm going to put this on the
second page. I'm going to go up to insert across the text box. And again I didn't mind which one
these sidebars you choose but I'm going to choose this one. I'm going to give this a title of Yoga
Facts and then once again, that's text for this sidebar is located in that text file. So I'm going to
select it Ctrl C to copy Ctrl V to paste that in. And that is pretty much what I was looking for.
As I said, I'm not too concerned about the placement of these text boxes and if it looks exactly
the same as mine, the point really was to practice inserting the three different styles of textbox
and also linking text boxes. I hope you got on okay with that, I will see you in the next section.
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Section 7 – Page Layout
Video: The Layout Tab
Deborah: Hello everyone, and welcome to this course on Word 2019 Advanced. This is Deb and
we are now down into Section seven. And in this section I'm going to be talking about Page
Layout and how to divide up your document.
Now Page Layout is really just a term used to describe how each page of your document is going
to look when it's printed. And in Word, you can adjust all of your page layout options. So that
might include things such as the margins, the paper size, the orientation, how many columns of
text, you have, how Headers and Footers appear, and a host of other things. A master in this is
going to be really beneficial to you when it comes to putting together a really nice looking
attractive well laid out document. And we're going to go through a lot of the options that you
have in relation to page layout in this section. But in this first module, I really just want to start
out by introducing you to the page layout ribbon because layout is where you're going to find all
of these options. So it's important that you understand what each group of commands means.
Now, before we jump across to that ribbon, let's just become familiar with the document that
we're going to be using over the course of this section. And this is a book template. So we're
going to pretend that I'm writing a book, let's jump up into View and go into multiple pages so
we can see what we have. So at the start, here, I have a dedication, I have a blank page, ready to
insert a Table of Contents. And then I have the contents of my book. So we start with a foreword.
And then we go into acknowledgments and introduction. And then we start at different sections
so part one. We then have a different chapters, which may or may not contain various different
subheadings until we get all the way down to chapter nine, where the book ends, and then we
have an appendix on the end.
Now obviously, I'm using test texts in this. But this is pretty much the type of layout you would
have if you're putting together a book. Now this layout is by no means finished, we have lots of
things that we need to sort out and fix in this document to make it flow a little bit better. But I
just wanted to give you an overview of what we're dealing with here. So let's zoom back out to
100%. And let's jump across to the layout ribbon and take a look at some of the commands that
are going to help us with this. So we're going to click on layout. And it's mainly these first two
groups that we're interested in. So the first group here is the Page Setup group. And this
essentially controls how your text flows in your document.
So the first option that we have is our Margins option. So our margins are those bars of blank
space that run down the left and the right hand side of the page. And by default mine is set to
Normal, and you can see the actual measurements of those normal margins. But if I thought that
that was a bit too wide, I could jump into Narrow, and you'll see how that changes the look and
feel of my document. I have moderate, which is slightly different again. Wide margins, which
makes my text very small running down the center of the screen. And then I have mirrored
margins. Now you would use mirrored margins to set up facing pages for double sided
documents, such as books or magazines. So the margins on the left page are a mirror image of
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those on the right page, which would mean the inside margins are the same width as the outside
margins.
And then finally, you have a Custom margin options in here. So if you don't find anything in
those inbuilt margin settings that suits you, then you can come into here and you can set the
measurements for each of your margins that's top bottom, inside and outside. You also have the
ability to set the Garter margin as well. So the garter margin is a term in word used to designate
an additional margin added to a page layout to compensate for the part of the paper that's made
unusable by the binding process. So if you imagine in facing pages in a layout, so if you imagine
a book, that garter margin is on the very inside of both pages, because that's where the book is
bound. Now, if you're not intending to put your document into a book, then you don't necessarily
have to have a garter measurement, but just be aware of what it is and how that can be useful to
you.
Moving along, we then have Orientation. So I'm working in portrait mode for this book. But if
you wanted to, you could switch to landscape mode. But one thing to bear in mind is that if you
don't have any Section Breaks or Page Breaks in your document, then every single page in your
document is going to be flipped around into landscape mode. Now I'm going to show you a bit
later on in this section how you divide up your documents so that you can have some pages
landscape and some pages portrayed. But for now, I'm going to switch that back to portrait mode.
Moving along, we then have Sizing options. So this is related to the size of the paper if you
intend to print this document.
Now in the US letter size is fairly standard, whereas in the UK, we would choose something
which is kind of similar in sizing, but we call it A4. And we have lots of other different types of
paper. So if you work in the legal industry, you use a very specific size of paper, you have a legal
option there. And if you can't find the paper size that you use in your particular industry or
country, we do have more paper sizes at the bottom where you can go in and define the width
and height of the paper that you're using. So this is extremely important if you intend to print
your document.
The last thing you want is to create your document in Word on one paper size. And then when
you go to print it on your actual paper size bits of text will be cut off all the layout will look a
little bit strange. So always make sure you go in there and check you have the correct paper size
selected, we then have an option for Columns.
Now by default, you're going to be typing in A1 column layouts. However, if you want to, you
can switch to multiple columns, which gives you more of a newspaper style layout. Let me show
you a very quick example. Let me scroll down to a page that has more text on it. I'm going to
click my mouse got columns and let's say two columns. You can see now that the text flows
around like a newspaper style. And we also have an option in there for three column layouts.
Now, I probably wouldn't want to add in any more columns in this particular layout, because
then the text is going to get a bit hard to read. You also have a couple of other options in here
you have a left column layout. So that is going to give me a smaller left column and a larger right
column, or the opposite of that a right column layout.
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And of course, if you want to customize this, if you jump down to more columns, you have all of
your preset options at the top. Or you can define how many columns you want. And you can get
really granular about this. So I've got let's select two columns. And you can see below, I have
some width and spacing options. So I could jump in here and specifically define the
measurements for each of my columns how wide I want them to be, and also how wide the
spacing is in between the columns. If I select the two column layout, from the presets, you can
see the width of each column is going to be 7.62 centimeters, with a 1.27 centimeter gap running
down the middle, I can also choose to separate my columns with a line. And then underneath
you'll see that I have this equal column width option selected. So when I select this option, it
means the both of my columns are going to be of an equal width.
Now if I wanted one to be wider than the other, I could untick this column. And you can see now
column number two has become active just above. And I can jump in here and define exactly
how large I want that second column. But for now, I'm happy with equal column width. And
finally, I get to choose if I want to apply these columns to the whole document are just from this
point forward. So if I was to select this point forward, it means from wherever my mouse is
currently clicked. Now at this stage, I'm going to say whole document. Click on OK. And that is
pretty much the result of the options that I've selected. Now I don't want this page in two
columns. So I'm going to go back to my columns drop down, and it's going to say one.
Moving along, we have an option for Breaks. And this is where we come to insert our page and
our Section Breaks. And we're going to be doing a lot of work on this over the next few modules.
So I'm going to hold off from talking about this too much at this moment. We then have a line
numbers option. So if I select continuous, you can see I get my line numbers. And we actually
utilize this earlier on in the course. I also have some other options here. So if I want to restart
those line numbers on each page, I can also do that. I can restart them after each section, or I can
suppress them for the current paragraph. And again, as always, we have more line numbering
options just here. So it's going to jump you to the Layout tab. And right at the bottom, we have
an option for line numbers. And you can come in here and define where those numbers start
from.
So maybe you don't want them to start at one, you can definitely come in here and change that.
And you can also specify how much you wanted to count by. So if I didn't want it to go 1, 2, 3, 4,
5. Maybe I wanted it to go up in two, so it goes 2, 4, 6, so on and so forth. I can do that in here as
well. So a few options when it comes to line numbers. Now I'm actually going to say none
because I don't need them. And then we have our Hyphenation options. And if we hover over it
says when a word runs out of room, Word normally moves it down to the next line. When you
turn on hyphenation, Word hyphenates it instead. So just like you see in books or magazines
hyphenating helps create more uniform spacing and save space in your document.
So you have your hyphenation options in here, I don't have mine turned on, but you could set it
to automatic or manual. And then of course, you have some more hyphenation options at the
bottom there. So I could say automatically hyphenate my document, click on OK. And if you just
look in the document, as an example, here, I have a couple of words actually, on this line. It's
hyphenated the word passages because it's split over two lines. And the same thing with the word
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versions. Now, I actually don't like that because these aren't true hyphenated words. So I'm
probably going to want to set this to none. So it just pushes the word onto the next line as
opposed to hyphenate it.
And then the final group that we have here are our Paragraph options. And these are also very
important to understand. So let's go to our first page where we have a dedication, I'm going to
click my mouse in front of the first line of text. Now if I wanted to indent this text, I can choose
to indent it like so. And you'll see as I do that, it moves it in from that left margin. I can also
indent right, which as you would expect goes the other way. And then this is where I can adjust
how much space I have before and after lines of text. Now sometimes when you're working in a
document, you might find that some lines of text look closer to the title than maybe other lines of
text on different pages. And that is normally due to the before and after spacing that you have
set. So because I'm clicked on this line of text, I can see that it has eight point spacing after and
no spacing before.
So if I was to up the before spacing, look what happens, it gets further away from that title,
because I've got more space before the line where I'm clicked. Similarly, if I was to click at the
end of dedication, it showed me that I have eight points after so there is a little bit of a wider gap
between the title and the text. But if I up that you can see again, it pushes that paragraph down,
and I can pull it all the way up to zero point so it's directly underneath. Or if I go down one more,
I'm going to set it to auto, which will just invoke Word’s auto setting for the spacing in this
document. Also remember that with both the Page Setup group and the Paragraph group, we
have additional options lurking underneath these little arrows in the corner.
So this one here is going to jump into my paragraph settings, where I get a few additional options
to the ones that I have on the ribbon. So I have an indents and spacing tab. And you can see that
currently I have this piece of text centered. I don't have any indentation on the right and the left, I
can also modify my spacing options. I also have a line and Page Breaks tab at the top. And again,
we're going to be going more into these options as we go through the course. And with Page
Setup let’s just finish off by diving into there, we have three tabs Margin, Paper and Layouts.
This is where we can manually set all of our margins, we can also change our orientation from
here. And also if we want to set up if we want mirror margins two pages per sheet or a book fold.
And you'll see as I change these underneath, it gives me a little preview. And paper options
we've seen this is where you adjust your paper size. And then finally we have our layer options
where we can control things like our Headers and Footers and our Page Alignment. Now as I
said, we're going to be dipping in and out of all of these options as we move through this section.
But hopefully that gives you a good idea of the Layout ribbon. And these really two important
groups of commands Page Setup and Paragraph. That's it for this module. In the next module
we’re going to start to talk about page and Section Breaks. So please join me for that.
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Video: Sections and Page Breaks
Deborah: Hello, everyone, and welcome back to this course on Word 2019 Advanced. We're
down in Section seven, where we're taking a look at how we can divide up our document using
our Page Layout tools. And in this module, I want to talk to you about a really important subject.
And that is Breaks. And Breaks is one of those subjects that I find people can get easily confused
about.
Now, breaks are particularly useful if you've ever struggled to get the formatting of a long
document looking like you want it to look in each section. Now, you might be thinking to
yourself, Well, what do you mean, what's the section? How do I create a section? Well, in this
module, I just want to give you an overview and an introduction to Breaks before we move into
how we can apply the different styles of Breaks to a document. So what I have open on the
screen here is a document just called intro to breaks. And I've gone in and I've added some
different types of breaks into this document so you can see how they work.
Now I'm pretty much going to be working predominantly on the layout ribbon. And all of the
different types of Breaks that you can select your find listed under this breaks option in the Page
Setup group. And as you can see, we have quite a few different types of break, divided down into
two sections, Page Breaks, and Section Breaks. So let's talk about Section Breaks first of all.
Now when you're working, or when you create a document, if you just open up a blank
document and start typing, you're essentially working in section one, page one. And if you're
wondering what section and what page you're currently typing in, you can see that information in
the bottom left hand corner in the status bar. So currently, I'm clicked in the first paragraph, and
you can see it's telling me that I'm working in section one, page one of eight.
Now, if you don't see this down here in your status bar, if you right click your mouse somewhere
in a blank space on the status bar, that's going to pop up the customized status bar menu. And
this is where you can control the kind of information that you see in that status bar. So you want
to make sure that you have Section and Page Number, select it, and then you'll be able to see that
additional information in the bottom left hand corner. And this becomes more and more useful.
As you add more and more Breaks into your document, it really helps you visualize in your mind
exactly where you're at.
Now if I move a bit further down the document, I want you to keep your eye on the status bar in
the bottom left hand corner. Look what happens if I click a bit further down that first page, you
can see that it's changed to section three. So I'm now working in section three on page one. If I
click my mouse a bit further up, it's telling you that I'm working in section two on page one. So
essentially, what I have on this first page is three different sections. Now something else I would
recommend you do when you are working with Sections and Breaks is go to the Home ribbon
and turn on your Show Hide markers. Because this is going to show you on the screen exactly
where your Section Breaks and your Page Breaks are. So this makes it a little bit clearer as to
how this first page is divided up.
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You can see above this Section Break, I have my first section. So essentially, this first paragraph
is in my first section. I've then added a Section Break and I have section two, which is this little
section just here. I've then added another Section Break on the end. And this final couple of
paragraphs is section three. And then I have another Section Break, which is jumping me to the
next page. You might think Okay, I understand that. But why is it necessary for me to add
Section Breaks into my document? Well, it's necessary if you want to have a different format, a
different orientation, different Headers and Footers in certain parts of your document. So if you
look here at section number two, you'll see that I have a three column layout applied just to this
section of the document.
If I hadn't put a Section Break above and a Section Break just after, when I selected the text and
changed it to three columns, the entire document would have changed to three columns. So
because I wanted to be very specific about which paragraph I was applying the columns to, I
needed to section it off first. So now anything I do in this section is only going to affect that
particular section. So if I click in my section two where I have my columns, jump up to the
layout ribbon and go to my columns option, I can now change that to two columns and it's only
affecting that particular section. Let me show you another example. Let's scroll down. You can
see at the end here, I have another Section Break. And then the next page is a completely
different orientation. So this page is Portrait and this page is Landscape. And once again, if I had
a document that had no Section Breaks in it, and I clicked on this page, and I went up to
orientation and changed it to landscape, the entire document would change to landscape as
opposed to just this specific page.
So I need to again section off the pages that I want to change the orientation of, and then apply
the orientation to those sections. Now in this case, I only wanted one page to be landscape. So I
have a Section Break before. And then I have a Section Break after. And then on the next page,
we are back to portraits. And then another final example of why it's good to use Section Breaks
is when it comes to things like Headers and Footers. So if you look at my document in the
Footer, I have some page numbers. So we have the first page number one, second page number
two, I then have a title. And then this page is back to number one. So on this page, which is page
three, I actually wanted those page numbers to start again from number one and not continue
through. So in order to achieve that, I had to put in a Section Break. And then unlink this page
number from the previous page number.
And once again, we'll get into this a little bit more when we get to that specific module. But
hopefully this is showing you some of the reasons why you might want to section up your
document. And when we look in our breaks drop down, you'll see that we have four different
types of Section Break that we can add. Section Break Next Page, which will allow you to insert
a Section Break and start the new section directly on the next page, we have a Continuous
Section Break. And you see that I've used that one just here and also just here. So continuous
will put in a Section Break, but it won't push everything below it onto a new page, it will keep it
on the same page. Whereas the Section Break next page, everything after it is going to be pushed
on to the following page.
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We then have a Section Break Even Page. So it's going to put a Section Break in after every 11
page. And the same for Odd Page as well. And then of course, we also have Page Breaks. And
this is where essentially you can mark the point of which one page ends and the next page
begins. So if I show you very quickly, let's scroll down to let's say here. If I decided that after
this second paragraph, I wanted to push everything below it onto a new page, I could add in a
Page Break. So I can jump up to breaks and say, Page Break. And you can see there is put in my
Page Break marker and everything else is now on the next page. If I Control Z just to undo that
another quick way of adding a Page Break is to press Ctrl Enter on your keyboard. And then we
have a couple of other different types of Page Breaks, we have a Column Break. And this is for
use if you do have your document divided up into columns. It’s going to tell Word to move the
text following the column break in the next column. And then we have an option for Text
Wrapping. And this is mainly related to web pages.
So these are all of the options that we're going to be exploring in more detail over the next few
modules. But hopefully that gives you an overview as to what Brakes are all about and why they
can be useful to you. That's it for this module. I will see you in the next one.
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Video: Inserting Section and Page Breaks
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. We're
down in Section seven, where we're talking all about Breaks in Word documents. And breaks
really help us when it comes to laying out our document exactly how we want it to be. And in the
last module, I gave you a brief introduction as to the difference between Page and Section
Breaks, and also how you might use them and why they might be useful to you.
So what we're going to do now is we're going to work on our book templates. And I'm going to
go through and do some tidying up. Now, as I mentioned before, if we go into View and
multiple pages, there are lots of things I need to do here with regards to the layout. Now, I have
added in some Page and Section Breaks already, but we're going to go through and tidy up the
rest. And also add in some other things that you may not be familiar with, to really jazz this
document up. So let's zoom back out to a 100% and start at the top of our document. Now I'm
going to pull up the Layout ribbon, because again, we are predominantly going to be working
with this particular ribbon. Now the first page here, I have my dedication.
Now, I wouldn't really start my book with this on the first page. I'm probably going to want to
have some kind of cover page, which shows the title of the book, and possibly my name as the
author. Now I could create this page manually. But one thing you may or may not be aware of is
that in Word, we have some inbuilt cover pages that we can insert. So let's jump across to the
Insert ribbon. And in the first group here, that Pages group, you can see that we have some cover
page options. And when I click I can see the cover page gallery. And this has lots of different
cover pages that I might want to add in. And of course, I can then further customize them to suit
the color, the font, the size font that I want. So I'm going to add in a cover page in a moment. But
before I do that, I want to start adding in some section and Page Breaks.
The first thing I'm going to do to help me with this is turn on my Show Hide markers. And I can
see that I already have a Page Break just here, which is essentially pushing the Table of Contents
onto its own page. Now because I'm going to put a cover page in before this dedication, I want to
make sure that I've clicked my mouse at the start of the title, and then going to go to insert down
to cover page. And I'm going to select this one here, the Filigree and there we go. Now the good
thing with cover pages is that they automatically put in a Page Break for you. So you just have
the cover page on that first page. And because I've used this one before, it's kept in the title that I
used last time, which is perfect because that is what this book is going to be about.
However, you can of course jump in here and change this title to whatever you want it to be. The
one thing I am going to do is I'm just going to change this text to a black font, like so. So very
simply, I now have my cover page. I then have my dedication on the second page, which is fine.
And then my third page, I have a space for my Table of Contents. Now you always create your
Table of Contents at the end once you've started up your document. So I'm going to come back to
this a bit later adding my Table of Contents. But I always want my Table of Contents to be on its
own page. Hence why I have a Page Break after the dedication. And then a Page Break after the
Table of Contents. Let's carry on scrolling down. This is where my book really starts.
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So I have my foreword in here. Now something else that you can see, which is quite common
when it comes to books is that I have what we call a Drop Cap. And that is the first letter of the
first word is a lot larger than everything else. And you've probably seen this in various different
books that you've read over the years. If you're looking for this option, you'll find it on the Insert
ribbon all the way over in the text group, you have Drop Cap. So you can choose to have no
Drop Cap dropped, we can drop it in the margin. So that's just a little FYI. Let's scroll down.
Now I can see here that I have the Acknowledgments on this same page as the end of the
foreword. And what I want to do is put this on the next page. So the thing I probably want to do
here would be to add in a Page Break. Now a few different ways that I can do this, as I'm already
on the Insert ribbon, in the Pages group, I have a Page Break option just here. And you can see in
the ScreenTip it shows you what that keyboard shortcut is Ctrl plus Return. I'm going to click it
it's going to put in my Page Break and push everything down onto that next page. I then want the
Acknowledgments on one page, the Introduction I also want to add in another Page Break. So
this time I'm going to utilize that shortcut key Control Return to push it down. Let's carry on
scrolling through.
Right, so now I have a kind of a title page. So this is my part one title page. And I want this to be
on its own blank page. So once again, I'm going to click underneath this last paragraph. And let's
do it a different way, this time, I'm going to go up to that Layout ribbon, into Breaks and I'm
going to say Page Break, like so. And there we go. Now one other thing to know, as we did
mention this before, if I click in front of where it says part one, if you look up in your Layout
ribbon at the Spacing option, you can see that I have 186 points spacing before. So that is
essentially why we have all of this white space above where it says part one. And that suits me
because I wanted this to be somewhere in the middle of this page. But I just wanted to point that
out as it was something that we discussed previously.
So now we have chapter one, let's go all the way down to the bottom of this chapter. And there
we go. Now, even though I don't have a Page Break in here, Chapter Two is naturally on the next
page. But what I want to do is make sure that I do have a Page Break in there. I'm going to delete
out those carriage returns. So I like to always make sure that I do have a Page Break after each
chapter. Let's scroll down again. This one I need to add one in so we'll do Ctrl Enter. And again,
you can just delete out any erroneous spacing at the top. And we're going to do this for all of
these different parts and chapters. So again, this part two needs to be on a new page Ctrl Enter.
And chapter four needs to be on a new page. So let's click in front of it Ctrl Enter to push that
down.
So I'm going to go through this document, just adding in Page Breaks wherever necessary. So let
me do that. And I'll see you back here in a couple of moments. So there we go. I've now added in
all of those Page Breaks. Now I'm right to the bottom of the document. And I just wanted to
show you another problem, which you may find yourself with. And that is if you ever find that
you have just some blank pages at the end of your document, it's usually because you have some
Page Breaks in there that you need to delete. So you can see here I have a Page Break. And just
to show you how simple it is to delete one, you highlight it, press the Delete key on your
keyboard, and it gets rid of that Page Break. I have another one up here. So let's highlight and
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delete. Another one just here because this is in fact the last page, highlight and delete. And you
can see now this is the last page Control Home to jump to the top of the document.
So let's now take a look at how we might add in some Section Breaks. If I was compiling this
book for real, I'm probably not going to do things like adding columns or change the pages to
landscape, because my book is all in portrait layout. But I'm going to show you how to do it if
you did want to do that. So I'm down on page four, where I have my Foreword and underneath
the Foreword I have some kind of quote listed just here. And then I have the start of my
Foreword. Now it might be that I want to put this into columns. So I don't want the whole page
to show in columns, I just want this section of text just here. So the way that I need to do this is I
need to section off these paragraphs from the rest of the document. So I'm going to do that
utilizing Section Breaks.
So I'm going to click just above this paragraph, I'm going to go up to the Layout ribbon, into
Breaks, and when it comes to selecting which Section Break I need, for this one is going to be a
Continuous Section Break. Because I want the section to continue on the same page. I don't
want it to move on to the next page. But I do want a Section Break in there. So you can see I've
inserted it and it's a Continuous Section Break, I now need to go to the bottom of these
paragraphs, click, go up to Breaks, and I'm going to insert another Continuous Section Break. So
now I've sectioned off this portion of text. That means that I can click anywhere within this
section, make some formatting changes, and it's only going to apply to this specific section. So in
this case, I'm going to jump up to columns. And I'm going to put this in a two column layout.
Now you can see there it's put a line down the middle separating these columns. And that's
because I had that setting turned on previously. So what I could do is jump up to columns, go
down to more columns and remove the line between. And you can see at the bottom here, it's
only applying these columns to this particular section and click on Ok. So now that I have this
section in columns, if I scroll down, you'll see that as soon as that section ends, everything goes
back to that one column layout. And we wouldn't have been able to achieve that if we didn't
utilize that Section Breaks. So now we're down to the Acknowledgments page. And it might be
that I want this page to be a landscape, but the rest of the document in portrait. So if I was just to
click on the Acknowledgments page, go up to layouts and change the orientation to landscape,
you'll see it changes all of the pages to landscape.
Now, I don't actually want that. So again, I need to utilize Section Breaks to section off this
portion of the document. So I'm going to click just before Acknowledgments, go up to Breaks,
and again, we're doing a Continuous Break. I'm going to go down to the bottom, click at the end,
and again, insert a Continuous Section Break. So now I can click in this section, go to
orientation, change it to landscape, and everything else remains in portraits. Another way I could
utilize Section Breaks is if I wanted to change the margins on one specific page. So let's move
down, I'm going to delete out this Page Breaks, I no longer need that there. And maybe I want
the margins to be narrower on this introduction page.
So once again, I'm going to click in front of Introduction, I'm going to go to breaks and
continuous scroll down, click at the end, add another Continuous Section Break to section off
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this portion of text, I need to click in the section and now I can go to margins. And I can change
these margins to narrow. And once again, you can see it's changed them for Introduction. But as
we move down to the next pages, we have those normal margins back. Now we've been working
mainly with the Section Break continuous option. And I do find that is the one that I use most
often because some other time, I want to keep the text on the same page, but just add in some
Section Breaks.
But remember, you do also have a Section Break Next Page option. So let's take a look at that.
I'm going to click at the end of this first paragraph. And if I was to select Breaks, Section Break
Next Page, It’s going to add in a Section Break as opposed to a Page Break, but it's going to push
everything down to the next page. Let me just undo that Ctrl Z, and you have similar options
when it comes to breaks for even and odd pages. So again, the even page is going to insert a
Section Break and start the new section on the next even numbered page. So currently, I'm on
page 11. If I insert an even page Section Break, it’s going to push that down and start on page 12.
And you have a similar option here for odd page.
So the key points to take away from this module is always remember when you're working with
breaks, it's useful to have your show hide markers turned on so you can see them, make sure that
you understand the difference between a Page Break and a Section Break, and also what
situations where you might use each one of these Section Breaks. In the next few modules, we’re
going to be delving more into Page Breaks and Column Breaks. So I will see you over there.
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Video: Headers and Footers in Sections
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. We're
down in Section seven, where we're taking a look at the different ways we can divide up our
document using Sections and Page Breaks. And in this module, I want to start talking to you a
little bit about using Headers and Footers with Section Breaks. So let's dive straight into a very
simple example.
Now the document I have in front of me is just a test document with some test text in it. It's six
pages long. And what I want to do in here is I want to add a Header. Now currently, this
document doesn't have any Section Breaks or any Page Breaks. It's just a plain document that
I've put text into. Now, if you're not familiar with Headers and Footers, a Header is this white
area of space just above the title that you'll see at the top of every page. And the Footer is the
blank area space at the bottom of the document. And these two areas are editable. So you can add
information into the Header and the Footer, and it will appear on every page.
So for example, a lot of people utilize the Header area to add maybe something like a company
logo, or maybe to display the document title, or maybe something like the date and time or the
author name. And it's very simple to add a Header and Footer. All you need to do is double click
in the Header area, and it opens up the Header section. And immediately what you'll see is that
you get a Header and Footer tools contextual ribbon appear at the top. And you can utilize the
options in the Insert group on this ribbon to insert various different things into this Header.
For example, I can insert the date and time like so. I can insert document information. So the
Author Name, the File Name, the File Path, the Document Title. I can insert Properties, which
we're going to go more into a bit later on in the course. And also Fields, I also have access to
insert any Quick Part. So you can see that I have a logo saved off as a Quick Part, I could select
it to add that into my Header. Now if this logo is all I wanted in the Header, I can close my
Header and Footer ribbon. And this is what it looks like. So I might want to put a little bit of
space in there. But you'll now see I have the logo up in the Header, and it appears on every single
page.
If I want to edit the Header, I can double click to open it up and I get my ribbon back again. So
I'm going to jump in and just remove this logo. And the quick way of doing that is to go over to
the Header and Footer group. I'm going to select the Header drop down and right at the bottom I
have an option to remove the Header. Now another option I have in here is if I just wanted the
company logo to be on this first page, all I would need to do is select this little option here
different first page, and then I’m going to go in and select my logo once more, close my Header
and Footer, I have my logo on the first page, but not on any of the other pages. Double click to
edit again and let's go in and remove that Header. So that's a very quick recap of how to add
Headers and Footers in your document.
Now, you might be wondering, well, how does this relate to sections? Because that's what we're
talking about in this section. Well, if you have your documents sectioned up, it can greatly affect
how your Headers and Footers are displaying. So let me give you an example using a page
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number. So what I'm going to do is I'm going to add a page number onto every page. And page
numbers you'll normally find in the Footer area. So let's double click to edit our Footer. And in
the first group, you'll see that I have an option specifically for adding page numbers. I'm going to
select bottom of the page. And let's keep things reasonably simple. I'm just going to choose plain
number two. We're just going to put my page number in the center of my Footer, like so. I'm
going to close my Header and Footer. And as you would expect, I now have a number one on
page one, and then these will follow through. So then we have page two, page three, page four,
page five, so on and so forth. So all looks good so far.
Now remember, this is a document that doesn't contain any Page Breaks or any Section Breaks.
If I was to add a Page Break into here, so let me just click here to a Control Enter. Everything
will read number. So this is now page two, this is now page three, so on and so forth. Just going
to Control Z to undo that. Now when we start dividing up our document and creating sections, it
might be that we don't always want the numbers just to flow through the pages 1, 2, 3, 4, 5 for
example, you might decide that you don't want Page number on the first page. And that's
particularly common if you have something like a cover page. So let's insert a quick cover page.
And I'm just going to choose facet from the gallery.
Now, most of the time, you're not going to want a page number on the cover page, it might also
be your second page, the Table of Contents, you might not want a page number on that either. So
essentially, with this document just here, I don't want a page number on this page, but I want this
page to start at one. So I'm going to double click in my Footer, and I'm just going to remove this
Footer, like so. So let's see what happens this time. Now that we have a cover page. I'm going to
double click in the Footer area, I'm going to untick different first page and I'm going to add in
my page number.
Now you'll see here, I get a zero on my cover page. And then I have number one, number two,
number three, so on and so forth. So what essentially I want to do here is I want to remove the
page number from that first page. Now this is a pretty easy thing to do, because it is the first page
so all we would need to do is jump up to our design ribbon again, and select different first page.
And you can see it's removed the number from the cover page. And my next page starts at
number one. So that's a fairly straightforward thing to do if you just want a different first page.
So let's go take a look at a scenario where it gets a little bit more complicated.
I'm going to add a blank page after this cover page. So I'm going to click my mouse just above
where it says company history, and I'm going to go to the Insert tab. And I'm going to utilize the
blank page option in this Pages group. I'm going to click and it adds in a blank page. And you
can see it's automatically put in a Page Break for me. Now, it might be on this second page that I
want to add a Table of Contents. So I'm going to type in Table of Contents. So now with the
current way that I have my Footer set up, you can see that the Table of Contents page is labeled
number one, company history number two.
Now essentially what I want to do is I don't want to have a number on the Table of Contents
page. So you might think this is a pretty easy case of just double clicking on the Footer and
deleting out the page number. But look what happens when I do this. When I scroll down, you'll
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see that it's deleted the page number on every single page. And because the Table of Contents
isn't the first page, that different first page option is not going to have any effect. So how do we
deal with this? Well, you might think that if you go down to the company History page, double
click the Footer and add in the page number, it's going to number correctly. But again, it doesn't.
This is page two, and you'll see that it puts a number one on my Table of Contents page.
So this is all a little bit awkward. And we need to utilize Section Breaks in order to get this to
work. So essentially, what I want to do here is I want to section off where I want the Page
Numbering to start. So I want the Page Numbering to start after the Table of Contents. Now I
already have a Page Break in there, but I need to add a Section Break. So I'm going to say
Layout tab, we're going to go to Breaks, I'm going to put in a Section Break continuous. I'm now
going to go to my company History page, double click in the Footer. And I'm going to add in my
page number again.
You can see here it's put a zero and if I scroll up, you'll see that that Table of Contents page still
has a number one and this is being controlled by this option just here on the Header and Footer
tools ribbon, the link to previous option. And you can see here it says link to the previous section
to continue using the same Header or Footer. Turn this feature off to create a different Header or
Footer for the current section. So essentially, all of your Headers and Footers are linked
throughout the document. So if you want a different Header or Footer, you need to unlink them.
So I'm going to go down to the company History page, I'm going to highlight my page number
and I'm going to unlink this page number from the other sections by clicking the link to previous
button. So now that it's unlinked, I can go back to my Table of Contents page, and I can delete
out that page number. And you'll see when I scroll down, I still have my page numbers on the
next pages.
Now there's one other thing I need to fix here. And that is that this page is starting at zero. I
actually want the company History page to start at number one. So all I need to do here is a little
bit of formatting on this page number. So highlight the page number, right click your mouse and
go down into format page numbers. And in here, I can choose a different style or number formats
if I want to. Now I'm quite happy with 1, 2, and 3. But at the bottom here under the Page
Numbering group, it says start at, and then currently it has zero. So I'm going to use my arrows
and I'm going to put that up to one, click on OK, close my Header and Footer. And now if we go
to the top of the document, we should have it looking how we want.
So I have my cover page, it's got no number, Table of Contents that has no number. And then my
document actually starts with the correct Page Numbering. So if you do divide your document up
using sections, and you need to sort out the Page Numbering or anything else in the Header or
Footer, remember to unlink from previous section if you want something different in the
following section. I hope that all makes sense to everybody. That's it for this module. I will see
you in the next one.
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Video: Page Borders in Sections
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. This is still
Deb and we are down in Section seven, where we're taking a look at dividing up a document
using Section and Page Breaks.
In the previous module, I showed you how you can work with Headers and Footers and Section
Breaks. And in this module, I just want to show you another example. But this time utilizing
Page Borders. So we're still working in our company history document. And we're going to move
down to page number two. Now what I want to do in here is I want to add a nice page border to
this page and the following page only. And once again, I need to do this utilizing Section Breaks.
So Page Borders, you will find on the design ribbon over in this end group, the page background
group, and it's the last option just here.
Now as we've seen before, if we don't divide up our document into sections then our Page
Borders are going to appear on all of our pages. So if I click page border, and I'm just going to do
a basic box border just here, and click on OK, you can see this as the effect that I get. So I have
my page border, and it's on all of my pages. Now I'm going to Ctrl Z to undo that because that's
not exactly what I want. I only want to have a page border on this page and the following page.
So I need to add in some Section Breaks. So I'm going to go to the page before this one, I'm
going to click my mouse at the end of the final paragraph, and I'm going to insert a Section
Break. And we're going to do a Continuous Section Break. And then I'm going to scroll down to
the end of the second page, and I'm going to add in another Continuous Section Break.
So essentially, now I've sectioned these two pages off. And if we look down in our status bar in
the bottom left hand corner, you can see that I'm working in section three. So now that I've
sectioned it off, I can safely go up to my Design ribbon, go to my Page Borders option, and we're
going to do a slightly fancier border. So I'm going to choose the dotted style, I'm going to set the
color to purple. And the width, let's make it two and a quarter points. And you'll see over in the
preview pane exactly what that's going to look like. And this is an important section here. So it
says apply to whole document.
Now I only want to apply it to this section, and click on Ok. So now you can see I have my
purple dotted border. If I go to the page before, I don't have a border, which is good. If I go to the
page after I do, and then we're back to no page border. But now that I've done this, because I've
added in more sections, you can see that my Page Numbering is now all messed up. So if we go
to the top of the document again, the company History page is page number one, but this page is
now also page number one. So the numbering is essentially restarted at this section, we then go
to page number two. And then once again, we're back to page number one.
So essentially what Word is doing is it's restarting the numbering after every Section Break. So
we need to go in and fix this. So I'm going to go to the first page that has the border, and I'm
going to double click to jump into my Footer. I'm going to select my page number. I'm going to
right click and I'm going to go into format page numbers. And I'm going to select this option just
here, Continue from previous section and click on OK. So now you can see the number has
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changed to number two, number three, and then we're back to one. So we need to do exactly the
same here.
I'm going to select the number, right click Format page numbers continue from previous section.
Close my Header and Footer. And now I should have my Page Borders and also correct Page
Numbering that flows through those sections. So that is how you add Page Borders to specific
parts of your document and also how you can update the numbering once you've added in more
sections. That's it for this module. I will see you in the next one.
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Video: Working with Field and Document Properties in Sections
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. We're down in
Section seven, where we're taking a look at dividing up our document using Section and Page
Breaks. And in the previous module, I showed you how you can add Page Borders to a specific
section in your document, and then reorder the Page Numbering.
And in this module, we're going to take a look at another example. We're going to utilize our
book templates and we're going to add Headers and Footers that contain Document Properties
and Fields. I'm going to get them to display on exactly the pages that we want utilizing as
Section Breaks. So just a reminder of this document that we're working in it is our book
template, how to create an online training course. And if you remember, we have a cover page,
we then have a Dedication, a Table of Contents, which is currently blank, and then we have a
document. And this document is 44 pages long. And currently, I don't have any Page Numbering,
I don't have anything in the Footer or in the Header.
Now I want to start out by talking to you about Document Properties and Fields. Now both of
these you'll find under Quick Parts. So let's jump across to the Insert ribbon across to the Text
Group, and we're going to click the Quick Parts drop down. And we've looked at some of these
in previous modules, we've seen how to save items off as a Quick Part and reuse them. What we
haven't really touched on are these two options here Document Property, and Field. Now these
do differ very slightly. If I hover over Document Property, you'll see I have a list of different
properties in the menu. And I can utilize these and add them into my document.
Now what you may have not noticed already is that when we inserted this cover page, this cover
page actually has its own Document Properties. So if I scroll down to the bottom, where we have
this date, the company name and the company address, if I click on the date, you'll see just above
it says date. And it appears in this little rectangle box with a drop down, which allows me to
select the date I want to add. This is a Document Property. And this is the date property. I have
the same thing if I click on Simon Sez It, you can see that this is the company Document
Property. If I click on the address, this is the address property. So you'll see these used quite
frequently in any templates that you download or cover pages that you add. You can add your
own Document Properties throughout your document. And if I just show an example of why they
useful, let's jump down to this page just here.
Now, maybe I wanted to add in the company name and the company address down here. What I
could do is jump up to Quick Parts, go to Document Property, select company, and what you'll
see is that it will remember the company that you've set previously. So Simon Sez It was used
earlier on in this document on that cover page just here. So it's recognize that Document
Property, and it's automatically added it for me. So that makes things a lot quicker and simpler. If
I then wanted to add in the company address, I could go back to Quick Parts down to Document
Property and select company address. And again, it's going to pick up the last address that was
used. So this is a nice really quick way of adding in content that you've used previously.
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Now of course, if I wanted to change this, I could I can just come in here, I can delete out what's
there and I can edit it with something else. If I just press Delete, and click away, it just says
company address. And I'm going to do the same here I'm going to delete out Simon Sez It and
click away. So if you are designing something like a template, and you want people to enter
something specifically into the document, Document Properties are a great way of kind of adding
in a placeholder and guiding people towards what they need to put in there. So let's delete these
outs. And let's utilize one of these in our Header. Now, I don't want this to appear on the cover
page, the dedication or the Table of Contents. So I'm going to double click on my Header on the
third page. And in my Header and Footer Tools Design ribbon in the insert group, you can see
that I have document info. And this will allow me to add in any of those Document Properties.
So maybe I want the author of this documents name to be listed in the Header. So I'm going to
select author, and you can see there that it's picked up my name. I'm going to close my Header
and Footer and see what that looks like. So let's scroll up. It looks like I've got it on the Table of
Contents, the dedication, it's not on that cover page but it is on a couple of pages that I don't want
it to be on. So again, we're going to need to utilize our Section Breaks So I'm going to undo Ctrl
Z to remove that Document Property Field. And what I now need to do is essentially section off
the rest of this document from the first few pages, and then unlink my Headers. So let's go up to
the previous page where we have our Table of Contents. And after the Page Break, I'm going to
insert a Continuous Section Break.
Now I want the author name property to appear throughout the rest of the document in that
Header, I just don't want it on the first few pages. So I don't need to add in any more Section
Breaks just this one after the Table of Contents. So now I have my Section Break after my Table
of Contents. I've essentially sectioned off the first three pages from the rest of the document. So
now if I want to add my Document Property into my Header, I can double click on the first page
where I want to add it. And you can see here it says first page Header, Section two, I'm going to
go on to my Header and Footer Tools Design ribbon, I'm going to untick different first page, and
then I'm going to add in my Document Property, which is author. So now I have my name as the
author in the Header. And if I scroll up to take a look at what the previous pages look like, you
can see that I have it on the Table of Contents page, the Dedication page, but I don't have it on
that cover page.
So essentially, what I need to do is I need to remove it from the Dedication and the Table of
Contents page, but keep it on the rest of the document. So again, we're going to select our
Document Property. And we're going to unlink this Header from the previous section, by
toggling off link to previous. So now when I scroll up, I'm going to safely delete out the author
on the Table of Contents page. And you can see that that's removed it from the other pages, close
my Header and Footer. And now I should find I only have it from this page going forward.
Now another thing that you can add into your documents are Document Fields. And Fields differ
very slightly from Document Properties, because Fields are something that can be updated. So if
you've ever entered a Table of Contents into your document, which we are going to do in the
following modules, you'll know that a Table of Contents can be updated by right clicking and
selecting Update Field. Because essentially, what is controlling that Table of Contents is a Field
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called Talk. And that's the only thing you really need to know about Fields that they can easily
be updated by right clicking or pressing the F9 key. So let's take a look at the different Fields that
we have access to. I'm going to jump up to the Insert ribbon, go across to Quick Parts again, and
this time, we're going to select Field.
Now all of the Fields and there are a lot of them are categorized into different groups. So for
example, document information, which is the category I currently have selected, has all of these
Fields within it. So things like Author, File Name, File Size, so on and so forth. So all of these
are things which can be updated. So if I was to utilize the File Size Field, obviously, the more I
add to my document, the greater the File Size is going to get. So if I want to make sure that the
file size is always showing as correct in my document, I can just update the Field. Now it's also
worth noting that aside from manually updating Fields by right clicking or pressing F9, Fields
will refresh or update when you save or open your documents. And what I'll do is I’m not going
to go through all of these, I'll leave you to have a browse through all of the different Field types
that you have. But what we are going to do is we're going to add one of them into our document.
But this time, I only want to add it on the first three pages.
So I'm going to go down to my cover page Footer, double click to edit, I'm going to go up to my
Header and Footer Tools Design ribbon, and I'm going to jump into document info. Down to
Field which will open up my Field dialog box, and the information I'm going to add here is the
information relating to the Save date. I'm going to select my date format and I want a short date
format and click on OK. And there we go. We now have the date that I last save this document
listed in my Footer. And I can see that that is correct because I have saved this document today.
So if I scroll down, I've got it on the first page, but I don't have it on the rest of the pages.
Now that's because I have different first page selected on the design ribbon. So I'm going to
untick that and add my Field in once more. Click on OK and now if I scroll down, I should see
that I have it on all of my pages. Now remember, I only want this on the first three. So we're
going to need to do some sectioning. So let's close the Header and Footer, and we need to section
off these first three pages. So I'm going to scroll down to the Table of Contents page. And you
can see that I already have a Section Break in there because we sectioned off the remaining
document in the previous example. So I don't need to add in another Section Break. So all I need
to do is scroll down to the next page, double click in the Footer, and unlink it from the previous
section. Close my Header and Footer, and if I scroll up, I still have it there. But it means that now
I can safely delete it. Close my Header and Footer and it will be deleted on the first three pages.
But I'm going to have it on the rest of my document.
Now one final thing I want to go through with you here is how to add multiple items into your
Header and Footer. So currently in this Footer, I have my Field which is showing the Save date.
But if I also wanted to add in some page numbers, if I double click, go up to page number and
select bottom of the page as we have been doing. And if I select plain at number three, which is
going to put the page number over on the right hand side, you'll see that it actually gets rid of that
Field. So I can't add my page number in that way, what I could do is I could press my tab key to
move across to the right hand side. And then when I add my page number, I could say current
position. And that's going to add a page number wherever my cursor is currently clicked.
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Another thing I might want to do if I have maybe three pieces of information that I want to add is
I could utilize one of the Footer templates. And you can see here, the second one down is blank
three columns. And that's going to give me three areas where I can add in information. So I'm
going to click on the first one that says type here, and I'm going to add in my Field, which is
going to be Save Date. I'm going to click in the middle one, and this time, I'm going to add in a
Document Property. And that is going to be the title of the document. And in the third one, I'm
going to add in my page number, I'm going to say current position, plain number. And there we
go.
Now again, you can see this page number is showing a zero. So all I need to do is select my page
number, right click, format page numbers and start that at one, and click on Close Header and
Footer. Now I'm going to turn off my Show Hide markers. And let's take a look at our document.
So we have a cover page with no Header and no Footer. We have a Dedication, a Table of
Contents which we're going to complete later. And then we have the start of our document which
contains our Header and our Footer. So that is how you can utilize Document Properties and
Fields in your Headers and Footers and how you can use Templates to add in multiple pieces of
information. That's it for this module. I will see you in the next one.
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Video: Column Breaks
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. We're down in
Section seven, where we've been looking at dividing our document using Section Breaks and
Page Breaks. And throughout this section, we've been looking at how Section Breaks affect other
elements in our documents. And in this very quick module, I just want to show you how you can
utilize another style of break, and that is the Column Break.
Now, as we've seen previously, by default, when we're working in a Word document, we're
essentially working in a one column layouts. But, we can change the entire document or sections
of the document so that flows in more of a column format and newspaper style. When it comes
to breaks, you have an option for Column Break. And this is what I want to demonstrate to you
very quickly right now. So we're back in our company history document, which just contains
some junk text. And the first thing I'm going to do here is I'm going to create a section and I'm
going to put that section into a different column layout. So I want this first paragraph to be in one
column, which it is. But I want the next three paragraphs to be in column layout.
So I need to section off these three paragraphs. I'm going to click my mouse at the end of that
first paragraph, I'm going to jump up to break and I'm going to insert a Continuous Section
Break, I'm going to go down to the end of the third paragraph in this section, And I'm going to
add in another Continuous Section Break. So essentially, I've sectioned off these three
paragraphs, I'm not going to change the layout of this section. I'm going to go up to columns, and
I'm going to say that I want a two column layout. And there we go. So the paragraph above is
one column, we then have two columns, and then it goes back to one column after the Section
Break.
Now all that a column break is, is if you want to essentially break these columns. So I have this
first little paragraph just here. And it might be that I want to add in a break or a column break, so
that everything below is pushed into the next column. And that's all a column break is. So I'm
going to click my mouse at the end of this first paragraph in the first column, I'm going to go up
to breaks and select the column option. And there we go. You can now see that everything else
has been pushed into that second column, and we have a column break indicated after that first
paragraph.
So now that I've done that, I have this bit of blank space. And just for fun, I might want to add in
a 3D model of whatever this document is related to. And we're just going to select the earth, I
can then move that into the space that has been created. And remember something else you
might want to do here is if we go back up to layout and into columns, I'm going to jump down to
more columns and I might want a line between my columns like so.
So that is it. Just another tool for getting your document layout to look exactly as you want it to
look. Thanks for watching and I will see you in the next module.
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Video: Master and Sub-documents
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. This is
still Deb and we're down in Section seven, where we've been taking a look at Breaks,
predominantly Section and Page Breaks.
In this module, we're going to take a look at a different way of dividing up your document. And
that is by using Master and Sub-documents. Now, you may or may not have heard of master and
sub-documents, they have been around in word for a very long time. But they tend to be
something that are not as widely used. Mainly because I find people don't really understand what
they are and why they are useful. And I will say they are only really useful if you are someone
who works with very large documents. I’m talking 100 pages plus. So the most obvious example
of this would be if you are writing a book. So let's use that as our example.
Now, if you are writing a book that's several hundred pages long, saving it as a single document
can be impractical. So when you started writing your book, you just opened up a Word
document. And you've written all of your chapters in one document causing your Word
document to be hundreds of pages long. And what that means is that even performing simple
tasks on that document like editing, copying, pasting, searching, even doing things like Find and
Replace, are less efficient the larger the document becomes. Sometimes it's a lot easier to
manage a large document if you split it up into smaller documents, and then essentially merge
them together, which is pretty much what the Master and Sub-documents feature is all about.
And that is exactly what we're going to do here.
So in this example, we are going to run with that example of a book. And this is my book
template from earlier with a title page of how to create an online training course. And then as I
scroll down, you'll see at the start here I have a Dedication, I then have a Foreword, some
Acknowledgments, and then some Introductory text. I then have a part one cover page. And what
I hope to have after this are all of my chapters that make up part one. Now previously, I just had
all of my chapters in this one document. What I'm going to do here and you can see that I've
already deleted them out is that I've actually saved each chapter off into its own separate Word
document. And you can see all of those files sitting just here.
So I've created a folder on my desktop called chapters. And then I have chapter one, chapter two,
chapter three, so on and so forth. So essentially, I have a whole bunch of mini sub-documents
that I want to put into this master document. And what this means is that in future going forward,
if I need to do any editing, or if I need to do any formatting changes, I have my document
divided down into smaller chunks, which is a lot easier to manage, and also a lot easier for Word
to process efficiently. So you might be thinking to yourself, well, if I've got everything saved off
into different documents, is that not going to make it a lot harder when I want to print or publish
this book? Well, no, that is one of the features of Master and Sub-documents. So what we're
going to do here is after part one, I'm going to go down onto this blank page. And I'm going to
insert the chapter one sub-document.
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Now the first thing I need to do here is we need to work in Outline View. So let's jump up to our
View ribbon, interviews group and click on Outline. So I'm going to scroll up. And you can see
here, I now have this document in outline view, I have my part one and it says write your part
one title. If you want to make this a bit clearer to see you can also jump to Home and turn on
your paragraph marks. So you can also see exactly where you have Page Breaks. So I have a
Page Break after this part one cover page. So I want to make sure that my mouse is clicked just
after that Page Break.
Now as soon as I jump into outline view, I get the outlining contextual ribbon. And the group of
commands we're going to be working with are in this Master document group. And currently, I
only have one that's available for me to access that is the show document button. So when I click
on this button, you'll see it gives me a couple of other options that I can use. The first one is
Create and the second one is Insert. Now in this example, we're going to be using insert because
I already have my sub-documents saved off. So let's click on Insert. And you can see it takes me
to File Explorer where I can then browse for my sub documents. So it's jumping straight to the
correct folder, which is brilliant. So I'm going to select chapter one and click on open. And you
can see it puts that chapter into the master document. And in this particular view, in Outline
view, this does look kind of ugly. But rest assured when you switch back to Print Layout view,
the document is going to look completely normal. And when you print or publish it, it's going to
look absolutely fine as well.
Now, let's just check that let's close Outline view to jump back to Print Layout view and see what
a document now looks like. So I have my part one cover page, scroll down, and there we go, I
have my chapter one. But essentially, I'm working within a sub document now when I'm clicking
around in this area. Let's go back to the View ribbon and into Outline view. And let's insert and
next chapter. So I'm going to click underneath my first chapter, up to show document, click on
Insert, and I'm going to select chapter two, and click on open. And then we have chapter two.
Now my final two chapters I'm going to put in after this part two page. So I want to make sure
I've clicked after the Section Break up to insert, chapter three, open, insert, chapter four, open,
and I could carry on going. If I close Outline view, again, you can see that in the document, this
is all looking absolutely fine. So nothing weird is going on here, even though it does look a little
strange when you're viewing it in Outline view. And of course, if you see anything that looks a
bit strange, like Section Breaks that shouldn't be there, you can of course, delete those out.
Now let's jump back to Outline view one more time, because I just want to show you what the
difference is when it comes to this Insert and Create button. So Insert is if you already have a sub
documents saved off. You would use the Create button if you want to create a sub document on
the fly essentially. So if I click on Create, you can see it opens up this little box here. And this is
essentially a sub document. So I can manually type my sub document directly into this section.
And what you'll also see up in the Master document group is that I also now have an unlink
button. And this is essentially if you want to remove your sub document. So it says delete the
link to the sub document and copy the sub document content into the Master document. So if I
click unlink, you can see that it's got rid of the sub document the little box around the outside,
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which denotes a sub document. And this junk text that I've just typed in is now part of the main
document.
I could do the same for the one above. So if I'm clicked in this sub document just here, so this is
chapter four, you can see that the unlink button now becomes active again. And if I click it, it's
going to remove this sub document and just make chapter four part of the Master document
again. Now another advantage of creating your document in this way is that you're reducing the
size of your main file. So if you have a master document that has 350 pages, that file size is
going to be very large. By breaking it down into smaller chunks, you're managing smaller file
sizes. So, it means you're going to have less of an issue with things running a little bit slowly or
maybe a little bit of lag when you're working in your documents.
When it comes time to print your book, if we just close out of Outline view, you'll see if we jump
across to file and go down to print, the document looks exactly as you would expect it to look.
So utilizing Master and Sub-documents is something to consider if you work with extremely
long documents and you want to do it in a way that's really efficient and makes your life easier.
That's it for this module. I will see you in the next one.
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Video: Exercise 07
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. We've made it
all the way down to exercise seven. And in this exercise, I want you to practice the skills that
you've learned in this module related to working with Sections and Breaks.
Now, as usual, I want you to recreate what I have on the screen here. So let's run through the
documents so you know exactly what it is that you need to do. Now, you're going to start out
with this template that I've created, and this first page is just a cover page. And then when we
scroll past that cover page, we have the rest of our document. Now some things I want you to
note here, and to make this a bit clearer, I'm going to turn on my show hide markers. So you can
see here that after that cover page, I've changed the orientation of page two. So page two is in
landscape. Now this is the only page in the document that's in landscape, you'll see on page
three, it continues on in portrait mode.
So I want you to make sure that you've added the relevant Section Breaks in the correct places in
order to be able to achieve this. What you'll also see is that on page two, I have added a Header;
all about coffee, which is the document title. And I've also added a three column blank Footer.
And the information in here are all document Fields. So the first document Field I have here is
the date. The second document Field is the author, and then I have the page number. Now
remember, when you're inserting page numbers, which one of the options you select is extremely
important. So if I just quickly remind you, if we click the page number drop down, make sure
that you select the correct one of these. So think about where you're clicked and which option
you need to use.
As we scroll down a bit further, you can see we go back to portrait orientation. And then finally,
on the last page, we have our text in two columns. So when you're doing this exercise, you really
need to think about where you need to position those Section Breaks and the type of Section
Break that's most appropriate for what you're trying to do. Now when you've done this, you're
probably going to find that your Page Numbering looks a bit strange. So you're going to have to
go in and format those page numbers to get them flowing through the document correctly. And if
this is the first time that you're practicing this, it can be a little tricky to get it right. If you need to
please go back and re-watch the video where we talked about adding Headers and Footers into
documents.
If you need to please go back and refresh your memory by watching the video where we looked
at adding Headers and Footers into documents. Now if you managed to do all of that correctly,
you should end up with a document that looks something like this. So you can see all my page
numbers are correct, I have all my sections split up nicely. I have that second page in landscape.
And also you'll notice I don't have a Header or a Footer on that cover page. So that's another
important point to note. See how you go with that this one can be a little tricky I will say that. So
if you want to check out my answer, then carry on watching this video.
Okay, let's take a look at the answer to this exercise. So the first thing I would do here is I have
my cover page. And I know that I don't want a Header or a Footer on this cover page. So I'm
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going to scroll straight down to page two, and double click in that Header area. And the first
thing I will do so that I don't get any Headers and Footers on that first page is I would go up to
my Header and Footer ribbon, and make sure that I have the checkbox different first page
selected, which I do. So now I want to add in information into the Header first of all. And what
we want in the Header is the title of the document. So again, on the Header and Footer ribbon in
the insert group, I'm going to go to document info and select document title. And that's all I'm
going to have in the Header. Let's scroll down to Footer and click.
Now in this one, I want to add in the three column template. So on the Header and Footer ribbon,
in the Header and Footer group, I'm going to go to Footer and select blank three columns. So
now I can go through and complete the information. So let's click on the first Field just here. And
what I want in here is the date and the time. So up to insert, date and time, I'm going to choose
the top format and click on OK. The middle one here I want the author name. So back up to
document info and author. And finally, in the last one, I want the page number. So I'm going to
go across to page number. And I said be careful of which one of these you select. And that's
because people have a tendency to go through straight to bottom of page and then select one of
these. But because we're using a template, that's not going to work, we want to make sure we
select current position. So wherever we clicked, that's where the page number is going to enter.
That's where the page number is going to display, I'm just going to choose that plain number, and
it's going to give me a one.
So if I now scroll up and just check that first cover page, that's all looking good, I don't have a
Header or Footer, but I do have my Header and Footer on the next page. And I can see that that's
all flowing through quite nicely. So at this stage, I'm going to close my Header and Footer. Now
currently, in this document, we're just working in one section I haven't added in any Section
Breaks whatsoever. But that's going to change because we want to change the page orientation of
page two. So for this, I need to start adding in Section Breaks. I need to isolate page two from the
rest of the document in order to change the orientation.
So I'm going to click just before where it says an Ethiopian legend, and I'm going to say, layout
breaks. And I'm going to insert a Section Break, but I'm going to put in a Continuous Section
Break. Now you'll see as soon as I do that the Header and the Footer disappear off of this page
only. And that's because this is a new section. So essentially, this is page one of the new section.
And if I double click in the Header, because I have different first page selected, it's thinking that
this is the first page and I don't want a Header and Footer. So all I need to do here to pull that
back is just deselect different first page, and click close Header and Footer to pull that Header
and Footer back again.
Now don't worry too much about the page numbers at this stage, we'll deal with those later. If I
turn on my show hide paragraph markers, so you can see what we have. So now I want to add in
another Section Break to push any text that I don't want on the landscape page on to the next
page. So on my landscape page, I only really want the information for an Ethiopian legend and
the Arabian Peninsula. So I'm going to click my mouse right at the end of the text for the
Arabian Peninsula, I'm going to go up to layouts and into breaks. And this time, I'm going to add
a Section Break. But I want it to push everything else on to the next page. So I'm going to say
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Section Break Next Page. And now because I've essentially sectioned off this text, I can click
anywhere in this section, go up to my layout ribbon across to orientation and switch that to
landscape. And I should be able to see that my cover page stays in portrait, and every page
thereafter is also in portrait.
So now we've done that, let's take a look at our Page Numbering because things are starting to go
a little bit crazy. So you can see here on page two, my page number is currently saying zero. And
on the final page, I have one which doesn't really make too much sense. So what I'm going to do
here is double click in this Footer, select the page number, right click and say format page
numbers. I'm going to start this on page one, and click on OK. Let's scroll down and take a look.
So this page number is now correct. But if I scroll down, remember this is a brand new section, it
says zero.
Now because this is the same section from this point forward, all I need to do here is highlight
the page number, right click, format page numbers and say continue from previous section. And
you'll see that that will then follow on from whatever is in that previous section. So now it goes
one, two, and three. So that's looking perfect. So the final thing I wanted you to do was to add in
some columns for this last section called Coming to America. So once again, I need to add in
some Section Breaks. So I'm going to click just above God two breaks and say Section Break
next page, we're going to click at the end of this section and add in a break. And this time we're
going to do Section Break continuous. So now I can just select all of this text, click on columns
and say two columns. And there I have my newspaper style layout.
So that is pretty much what I wanted you to do. I wanted you to really have a play around with
this because out of all of the things that we've gone through in this course, I find that this is
usually something that people really struggle with. And I understand it can be very, very fiddly
and take a little while to get the hang of what you need to do and when. So as with all of these
things, practice makes perfect. Feel free to re-watch the video as many times as you like and
utilize those exercise files to practice. That's it for this exercise. I will see you in the next section.
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Section 8 - Links
Video: Inserting Hyperlinks
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. We’ve
made it all the way down to section eight. And in this section I'm going to talk to you about
different types of Links or Hyperlinks that you can add into your document.
Now links enable you to link to external documents, webpages, email addresses, and even
different sections of a document. And they're extremely useful if you need to reference maybe
something on the web, if you want to provide a quick way for someone to jump to another word
document or Excel spreadsheets, or even if you just want to help people navigate efficiently
around your document. So in this module, I'm going to show you an example of each type of link
that you can add into your documents. So on the screen here, I have opened the employment
contract. And this is a reasonably short document, it's only five pages long. But we're going to
add in some links into this document to make it a little bit more informative and easy to navigate.
Now, there are a couple of different ways that you can add links into documents. You can right
click your mouse, and you'll see that in the right click menu, you have an option for the link.
Alternatively, if you jump up to the Insert ribbon, right in the middle there, we have a group
called Links. And one of the options that we have is link. So I'm going to say, insert link. So now
we get the Insert Hyperlink dialog box. And on the left hand side, we have three options that we
can link to; existing file or web page, place in this document, or email address. And we're going
to go through each one of these.
So first, let's look at Existing File or Webpage. So you would use this option if you wanted to
create a hyperlink to maybe another document. So for example, the document we're in currently
is the employment contract. So maybe I want to link to a Word document that contains the full
description of this particular job, I would do that from this option. Now alternatively, I could link
to a webpage from this option as well. And that's the first thing that we're going to tackle. Now
you'll see at the top here it says Text to display. So what do you want to display in the document?
So when you add the link to your document, what do you want it to say?
Now currently, this field for me is blank. So I could come in here and type in the text that I want
to display. Alternatively, if I click Cancel on here, maybe I want to link to the government
website that contains all the information related to the Employment Rights Act of 1996. So what
I could do is select the text, right click and jump into link. And this time, you'll see that the text
to display is now the same as the text that I got highlight it. So that's a more efficient way of
doing things. What I can then do is just jump straight to the address field at the bottom and type
in the web address.
Alternatively, I have a Browse the web option just here. So this will open up an internet window,
and you can see mine is opened in Internet Explorer, I can then choose to go to the Employment
Rights Act 1996. I can click on this link, which takes me to the correct government web page.
And if I just close this down, you'll see that it automatically populates that address in the address
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field. I can click on OK and there we go. I now have a hyperlink created. And you'll see as I
hover over it, I get a little ScreenTip that says control click to follow the link. Now when you
insert a link, it's going to show in this blue color. And blue denotes that the link hasn't been
clicked yet. You'll see in a moment when we actually click on the link, the link color will
change.
Now unfortunately, you can't change the color of the clicks link. But you can change the color of
the link prior to it being clicked. So if I wanted this to be red as opposed to blue, I can highlight
the link, right click my mouse and I have a font option. And of course from here, I can change
the actual font, the font style, the size, the color, all of our usual font formatting options. So I'm
going to change this to red, click on OK, and it's now appearing in red. When I hover over the
link, I get a little ScreenTip that tells me hold down Ctrl and click to follow this link. So if I hold
down Control, you'll see that my cursor changes to a hand icon. Click on the link and it's going to
open up a new window that jumps me straight to that specific web page. And what you'll see
now is that now that I've clicked on that link, the link has changed to a purple color.
If I wanted to edit this link in any way if I right click my mouse I now have some additional
options Edit Hyperlink, Open, Copy and Remove. So if I say Edit hyperlink, it's going to pop
open that box again, and I can replace the web address or change the text to display, there's
something else that's worth doing is adding in a ScreenTip. Now you'll see over on the right hand
side, we have a button for ScreenTip. And we've talked about ScreenTips throughout this course,
every time we hover over an icon on our ribbon, we get a ScreenTip, and you can add your own
ScreenTips to links so that people know exactly what's going to happen when they click on that
link.
So I'm going to click on the ScreenTip button, and I'm going to add in some ScreenTip text.
Click the link to jump to the Employment Rights Act 1996 on the government website, click OK.
Click OK again. And now when I hover over, I get that information just above in that ScreenTip.
So it's always recommended that you do add these in for informational purposes. Now another
even quicker way that you can add in a link to a web page is simply by typing the web address.
Simply look at the line underneath it says; You Marcus Byrd began working for Kramer, Martin
Chase LLP. And maybe I just want to add the web address of the company website after the
company name. So if I type in www.KMCLLP.com, all I need to do is press the spacebar or the
Enter key and it's automatically going to make that a hyperlink. And once again, I could go in, I
could change the font color so that it matches the other hyperlinks that I have in my document.
Now another thing I could do is link to an external document. So if I move a bit further down my
employment contract, I have a section here for brief description of the job. And it says
underneath your responsibility is set out in the job description attached to this statement. So if I
have the full job description saved off in another word document, I can add that in as a link as
well. So let's right click and click on link. And we're going to stay on the same option existing
file or web page. But this time, we're going to browse to find the file that we want to link to. So
I'm going to click on the Browse for file icon. I can see my documents sitting just here. So I can
select it. Click on OK. I'm going to add a ScreenTip that just says full job description. Click on
OK again. And OK. And there we go.
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Now that link is kind of a little bit ugly. So you might want to tidy this up by editing it. So if I
right click on the link, and go to Edit Hyperlink, instead of it displaying the full path of where
I've picked that document up from, I'm just going to change the text to display to job description.
And click on OK. And that now looks a lot neater. And if I hold down Control, it's going to open
up that document.
Now another cool way that you can link in documents is that you can link to different sections of
the same document. So let's scroll down a little bit. And I'm going to go to this holiday
entitlement section, I'm going to add a piece of text underneath that says see Other Paid Leave.
Now I have a section further down this document called Other Paid Leave. So what I want to do
is create a link that's going to jump me down to that specific section. So I'm going to select my
text, right click and select link. And this time, I want to choose the link to place in this document
option. And what this will do is it will pull in all of the headings within your document.
So again, this is really important that you have your documents styled correctly with heading
styles. So all I need to do now is scroll through my list of headings and find the heading that I
want to link to. And I can see that it's this one just here, Other Paid Leave. I'm going to add a
ScreenTip, Click to jump to other paid leave benefits. Click on OK. OK again, and now I have a
link. I'm going to highlight it, I'm going to right click and change the font color so that
everything is consistent. And now if I hold down my control key and click on the link, it's going
to jump me to that specific section of the document.
And the final type of link I'm going to show you in this module is how to link to an email
address. So let's scroll all the way down to the bottom of this document. You can say that under
disciplinary rules and procedures; “It says if you're unhappy with any disciplinary decision taken
in relation to you, you can appeal by writing to Jane Doe”. Now, it might be that I want the name
Jane Doe to link to an email address. So I'm going to right click and select link. And this time in
the link to area, I'm gonna say email address. And what I can do here is type in the email address
for Jane Doe. And I can type in a default subject if I want to. So I'm going to type in inquiry, I'm
going to add a ScreenTip that says, click to email Jane Doe. Click on OK. Click on OK again.
And now I have a link. So when you click on the link, it opens your default Mail app. And you
can see exactly what it's done. It's populated the email address, and also the subject.
Now, a couple of final points when it comes to adding in links. When you're linking to an
external web page, sometimes it's nice to be able to control how that web page opens. So for
example, this first link here that says Employment Rights Act 1996, I'm going to right click, and
I'm going to edit that hyperlink. And what I can actually do here is I can choose my target frame.
So if I want that to open in a brand new window, I can click the drop down here, and I can say,
New Window. And I'm going to set that as the default for all of my hyperlinks. Click on OK.
Click OK again. And now when I click on my links, they're gonna open in a brand new window.
And of course, the final couple of options that you have. If you right click on any of your links,
you can choose to open them from here, you can copy a hyperlink or you can remove a hyperlink
altogether, which would just take you back to plain text. Now there is one option that we haven't
explored in this module and that is how to link to bookmarks. But we have an entire section on
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bookmarks. I'm going to cover that then. But for now, that's it for this module. I will see you in
the next one.
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Video: Linking to Excel Data
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. We're down in
section eight and in this section we're talking about adding links into our documents. And in the
previous module, I showed you all the different ways that you can add in hyperlinks to external
webpages, external files, other sections of the same document, and also email addresses.
And in this module, I want to show you how you can link to and update Excel spreadsheets from
within Word. So I've created a document for the Fresh Fruit Company. And we have a nice little
image at the top there, and then we have some junk text. And what I want to do is where we have
the heading Sales Figures 2019, I want to create a column chart that's going to display my data
for quarter one. And as always, with Microsoft, there are a few different ways that you can do
this. So first, let's take a look at how you create an Excel chart from scratch.
So I'm going to scroll down and click my mouse just under the Sales Figures heading, I'm going
to go up to the Insert ribbon. And in the illustrations group, you can see there that we have an
option for Charts. So if we click this, it's going to open up the Insert Chart dialog box. And for
any Excel users out there, you will know that this is exactly the same as what you get when
you're working in Excel and trying to insert charts. So listed on the left hand side, we have all of
our different chart types. And there's a whole host of them in here for you to choose from. Now
I'm going to keep things reasonably simple. And we're just going to select a column chart, I'm
going to click on OK. And what happens is it inserts essentially a dummy chart into the
document. And it also opens a mini Excel window which shows the spreadsheet that contains the
data being displayed in the charts.
Now whenever you do this, you're going to get a default series and category set. And this is
really just there so you can see what the charts going to look like. But of course, you can modify
this. So I'm going to change my categories to the different fruits that I'm selling. And you can see
as I click away, if you look at the chart, it automatically updates. I'm now going to change my
series, and I'm going to say this is for January, February, and March because we're just interested
in the quarter one figures. And again, when I click away, you can now see that that ledger has
updated with those months, I can now add in my sales figures. So let's just add in some dummy
data like so.
Now, obviously, you can make this window bigger, and you can add in as much data as you like.
Once you've finished adding your data, you can simply close that Excel window down. And you
now have a lovely little chart in your Word document displaying your data. And if you want to
make any edits to this chart, if you click on the charts, you'll see that you get the Chart Tools
contextual ribbon that showing the design and the format tabs. So I might want to change the
charts style, or maybe even change the colors. I can edit this chart title simply by double clicking
on the text box and adding in a new chart title like so. I can even go as far as to add different
chart elements. So once again, I can utilize my design ribbon. And this first group, I can select a
different element to add.
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So for example, I might want to add some data labels on the inside end of my charts. And you
can see that that actually adds the figures into those chart bars. I might want to add something
like an axis title, which is then just a text box that I can edit I might want to add another one of
those axis titles for the primary vertical like so. And I also have a whole host of different
formatting options on the Chart Tools Format ribbon. So this is where I can go in select a
specific element and format it. So for example, if I wanted to change the color of these green
bars, if I just select one of the green bars is going to select them all I can then jump up to shape
fill, and I can choose a lighter color green.
It's also worth noting that a lot of these options you also have on these three little buttons that
pop out to the side. So if I click on the plus, this allows me again to add different chart elements.
I can even do something like add a trend line. I have a button here for different charts styles. So I
could choose some pre-formatted styles to apply to my charts. And then right at the bottom, I
have some filter options as well. So this is where you can edit what data points and names have
visible on the charts. Another option I have up on the design ribbon is the ability to change the
chart type. So if I decide that I no longer want a column chart, I could click Change chart type, I
can select a different chart. So let's go for a bar chart, click on OK. And it's going to change that
for me.
Now, there are so many options when it comes to formatting your charts. I'm not going to spend
too much longer on this. But hopefully that gives you an idea as to how you can create an Excel
chart and insert it into your Word document from scratch. Let's look at this in a different way.
Now I'm going to click on my chart, press Delete to get rid of it. What about if I already have a
chart that exists in an Excel spreadsheet? Well, as luck would have it, I do. And this is it just
here. So I'm now working in Excel, you can see my data at the top and then a small column chart
that I've created based on that data. So because this data exists in an Excel file already, I don't
need to create it from scratch in my Word document, all I want to do is link to the charts.
Now there are a couple of different ways that I can do this. One way, which is quite simple is I
can select the chart in Excel, press Ctrl C to copy it, jump back to my Word document, and then
essentially paste it in. But instead of doing a regular paste, I'm going to jump up to my Home
ribbon, click the lower half of the paste button and I'm going to say Paste Special. So now I have
two options, I can choose to paste or I can paste a link. And I can also select exactly what it is
that I'm pasting. So I'm pasting a Microsoft Excel chart object. Now the difference between paste
and paste link is that if I choose Paste, it's going to insert this as a drawing. And if I make any
changes to the original source file, they're not going to update automatically in my Word
document. Whereas if I paste a link, then any changes I make in the Excel file will automatically
update. So let's select the paste link option and click on OK. And there we go. So there is my
chart.
So now what I'm going to do is I'm going to update the original source documents. So you can
see how this works. So let's do a split screen, like so. And now let's make one of these figures
really crazy so it stands out. Let's say 500 sales of pears in January and hit enter. So you don't see
this chart update as yet. But if you click on it, right click and say update link, it's going to pull
through that new data. Let's go in and delete out this chart. And I'm going to show you one final
© Copyright 2008-2020 Simon Sez IT, INC. All Rights Reserved.

Advanced Word 2019

way that you can insert charts into your Word document. If we go up to the Insert ribbon, all the
way over in the text group, we have an option to insert an object. Now from here we have two
tabs create from new or create from file. So if I wanted to create a brand new Excel worksheet, I
could it doesn't necessarily have to be a chart. I could select Microsoft Excel worksheet, click on
OK. And it's basically going to open up this floating worksheet and I can then go in and add in
my data. So that is one way that you can do it. Let's go back into object.
The other way is we can create from file. So again, if you have a file that already contains the
data you want to use, you can browse and select it. And I can choose to create a link to the file or
I can choose to display it as an icon. So we haven't done this one yet. So let's do display as icon.
Click on OK. And there we go. So now we have it inserted as an icon, and we can double click
and it's going to open that file up in Excel. So those are the different ways that you can create an
Excel file from within your Word document or insert data from an Excel file that already exists.
That's it for this module. I will see you in the next one.
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Video: Exercise 8
Deborah: Hello everyone, and welcome back to the course. We've made it all the way down to
exercise eight. And in this section, we've been taking a look at adding Links into our documents.
So in this exercise, I just want you to practice some of those skills that we've talked about in
relation to adding different types of links into a document, and also linking to other objects. So
let's take a look at what I'd like you to do.
So the first thing I'd like you to do is open exercise eight from the Exercise Files folder. And
you'll see here what this document looks like when it's finished. Now, I haven't completely
finished off this document, as I haven't added a link for all of these bulleted items. But I've done
the first three, so you can get the idea. And that's the first thing that I'd like you to do. Now, what
you'll see here is in this bulleted list of items, these basically relate to the headings that I have
throughout this document. So you can see here it says the following Ribbon tabs are available in
Word 2019, then we have Home. And if you look further down the page, you can see that we
have a heading that says Home tab. We then have Insert and the corresponding heading for that,
so on and so forth.
So essentially, what I want these links to do is when you click on them, it jumps you to the
relevant heading within that document. And you'll see here if I hold down my control key and
click on draw, it's going to jump me down to that specific heading. So I want you to set up these
links so that they jump to the headings in the document. Now if you want to do a little bit of an
extra practice, what I would say to you is when you're adding in these links, also add in a
ScreenTip, and the ScreenTip can say whatever you'd like it to say. So that's the first part of the
exercise. Let's scroll down the document. So then we get to the bottom of this document. And
you can see here it says Commands on the ribbon, and then I have a link in here to an Excel
chart. And if I double click on this link, it's going to open up that chart in a separate window.
Now this chart is contained in the Exercise Files folder. So what I'd like you to do is just to
create this link within the Word document that links to this Excel icon. And then finally at the
bottom, you can see here it says for more information, visit the Microsoft website. And if I hold
down my control key and click on the link, that's going to navigate me through to the Microsoft
homepage. So this last part of the exercise really gets you to practice Linking to External
Sources. So that is pretty much it for this exercise. And if you'd like to see my answer, then carry
on watching this video. So let's take a look at the answer to this exercise.
The first thing I asked you to do was to add instant links to these bulleted items that we're going
to jump to the relevant section when clicked. So I'm going to double click on home to select it go
up to the Insert ribbon, and in the Links group, I'm going to select link. Now for this one, I am
linking to another place in this document. So I want to make sure I select that option in the Link
To menu. And then I have all of my headings listed here. So I want to link home to the section
titled Home tab and click on OK. So let's test that out. If I hold down Ctrl and click it jumps me
down to the correct section. Let's do the next one.
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So double click on Insert. You could also right click your mouse and go to link right at the
bottom. I'm gonna link to the Insert tab this time. And remember I said there was an optional
activity. If you wanted to add a ScreenTip in, he would click on ScreenTip and you might want
to say something like, please click here to jump to the Insert section. Click on OK. Click on OK
again. And this time if I hover my mouse, you can see there is my ScreenTip text. And let's make
sure this works. Hold down Ctrl click to jump down to that section. Now that's all I'm going to
add into here. You could have gone through and added links for the rest of these if you wanted to
have a really good practice. But hopefully just by demonstrating those two, you've got the idea as
to what I was looking for. So let's now scroll down this document because the next thing I asked
you to do was to add in that Excel chart.
Now for this we want to stay on the Insert ribbon and go all the way over to the text group and
click the object drop down. I'm going to say I want to insert an object. I don't want to create a
new one I want to create one from file and this is where I can go in and browse for my Excel
chart and as I said you will find that in the Exercise Files folder. There it is I'm going to select it
click on insert and to get it to show as just an icon, I select the display as icon option. Click on
OK. And there is our chart. Let's double click to make sure this works. And I can see that it does.
The final part of this exercise was to link to an external website. So once again, I'm just going to
double click on the word Microsoft jump up to link and this time I'm going to link to an existing
file or web page, the text to display as Microsoft and then I just need to type in the address like
so. Once again, I could add in a ScreenTip if I wanted to click on OK. And there we go. So that
is pretty much everything I was looking for in this exercise. Hope you got on okay with that. I
will see you in the next section.
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Section 9 – Table of Contents
Video: Mark Entries and Generate an Index
Deborah: Hello, everyone, welcome to this course on Word 2019 Advanced. We're down in
Section nine. And in this section we're going to take a look at how we can create a Table of
Contents and also an Index. And this module, we're going to start with adding an index to our
document.
And an Index is normally found at the end of a document. And it basically lists out any headings
points of interest, anything you mark as an index entry, in alphabetical order. And in this module,
I'm going to show you how you can mark entries and create an index. Now the process of
creating an index is a twostep process. The first part is that you need to mark the entries that you
want to include in your index. And the second part is actually building and inserting the index
into the document. So let's deal with the first part, marking our index entries.
Now on the screen here, I have a very basic document, it's called the Solar System. It has some
headings, but it also has some junk text in there as well. Now essentially, what I want to do is I
want to mark these headings so that they appear in the index. So for this, we're going to need to
go to our References tab. And we're going to be working in this Index group. And you can see I
have two active buttons there Mark entry, and we have a keyboard shortcut of Alt Shift X. And
then we have an Insert Index Button. So I'm going to go through and I'm going to mark the
entries that I want to appear in the index. Now I don't want the main heading to appear. But I do
want the subheadings.
So the first one is introduction, I'm going to click Mark entry, and that pulls up the mark index
entry dialog box. It's telling me that the main entry is going to be introduction. And I also have
the option of adding in a sub entry. Now I'm going to deal with sub entries in a moment but for
the time being, I'm going to leave that blank. I want it to link to the current page that this heading
is on. And I'm not going to apply any page number formatting. I'm just going to say Mark. Now
what you'll see when I click mark is that Word adds in a field code. And pretty much anytime
you see anything that's within curly brackets, that's considered to be a field code. And if you
remember from previous modules, field codes can be updated. And even if you're not somebody
who's into coding, this is a fairly easy piece of code to understand.
The XE stands for index entry. And then in quote marks, it just has the word that's going to be
pulled into the index. So now I'm going to move down to the next item that I want to mark and
that is the inner planets. Now you'll see when I select it, it doesn't change in the mark index entry
box until I click on the box. And that's really to do with the focus. Because I have the mark index
entry window over the top of my document, I can't be working in both of them at the same time.
So, I need to make sure that when I want to select the item to mark and clicked on the document,
and then I need to click back on the mark index entry box to pull focus back. I'm going to keep
all of these options the same and just click mark.
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Now you'll see here with this heading the inner planets, I then have some subheadings
underneath there, Mercury, Venus, Earth, and Mars. So I'm going to leave those for the time
being because what I'm going to do is make those sub entries of the inner planet at the end. So
I'm going to move down to my next main heading, and remember, we need to click on a
document, select our text, and then click back on our window to get that to update and mark. So
Jupiter, Saturn, Uranus, Neptune and Pluto are all going to be sub entries of the outer planets, I'm
going to move down to where it says sun, I'm going to click on my document, select the sun,
click on my dialog window to update and click mark. And then just for quickness, I've already
marked the entries for the galaxy and space travel.
Now for the time being I'm going to click on Close. And I just want to show you what that looks
like when we add in our table of contents. So I'm going to jump to the bottom of my document
Control End. And I'm going to add in a page break Control Enter, because it's always good to
have your index on a different page to the content of your document. Now I'm just going to apply
a little bit of formatting. And now I'm ready to add in my index. So all I need to do is jump back
up to References and in the index group, select Insert index. So now I get a choice of how I want
this index to look. So right at the bottom, I have some templates that I can choose. So if you take
a look at Classic, you can see how that's gonna look in the preview window above. We have
Fancy, Modern, and also Bulleted.
Now I'm going to choose Classic. So currently I have my index entry, comma, and then the page
number. Now I actually don't want it like that I want my page numbers right aligned. So I'm
going to select that checkbox. And I also want to include a tab leader, like so. I can choose
indented or run in for my numbers, which toggles between those two options. And I can also
choose how many columns I want for my index. So if you have a particularly long index,
sometimes it's better space wise on your page to have more than one column. So let's say two
columns, even though I only have a few index entries, click on OK to insert that index. And there
I have by index. So I'm going to turn off paragraph markers, so it's a little bit cleaner. And you
can see all of those items that I marked listed in alphabetical order with the page number.
So let's jump back up to the top, Control Home. And what I'm going to do is I'm going to go
through and I'm going to mark the sub headings as sub entries. So I'm going to turn on my
paragraph marks again so I can see those field codes. I'm going to select the first one, which is
Mercury, go to the References tab and say Mark entry. Now what you'll see is that when you
mark an entry, it automatically puts it in as the main entry. Now if you want this as a sub entry,
or sub heading of the heading above, then all you need to do is cut it Ctrl X and Ctrl V to paste it
into the sub entry, we then need to link it to a main entry. And we're just going to type this in.
So we're going to say this one belongs to the inner planets main heading, and click on mark. And
once again, the code that's been inserted isn't too difficult to understand. We have index entry,
and it says the inner planets, which is the main entry, colon, mercury, which is the sub entry.
Let's do another one. So click on the document to bring focus, select Venus, click on Mark entry,
and then we're going to Ctrl X Ctrl V, and this one is also the inner planets, and click mark. Let's
do one more, click on the document, select Earth. Click on the dialog box Ctrl X and Ctrl V. And
click mark.
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Now another way that you could do this is you could just copy and paste the code. So now I have
my code listed here, I could select it Ctrl C, go down to where I have Mars, paste that in and then
just modify the word earth with the word Mars. Now I'm going to go through the rest of this
document marking these sub entries. So I'll see you back here in a few moments. And there we
go. So I don't have all of those sub entries marked, but I now need to go to my index and update
it to include those new entries. So I'm going to press Ctrl End to jump to the bottom of my
document, I'm going to click on my index. And if I right click my mouse, because this is
essentially a field, we have the update field option. Click on Update field. And you can see it
pulls through all of those index entries. I'm going to turn off my paragraph markers so this looks
a little bit cleaner.
Now looking at this, I might decide that I don't particularly like the way that that's laid out. So
once again, I can click to select the index, right click and go to Edit Field. It’s going to take me
into my field properties. And I'm just going to select index to jump back into that window. So I
might decide I want to make some changes to this index. And you can see I'm going to have it
classic, right align, I'm going to put those dotted tab leaders back but this time, I'm going to have
only one column. I'm going to click on OK. And word automatically asked me if I want to
replace this index. So I'm going to say OK, and there we go. I think that looks a lot nicer.
And just out of interest if you ever want to see the field code that's controlling this index. If you
click on the index, right click your mouse and select a toggle field codes from the menu. This is
showing you the code behind your index. And we're going to talk more about editing field codes
when we get to the Table of Contents section. If I want to pull that back, I just highlight again
and toggle the field codes off. It's also worth noting that if you do want to update your index, you
can also press the F9 key on your keyboard.
So that's it for this module fairly simple when it comes to marking entries and inserting an index
into your document. That's it for this module. I will see you in the next one.
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Video: AutoMark Entries to Create an Index
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. This is still
Deb, and we are down in Section nine, where we're looking at how to insert Tables of Contents
and Indexes. And in the previous module, I showed you how you can mark entries in a
document, and then generate an Index. And in this module, I want to show you a slightly
different way of doing this. And that is by using a Concordance File.
So let me pull up the concordance file I'm going to use for this document, and then I'll talk you
through it and explain what it is. So a concordance file is basically a two column table with
words to look for in the document and their corresponding index entries. So the words in the left
hand column of the table are the ones that Word is searching for, and the ones that marks for the
index. So when Word finds a word that's listed in the left hand column, it records the
corresponding text in the right hand column as the index entry, along with the page number of
which that word is found on.
So what I've done here is I've gone through my document, and I've added in the words in the left
hand column that I want Word to search for. And then on the right, I've marked how I want it to
appear in the index entry. So for example, these first two here, these are both solar system. But
you'll notice that this is case sensitive. So if I wanted to pick up both the word solar system in
capital letters, which I have in some of my headings, and also the word solar system in the body
of the text that I need to put two entries in, but I want both of these to fall under the solar system
heading in the index.
For the next three, these are names of people who are very heavily involved in discovery and
exploration. So in the index, I want these three people to come under the index entry discovery.
So I've basically gone through the document, I've created an entry for sun, inner planets. And
then when we get to Mercury, Venus, Earth, Mars, so on and so forth, you'll see that I've got
inner planets, colon, and then the name of the planet. So this is the format I would use if I want
this particular index entry to be a sub entry. If you remember, in the last module, when we were
marking entries, this is basically the format that appeared in that field code. And I've gone
through and I've done the same for the rest of these. And then essentially, what I've done is I've
done some different variations of these words as well.
So just below, I have sun, and I have all of the inner planets again, but this time, they're in what
we call proper case, as opposed to in capital letters. So the index picks those up as well. So a
concordance file can take a little bit of time to put together. But it is something you can reuse
over and over again. And if you have a very long document, it does save you quite a bit of time
as you don't have to go through marking all of the entries individually. So now that we have our
concordance file, how do we load this up into our document so that it pulls these items through
into the index?
Well, the first thing I'm going to do is close down this file, and jump back to my document. So
I'm going to press Ctrl End, and you can see that I already have a Blank page inserted ready to
insert my index. So all I need to do is go up to the References tab and go across to the Insert
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index button, I'm then going to click the AutoMark button. So that's basically going to allow me
to browse for my AutoMark file. And you can see mine sitting just there. So I'm going to select
it, click on open. And now if you take a look at my document, you can see it's added in all of
these field codes. So if I press Ctrl End again, all that's left for me to do is insert my index. So up
to the references tab, and insert index. I'm going to say classic, right align, dotted tab leader, I'm
going to have one column, click OK. And there is my index.
And you can see there very clearly the sub entries and all of the page numbers where those
entries are found. And the same with the outer planets. We have our sub entries and all of the
pages where those items are found. So a concordance file is a great way of generating an index
quickly without having to go through and markup the document. I hope you found that
interesting. That's it for this module. I will see you in the next one.
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Video: Insert a Table of Contents
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. This is
still Deb, and we're down in Section nine, where we're looking at generating Tables of Contents
and indexes. And the last few modules, we've been focused on creating indexes at the end of our
document. So in this module, I'd like to move on to adding a Table of Contents to the start of a
document.
Now Table of Contents is always helpful. And you're probably very familiar with them in any
book that you read. It enables you to quickly be able to find where a certain item chapter title is
located within your document. And Word uses headings in your document to build an automatic
Table of Contents that can be updated when you change the heading text, sequence, or level. So
in this module, I'm just going to show you how to style up your document and create a table of
contents.
So as I just mentioned, the most important step of this is that you have your document styled
correctly using Heading Styles. If you don't have styles in your document, then word isn't going
to know what to pull into the Table of Contents. Now currently, if I switch into draft view, you
can see down the left hand side that I don't have any styles applied to my document, it just says
normal, which means normal text in there. So I'm going to need to go through my document and
start applying some Heading Styles. Now, as I mentioned in a previous module, I always like to
work in draft view when I'm doing this. So I'm going to click at the front of solar system, go to
the Home ribbon. And in my Styles group, I'm going to utilize the title style.
Now if you don't like the way that these styles look, you can always jump into these styles and
modify them. But just for quickness purposes, I'm not going to do that, I'm just going to take the
default styles. Let's scroll down to our first heading. So this is going to be a Heading 1. This is
also a heading one and another Heading 1. And you'll see as I'm doing this, it's telling me in that
left hand style pane exactly what style I have applied to each line, which I find extremely
helpful. Now I can see here that this one actually needs to be a heading one also. And then we're
going to have the inner planets, which is a subheading of the inner solar system, that's going to
be a Heading 2, and then the planets are going to be Heading 3s. And the quick way I can do this
is to hold down Control and multi select.
Outer solar system, that's going to be a Heading 1, outer planets Heading 2. And then we have all
of our planets. So I'm going to hold down Ctrl and select them Like so. And these are Heading
3s. So I've now styled up my document, I'm going to switch back into Print Layout view and
Control Home to jump to the top. So now I have heading styles applied, I can go in and create
my table of contents. Now I always recommend the Table of Contents at the start of your
document on its own blank page. So I'm clicked in front of the word Solar System Overview the
title, and I'm going to insert a page break, Control Enter. So now I have my blank page. And I
might just want to add in a quick title. I'm just going to make this a little bit bigger, like so.
So now I'm ready to insert my Table of Contents. You'll find it on the References tab in this first
group here called Table of Contents. And if you click the lower half of the Table of Contents
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button, you'll see the Word has some built in Table of Contents styles. So we have automatic
table one, which will include the heading of contents, automatic table two, which includes a
slightly different heading. And then we have a manual Table of Contents. We also have some
other options at the bottom here. So if you want to browse some more tables, you can or you can
create a custom Table of Contents. So if you want to be very specific about the style of the table
of contents, the type of fonts you're using, you can jump into here, go to the Modify button and
you can define all of the options for your Table of Contents.
Now I'm not going to do that at this stage. I'm going to cancel out of there. I'm just going to
utilize one of these automatic tables. So I'm going to say automatic table two. And there we go
very quickly, I've managed to add a Table of Contents to the start of my document. Now because
this Table of Contents comes with a heading, it means I don't need the heading that I added so I
can delete that out. And I could even decide to change the color of all of the entries as well if I
wanted to. So maybe I want a dark blue color. So once you have a Table of Contents at the start
of your document, it's going to be something that you need to update if you make any changes to
your document. For example, if I scroll down, and let's go to discovery and exploration. Maybe I
added a blank page in between these two pages. So Ctrl Enter for a page break. So now
discovery and exploration has been pushed down onto the next page. But if I go up to my table of
contents, it's still showing as being on page three, when actually, it's now on page four.
So I'm going to need to update my Table of Contents. And there's a couple of different ways I
can do this, I can click on it, and I have an Update Table button. Alternatively, I can press the F9
key. So let's update the table. Word is going to ask me if I want to update the page numbers only
or update the entire table. Now if you've just moved headings around in your document, then you
could choose to update the page numbers only. If you've added additional items in then you're
going to want to update the entire table. But my general rule here that I tell people is if in doubt,
just update the entire table. Click OK. And you'll now see that discovery and exploration is on
page four.
Now one last point about Table of Contents is that you can control which headings is picking up.
So currently, this Table of Contents is picking up Heading 1, Heading 2, and Heading 3 because
that's all of the headings that I've added into my document. However, if I only wanted it to pick
up heading 1 and 2, I can select my table of contents, right click and jump into Edit field. I'm
going to select Table of Contents. So if I only wanted it to pick up two levels, I have a Show
Levels option down here. So I'm just going to take that down to two, click on OK, it's going to
ask me if I want to replace the Table of Contents, I'm going to say yes. And now I'm only getting
headings one and two in my document.
Now something else I can see with this Table of Contents is that if you look at the bottom, we
have inner solar system. And then we have inner planets, which is a Heading 2, we have outer
solar system, which is a Heading 1, but I don't have outer planets, which should be a heading
two. So this is the kind of troubleshooting you might have to do with the Table of Contents.
What I'm thinking here is that I've probably marked the outer planets heading with the wrong
heading style, I've probably marked it as a Heading 3 as opposed to a Heading 2, which is why
it's not being picked up in the table of contents. So what I will do in this situation is I'm going to
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jump down to outer solar system by holding down CTRL and clicking on the page number. And
I can see here, here is outer planets.
If I click in it and look in my styles, I can see Yes, I have a Heading 3 applied. So I'm going to
want to change that to a Heading 2. Control Home to jump to my Table of Contents, and then I'm
going to say update table. I'm going to update entire table, click on OK and there we go. It's
pulled through outer planets. So that's how you can insert a Table of Contents, make some
modifications and also update it.
In the next module, I'm going to take you into the background code that controls this Table of
Contents and show you some cool things you can do with switches. So please join me for that.
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Video: Using the TOC Field Code and Switches
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. This is
Deb and we're down in Section nine, where we've been taking a look at how to insert a Table of
Contents and also Indexes. And in the previous module, I showed you how to insert, modify and
update a Table of Contents at the beginning of your document.
Now in this module, I want to delve into some of the more advanced options that you have when
it comes to working with a Table of Contents. So we're starting off pretty much where we left off
in the last module with our solar system document, and our Table of Contents, which currently
contains heading levels 1 and 2. Now, as I mentioned previously, things like Tables of Contents
and indexes are controlled by Field Codes. And if you want to see the field code that's
controlling this table of contents, we just need to select that Table of Contents, right click and
select toggle field codes. And that's going to show you the underlying code of this particular
Table of Contents.
Now, you might not be that interested in code or basic programming, but really, these field codes
in Word are reasonably straightforward and simple to understand. And it's good to learn how you
can modify them. Because sometimes if you really want to create a really nice custom Table of
Contents, it's good to know the different switches that you can add into your field codes in order
to do that. So let's work through and read exactly what this Table of Contents’ code is doing.
Now, the first thing to know is that anytime you see something enclosed in curly brackets, it
means that it is a field. And the first thing we have in there is TOC which is Table of Contents.
So this is essentially the name of the field code.
Then after the field code, we have what we call Switches. So anything you see here that has a
backslash, so backslash o, backslash z, h and u, those are all defined as Switches. And Switches
control what you see in your table of contents, the format of the Table of Contents and other
things. So let's take a look at the Switches that make up this table of contents. Well, the first
switch here is backslash own. And that basically means outline level. And it's followed by one
dash two in quote marks. So currently in this table of contents, we’re picking up outline levels,
which is headings data, essentially, 1 to 2. The back slash Z tells word to hide the tab leaders and
page numbers in web layout view. Because most of the time, those are not needed in that
particular view.
The H switch inserts hyperlinks into the Table of Contents so that you can click and jump to that
specific page. And finally, the slash u switch tells the Table of Contents to pick up anything
that's been marked as a heading in the paragraphs. And there are a whole host of different
switches, you can add into your Table of Contents In order to get it to do different things. If you
want to see a big long list of the different switches that you can add and a description of what
they do, then you can find those in Word help. So if we jump up to the search bar at the top, and
I'm going to type in field coats, I get 10 results in help. So I'm going to click on field codes. And
the one I want to reference is this one here list of field codes in Word. And the one that I'm
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specifically interested in is the Table of Contents field code. Because, we want to see the
switches for that.
So I'm going to go down to t and I'm going to select top field. And this is where you'll find a list
of all of the switches. So I always find it's good to have this up at the side of the screen when I'm
trying to modify my Table of Contents code. So let's do some basic modifications to this piece of
code. The first thing I'm going to do is I'm going to change the number of headings that this
Table of Contents picks up. So instead of it saying one to two, I'm going to change this to 1 to 3.
And then if I select the field, right click and go to update field, I'm going to update the entire
table. And now it's going to pull through Headings, 1, 2, and 3. Let's highlight our Table of
Contents again, right click and toggle the field codes. What I could do here is if I didn't want to
make the Table of Contents links clickable, I could remove the slash h switch, which basically
makes everything a hyperlink. So I've removed it, right click or press F9 to update field.
And now as I hover over my Table of Contents entries, you'll see that I don't get that ScreenTip
that tells me click to follow link. Let's highlight and toggle once more And I'm actually going to
go in and add that hyperlink back in again. Now another switch I could add in is one that applies
some kind of formatting to the page numbers in a Table of Contents. And that is the backslash, p
switch. So I'm going to click at the end of my code, type in backslash, p space. And then I'm
going to enter quote mark, hyphen, quote mark.
Now essentially, what this is going to do is it's going to remove the tab leaders from my Table of
Contents. And my Table of Contents entry is going to be separated from the page number by a
dash. So let's select, right click, and update the field, update entire table. And now you can see
what that looks like. So if we turn off paragraph marks, you can see that a little bit clearer. So
there's all different kinds of switches that you can add into that code to modify your table of
contents. I'm going to finish off this module by just showing you another way that you can edit
the code, I want to include an entry in the Table of Contents for something else in this document.
So this is essentially independent from the rest of the Table of Contents.
So if I scroll down, I can mark anything in my document as a Table of Contents entry, regardless
of whether it has a Heading Style applied to it or not. Now, this first title, just here, solar system
overview that has a style applied, but it's the title style. So it doesn't have a Heading 1, Heading
2, or Heading 3. Hence, why it doesn't get picked up in my Table of Contents. But maybe I've
decided that actually I do want this in my table of contents, but I don't want to change it to a
Heading 1, 2, or 3. What I could do is manually mark this heading as a Table of Contents entry,
and then add a switch to the Table of Contents code that picks it up. So the first thing I'm going
to do here is select the solar system overview. And I'm going to make this a field. So I'm going to
jump up to the Insert tab. And over in the text group, we're going to go to the quick parts drop
down. And we've seen this before we’ve utilized this field option already. But I'm going to select
field.
Now when you're manually marking entries for the table of contents, the field you need to use
for this is a field code called TC. And you'll see when I click on it right to the bottom, it says
mark a Table of Contents entry. So now in this middle section here, it says field properties, I
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need to tell Word what I want it to say in the Table of Contents. So I might want it to say soda
system overview, I just wanted to say overview, I then have some field options. So I'm going to
say this Table of Contents entry is in a document with multiple tables. And I need to choose the
outline level. So if you remember from a table of contents, anything that's marked as a Heading 1
is kind of flush with the left hand margin. If it's Heading 2, it's indented slightly, Heading 3
indented slightly again. So here I need to specify how I want this Table of Contents entry to
indent. So what do I want it in line with? Well, this is a title. So I'm going to put this in line with
all of the headings 1s in the table of contents, and click on Ok. And this is what you get.
So you can see that we now have the TC field code for Table of Contents, it's showing the entry
that's going to be displayed in the Table of Contents, which is overview. We then have the
backslash f switch. And what that does is it basically says a build a Table of Contents, including
TC fields. And then finally we have backslash l and then the number one. And that's just
specifying that this is going to take on the properties of a level one headings in the table of
contents. So that's what we're looking at. So now if I jump up to the top of my document Control
Home, I'm going to update my Table of Contents and see what happens. Nothing. So you can see
that it hasn't pulled it through. And that's because we need to edit that top field code and add in a
switch that's going to pick up any TC entries.
So let's right click and toggle the field code. And for this, we just need to add in a switch that
says backslash, F. So now if I right click and update the field, you'll see that it's added in that
new Table of Contents entry at the top. So if there are other things in my document that I haven't
necessarily marked as headings that I want to put into the Table of Contents, I just need to add
that TC field code and make sure I have that backslash f switch in that top field. Now we're
going to revisit field codes and switches a bit later on in this course when we talk about Utilizing
bookmarks. And in that section I'm also going to show you how you can use bookmarks to create
multiple Tables of Contents in the same document. But for now, hopefully that's given you a
little introduction as to what's to come. That's it for this module. I will see you in the next one.
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Video: Exercise 09
Deborah: Hello everyone, and welcome back to the course. We're down to exercise nine. And in
this section we've been talking about inserting Indexes, and also a Table of Contents. And that's
exactly what I want you to practice in this exercise. So let's take a look at the document in its
completed state. So this is what we're aiming for.
Now, this document is a document related to the History of Film. And the document is made up
of some Heading 1s. And we also have some Heading 2s in here as well. And you can see them
sitting just here. So what I want you to do is I want you to add in a Table of Contents on its own
page at the beginning of this document, and I want your Table of Contents to resemble
something like this. And for this one I've used the style of from template. Now the reason why
I've used that style is because I wanted to modify how these headings looked. And you can only
do that if you're using the from template style. So I selected from template, I ensure that my tab
leaders was set to dotted. And I also right aligned all of my page numbers.
What I then did is I modified this Table of Contents so that all of the Heading 1s appear in bold.
So a few different options for you to think about when you're inserting this table of contents.
Let's jump down to the end of the document Control End. You'll see right at the end here I have
an index. And for this one, I've used the Classic style, I have dashed tab leaders and my page
numbers are again aligned to the right. Now once you've done all of this, what I would then like
you to do is just jumping to the main body of the document, I'd like you to add in another
Heading 1 or 2, and maybe just some junk text. And then I'd like you to update both the Table of
Contents and the Index. And that is pretty much it. If you want to see my answer carry on
watching this video. So let's take a look at my answer.
The first thing I want to do here is add in a Table of Contents. Now I'm going to turn on my
show hide markers so this makes it a little bit easier. I'm going to press Ctrl Enter to put in a page
break so that I have a nice blank page to work from. I'm then going to jump up to the References
tab and into Table of Contents. And I could select one of these automatic tables. If you did it that
way, that's not a problem. I'm actually going to go down to custom table of contents so I get my
options just here to modify. So I want you to make sure that you're showing page numbers and
they're aligned to the rights. I wanted you to make sure that you'd selected from templates. I only
have two levels of headings in my documents. So I'm going to put that down to two levels. But
what I also want is I want everything that's a Heading 1 to show in bold.
So for that I need to jump in to the Modify button. I'm going to select top one, so that represents
the Heading 1s and click on modify. And then I'm going to change my font formatting to bold
and click on Ok. Ok. And Ok, again, to insert my Table of Contents. So now what I can do is I
can add in my title, table of contents, and I'm going to apply a heading 2 to that. And I'm also
going to center it. If you didn't center it, that's not a problem. It's really personal preference. As
long as you managed to insert a Table of Contents that looks similar to this with those Heading
1s in bold, then that's all I really wanted you to be able to do. Let's now jump down to the end of
the document and put in a page break Ctrl Enter.
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Now here, I want to create an Index. So I'm just going to type in index and put that as a Heading
2 as well. And then press enter a couple of times ready to insert my index. Now before we do
that, we need to mark at index entries. And if you remember from the tutorials, we have some
Heading 1s in here and some Heading 2s. And we need to deal with those in slightly different
ways when we mark the interest. So first thing I'm going to do is jump up to the Reference tab,
I'm going to double click the first thing I want to mark for the index, which is the introduction
heading and I'm going to say Mark entry. It’s going to insert this as a main entry in the index,
which is fine, and I'm just going to say mark. Let's scroll down to the next one.
We're going to select it, click back on the mark entry window so that it refreshes and picks up
that main entry and click on mark. And that's basically what I wanted you to do. Every time there
was a heading 1 just go through and mark the entry but when it comes to heading 2s, we need to
do something slightly differently. So for example, I've marked the birth of movies as my main
index entry. But because we have invention and the advancement of cinematography as a
subheading, I want this to be a sub entry of this index entry. So I'm going to select, click back on
my mark entry box. And if you remember, we need to make this a sub entry. So I'm going to
select all of the text Ctrl X to cut Ctrl V to paste, and my main entry needs to be the birth of
movies, and click on mark. So that's what I wanted you to do for all of the Heading 2s in this
document, they need to be sub entries.
So I'm going to go through and repeat this process for the rest of the headings in this document.
And then I'll join you back when we're ready to insert our index. So I'm now ready to insert my
index. So I'm going to go down to my Index page. I've marked all of my entries, so now I just
need to go up to the index group, insert, index, and then select my options. Now for this one, I'm
going to say I want to use the Classic templates, I want to right align the page numbers, and I
want a dashed tab leader, click on OK. And there we go. If I remove my show hide markers, we
have a nice clean looking index.
Now the final thing I asked you to do was to add in some text and update your Table of Contents
and your Index. So let's scroll up to just after where we have the early years, I'm going to press
Enter. And let's just type something in like art direction. And I'm going to mark this as a Heading
1. Now you could have added in whatever you like, as long as it was marked as a heading one if
we scroll back up to the Table of Contents. To update this, we just right click a mouse and select
Update field. And you can see now art direction is in my table of contents.
Now I'm going to utilize the page number here to jump down to where we have art direction.
Simply what I could do is mark this for the index. So I'm going to select it up to references, Mark
entry. And now I just need to update my index. So let's go down to the index and select it. Right
click Update field. And there we go. You can see we now have a new index entry for art
direction. And that is pretty much it. That's what I wanted you to do.
Hopefully that's given you a good chance to practice inserting a Table of Contents, updating it
and also how to create an index. That's it for this exercise. I will see you in the next section.
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Section 10 - Templates
Video: Using Templates
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. We’re down
in Section 10. And we are changing gears a little bit in this section, as we're going to take a look
at the wonderful world of Templates.
Now, templates are pre designed documents that you or someone else can create and reuse. So
the template could be for something like a letter that you write on a frequent basis, it could be a
template for a flyer, a business card, maybe a brochure or a resume. All the template does is it
really provides consistency when it comes to the design. So templates can contain specific
layouts, styles, design, graphical elements and text. And once you create the template, you can
essentially use it over and over again.
Now each time you utilize that template, you'll need to save it as a new document and then make
the required changes. So for example, if you create a letter template, you're probably not going to
be addressing that letter to the same person every time, even if the text within the letter is the
same. But if you start out with a template, you don't have to type the entire thing again, you can
just jump into it and change the name. So that's why templates can be really useful. And you'll
see here on the screen, I've just opened up one of the flyer templates available in Word. And
that's the brilliant thing about Word is that there are hundreds and hundreds of templates for you
to use available from Microsoft.
So in this module, I'm really just going to show you where you can find all of your templates,
how you can search, load them, and also save them. So let's get to it. So I've opened up my copy
of word, and I've jumped straight to the New Option in the File tab. And what you'll see at the
top here is all of the different templates that I've accessed recently. So we have a blank document
and then we have a selection of templates. And then as I scroll down, you'll see that I have this
section just here that says Search for online templates. And underneath that, again, I have a
selection of different templates that I can use. And all of these templates are categorized by
Microsoft. And you can utilize the search bar above to search for something very specific.
So if I was looking for a resume, I can type the word in, hit enter, it goes away, and it searches
through all of the templates for resumes. I can then scroll through and see which one is best
going to suit me. Now it's worth noting with these templates that every single element that you
see can be modified. So for example, with this one just here, if you don't like the purple color,
these are just shapes, and you can just change the shape fill. You can change the font and replace
them with your own images as well. But I find with templates, they're just a really good starting
point when you're trying to put together a nice looking document. So I'm going to click on the
back button to jump back to my templates. And I'm going to do a quick search for flyer and hit
enter.
So maybe I'm creating a flyer for my dog walking business. So I see this one just here side hustle
flyer. And also one thing to note is that when you hover over any of these templates, you have
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the option to pin them to your list. So if I was to pin this, when I go back to the main screen, you
can see it's now appearing up here as pins. So it's always going to be there, no matter how many
other documents I open. So let's click to open up this dog walker flyer. And there we go. This is
now loaded. And you can see that is currently an unsaved document. And if I take a look at some
of the elements here, this is just text that I can change the same here with the word dog walker.
And then this is an actual image I could replace with something of my own. And again, many of
these things down here are simply shapes that have been inserted into the document which you
can replace with other shapes, other text or other graphics. So every element is editable.
Now it might be that I want to utilize this template over and over again. So maybe I'm going to
use this template for somebody who sits cats or somebody who looks after birds. I basically want
it to look the same as my flyer, but with slightly modified wording. So I'm going to save this
template off so I can reuse it. So let's jump up to File and down to Save As and I'm going to
browse to the folder where I want to save it. I'm going to call this dog walking flyer template.
Now one thing to note, when you're saving a document as a template, you want to make sure that
you could save it as the correct document type. So currently, this is defaulted to just the standard
Word file extension which is dot docx. But if you want this to be a template click the drop down
and you want to save it as a dotx file a Word template file. Now what you'll notice immediately
is that as soon as I select that file extension word jumps me to a different file, save location.
So if you look up here, now it's saving it into the Custom Office Templates folder. And this is
where all of the templates that you save are going to be stored by default. Now of course, if I
didn't want that, I could just navigate back to the folder I want to save it in. But it is a good idea
to put them all together in an office Templates folder. I'm going to click on Save. And there we
go, my dog walking fly template has now been saved. So let's go to File, and close. And let's
reopen our template and I'm going to show you exactly why it's a good idea to keep them saved
in that Custom Templates folder. Let's jump up to the File tab. And I'm going to go down to the
New Option.
Now if I scroll down, you'll see that where we have all of our templates, I have two tabs at the
top; Office and Personal. So office is showing me all of the templates available at Microsoft. But
personal is going to show me the templates that I've saved. And you'll see underneath personal
we have the dog walking flyer templates. Now Word is able to pick those up because of the
location that they're saved in into that Custom Templates folder. And that's why in general, when
I'm creating templates, I don't tend to put them in my own folders, I just let word put them in that
custom folder so that I can easily access them from here. So now it's just a simple case of re
clicking to open up that templates. And another thing you'll notice is that when it opens, it opens
in a new document as a blank file.
So now I can make my changes and resave this as something else. So maybe I was going to
change this one to cat sitting, I would then go in File, Save As, and then I don't necessarily need
to have this one saved as a template, I can just select a folder to save into and save as normal. So
that is it fairly simple. In there we’ve seen how you can search for different templates, how you
can load a template into Word, and then also save it into the Custom Templates folder so it's easy
for you to find again. That's it for this module. I will see you in the next one.
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Video: Creating a Custom Template
Deborah: Hello everyone, welcome to this course on Word 2019 Advanced. We're down in
Section 10 where we're exploring the wonderful world of templates in Word. And in the previous
modules we've seen where we can access our templates available from Microsoft, how we can
load them up, and then save as a template so that we can reuse it later on.
And in this module, I want to further that idea and create our own Custom Templates. So
previously, when we've been selecting a template, we've been going to File, New, searching for a
template and then loading it up into Word. In this module, we're going to create our own from
scratch. So what I have on the screen at the moment is just an empty blank document. And what
I want to create is a template for a user manual. So it might be that I'm writing a guide to
Microsoft Word 2019, that not only myself, but other members of my team are going to utilize
for all the courses that they write as well.
So I want to create a template that can be reused over and over again by different people to help
maintain the consistency when it comes to the style of the document. So the first thing I'm going
to do here is I'm going to build a cover page. And what you may or may not notice is on the
Home ribbon in the Styles group, I have some new styles loaded up. So these ones are different
to the styles that I've been using throughout the course. Now if you do want to change the type of
style that you're using, if you jump to the Design tab, you'll see this group here that says
Document Formatting. And if you click the drop down, this contains a whole bunch of style sets.
And each one of these sets contains different properties. So different fonts for the title, heading
1s, 2s, 3s, and 4s, and also for the normal text in the main body of the document. So if you don't
like the default styles that you have, you can come in here and select a different style set.
So I've selected this one here, which is the Shaded Style set. What I've also done is I've modified
the colors vary slightly, so I wanted mine to be this teal kind of blue color. So I came into this
colors drop down and just selected a different color palette. And I also modified the font style to
font that I wanted to use. So don't forget, you have these options just here to further customize
your style sets. So with all that said, let's jump back to the Home ribbon and let's start to build
our cover page. So the first thing I'm going to do is I'm going to center align my cursor. And I'm
also going to turn on my formatting so you can see what I'm doing.
Now I want my cover page information to be a little bit further down the page. So I'm just going
to put in a few returns into there. And what I want to have on this cover page, it's basically the
title of the document, the author, the company name, and also the date. And for this, I'm going to
utilize document properties and fields. So we've seen before where these are kept, if we jump up
to the Insert ribbon, and go across to the text group and into quick parts, we have our document
property area. So the first thing I want to add into here is and you can see that puts a little
placeholder that says title in which is great for templates, because everybody who opens there's
it's going to know what needs to go there. If I hit my Enter key, you'll see that it moves my
cursor down. But because of that paragraph spacing, I have quite a bit of a gap between my title
and where I'm about to type.
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Now, if you want to get round to that, or if you want less spacing, I should say, if you hold down
shift and press enter, you'll see you don't get as big of a gap. So now what I want in here is the
author name. So once again, I'm going to go to quick parts and down to document property. And
I'm going to select author. Now this author field will pick up the author name from the properties
of this document. So because I created this document, it's populating my name in there. What I
could do is click in here and just delete out my name. And it's just going to leave that placeholder
of author, shift and enter again. So now I'm going to add my company name. So once again,
we're going to quick parts, document properties, and company, shift and Enter. And finally, I
want to enter the date and time.
Now you'll see in this text group, I have an option for date and time. So let's insert it and I'm
going to choose the format that I want the date to be in, which is this one just here. Now I'm
going to check this checkbox to update automatically so that every time this document is opened,
it's going to be the current date. And click on OK. And there we go. So I haven't actually hard
coded the title, the author and the company in I just have the fields there, which is perfect for a
template. What I might also want to do is apply some formatting to these. So if I right click and
Go to font, I'm actually going to make this one a lot bigger. So let's make that 20 points. And
then I'm going to have the author, let's have that at 12 points. And we'll do the company that's
gonna be 12 points as well. And then the dates, I'm going to make that 12 as well. But I'm also
going to make it italic, and click on OK. And there we go. So now I have my cover page with the
information on it that I need.
So what I'm going to do now is I'm going to enter a Table of Contents on my second page. So I'm
going to create a page break Ctrl Enter. Now I can see that my cursor is center aligned and also
still in italic. So I'm going to turn off Italics, and I'm going to left align. And what I'm going to
do is go up to References, and I'm going to insert a Table of Contents like so. Now you'll see this
Table of Contents says no Table of Contents entries found. And that's because we don't have any
Heading Styles in our document as yet. But it's good to have it there as a placeholder in a
template. Because if it's already in the template, it just means that once people have put together
the document, all they need to do is come back here and update it to pick up those Table of
Contents entries. Now after a Table of Contents, we will have a page break. So Ctrl Enter, which
brings us down to the next page. So it might be that in this template, I want to let people know
how I want a Heading 1, Heading 2 and Heading 3 to look in this document.
So I'm going to select from my styles Heading 1. And I'm just going to call this Heading 1, I'm
going to press enter a couple of times and do a Heading 2, enter a couple of times Heading 3.
And then finally, let's add a Heading 4 in that as well. So it's good to have these in your template
so that people know that they need to use this one for any main headings, this one for any
heading 2s, so on and so forth. There's something else I want to do in this document is add in
Headers and Footers. Now I don't want to have anything on my cover page. But I do want to
have headers and footers on page three, and all of the pages there after. So I'm going to double
click in my heading area, and I'm going to say document info. And I'm going to add the
document title. And I'm going to center this in my header.
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Now that's all I'm going to have in my header. But I do want to add some things into my footer.
So I'm going to use the go to footer button to jump straight down to my footer. And now I'm
going to select footer, and I'm going to choose blank three columns. And where it says Type
here, I'm going to replace this with the short version of the date, which is going to update
automatically. I'm going to replace this one with the author name. And this one is going to be the
page number. Now I need to put the page number in at the current position where I'm clicked,
I'm just going to have a plain number. And I'm going to click close header footer. So now if I
scroll up, let's take a look.
So the first page doesn't have anything on it. But the Table of Contents has picked up the header
and the footer. And the final thing I'm going to add in here is I'm going to do another page break
Ctrl Enter. And I'm just going to add an index at the bottom. And I'm going to format this the
same as the Table of Contents. And I'm going to add in via the References tab an index. I'm
going to say from templates, I want to write a line those numbers and a dotted tab leader. Click
on OK. And of course, it's going to come up with no index entries found because we haven't
marked any, but it just means that it's one less step for people who are using this template to do
and there we go. So if I jump into view and multiple pages, we can take a look at what we've got
here. And what I also might do is just turn off show hide marks to make that a bit cleaner. So you
can see that we have our cover page with our placeholders there. And a date that's going to
automatically update, we have our table of contents ready to go. It just needs to be updated when
we add headings. We have a page that shows the Heading Styles to be used in the document.
And then finally, on the last page, we have an Index area. So this would be a really nice template
that can be saved off to a shared drive. And everybody in the team can access it when they're
creating a user manual. And it's just going to ensure that everything looks the same and is
consistent. Now let's just jump back to a 100% because I want to show you one more thing
related to these document property fields. So what I'm going to do is I'm going to click in the title
field, I'm going to add a title Word 2019 User Guide. Now that I've typed that in, I'm probably
going to want to make that a bit bigger, so it stands out a bit more. So let's make it 26 font, and
click on OK. I'm going to click in author, and I'm going to add my name, I'm going to add my
company name underneath. But the cool thing here is that because I used the title document
property, now that I've added some text into that, if we scroll down and take a look at my header,
you can see it's pulled that through. Because if you remember, in the header, I also use that title
document property. So it's now going to flow through all of the document. The same thing with
the author.
So now that I've added my author to that cover sheet, it's pulling through everywhere I had that
document property. So all in all, I think this is looking pretty good. So now that I've got my
templates, I'm going to save this off. So I'm going to go up to File, down to Save As, and I'm
going to click Browse. And the first thing I'm going to do here is I'm going to change the Save as
type because I want to save this as a Word template. And you'll see that as soon as I do that the
path name where I'm saving this changes. And by default is going to save my template into
custom office templates. And as we saw before, that's a good idea because it means I can easily
access them then from within Word. So this is going to be called Word 2019 User Guide. And
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I'm just going to call it Template and click Save. So let's close this down. And now if I wanted to
recall that template, if I click on File and go to New, all I need to do is click on the Personal
Section and you're going to see my Word 2019 User Guide template just there. And one thing
you'll notice is that it opens it up as a brand new document. So any changes that I make to this,
I'm not overwriting the actual template because it's put it out into a new document ready for me
to save. So that is it. Hopefully it's giving you some ideas.
This is quite a good module because it gets us to practice some of the things that we've learned in
the other modules as well. And we've ended up with a really nice User Guide templates. That's it
for this module. I will see you in the next one.
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Video: Using the Organizer
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. This is still
Deb and we are down in Section 10, where we've been looking at templates. And in this module,
I want to go through with you how you can use the Organizer to manage your Templates and
what's contained in them.
Now, so far in this section, we've taken a look at how we can create Templates from scratch, and
also how we can jump into File, New and create a template using one of the inbuilt templates
available through Microsoft. But there is one really important point when it comes to templates.
So on the screen here, I have a new blank document open. Now it's not immediately obvious to
me that I have any kind of template attached. But in fact I do. And if you want to check what
template you do have attached to any given document, if you jump on to File and go down to
Options, you want to go into the Add Ins section.
If you click the drop down in the Manage group, and select templates, and then click on Go. And
what that'll do is it'll open up the templates and add-ins dialog box. And you'll be able to see
there what document template you currently have attached to your document. So I can see there
that I have the default template of Normal.dot. Now the Normal.dot template contains all of the
styles that are going to be available to you in this particular document. So for all blank
documents with this template attached, if we jump up to the styles drop down, you'll find that
you have your standard styles, and also your style sets available on that design ribbon. But what
you'll find is that if you make any changes to these styles, so if you modify the way that they
look, as soon as you close down this document and open a new one, your modified styles aren't
going to be available. So let me show you what I mean.
I'm just going to type in some junk text. So let's do 30 paragraphs of four lines each and Control
Home to jump back up to the top and I'm just going to add a heading. Let's just say Heading 1,
and then I'm going to put a Heading 2 down here. And I'm going to style these up using my
current style. So we're going to select Heading 1 and Heading 2. So maybe I'm working away in
my document. And then I decide that I actually want to change the way that these headings look.
So maybe I want them in a different color, for example. So what I might do is jump up to my
styles on Heading 1, right click and select Modify. And I'm going to jump in here and I'm just
going to change that font color to red. And I'm going to do the same.
So Heading 2, I'm actually going to have a different color again. So let's modify it and change
the color to let's do green, and click on OK. Now you'll see what happens, those styles are
available for me to carry on selecting. So if I was to go down here and do another Heading 2, if I
want to style it up, I can select it, select heading two from my styles, and it applies my modified
style. So all good so far. So what I'm quickly going to do now is save this document. So File,
Save As, I'm just going to call this one DA sample document and click on Save. So whilst I'm
working in this document, I'm absolutely fine to use my modified styles. However, look what
happens when I open a new blank documents. So if I do Ctrl N, you'll see that my styles go back
to how they were. And that's because the new document is based off of the Normal.dot template.
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And the modified styles aren't included in that, they're only available for the document that I'm
working in.
So the question here is how do we make styles that we've modified or created available across all
of our documents? Well, the answer to that is that we copy them across to the Normal.dot
template. Now before we get to that, I just want to show you a quick tip. So I'm going to do a
split screen here. I'm going to drag this over to the side so that we have both of our documents
sharing the screen. And I'm actually going to save this one as well as DA sample document 2
click on Save. Now if I just wanted to use my modified styles in this document only, a simple
way of doing this is just copying them into this document. So what I would do is I would come
in, I would do Ctrl A to select everything and Ctrl C to copy. I can then come across to the new
blank document and Ctrl V to paste. And what happens as soon as you do that is that the styles
are then essentially imported into that document and are available to use. Of course, what you
could do then is just delete out all of the text because you're not going to need that. And you'll
still have the styles there.
But again, if I was to create another new document Ctrl N those modified styles are not going to
be available, because it's based off of that Normal.dot templates. So it's fairly straightforward to
copy styles across and make them available using the copy and paste method. But that doesn't fix
the issue of the fact that they're not available every time we create a new document. So let's take
a look at how we're going to fix that. So I'm going to maximize my first document that contains
my modified styles. And what we're going to do is we're going to copy these styles into the
Normal.dot template so they're available whenever we create a new document. And just to make
this a little bit easier for demonstration purposes, and to make these really stand out, I'm going to
right click, and I'm just going to rename these headings, so I'm going to call this DA Heading 1.
And this one, I'm going to call DA Heading 2 so it's easier for you to follow.
So what I can now do is jump into something called the Organizer, which is going to allow me to
copy styles from one document to the Normal.dot template. There's a couple of different ways
that you can get to the Organizer. You can go up to File, down to Options, into add-ins, select
templates again, and then click on the Organizer button in the bottom corner. Alternatively, and I
find this way a lot quicker, you can jump up to the Styles group on your Home ribbon, and just
click the little diagonal arrow. And right at the bottom here, we have a Manage Styles option.
And if we jump to the Import Export button in the bottom left hand corner, that's also going to
take us into our Organizer. So what you're looking at here is on the left hand side, it showed me
all of the styles available in DA sample document, which is the document I currently have open.
And you can see in there, we have my heading 1, DA Heading, Heading 2, DA Heading. And
then on the right hand side, you're looking at all of the styles available in the Normal.dot m
template. And this is the template that gets attached to all new blank documents. And you can
see it there, we definitely don't have those styles.
So what I can do is select both of these styles hold down Ctrl key to multi select and click on the
copy button to copy those across. So now if I click on close, let's open a brand new document
Ctrl N. And would you look at that, there are styles available for us to use. And you can do that
with as many different styles as you like. So if you have a document where you have your own
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modified heading styles, your own titles, things like that, then you can very simply copy those
across so that they're always available. The final thing I want to show you in this module is how
to copy styles from one document to another.
Now, we already saw one method of doing this at the start of this module. I showed you how you
can simply copy the text from one document, paste it into another document and then those
styles will be available. However, you can also do this utilizing the Organizer. So what you'll see
here is that I have open DA sample document dot doc x, and I've changed these heading styles,
I've changed the color of them. So you can now see that DA Heading 1 is a purple color, and DA
Heading 2 is a blue color. And what I want to do essentially is copy these modified styles across
to my DA sample 2 document. So again, I can do this utilizing the Styles pane, jumping into
manage styles, and selecting import and export to jump me into the Organizer. Now this is pretty
much what we were looking at. Before we have all of the styles available in the current
document on the screen on the left hand side. And on the right hand side, I have the Normal.dot
m template and all of the styles available.
Now if I want to copy styles from my current document into a different one, all I need to do is
click close file. And that's going to close the Normal.dot m template. I can then choose Open File
and browse for the file that I want to copy the styles into, which for me is DA sample document
two and click Open. So now I can select my heading 1, hold down Control, select heading two
and click Copy. It's going to ask me if I want to overwrite the existing entries for Heading 1 and
2, which I'm going to say yes to and then I'm going to close. So now if we open up DA sample
document two, you can see that those styles have now applied dated and I have the purple and
the blue ready for me to use in this document.
So hopefully that's giving you a good idea as to how you can utilize styles that you've created in
one document and copy them across to the Normal.dot m template to make them globally
available across all blank documents that you create. That's it for this module. I will see you in
the next one.
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Video: Creating and Registering a Blog Post
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. We're down in
Section 10, where we've been taking a look at templates. And in this final module of this section,
I want to talk to you about a different template that we haven't yet discussed. And that is the
Blog Post Template.
So if any of you out there are big on blogging, you may or may not be aware that you can
actually create a blog post from within Word, and have it upload to your blogging site. So in this
module, I'm going to show you how you can do that. Now to create a blog post, the first thing
you need to do is open up the Blog Post Template. So let's jump up to File, and we're going to go
down to New. And if you scroll down to the area where we have all of our templates, let's do a
search for blog post and hit the magnifying glass. And it will come back with one specific
template.
So if we select the blogpost template, you can see we get a preview of what it's going to look
like. It tells us it's from Microsoft. And underneath we have a bit of explanatory text. So it says
use the features you know and love to publish your blog directly from Word. You can add a title
pictures, SmartArt, charts, and more. All with the familiar formatting options and spelling
checker you depend on. So with Word, blogging is made easy. And that would be one of the big
advantages of possibly creating your blog post in Word as opposed to doing it in your blogging
platform. If you're very familiar with how Word works, it might be quicker for you to create your
post, apply your formatting, add your images, so on and so forth, and then upload it to your
blogging site as opposed to going into your blogging site and trying to recreate the same thing
using the tools within the platform. So let's take a look at how this all works.
We're going to click on Create. And this is the first thing that's going to happen, you're going to
get a little pop up that says register a blog account. So essentially, what you want to do here is
connect your blogging account to Word. So it says to start blogging, register your blog account.
If you skip this step now, you'll be prompted for this information the first time you post. If you
don't have a blog yet, visit office.com to learn about block providers that work with Microsoft
Word. Now I don't actually have a blog, but I can still show you this process. So I'm going to
click Register now. And this will take you into the blog registration wizard. And this wizard is
really here to help you configure Microsoft Word to post to your blog.
So the first thing you need to do is to select your blog provider. And we have a few of the most
common blog providers listed in there. So SharePoint, Telligent, TypePad, WordPress, and
there's also an option for other. It's also worth noting that underneath here you have two links
that say my provider isn't listed. And I don't have a blog yet. So if you fall into either one of
those categories, then just select that link. Now just for demonstration purposes, I'm going to
select WordPress and click on Next. Because this is what it's going to come up with. And you
need to enter in this required information in order to register your WordPress account with Word.
So you're going to need to go into your WordPress account, and you're going to need to find the
URL of your blog posts. If you create a new blog post, grab the URL and paste it into here,
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you're going to be asked for your WordPress username and password. And that's required so that
Word can essentially log into your WordPress account in order to publish the blog post.
And as I mentioned, I don't have a WordPress account so I don't have a username and password.
But literally you type it into here, click on OK, this window is going to close down and then
you're going to be left with a blog post document to type up your blog post. So I'm actually going
to click cancel here, because it takes me back to exactly the same screen. And what you'll see just
here is that you have one of those document properties where you can enter in the title of your
blog post. So I'm going to say how to customize word styles. And then I can go in and I can type
in my text. So let's just put in some random text like so. And what you'll also notice is that you
have a contextual ribbon called blog post. And what you'll see on this ribbon is a lot of the
formatting commands that you're used to in Word so you have a clipboard group for your Cut,
Copy and Paste, you have your Font Formatting options, and your Alignment tools. And you also
have access to your Document Styles.
You also have an additional group here called blog where you can manage your accounts. So this
is where you could come in, and again, set up information related to your blog provider. And,
you have a Publish button. And this is a really important step. So once you've created your blog
post and you want to actually publish it to your blog, you would need to come up here and click
the Publish button. And that's going to send it across to your WordPress account or your
blogging account and make it live. You also have a secondary option here to publish as draft
which won't post it onto your blogging site, but it will save it so that you can come back and
make any changes. And of course, you have an Insert Tab up here as well if you need to insert
anything else into your blog post. So maybe a picture, a table, an icon, or in this kind of blog
posts where I'm demonstrating how to customize word styles, I might want to insert something
like a screenshot. And that is pretty much it when it comes to blog posts. It's fairly
straightforward.
You just select the blog post template, connect Word to your blogging account, type up your
blog post and then click Publish. That's it for this module. I will see you in the next one.
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Video: Exercise 10
Deborah: Hello everyone, welcome back to the course. We're down into exercise 10 and in this
section we've been taking a look at Templates. This is a fairly straightforward exercise, I'd like
you to create your own custom Template.
Now in this exercise, I'm not asking you to copy what I have on the screen here. This is just an
example of a Template that I've created. And you could create something similar or something
completely different. And just to give you some ideas, you can see that this is a letter template
that I've created. I've added in some document properties at the top here. So these are my
placeholders. And then I have the text of my letter with a signature at the bottom, you don't have
to include that. You can see I've changed my page color. And also I've added a page border. So
this is the first task, create yourself some kind of document template, what I then want you to do
is make sure that you save this document as a template. And I want you to check that once
you've done that, that you can access it easily from the personal tab. So that's all I really want
you to do in this particular exercise. If you want to see my answer, then stay tuned.
So the answer to this exercise is fairly straightforward, I'm not going to walk you through the
process of recreating the Template that I've done here, because I've asked you to create your
own. What I do want to make sure that you understand is how to save this. So in order to save
this as a Template, we need to jump up to File and go down to Save As. I want you to browse to
a folder. So I'm just going to put this on my desktop for the time being, I want to give it a name.
So I'm just going to give this the name of doc5. But the important point here is the Save as type.
So when you're saving as a template, you want to make sure that you select the correct file
extension. And in this case, that is the dotx.
And what you'll notice is that when you select this file type, the location of where you're saving
it changes at the top here. And if we click on Save, it just means it's going to be easy for you to
access. And that was the final part of the exercise, I wanted you to make sure that you could
access this easily from the personal section. So what I mean by that is jump up to File go down
to New and then if we scroll down where we have all of our templates, you can see we have the
personal section just here. And this is where you should find your template that you've just
saved. And you can see mine is sitting here doc5. And that is it for this exercise fairly
straightforward. See how you go with that and I will see you in the next section.
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Section 11 – Document Properties
Video: Modifying Document Properties
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. We're
down into section 11. And in this very short section, we're going to be taking a look at Document
Properties.
Now every document that you create will have properties. And all properties are, are the
metadata that sits behind your document. So for example, when I create a new document, the
author is registered as me. So author is a Document Property. As I type into my document, and
the file size gets bigger, the file size is a Document Property, the title of the document is a
Document Property. So really, Document Properties are useful information about your document
that you might want to view, and or modify. So to show you what I mean, let's pull up Document
Properties for this particular document the employment contract. So it's pretty easy to see them.
If we jump into File and go down to the Info Area over on the right hand side, you'll see we have
all of these different properties.
Now the first thing worth noting here is that some of these properties are editable, and others are
not. So things like the Document Size, the number of pages, the Word Count, and the Total
Editing time, those are automatically populated into the Document Properties. Whereas the three
properties underneath Title, Tags and Comments, you can see as I hover over, I get a little box,
which means that I can add my own properties. So if I want to modify this, I can just click in the
box, enter in the title and hit enter. I might then choose to add some tags into my Document
Properties. And the reason why you might want to do this is to aid you when it comes to
searching.
So if I was searching for this particular document in File Explorer, and maybe I couldn't
remember the name of the document, if I've added easy to remember tags, I could utilize those to
search which is what we're going to do in a moment. Now I can come in here and type in my tag
directly. So I might want to say contract. If I want to add more than one tag, I separate with a
semi colon and hit enter to set that property. And then I might want to add some comments like
so. As you move down, you can see some more properties which we can't change. So things like
the Last Modified Time and the time that the document was created, and also last printed.
Now I haven't printed this yet, hence why we don't have a date listed in there. We then have the
author details and who last modified this document. And what I could do is if there were more
than one author, I could add another author into here. Now I could type in their name.
Alternatively, if you have your Word connected up to your Outlook, you can select an author
from your outlook address book contacts. Now another thing you'll notice is that right at the
bottom, we have a Show All Properties link. So what I'm seeing here, when I initially jump into
the info area is a shortened version of all of the Document Properties. So if I click Show All
Properties, we get a few more in there. So you can see it's added total editing time, I can also see
the template that I'm using. So this is really useful if you're not sure which template you have
attached currently.
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We can add in Status. So I might want to put something like in progress, I can add in a Category.
So let's say Recruitment. And I could go through continuing to add things in. So let's add in a
company name, like so. So the process of actually viewing and modifying your Document
Properties is a pretty straightforward one. Now there are also some Advanced Properties
available to you up here. And that's what we're going to take a look at in the next module. And
then I'm going to show you how you can utilize Document Properties in order to search for your
documents. But for now, that is it. I will see you in the next module.
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Video: Advanced Document Properties
Deborah: Hi everyone, and welcome back to this course on Word 2019 Advanced. We're down
in Section 11, where we're taking a look at Document Properties. In the previous module, I
showed you how you can view and modify some basic Document Properties, we're going to take
that stage further now and delve into some of the Advanced Properties. And then I'm going to
show you why they useful. So what is the point or the advantage of adding in at Document
Properties?
So first of all, let's pull up our Advanced Properties. We're going to jump up to File, we're going
to go down to Info, and then in this properties area, if we click, we have access to our Advanced
Properties. And this opens up a window which has five tabs. And this really offers you a lot more
information about your document. So we can see the Title, we can see the Type where it's saved
the Size. And we can see all of those Dates and Times where it's created, modified, and last
accessed.
In the Summary tab, we have a whole heap of information. So again, we have the Title, we have
the Author, which is myself, and then we have information completed. If you remember in the
last module, we actually fill these in ourselves. So the company, the category, and also some
keywords and comments. We have a statistics tab, so you can see some documents statistics. So I
quite like this because it shows me in the bottom here how many pages I have paragraphs, lines,
words, characters, so on and so forth. We have a Contents Tab, which is just telling me the title
of this document. And then we have a Custom Tab. So we can essentially, add in our own
Document Properties.
Now one thing you'll notice here is that when we added in the tags for this particular document,
so if you take a look here it says contract and employment, the tags actually appear on the
Summary page, but underneath that Keywords Field. So don't get confused, Keywords and Tags
are essentially the same thing. And if I was to come to keywords and change these, so if I say,
job, job description, and click on OK, you can see that those keywords will change in the tags
area of properties. Now I'm going to jump back into Advanced Properties, and I'm going to add
in some information. So let's just add in Adams name in there. And I'm also going to jump across
to custom and add in a Custom Field.
Now I can choose to select one of these which are appearing in the list below. So for example, I
might want to double click on project and this might be a text field. And the value for this would
be Project Alpha Recruitment, something like that. I can then click the Add button and that's
going to add it in as a property. I'm going to scroll up and I'm going to say that this document
was checked by Jenny and add that in as a Document Property. Now you're not limited to what
you have listed in here. If you have your own property that you want to add, you can definitely
do that as well.
So I could call my name something like group, it's going to be a text field, and the value is going
to be Project Alpha, and click on Add. And you can carry on going through adding as many
Custom Properties into your document as you like. I'm going to leave it there and click on OK.
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Now you might be thinking to yourself, okay, that's all well and good. It's fairly easy to do. But
what is the advantage of taking the time to add in properties and Advanced Properties? Well, one
of them is for Informational Purposes. So if you need to see information about a file, then
properties can hold a lot of really helpful information. And particularly if you're sharing this with
other people in your team or in your wider organization, it's good for them to be able to see that
information as well.
However, one of the bigger reasons is that it makes it easier for you to search for your
documents, because you can utilize many of those properties in order to do a search within File
Explorer. So let me show you a very quick example of that. I've opened up File Explorer, and I'm
going to click in my Search Field. And what I can do is if I want to search on one of those
properties, I can just type it in. So for example, in this document, I added a keyword or a tag of
job description. So what we can do is type in tag, colon, and then a keyword, job description. Hit
enter. And you'll see that it's gone away and it's found my document based on the property that
I've added. And what you'll see is that on your search tools in File Explorer is that you have
many different ways of searching for your documents.
So if you want to search for a document by a particular size, File Explorer is essentially using the
Document Properties in order to categorize your document. And you also see that we have an
Other Properties drop down. So in here, I could choose to search by Type, by Name, by Folder
Path, or again by Tags, which we're doing currently. So I'm going to clear out this search. And
this time, I'm going to say Other Properties Type. And I'm going to say I only want to see docx
Files. And there we go.
Now it's worth noting that not all of your Document Properties are available to search for on this
search ribbon. But again, if I wanted to search for maybe all documents that I've authored, I can
come in here, type in the property, colon, and then type in my name, hit Enter, and it's going to
pull back every document that's been authored by me. So those are the two main advantages
when it comes to adding in Document Properties. They're great for informational purposes, and
they also assist you when it comes to searching. That's it for this module. I will see you in the
next one.
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Video: Exercise 11
Deborah: Hello everyone, we've made it down to exercise 11. And in this section, we've been
talking about Document Properties. And so this is a really simple, really quick exercise.
What I'd like you to do is just take this document and add in some Document Properties. And I
don't mind which properties you add, just make sure that you know where to go to add them.
And I'd also like you to add in some Advanced Properties. If you want to take this a stage
further, then you can go in and create your own Custom Properties. But I'll leave how far you
want to go with this entirely up to you. And that is all I need you to do for this exercise. If you
want to take a look at my answer, then keep watching. So let's take a look at my answer.
All I really required you to do here was jump up to File, go to the Info tab, and this is where
you'll find all of your properties. Now, I asked you to add in some Advanced Properties, so we
want to click the drop down, jump into Advanced Properties, and we can then go in and add our
properties. So for example, the title of this is Exercise 11, the subject is Practice Exercise, I
might want to add in my manager name just here, my company, I might want to add a category
of exercises, and maybe some keywords and exercises properties, so on and so forth.
Now I didn't mind which properties you completed, I just wanted to ensure that you know where
you need to go, how to get into those Advanced Properties. And I also said to you that if you
want to take this on a stage further then you can add in your own Custom Properties. And all I
needed you to do here was jump across to this custom tab and then add in whatever your new
Custom Property is. That is all that was required for this exercise a very quick and short one.
That's it for now. I will see you in the next section.
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Section 12 – Bookmarks and Cross Referencing
Video: Define Text as a Bookmark
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. We're down
into Section 12. And in this section we're going to talk about Bookmarks and Cross Referencing.
Now, both of these are essentially a way to jump to different areas of your document. And I'm
going to start out by running you through a demonstration of how Bookmarks work. So on the
screen in front of me, I have my solar system document. And I've changed this document very
slightly from previous modules. So I now have a list at the top. And this is just a bulleted list of
the planets of the solar system. And then I've actually also changed the numbering style that I'm
using for my document.
So you'll see as we go through once we get down to some of these subheadings, I now have the
style of 5.1 5.2 5.3, so on and so forth. So the way that I've done this is just by utilizing Outline
Numbering, and using this numbering option, just here. Now what I essentially want to do in this
document is I want to create a link for each of these planets, that’s going to jump me down to the
relevant section in the document that has the information about those planets. So it's almost like
having a little mini Table of Contents at the beginning of the document. And it just really assist
the person reading the document when it comes to navigating and being able to jump to different
sections of interest quickly.
Now, we've actually seen how to do something similar to this in previous modules when we were
talking about Hyperlinks. And I could very easily set this up as a hyperlink. But I want to show
you a different way of doing it using Bookmarks. So the first thing that I want is I want to be
able to click on Mercury, and jump down to that section of the document. So the first thing I
need to do is scroll down to that section of this document. So we're going to go down and find
Mercury. There we are.
So the first thing I'm going to do here is I'm going to insert a Bookmark. So if you jump up to the
Insert ribbon, in the Links group, you'll see that we have a Bookmark option. And if we just read
that ScreenTip, it says Bookmarks work with hyperlinks to let you jump to a specific place in
your document. Here's how it works, select the content you want to jump to, insert a Bookmark
and then add a hyperlink that points to your Bookmark. So that's pretty much what we're going to
do, I'm going to create a Bookmark for the word mercury, and we're then going to link to that
Bookmark. So I'm going to select my word by double clicking, and up to Bookmark. So in this
Bookmark dialog box, the first thing I need to do is give my Bookmark a name.
Now you can name your Bookmark whatever you like, but you have to have one word, so you
can't have a space in there or anything like that. So I'm just going to call mine, Mercury. And I'm
going to say add. Now you can tell when you've Bookmarked some text, because you'll see these
brackets around the outside of the word Mercury. Now, if you don't see them, this is just a setting
that you'll find in options, I'll show you where that is now, because it is really useful to be able to
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see these little Bookmarks. Of course, these things don't print, if you were to print this document,
they're just there for your reference.
So if you've added a Bookmark, and you can't see them jump up to File, go all the way down to
Options. And we want to go into the Advanced area. And we're going to scroll down until we get
to this Show Document Content Section. And you want to make sure that you have a tick in the
box that says Show Bookmarks. Once you've done that, you'll be able to see wherever you've put
in those Bookmarks. So now I have my Bookmark, I'm going to press Ctrl Home to jump to the
top of my document. And I'm essentially going to create a link that's going to jump me to that
place in the document. And I'm going to link to the Bookmark that we've just put in.
So this time, I'm going to go up to link and I'm going to say insert link. And again, this box
should look familiar because we were using it when we were looking at hyperlinks. But instead
of linking to existing files and web pages, I'm going to go straight over to the right hand side and
you'll see that I have an option to link to a Bookmark. And what will happen here is that any
Bookmarks that you have in your document will be picked up and pulled into this little window.
And you can then select the Bookmark that you want to link to. Click on OK. Click on OK again,
and you'll see that I now have essentially a hyperlink that is linking to a Bookmark.
And if I want to follow it, I just hold down Ctrl Click and it's going to jump me down to the
correct position in the document. Let's do that one more time. So I'm going to select Venus up to
Bookmark. I'm going to give my Bookmark a name of Venus, click on Add, Control Home to
jump to the top of the document. Double click to select the word Venus and then create a link.
And we're going to create it from a Bookmark and the Bookmark this time is Venus. And there
we go as simple as that.
Now, there's also different ways that you can use Bookmarks and we're going to be exploring
some more of those in this section. But for now, that is it. I will see you in the next module.
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Video: Creating a Hyperlink to an Image
Deborah: Hello everyone, welcome back to this course on Word 2019. This is Deb and we are
down in Section 12, where we're talking about everything related to Bookmarks and Cross
References. And in the previous module, I showed you how simple it was to add in Bookmarks,
and then hyperlink to those Bookmarks. And we're going to continue on with Bookmarks in this
module.
So what you see on the screen is the document that we were working on in the previous module,
but I've gone through and I've continued to add those Bookmarks and the hyperlinks for Earth,
Mars, Jupiter, Saturn and Uranus. Now, I still have Neptune to do so I've already Bookmarked it
in the documents, so I just need to create the link. So I'm going to show you a slightly different
way that you can do it. Let’s double click on Neptune, we're going to right click our mouse and
jump into Link. And if you remember previously, we were going straight into this Bookmark
area in order to select the Bookmark that we want to link to. And that's perfectly fine to do it that
way. But also be aware that you can access your Bookmarks through this option here on the left
hand side place in this document. Because, this will also show you all of the headings that you
have in your document, and then all of the Bookmarks. So I can select Neptune, click on OK,
and I have my link if I hold down Ctrl and click to make sure that works. And I can see that it
does.
Now another way that you can utilize Bookmarks within your document is for navigation
purposes. So if I'm clicked at the top of my document, and I go up to the Home ribbon, and all
the way over in the Editing group, I'm going to go to the Find button, and I'm going to select Go
To. And the keyboard shortcut for that is Ctrl G. And what you will find in here is that we can
actually navigate using our Bookmarks. So in this Go To area, we can say what we want to go to.
So that might be a specific page, we can enter the Page Number, a specific Section, Line. But the
fourth option down is Bookmark. And what you'll see when you select that option is that in this
enter Bookmark name area, if you click the drop down, it's going to pull up all of the Bookmarks
that you have in your document. And you can see that I have quite a few.
So if I want to jump down to the section on Jupiter, I can select Jupiter, go to and it's gonna
navigate me through the document using that Bookmark. So don't forget that with Bookmarks,
you also have that go to Navigation option. Now one of the thing that's worth noting when you're
dealing with Bookmarks is that you're not just constrained to Bookmarking and linking to text.
You can also Bookmark Images, Tables, anything you like. So let's jump down to our section on
mercury. And what I'm going to do is I'm going to add a quick image underneath this paragraph
of text. And I'm just going to utilize Online Pictures for this. And I'm going to type in Mercury.
And all of these images that come up have a Creative Commons Only license. So I'm going to
select this image just here and click on Insert. And this is slightly too big for my purposes. So I'm
going to decrease this size. So let's make it let's say, seven centimeters. And there we go. That's a
lot better.
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So now I've got my image in this document, I'm going to Bookmark the image this time. So let's
jump up to Insert and go across to Bookmark. And I'm going to call this Mercury Image. Now
remember, again, if I had a space in between these two words, so let me put one in, what you'll
notice is that my Add button grays out so I can no longer add that Bookmark. But as soon as I
Backspace to make that one word, the Add button is active again. So just to reiterate that point,
you can't have any spaces in your Bookmark names. I'm going to say add to make that a
Bookmark, Control Home to jump to the top, and then maybe I want to put something up here
that says See Photo. And I can then make the word photo a link by linking to that Bookmark. So
this time, I'm going to right click, and I'm going to say link. I have my Bookmarks just here and
I'm going to select Mercury Image. And remember, you can also add ScreenTips.
So I might want to say click to see a photo of Mercury. Click on OK. Click on OK again. So now
when I hover over the link, I get my ScreenTip text just above and if I hold down Ctrl and click
it's going to jump me to that image. So the main point here is that don't think of Bookmarks is
just text. You can link to Images and any other things that you have in your document. We're
going to further this idea a little bit more and talk about a different type of link, which is a Cross
Reference. So I'm going to jump across there now and I look forward to you joining me.
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Video: Inserting Cross-References
Deborah: Hello, everyone, and welcome back to this course on Word 2019 Advanced. This is
still Deb and we're down in Section 12, where we're talking about everything related to
Bookmarks and Cross References. In the previous module, I've shown you how to insert
Bookmarks into your document and hyperlink to them. And in this module, I'm going to show
you a different type of link, the one that we haven't discussed yet, and that is the third one in this
little group in the middle; Cross Reference.
Now if we hover over that and read through the ScreenTip, you can see that Cross Reference
refers to specific places in your document, such as Headings, Figures, and Tables. A Cross
Reference is also a hyperlink where the label is automatically generated. So this is what
differentiates it from regular links and Bookmarks, you can generate a label of your choosing.
And it's great if you want to include the name of the thing that you're referencing. So let's just
dive in and take a look at how Cross References work.
So again, in my solar system document, I'm going to move down the document a little bit and get
into the main body of the text. And I'm going to add some Cross References into these first
couple of paragraphs. So it might be that wherever I have the word Sun, I want to put in some
kind of link that's going to jump me down to the section in the document that talks about the Sun.
It was we know we can do this by utilizing Bookmarks and Hyperlinks, but let's just see how
Cross Reference is different. So I'm going to click after the word, Sun. And the first thing I'm
going to do is I'm going to say, See page, and then I want to insert the page number where the
sun information is located. So I'm going to jump up to Cross Reference. And the first thing I
need to do is select my reference type. So what am I referring to?
Now you'll see currently I have Numbered Items listed. And in the pane below, it's basically
picked up all of the items that I've applied numbering to. So I've used this outline numbering
throughout my document. So I could link in that way. If I click the drop down again, I can link to
any headings that I have. And you'll see that I have none because I haven't actually applied
Heading Styles. I can also link directly to any Bookmarks that I have. So let's utilize this option
first of all. I'm going to select my Bookmark called the Sun. And then I get to choose my
reference text. So what do I want it to say? Well, if we look back at my paragraph, it says here,
see page, so I want a page number there. So I'm going to select Page number, and click on Insert,
and close. And you can see exactly what that's done.
So now I have gravitational bound system of the sun at see page five. And this is actually now a
little hyperlink, which I can hold down Control, click, and it's going to jump me down to
wherever I have that sun Bookmark, control home to jump back up to the top. So this time, I'm
going to insert another Cross Reference, but in a slightly different way. So the last word of this
first paragraph is the word Mercury. And what I'm going to do is I'm going to add in some text
that says See Section, and I'm going to insert another Cross Reference. But this time instead of
hyperlink into the Bookmark, I'm going to choose Numbered Item. I'm going to find where I
have Mercury. And this time, I'm going to link to the paragraph number full context.
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So what that means it's going to give me the whole paragraph number, in this case, 5.1 and click
on Insert. And there we go. So now you can see I have a Cross Reference that says Mercury, see
section 5.1. If I hold down Ctrl, and click, it's going to jump me down to that section of the
document. So as you can see there with Cross References, they do differ very slightly from links
and Bookmarks in the fact that you can select your reference type and also specify exactly what
it is that you're referencing.
In the next module. We're going to continue on this train of thought and I'm going to show you
how you can insert Cross References to pictures and tables. So please join me for that.
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Video: Cross-referencing Tables and Figures
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. This is still
Deb and we're down in Section 12 Looking at Bookmarks and cross referencing. In the previous
module, I showed you the basics of cross referencing, and we inserted a couple of Cross
References into the first couple of paragraphs in our document. In this module, I want to show
you how you can Cross Reference Images and also Tables.
So the first thing I'm going to do is I'm going to add a Table to my document, just under this first
section. So I'm going to jump up to Table and I'm just going to draw a very small table, which is
going to have let's just keep it to five rows and two columns. And this little table is going to
contain the name of the planet. And then we're going to have the distance from the Sun. And let's
just add in Earth, Mars, Jupiter, and we'll just do Saturn in here. Now remember, with Tables, if
you find that they're taking up too much space, so I can see I don't really need all of this space in
this first column. Remember that you can hover your mouse over the boundaries or the end of
this table until you get that double headed arrow, double click, and it will resize that column to
the width of the longest item within that column. So now that looks a lot better.
I'm also going to apply a little bit of formatting to this table utilizing my Table Tools Design
ribbon, and let's just apply this one just here. And again, you might have to do a little bit of
rejigging when you apply that table formatting. The one thing that I also don't want is I'm not
particularly interested in having this first column in bold. So I'm going to go back up to my
design ribbon, and untick first column, and let's just put in some random numbers. I'm sure none
of these are correct. But just for demonstration purposes and quickness. We'll just put some
numbers in there. So now what I'm going to do is I'm going to give my Table a caption. And this
is something we've done in previous modules. So let's select our Table, up to References. And
then in the captions group, I'm going to say Insert Caption. And you can see that it's picked up,
this is a table, and I'm going to call this Distance from the Sun. And I'm going to place this
caption below the table and click on OK.
Now what I'm going to do is I'm going to add some Images into my document. So we already
have one image down here and that was the image that we added of Mercury. But I'm going to
give this one a caption as well. So back up to Insert Caption. Now this time it isn't a table. So I'm
going to change the label from Table to Figure. And this one is going to be Mercury and click on
Ok. I'm going to insert another image. So let's come down to earth. And let's insert an image of
the earth. So I'm going to go into online pictures, type in earth and hit Enter. And let's just
choose this first one here and select Insert. And once again, I am going to resize this, I'm going
to take this down to seven centimeters, like so. And I'm going to give this one a caption as well.
So click on the Image backup to References. Insert Caption. This is a figure so the label is
correct. And we're going to call it The Earth. I want the caption below the selected item and click
on OK.
Now I could carry on going through my document adding images of all of the planets. But just
for demonstration purposes, I'm going to stick with my two images and my table. So now what I
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can do is if I do Ctrl Home and jump back up to the top of the document, I can insert Cross
References to these different items. So for example, underneath this first paragraph, I might want
to have something that says; “For more information about the distance of each planet from the
Sun see”, and then I might want to put in a Cross Reference that links to my table. So I'm going
to jump up to Cross Reference. And this time my reference type is going to be a Table and you
can see automatically what Word does, it now pulls up anything that I've captioned as a table.
And in this case, I only have one and that is this one just here table one distance from the Sun. I
can then choose what I want to insert a reference to. So currently, it's going to be the Entire
Caption. But I do have other options in there Only Label and Number, Only Caption Text, Page
Number and Above and Below.
Now I'm going to select Entire Caption and click on Insert, and close. And you can see now what
I have. So it says see table one distance from the Sun. And if I hold down Ctrl, and click, it's
going to jump me down to that table. And I can do exactly the same to link to my photos. So if I
utilize the word Earth in my bulleted list at the top here, I might want to say See, insert my Cross
Reference. And this time my reference type is going to be a Figure. And automatically it's
brought up the two figures that I've captioned figure one Mercury and figure two Earth. So I'm
going to select figure two, I want the Entire Caption, click on Insert. And now you can see it says
see finger to the earth and click on Close.
So that is how you can utilize captions on your Pictures and your Tables and your Charts and
then link to them using a Cross Reference. Hopefully that all makes sense. That is it for this
module. I will see you in the next one.
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Video: Inserting Multiple TOC’s with Bookmarks
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. This is
Deb and in this section, we've been taking a look at Bookmarks and Cross References. And in
this module, I want to show you how you can add multiple Tables of Contents to a document
utilizing Bookmarks.
So from time to time, you might find yourself in a scenario where you're required to enter more
than one Table of Contents into your document. For example, this document that I have open on
the screen, this, again, is just a sample document, titled Visiting Europe. Then underneath I have
a heading called Western Europe. And then I have headings underneath that for a few different
Western European capitals. And if I scroll down, you'll see that I then have a heading for Eastern
Europe and I have the same thing. And then finally, I have a heading for Northern Europe and
the same thing again. And it might be that I want to have an individual Table of Contents for
each of these European regions. And sometimes having more than one Table of Contents in a
document can really help your reader when it comes to navigating, especially if it's a very long
document.
So what I'm going to do now is just show you how you can add in more than one Table of
Contents using Bookmarks. So the first thing I'm going to do here is I'm going to go to the
Western Europe section, and I'm going to highlight or select all of the paragraphs that I want to
be included in the first Table of Contents. So all the way down there to the end of Rome. And
what I'm going to do is I'm going to Bookmark these paragraphs. So let's jump up to the Insert
ribbon across to the Links group, and I'm going to click on Bookmark. Now I need to give my
Bookmark and name now for the purposes of demonstration and to keep this fairly brief, I'm just
going to call my first Bookmark WE for Western Europe. And click on Add.
Now, as we've seen before, when we Bookmark anything, we get our little brackets around our
Bookmark text. And if I scroll down, you will see the final bracket after Rome. And I'm going to
do exactly the same for the other sections of this document as well. So the next Table of
Contents I want is going to be underneath Eastern Europe. So I need to highlight everything that
I want to Bookmark. So all the way down to Northern Europe, jump up to that Bookmark option
again on the Insert ribbon, and this time, my Bookmark name is going to be EE for Eastern
Europe. And click on Add. And let's do our final section.
So again, we're going to select everything in here, up to Bookmark. And I'm going to call this NE
for Northern Europe and click on Add. So essentially, what I've done there is I've gone through
and I've Bookmarked everything that I want to include in my individual Tables of Contents. So
now let's insert that first table because we need to do this a slightly different way. Now I want
my Table of Contents to appear underneath the Western Europe heading. So I'm going to make
sure that my cursor is positioned in the correct spot. And instead of going up to the references
tab, and selecting Table of Contents, this time, I'm going to go back to that Insert ribbon. And
I'm going to utilize the Quick Parts option in the Text group. So let's click on Quick Parts and I'm
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going to say Field. And what I'm looking for in here is I want to find the Table of Contents Field
Code.
So if I scroll down to the bottom, because remember, all of these are in alphabetical order. This
is the one I'm looking for, TOC, Table of Contents. And what I want to do is I want to jump into
this Field Codes button at the bottom. And this is going to open up the advanced field property is
where I can add some Switches into my Field Code.
Now to pull up a list of all the available Switches, if you click on options at the bottom, you're
going to see all of the different Switches listed here. And when you click on them at the bottom,
you get a description which tells you exactly what that switch does. Now the switch that we want
to use here is the backslash b switch. And if we look at the description, it says it uses a
Bookmark to specify an area of the document from which to build the Table of Contents. So
that's perfect. I want this switch. I'm going to say add to field and click on OK. And you can now
see in my Field Code, I have TOC backslash B.
Now there's one last thing that I need to enter into here. I need to tell Word which Bookmark I'm
using for this first Table of Contents. So this is the Western Europe section. And if you
remember I called that Bookmark WE. Enter it in and click on OK and like magic I now have my
Table of Contents entries, but just for Western Europe. Let's scroll down and do that again for
the next section. So I'm going to go down to Eastern Europe, I'm going to position my cursor in
the correct spot, I'm going to go to the Insert ribbon, and across to Quick Parts, and we're going
to choose Field, I'm going to find my Table of Contents Field. And I'm going to jump into the
Field Codes. And they're all hiding underneath this Options button. I'm going to select the
Bookmark switch and say add to field. Click on OK and then I specify my Bookmark, which for
this one is EE for Eastern Europe. Click on OK. And there we have our second Table of
Contents.
Let's do it one more time, because practice does make perfect. Position your cursor, Quick Parts,
Field, we're scrolling down to Table of Contents and we're jumping into those Field Codes. With
selecting a Bookmark, we're adding it to the Field. And then we're telling Word what our
Bookmark name is, which in this case is NE for Northern Europe, and click on OK. And there
we go like magic and in not much time at all, I've managed to insert three Tables of Contents
specifically referring to different sections within this document.
I hope that was clear enough for you and everything made sense. That is it for this module. I will
see you in the next one.
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Video: Removing Bookmarks and Editing Field Codes
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. We're
down into the final module of Section 11, where we've been talking about Bookmarks and Cross
referencing. And in the last module, I showed you how you can add multiple Tables of Contents
to a document utilizing Bookmarks. And I want to finish off this section with just a very, very
quick module, just so you know how you can go in and edit your Bookmarks and also remove
them.
So we're back in our visiting Europe document. And we're just going to do this example on this
first Table of Contents at the top here. So if I decided that I wanted to go in and maybe edit the
Field Code, maybe I want to add a different Switch or something else, all I need to do is select
my Table of Contents, right click my mouse, and you'll see in the right click menu, we have an
Edit Field button. And that's going to take us back in to our Advanced Field Properties. So you
can see it in this list, top is already highlighted as that is the one that is currently in use. And if I
wanted to maybe change the Field Codes, again, I can just click on that Field Codes button, it's
going to show me what I have in there currently. And then if I click on Options, I can select
different Switches to add into my Field Code. So reasonably straightforward to edit.
Also, in this right click menu, remember, you have that Toggle Field Code option, which is just
going to show you the code that's sitting behind your Table of Contents. And of course, this can
be manually edited. So for example, if I wanted to change this heading here to let's say, Northern
Europe, I could just come into my Field Code just here and change out WE, for NE, and then
right click and update field. And I'm going to say Update Entire Table, click on OK, and of
course, then I can select, right click, and say toggle Field Codes. And you'll see now it's replaced
that with that Table of Contents for Northern Europe simply by editing that Field Code manually.
Now, if you want to actually remove the Bookmarks that you have running throughout your
document, all you need to do is jump up to the Insert ribbon and into the Bookmark option. And
what you'll see in here is all of the Bookmarks that you've created will be listed. And if you have
a particularly long list of Bookmarks, sometimes it's quite helpful to be able to sort by Name or
Location. So if you do Location, it's going to show you by the order that they are in the
document, whereas Name is going to be in alphabetical order. And then over on the right hand
side you have the Go To buttons. So if I wanted to jump down very quickly to see Eastern
Europe, I can select the Bookmark click on Go To and it's going to jump me to that part of the
document.
And of course, I have a Delete button in there. So if I want to remove all of these Bookmarks
from the document, I can just say Delete. And unfortunately you have to do these one at a time
you can't multi select, but I can delete them all out very simply. So what I could do here is I
could click, right click, and go back down into Edit Field. I'm going to jump into Field Codes.
And I'm actually going to remove everything that we have in here apart from Talk and click on
OK. So now if I jump in here and just toggle my Field Codes, you can see it gives me that
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standard Table of Contents where it's including everything. So now, it's including everything that
I have marked as a heading one in that Table of Contents.
So that is it. That is how you can remove Bookmarks and also manually edit your Field Codes.
That's it for this module. And that is it for this section.
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Video: Exercise 12
Deborah: Hi everyone, and welcome back to the course. We've made it down to exercise 12.
And in the preceding section, we've been talking about Bookmarks and cross referencing. So
now it's time to practice those skills in this exercise.
So what I have on the screen here is a document for The Wanderlust Travel Company. And if we
scroll down this document, you'll see that underneath our trips, I then have some names of
different locations and you can see that underlined. And if I hold down Ctrl, and click on Spain,
for example, it's going to jump me down to the Spain section of this trip table. Now, the way that
I've done this is that each one of these pictures in this table contains a Bookmark. And so the
links that I have just above are hyperlinks to those specific Bookmarks. So that's the first part of
this exercise. I want you to go into the document, I want you to Bookmark all of the pictures, and
then I want you to hyperlink to them.
The second part of this exercise deals with Cross References. So just underneath, you can see we
have a title that says Our Prices, and then it says see pricing table on page, and you'll see that the
page number is a link. So if I hold down Ctrl and click, it's going to jump me down to the pricing
table. And the way that I've done this is again, I've used a Bookmark for the Table, and then I've
inserted a Cross Reference that shows me just the page number to create the link. So I'd like you
to try and recreate this in this exercise. And if you want to see my answer, then carry on
watching this video. So let's take a look at how we go about completing this exercise.
The first thing I need to do here is I need to Bookmark all of these images, because that's what
I'm going to be linking to. So I'm going to select this first image, up to the Insert ribbon and into
Bookmark, I need to give my Bookmark name. So I'm going to call this one Thailand, and I'm
going to say Add to add that Bookmark in. Now I'm going to do the same for each of these. So
click on the next image, up to Bookmark, this one is going to be India. The next one is Nepal.
We then have Italy, Spain, England, and finally we have the USA. So now I've created all of my
Bookmarks, all I need to do to link to them is double click on the first word, so in this case,
Thailand, jump up to link on the Insert ribbon. And then I'm going to go across to where it says
Bookmark on the right hand side to pull up all of my Bookmarks.
So I want to link to the Thailand Bookmark, click on OK. I could choose to add a ScreenTip I'm
not going to at this stage, click on OK again. And there I have my link. Let's make sure this link
works. I'm going to hold down Ctrl. Click and it jumps me down to Thailand. Let's do it one
more time, double click on India up to link on the Insert ribbon into Bookmarks, select the India
Bookmark, click on OK, OK again, and there I have my working link. So that is what I was
wanting you to do for the rest of these place names.
The next part of the exercise was inserting or linking to a Table using a Bookmark and a Cross
Reference. So here I want to link to the pricing table that's at the bottom of this document. So the
first thing I'm going to do is Bookmark this entire table. So I'm going to select the Table, up to
Bookmark, and I'm going to call this pricing underscore table and click on Add. Now if I scroll
back up, what I want to do here is I want it to say what page this is located on. So I do this by
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inserting a Cross Reference again on the Insert tab. My reference type is going to be a
Bookmark. I'm going to insert a reference to the Page Number. And then all I need to do is select
the Bookmark. So for this one, it's going to be the Pricing Table Bookmark, click on Insert, click
close and you can see now it's telling me that that table is on page three. I can hold down Control
click to jump to that table. And that is it.
That is what I wanted you to do. I hope you enjoyed that and didn't have too many problems. I
will see you in the next section.
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Section 13 - Themes
Video: Understanding How Themes Work
Deborah: Hello, everyone, welcome back to this course on Word 2019 Advanced. This is still

Deb and we are down in Section 13. And in this section we're going to be talking about Themes.
Now, Word Themes are a collection of Colors, Fonts and Effects that you can apply to your
document with one click. And what Themes help you do is achieve a consistent look to your
document with complimentary Font Styles and Colors. For example, if you've drawn two shapes
in your document, and you want them to be different colors, but you want them to also be
complimentary colors, then Themes can help you out with that, as each Theme has a
complimentary color palette to ensure that your document has a consistent look and feel. And
Word contains a whole host of inbuilt Themes. And you'll find them up here on the design
ribbon in the Themes drop down.
Now as I hover over that button, you can see it's telling me what Theme I currently have in use in
this document. And it's telling me that I'm currently using the Office Theme. So if I click this
drop down, you can see the first one in that gallery is the Office Theme. And if I hover over the
next one facet, if you look at my document, you'll see that those headings have in fact changed
color. But what I'm not seeing are the different fonts that are in use in this thing. So when you're
looking at these thumbnails, what you're actually seeing here is a little preview of what that
Themes going to look like.
So if we take this facet one, for example, the large capital A that you see there is showing me the
font that's going to be used for the headings in my document. And the small a that you see there
it showing me what fonts are going to be used for the body text. And then underneath I can see
an example of the color palette that's going to be in use if I was to select this Theme. And you
can see there, the second from last color is this dark red color, which I can see is currently being
applied to the heading text in my document.
If I was to hover over the Gallery Theme, you'll see also the second color from the end is in use
in my headings. The Integral Theme, I can see that the green one is being used. So from this little
preview, I know that the second from last color in this little palette is what's going to be used for
my headings. Now as I mentioned, when I hover over each of these, you can see the color of the
headings changing in my document, but it's not actually giving me a live preview of what the
font is going to look like.
Now there's a very important reason for that, which you need to understand. So I'm going to click
out of my palette, and I'm just going to click somewhere in this first paragraph of text. Let's go to
the Home ribbon and take a look at what font I'm using. And I can see here that I'm using Segoe
UI font size 11 in my body text. If I click in my headings, so where it says video, I can see I'm
using the same font Segoe UI, but this time, it's a bit bigger, it's 16 fonts.
Now if we click the drop down to see all of our fonts, what you'll notice is at the top, we have
two Theme Fonts. So these are the fonts that the current Theme that I have selected uses for both
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headings, and body text. Now when I first created this document from scratch, and added in my
headings and body text, they were in fact showing in Calibri, light and Calibri. And what I did
was I went in, I selected everything in this document, and I manually changed it to Segoe UI
because for me, I prefer that for this particular document.
However, because I'm not utilizing those Theme Fonts for the headings or the body, that is the
reason why I can't see a preview of what the font is going to look like when I apply a different
Theme. So let me just show you the difference. I'm going to select this first paragraph. And I'm
going to change that to the Theme Font for body text, which is Calibri. I'm also going to change
this heading. So if I select it, and I'm going to change that to the Theme Font for headings, which
is Calibri light. So now what you'll see is if I jump back to design and hover over my Themes, I
get to see a preview of what those fonts are going to look like as well as the colors. And what
you'll also notice is that the text in the remainder of the document that I have just left on Segoe
UI font is not changing with that live preview. Okay, so definitely something to be aware of.
Now what I'm going to do is I'm going to change this entire document to Theme Fonts. And then
we're going to delve a little bit deeper into how we can customize these Themes. So I'll see you
back here in a couple of moments. Okay, so I've been through that document and I now have
everything set to Theme font. So my body text is Calibri and my headings are all in Calibri
lights. So now let's just jump in, and let's change our Theme to something else. So let's do this
one just here, Ion Boardroom, click to select. So now I've selected a different Theme, you can
see that everything on this ribbon is kind of updated to match the color scheme of the Theme that
I've selected. So all of my document formatting has changed to this pink color, because that's the
predominant color in this particular Theme.
Now, it might be that you apply a Theme and you think to yourself, Well, I like the font, but I'm
not particularly fussed about the colors. Now it might be that when you select a Theme, you
think to yourself, Well, I actually really like the font, but I'm not particularly keen on the colors.
Well, you can go in and modify the individual elements of your Theme. And that's exactly what
we're going to be talking about in the next module. I'm going to show you how you can modify
the individual elements of each Theme and also how you can create your own Themes and save
them. So, please join me in the next module for that.
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Video: Creating Custom Theme s
Deborah: Hi everyone, welcome back to this course on Word 2019 Advanced. This is still Deb,

and we're down in Section 13, where we're looking at Themes. And in the previous module, I
gave you an explanation of exactly what a Theme is, and how the current formatting of your
document can affect how your Theme looks.
And we finished that module by applying one of these one click Themes from the gallery. And
we actually applied the Ion Boardroom Theme to our document. And as soon as we did that, we
saw that all of the thumbnails in this document formatting area changed to take on the
appearance of the Theme that I have selected. And you'll see that they do that whichever Theme I
select. So if I was to switch to Facet, you can see that now all of those have updated with the new
Fonts, Effects and Colors. Now, I'm going to put mine back to ion boardroom and there we go.
Now if when you select a Theme, you think to yourself, Well, I actually really like the font, but
I'm not too sure about this purple color. Well, the good news is that you can essentially tailor any
Theme that you select to your preferences. And you'll see that just to the right of the document
formatting gallery, we have options for Colors, Fonts, and Effects. So if I decided that I didn't
like this purple color, I can click the drop down for colors. And I can choose to change to a
different color palette. And again, you'll see as I hover over my document updates with the new
color scheme. It doesn't change the fonts, it doesn't change any of the effects, it just changes the
colors. So it might be that I want this new, let's say green yellow color palette. So I'm going to
click to select. And once again, you'll see all of the thumbnails in the document formatting
gallery have updated based on my new selection.
I might then decide that I don't actually like the font that's in use in this Theme. So I can jump
into Font, and you'll see that I have different fonts that I can select. So once again, it's changing
the font, but it's keeping that color palette. So if I want to change the font, again, I just have a one
click option, just here, I'm going to select Franklin Gothic, and it changes the font in my
document. And once again, my thumbnails above updates.
Now if I want to get really granular about this, I can customize my own fonts and colors. So once
again, if we click the drop down underneath colors, you'll see right at the bottom, we have a
customized colors option. And this allows me to get super detailed about what I'm changing. So
it's showing me the current colors in use in this particular Theme. And on the right hand side, I
can see what those colors look if I have a dark background, and also how those colors look if I
have a light background. And sometimes this can be a bit difficult to work out which thing you're
actually changing.
But for example, I can see here with accent one, which is this lime green color, I can see that that
will come into play, if I was to add a chart into my document, I can see that the first bar is going
to be that color, the second bar is going to be accent two, third accent three, so on and so forth. I
can see here that the text background for the light version of this Theme is going to be this beige
color. And for the dark version, this olive green. And then I have my text color for the light
version and text color for the dark version.
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So you can essentially go in, select one of these and you can just change the color. So you can
see as I've done that it's changed that first part of the charts. Now if I make lots of changes to my
Theme colors, I have the option of creating my own Custom Theme or naming it at the bottom.
So I'm just going to call this Cool because these colors are pretty cool. And I'm going to click on
safe. Now before I do that, it's also worth noting that you do have a reset button here as well. So
if you start going crazy and customizing all of these colors, and you decide, I just want to go
back to how it was at the beginning, you can reset everything back to how it was originally. So
for this, I'm actually going to save my new Theme colors.
So now when I go back into my colors drop down, you'll see right at the top, I can now select my
custom color Theme, which I called Cool. And of course, you can do exactly the same for fonts.
Right at the bottom we have a Customize Fonts option. And I can choose exactly what I want for
my heading font. So let's go in and I'm going to say let's just say this one. And for my body font,
I'm going to keep that on Franklin Gothic Book. And once again, I can name my Theme Fonts.
So just to keep things consistent, I'm going to call this Cool as well. Click on Save and my
Custom Theme is now available at the top of My Fonts list.
Now we can also add in effects to our Themes. Now if I hover over these, I'm not going to get a
live preview. And it's also worth noting here that you don't have a customized effects option. But
if you do want to add some effects to your text, then you can come in here and you can set that
up as part of your Theme as well. And one other thing that you can also make part of your
Custom Theme is the page color. So in this final group, where we have page background, we can
also set a page background color. So let me do something, what should we do, let's do a fairly
light one, I'm going to do something like that tan background to darker 10%. So now essentially,
what I've created here is a Custom Theme.
I started out with the Ion Boardroom Theme. And then I went in and I change the color palette
that I was using, the fonts, I could change the effects if I wanted to, but I didn't in this case. And
I also change the page color. So once you've created a Theme, and you've customized it to your
liking, you can then go in and save this as a Theme so that you can easily apply it to your
documents. So to save a Theme, if we click that Themes drop down again, I have a Save Current
Theme option at the bottom. And what will happen here is that it will default to the templates
document Themes folder. So I'm just going to come in here and call this my Cool Theme and
click on Save.
So now when I click on the Themes drop down, I should see that under this custom heading, I
have access to the new Theme that I've created. And if we were to create a new blank document,
so let's say Control N, let's make sure that that Theme is still there, I'm going to click on the
design ribbon Themes. And there it is ready for me to use like so. Now, if at any point I come
into here, and I think actually I want to change the fonts again. So if I come back up, select fonts,
and change to a different font. So let's do Segoe UI. What I can do is then save my Theme again.
So save current Theme. And I could choose to override my Cool Theme. So I'm not creating a
new Theme each time I can if I just want to replace it, select cool Theme, and click on Save. It's
going to say do you want to replace it? I can say yes. And I now have my updated Cool Theme.
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So that is it. Fairly straightforward when it comes to applying inbuilt Themes with one click and
also when it comes to customizing the Colors, Fonts and Effects within that Theme, or creating
your own Custom Theme and saving it. That's it for this module. I will see you in the next one.
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Video: Exercise 13
Deborah: Hello everyone, and welcome back to the course. We're down into exercise 13 and in

this exercise, I just want you to practice creating a Custom Theme. And again, I don't really mind
how you do this, there's no specific way that I want you to format and I don't mind what colors
and fonts you use. All I want you to do is to create a Theme that's sufficiently different from the
Themes that we have available in the drop down. And then I want you to save that as a Custom
Theme.
Once you've done that, I want you to check to make sure that you've done that correctly by
making sure that when you click the Themes drop down, you can see your Theme sitting here at
the top in this Custom group. If you want to then practice applying that Theme to other
documents that you have, or maybe creating a test document and making sure that it works, then
please feel free to do that as well. But the main point of this exercise is really just to get you
playing around with different color schemes, different fonts and knowing how to save your own
Theme. See how you get on with that. If you want to see my answer, then carry on watching this
video. So let's take a look at the answer.
Now, as I said, I don't mind how you do this, I don't mind what headings you apply, what
formatting, what colors you use. But just to give you an example, I'm just going to go through
and change the color of these headings. So let's change these to a green color. And I'm going to
select them all by holding down my control key. In fact, let's just do heading one and heading
two in green. Let's do heading three and heading four in a different color we're going to do let's
do a purple or like so.
Maybe I then decide that I want to change all of the font style for this document. So let's change
it to FuturaRound like that. So essentially make whatever changes you want in your document.
What I wanted you to do then was to save this Custom Theme. So to do that, we jump up to the
Design ribbon, we go to Themes, and we select Save Current Theme. This is going to jump you
into the document Themes folder and this is where you need to save it in order to get that Theme
to appear in the Custom group. So I'm going to call this Futuristic and click on Save. And then
just to check to make sure I saved that in the correct place, if I now jump up to Themes I should
see that I have my Futuristic Theme sitting just here. That is all I required you to do. I hope you
got on okay with that and I will see you in the next section.

© Copyright 2008-2020 Simon Sez IT, INC. All Rights Reserved.

Advanced Word 2019

Section 14 – Protecting Documents
Video: Setting Read-Only
Deborah: Hi guys, and welcome back to this course on Word 2019 Advanced. We're down into
Section 14. And in this section we're going to be talking about all the different ways that we can
protect our documents. And there are a whole host of different options that you have when it
comes to Document Protection. And we're going to explore all of them over the course of this
section. And in this first module, we're going to talk about Read Only Access.
Now, if you don't want your content reviewers to accidentally modify or make any changes to
your document, then you can mark your document as Read Only before sharing it with others or
sending it for review. Now, if I mark this document, as Read Only and somebody else tries to
change it, their changes can only be saved by giving the document a new name. And that's a
really important point to note. You'll see when we get into this, that marking it as Read Only is a
deterrent, it will give the person open it a warning, letting them know that you've marked it as
Read Only. And so you're discouraging changes. It doesn't however, stop them because in effect,
all they would need to do is save it as a new document and then they can make whatever changes
they like.
So the point I'm really trying to hammer home here is that this isn't a way of completely blocking
any changes being made to the document, it's there as more of a warning. So let's take this
example. I've got a document with some random text in it. Again, the text of this document
doesn't really matter in this particular exercise. But what I'm going to do is I want to share this
document with Adam, but I'm going to mark it as Read Only. Now it's a fairly straightforward
process, all we need to do is jump up to our File tab to take us into the backstage area. And if we
go down to the Info section, the first large button that we have here is the Protect Document area.
And you can see underneath it says; “control what types of changes people can make to this
document”. And this is actually where you'll find all of the protection options that you have. And
the first one that we have here is Always Open Read Only. And underneath it says prevent
accidental changes by asking readers to opt in to editing. So I'm going to select this option. And
then I'm going to jump back to my document.
What I'm going to do now is I'm just going to give it a quick save. So I'm going to click on my
Save button on the Quick Access Toolbar. And I'm going to close this document down. So now
that I've closed it down, let's see what happens when I reopen it. Let's jump back up to File. And
I'm going to utilize my Recent Documents list because it is the last document that I opened. I'm
going to click and you can see that I'm getting a message here it says, “The author would like
you to open this as Read Only unless you need to make changes”. Then it asks the question,
“open as Read Only”? So essentially, the reviewer is getting a warning message.
Now I'm going to say yes, Open as Read Only. And now if I was to come in here and make a
change, let me just add my name in and try and click on Save. It's going to pop open the Save As
dialog box. So you can see that I can't just save my changes to this document, I need to save it as
a new document because it's marked as Read Only. I'm going to cancel out of there. Let's close
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this document down once more. And I'm going to reopen it once again from my recent
documents list.
Now this time when it asks me open as Read Only, I'm going to say no. So if I do exactly the
same thing come in and just add my name. Click on the Save button, you can see that it lets me
do it. And that's because I have to opt out of opening as Read Only. So as you can see, it's fairly
easy for people to override that. But I see it more as a deterrent to let people know that you don't
want them to change the document and hopefully they won't. And it also helps prevent just
accidental mistakes if somebody dropped something on their keyboard or presses the wrong key.
So Read Only is the first option that you have when it comes to protection.
In the following modules, we're going to explore all of those different options. And in the very
next module, I'm going to show you how you can restrict editing to certain parts of your Word
documents. So please join me for that.
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Video: Setting Editing and Formatting Restrictions
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. We're
down into section 14, where we're taking a look at how we can protect our Word documents
from unwanted changes. And in the first module in this section, we took a look at how you can
utilize the Read Only option to prevent accidental changes. And we're going to pick up in this
module where the last module left off.
So currently, I still have my random text document on the screen. And currently, this document
has Read Only protection. So the first thing I'm going to do is I'm going to remove that Read
Only protection. So let's jump up to the File tab, back down into Info, and you can see here I
have this little yellow warning box that says to, “prevent accidental changes, this document has
been set to open as Read Only”. So what I'm going to do to remove that is just click the protect
document drop down, and deselect Always Open Read Only. This is essentially a little toggle so
when I click on it, again, it removes that protection.
Now what we're going to do in this module is we're going to take a look at a different type of
Document Protection. Once again, you'll find it in this drop down. And it's this one, just here
Restrict Editing. And you can see it says control the types of changes others can make. Now this
is the option that you'll want to use if you want to have a little bit more control over which parts
of your document people can edit. So it might be that you want people to be able to edit certain
heading styles, maybe they can modify Heading 1s but not Heading 2s. Or maybe you have some
kind of Form in your Word document and you want people to be able to complete the Form, but
not modify anything else within that document.
These are the types of scenarios where restricting the editing is going to be your best option. And
you can see here that I have on the right hand side, a Restrict Editing Pane list opened with three
distinct sections; Formatting Restrictions, Editing Restrictions, and then Start Enforcement. So
really here, you can select either number one or number two, or you can select both of them. And
then once you've made your selections in these first two areas, you can say yes, I want to start
enforcing this protection. So let's take a look at this first one.
This is where you would come if you want to limit your formatting to a selection of styles. So if I
check this option, I have a little Settings link underneath. And you can see here it says what it's
going to do. It says, “By restricting formatting to the styles you select, you prevent the ability to
modify styles, and the ability to apply direct formatting to the document. Select the styles you
want to allow to be used in this document”. And if you look at the little window underneath, you
can see it says Checked Styles are currently allowed. So currently, I have everything checked. So
if I was to share this document with someone else, as this is now everything that's checked can
be modified. So I can go in and I can deselect or select certain things that I want to allow people
to be able to change. And remember, this just relates to styles. Underneath, I also have three
buttons. So I can choose to select All, the Recommended, Minimum or None.
Now I'm going to leave it on None for the moment. You'll also notice underneath we have some
other options So you can allow Auto Format override formatting restrictions, you can also block
© Copyright 2008-2020 Simon Sez IT, INC. All Rights Reserved.

Advanced Word 2019

a Theme or Scheme Switching. Now I'm going to select that option as well. And you can also
block Quick Style Set Switching as well. So this really locks down what people can do when it
comes to the styles within your document. I'm going to click on Ok. So now it's telling me that
this document may contain formatting or styles that aren't allowed. Do you want to remove that?
Now I'm going to say no.
Now the second option I have in this Restrict Editing pane is I can apply some editing
restrictions. So I can say only allow this type of editing in this document. And when I click the
drop down arrow, I can choose to allow only editing for Track Changes, Comments, Filling in
Forms, or I can set it to Read Only Access. So maybe I want people to be able to comment but
not actually change anything else. I might restrict the editing to Comments Only. Or I might
want people to be able to track changes only in the document but not change any of the actual
text. And you'll see when I select to allow people to comment, I can also add in some exceptions.
So again, it says select parts of the document and choose users who are allowed to freely edit
them.
So if I wanted to allow Adam for example, to only edit the comments in my document, I can
select more users and then choose Adam's name from my outlook address book. Now, I'm
actually not going to apply any editing restriction. So I'm going to deselect that option. So
currently on this document, I have some formatting restrictions, but no actual editing restrictions.
So once you've set your options, you then say yes, I want to start enforcing protection. And
Word is going to ask you to enter in a password. So I'm just going to set a password on this. And
then I need to reenter to confirm and click on OK. Now at any time after I've set this type of
protection, I have the option to stop protection. And you'll see in this restrict editing pane, right
at the bottom, I have a button that says stop protection.
Now I'm not going to do that for the time being, I'm just going to close down this pane and close
down this document. So now let's jump back in and reopen our document. And you'll notice
something very interesting. So currently, I'm clicked in this first heading where it says video.
And this has a Heading 1 style applied to it. So if I decided that I wanted to change this to a
Heading 2, if you now look on the Home ribbon in the Styles group, you can see that all of my
styles have disappeared apart from the normal style. So normal style is what I have applied to the
body of my document. And it's the only style I have available in this particular document.
Because if you remember, when it comes to formatting changes, I restricted all formatting
changes to this document, so you can't come in and make any changes to these styles. What I
also did is I blocked the ability to change Themes.
So if we jump up to the design ribbon, you can see that my themes button is completely grayed
out, as is my colors, and my fonts and my effects options. So very quickly, I've managed to
restrict any changes being made to the Document Styles. And as I mentioned, at any point, when
you're working on your document, you can stop enforcing this protection. So if we jump back up
to File and go into Info, and we want to go back down into Restrict Editing, it's going to open up
that pane, and I'm going to click stop protection at the bottom. And it's going to ask me to enter
in my password to unprotect the document. And there we go. And I can now jump in there
deselect limit formatting to a selection of styles. I'm going to click on settings and I'm going to
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untick block theme or scheme switching, click on OK. Close my pane down and you can now
see that I have my themes back again and I can switch between them. So there we go. That is it.
That is how you Restrict Editing to certain parts of your Word document. In the next module, I'm
going to show you how you can encrypt your document with a password. So please join me for
that.
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Video: Encrypting with a Password
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. We're
currently down in Section 14, where we're talking about protecting our documents. And in the
first couple of modules in this section, we've taken a look at how you can mark your document as
Read Only, and also how you can set formatting and editing restrictions to certain parts of your
document.
Now in this very quick module, I just want to show you how you can put a password on your
document. So a password is a very secure way of just denying blanket access to people who don't
have the password. It literally restricts all access, you can't even open the document without first
typing in the document password. So this really ensures that only people who have access to that
password can get into that document and make changes. Now there are a couple of ways that you
can set a password or encrypt a document with a password in Word. So let's take a look at both
of them.
So the first thing we're going to do is we're going to jump back up into File to go into that
backstage area and straight down to that Info tab. And you've probably already guessed where
we're heading, we're going to click on Protect Document. Now the second option down in this
list is Encrypt with Password. And as you would expect, it is fairly straightforward. All we need
to do is type in our password and click on OK. Now this text underneath this caution text is
actually quite important to read. Because it says, “if you lose or forget the password, it can't be
recovered. So it's advisable to keep a list of passwords and their corresponding documents name
in a safe place”. I can't stress this highly enough the amount of times when I used to work on a
Help Desk, I had calls from people who had set a password on a document and then couldn't
remember the password. And unfortunately, there is nothing that your IT team or even Microsoft
can do about that. So it is worth making a note of the document name and the password you've
assigned to it and storing it in a safe place. And by safe place, I mean on a secure network drive,
or maybe in Cloud Storage.
What you really don't want to do which I have seen some people do over the course of my career
is put that password on a post it note and stick it to your PC because that is not very secure. So
what we're going to do is we're going to type in a quick password just here and click on OK. I
need to confirm that password and click on OK again. And my document is now password
protected. So let's test this out. I'm going to close my document, I'm going to say yes, I want to
save the changes that I've just made. I'm going to jump back into File and just reopen that
document. And straightaway, you can see it's asking me for my password. So if I didn't have this
password, there's no way of me getting into this document. Even if I was just to click on Cancel,
it's not going to open. So let's do that again. Type in our password, click on OK. And now I have
access to my document.
If you want to remove that password again, if we jump back up to File and go down to Info, click
on Protect Document and go to Encrypt with Password. All you need to do is remove the
password by highlighting it and pressing Delete. So now if we close and say Save, and reopen
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our document one more time, you can see it's not asking me for a password. So that's the first
way that you can encrypt with a password of your choosing.
The second way that you can do this is through the Save As option. So if we jump up to File and
go down to Save As and go to Browse, when it comes time to save your document, what you can
do is set a password at this point. Now I'm just going to re-save over the top so I'm not going to
change my file name. But what I can do is in this little Tools drop down at the bottom, if I go to
General Options, I can choose to set a password from here. And you can see this first password
that I'm typing in is the password required to open the file. Now if I'm also sharing this file, I
might want to set a password that needs to be typed in for anybody to modify. So I'm going to set
two passwords in here. I also have the option to set Read Only from here as well. Now I'm not
going to do that. I'm just going to click on OK. It's asking me to reenter my password to open
and then reenter my password to modify and click on Save.
Now it's telling me I already have a File Name of this name. So I'm just going to replace it. I'm
going to say yes, let's close down our document. And let's reopen it and see what we get. As
expected, I have a password required to open this file. Click on OK. And now because I set a
password to modify, it's saying enter the password and modify this document. Alternatively, you
can open as Read Only. So if I just want to read the document, I don't want to make any changes,
I can just click Read Only and it's going to open up my document. So once I've opened this
document, as Read Only, the only option I have if I want to make changes is to save it as a new
file name. So I'm going to close this down, and then go back and reopen it once more. It's going
to ask me for my password once more.
Now at this stage, this time, I'm going to type in my password to modify this document and click
on OK. And you can see it's now opened and I can come in here and I can make changes to this
document. If I want to remove this protection, I can jump back into File down into Info, click the
Protect Document drop down and you can see there Encrypt with Password, all I need to do is
delete the password out of that box. So a couple of different options in there when it comes to
setting or encrypting your document with a password. In the next module, we're going to be
talking about how we can set up and utilize Digital Signatures in our document. So please join
me for that.
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Video: Creating a Digital Signature
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. This is still,
Deb and we are down in Section 14, where we've been taking a look at Protection. And in this
module, I'm going to run you through the process of setting up and using Digital Signatures in
Word.
Now a Digital Signature is an electronic and encrypted stamp of authentication on digital
information. So that might be things such as emails, documents, macros, so on and so forth. And
a Digital Signature really confirms that the information originated from the signer and has not
been altered. So really, it's just an electronic version of a handwritten signature on documents.
And having a Digital Signature that you can apply to different documents is a lot more
convenient these days than having to print out your document, manually sign it and then scan it
back in.
Now when it comes to the process of creating a Digital Signature in Word, it's not quite as
straightforward as just selecting an option. Obviously, your signature is personal private, and
being able to easily enter in a signature on any kind of document without first authenticating who
you are, could be dangerous. So the process I'm going to show you here might seem a little bit
long winded. And having run through this process myself, I can tell you from experience, it's
actually not too bad if you did want to set up a Digital Signature. Now essentially a Digital
Signature proves your identity. And when you send a digitally signed macro or document, you
can also send your certificate and public key. Now certificates are issued by a Certification
Authority, and much like a driver's license can be revoked. And when you obtain a certificate, it's
usually valid for one year. And after that the signer must renew or get a new signing certificate to
establish their identity.
Now, this also comes at a cost. It's not free if you want to have a Digital Signature. And, there
are some Microsoft approved certification authorities that you can obtain a Digital Signature
from. So before we really get into the details of this, let me just show you where you go in Word
In order to start off the process of adding a Digital Signature. It won't surprise you to know that
we're going to jump up to the File menu, and we're going down to the Info area. And you'll find
the Digital Signature option underneath this protect document button, which is pretty much
where we've been working throughout the balance of this section. And if we go down to the
second from last option, you can see it says add a Digital Signature, “Ensure the integrity of the
document by adding an invisible Digital Signature”. And that's also an important point to know
you can add a Visible Signature or an Invisible one.
Now I have a Digital Signature certificate, which is going to allow me to walk through the
process with you. So if I was to click on here, it's going to take me to my certificate. Now if you
don't have one, when you click on this button, you're going to get a little pop up on the screen,
which is going to direct you towards a link advising you of where you can get a Digital Signature
from. And it will show you some Microsoft partner companies where you can be sure that the
certificate you're getting is authentic. So I'm going to come back to here in the next module
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where we actually add in our certificate. But for the time being, let's just jump across and read
some more information about Digital Signatures.
So this is a great page to go to on the Microsoft support site. And all I did to get to here was type
in Digital Signature Microsoft. And this basically gives you a whole host of information about
how you can obtain a Digital Certificate and then use a Digital Signature. So it tells you exactly
what a Digital Signature is. And then just here it says, “Get a Digital Signature from a certificate
authority or a Microsoft partner”. And then it has a link here for find digital ID or Digital
Signature services. So let's click on this link and take a look.
Now the first line of this page pretty much states exactly what we want to do. So it says digital
IDs, also known as Digital Certificates help to validate your identity, and they can be used to
sign important documents electronically. So this here is pretty much exactly what we want to do.
We then have underneath two companies listed that are Microsoft partners where you can obtain
a Digital Certificate. Now the one that I use when I was setting this up was GlobalSign and all I
did was jump on to the GlobalSign up website, scroll down to the bottom of this page to have a
look at the various different Digital Signature types on offer. And the one I went for was the
PersonalSign 2 Pro. And you can see a comparison in this chart of each of these different
certificate types.
Now, as I said, these do come with a cost and they are particularly cheap. If we scroll down, you
can see here exactly how much this costs for a year, two years, three years, so on and so forth.
But if you do sign a lot of documents, then this might be worth it for you. Now the actual process
which I can let you in on because I have been through this myself, it was pretty straightforward. I
just clicked the Buy Now link, I filled in some details, and I sent that off to GlobalSign. They
sent me an email back and they just required a few other items for confirming my identity. And
as soon as they got those, they issued me with the Digital Certificate. And your Digital
Certificate arrives in an email, and it's simply a link. And, the link takes you through a wizard to
install that Digital Certificate on your PC. And that's pretty much it.
Once you've done that when you go back into Word or Excel or whichever the application you're
using, when you then try to go to this add a Digital Signature, it's going to take you to this sign
window just here. And this is the point where we're going to pick this up in the next module. I'm
going to show you how to sign your documents and then later on we're going to take a look at
how we can add Signature Lines in so please join me for that.
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Video: Inserting an Invisible Signature
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. We’re still
down in Section 14, where we've been taking a look at protection. And in the last module, I
walked you through the process of obtaining a Digital Certificate so that you can sign
Documents, Emails and Macros electronically.
And in this module, I'm going to show you how you can add an Invisible Signature to your
documents. So once you've downloaded and installed your Digital Certificate, you can then use it
to sign your documents. And as I mentioned, you can have an Invisible or a Visible Signature.
And the difference between the two is that an invisible Digital Signature doesn't really add any
marks or text within the document. The only thing it adds is metadata to the document file. And
it's this metadata that ensures the document’s authenticity without altering its content.
Now, it's worth mentioning that both visible and Invisible Signatures involve the use of
metadata. But a Visible Signature includes some kind of visible marker, whereas an Invisible
Signature doesn't. So let's take a look at the process. We're going to jump up to the File tab, and
we're going to go back into the Info area, we're going to click the drop down on Protect
Document and select the Add a Digital Signature option. And what pops up is this Sign window.
And you can see here it says you're about to add a Digital Signature to this document, this
signature will not be visible within the content of this document. And then I have some fields
that I need to fill in.
Now, I will say that these fields aren't mandatory. But I'm going to click the drop down
underneath commitment type. And I'm going to say that this signature is approved for this
document. I could then add in the purpose for signing this document. And I'm just going to say
that this is an approval, you can type whatever you like into there. And then it says to include
information about the signer, click the Details button. So if I click this Details button, it's just
going to allow me to add in a little bit more information about myself the signer if I want to. So
what I could do is add in my role. And I could go through and start adding in my address, city,
state, so on and so forth.
Now, I'm not going to do that in this case, I'm just going to keep it with my role, and click on
OK. And the bottom there, it's showing me my certificate. So it's saying that I'm signing as
myself. And it's also showing the company that issued my Digital Certificate, which is
GlobalSign. Now if you have more than one certificate, you could click on the Change button
and select it, but I only have one, so it's just showing me one, and I'm clicking on OK. And I'm
going to click on Sign. Now it says your signature has been successfully saved within this
document. If the document is changed, your signature will become invalid. So I'm going to say,
OK, now as you would expect, I don't see anything in the document because this is an Invisible
Signature. But what has happened to this document is that it's automatically been marked as
final. So once I've signed this, no more edits are to be made.
Now if I click on the Edit anyway button, you'll see what happens here. It says editing will
remove the signature of this document. So I'm going to say no, I don't want to continue. So
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really, this is there to stop anybody modifying the document once you've signed it, because that's
really the last thing you want. If you sign something and approve it, you don't want anything in
the content to be changed. So this is kind of a little safeguard. If somebody does say yes, I want
to edit, it's actually going to remove your signature from this document. So you might be
thinking, well, if the signature is invisible, then how can somebody who's looking at that
document, see that it's been signed?
Well, if we jump up to File and back down into Info, as we mentioned before, this type of
signature adds information into the metadata of the documents. So all of that information that sits
behind the document. And the first thing you'll see here in a big yellow box at the top is that it
now says that this is a Signed Document. This document has been signed and marked as final it
should not be edited. If anyone tampers with this document, the signatures will become invalid.
So what I could do is if I'm looking at this document and I want to see who signed it, I can click
on View signatures. I get a little pop out pane at the side and you can see here that it's showing
me I have a valid signature and I can jump into the Signature Details to see this information. So
reasonably straightforward.
If I wanted to remove my signature again, if I just go up to My Signatures, click the drop down, I
have a Remove Signature option. So let's do that. Let's click Remove. It says, “Are you sure you
want to permanently remove this signature, this action cannot be undone”. I'm going to say yes,
the signature has been removed and the document has been saved. Click on OK. And there we
go. My signature is gone. It's disappeared from this pane. My document is no longer marked as
final. And if I jump back into File and Info, it's no longer saying that this has been signed. So
that's pretty much it.
That's how you add a Digital Signature fairly straightforward. In the next module, I'm going to
show you how you can add a Signature Line to your documents, and then use a Visible
Signature. So please join me for that.
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Video: Inserting a Signature Line and a Visible Signature
Deborah: Hello everyone and welcome to this course on Word 2019 Advanced. We're down in
Section 14, where we've been taking a look at Protection. And in the last couple of modules,
we've been focusing on Digital Signatures. And in the previous module, I showed you how to
enter an Invisible Signature onto your document. So we're going to take that on a stage now. And
I'm going to show you how you can add a Signature Line and a Visible Signature.
So I'm working in this document here titled Digital Signatures dot docx. And this is just a
template that I've downloaded from Microsoft. And at the bottom, I want to add a Signature
Line. Now a Signature Line is similar to the line that you'd sign on a traditional document, but it
has some additional features. For example, if you're sending this file to another individual for
signing, you can include instructions and other information on the Signature Line. So let's first
enter the Signature Line and then I'll show you how you add your signature. Now we're going to
find our Signature Line options on the Insert tab. And all the way over on the right hand side in
the text group, we have an option for Signature Line. And the one we want to select is a
Microsoft Office Signature Line.
So this is going to jump me into my Signature Setup Options. And the first thing I need to do is
enter in the name of the person who's signing this document. So in this case, that's me, I need to
enter in my title. So I'm going to say IT Trainer, and then I can enter in an email address. I just
want to add that this isn't an actual email address. And then if you want to, you can add in some
instructions to the signer. So this is what I mentioned before, if you plan to send this to
somebody else to sign, this is where you can add in any instructions for them. So currently, mine
says, “Before signing this document, verify that the content you're assigning is correct”. Now,
I'm not going to change that, I'm just going to leave that how it is I could choose to allow the
signer to add comments in the sign in dialog.
Now, if I want the next person to sign this, to be able to add comments, I would want to tick this
box. Now I don't in this case, because I'm not going to send it to anyone. So I'm going to deselect
that. But I do want to show the sign date in the Signature Line. So fill out your signature set up
options and click on OK. Now you can see that my signature has gone on to that second page. So
I'm just going to Backspace to pull that up onto the previous page. And you can see what I get
here I get an X, it's got my name, and then it has my job title. So very nice and neat looking.
So now if I wanted to sign this document, there's a couple of ways I can do this. I can click on
the signature until I get the little text box around the outside, and I can right click and select
Sign. Alternatively, I can double click which will jump me into the same area. And this is where
you actually sign the document. And you can see at the top there, there's my instructions; “before
signing this document, verify that the content you're signing is correct”. And then it says, “Type
or ink your name below or select image to select a picture to use as your signature”. So there are
essentially three different ways that I can sign this document.
I can simply type my name, and click on sign at the bottom. And it says to me that my signature
has been successfully saved with this document. So I'm going to say OK, and there we go. My
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signature is there, it's given my signature a date. So everybody knows the date that I signed this
and my document has been marked as final. So that's the first way that I can do this. Let me
show you the second way. So I'm back in my sign box. And the second way that I can do this is I
could write my name in here. So if you are using a touch device, or maybe you have a laptop that
comes with a stylus, you can actually handwrite your signature into here.
Now fortunately, I do have a stylus, but I'm not sure how neat this is going to be guys. So you're
gonna have to bear with me, I'm going to attempt to write something in this box. And once again,
I just want to reiterate, this is not my actual signature. And there we go a little bit on the messy
side, but that will do. So if I want to use this as my signature, I can then click sign, click on OK.
And it's gonna do exactly the same, add my signature in and mark my document as final. Let's
take a look at the final way.
Now the final way that you can do this is you can save your signature off as an image file. So
what you could do here is you could open up an application like Paint and you could create a
signature in here. So once again, I'm going to use my stylus and just create a signature like so.
And I would then need to save this off. So before I save it off, I'm going to just make this a bit
smaller. So let's draw a rectangle around the signature and click crop. And then I want to save
this as a PNG file to my desktop, and I'm going to call this DASig and click on Save. So now
that I've done that, what I could do is choose this option here Select Image, I can browse to
where I've stored that signature. So that's going to be on my desktop. There it is, click on select
and use that to sign my document.
So three different methods there; you can type, you can handwrite your signature directly, or you
can create your signature outside of word, save it as a PNG and then use the image. And for all
three of these, it's always going to mark your document as final so that no further changes can be
made whilst your signature is on this document. Remember if we click on Edit anyway, and we
say yes, we want to edit, it's going to remove the signature from the bottom of the document. But
there we go. That is it, fairly straightforward. But when it comes to signatures that is pretty much
it. So as long as you have paid for and downloaded a Digital Certificate, everything becomes
pretty easy when it comes to signing your documents electronically. That's it for this module. I
will see you in the next one.
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Video: Marking a Document as Final
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. We're
down to the end of Section 14 and in this section we've been talking all about protecting our
documents. And in this final module, I just want to show you one last option that you have when
it comes to protecting your Word documents before sending them out to others. And that is the
Mark as Final Option.
Now, you'll find this option in the same place as all of the other protection options and that is
under the File menu in the Info section, and if we click the drop down where it says protect
document, you'll see right at the bottom, we have an option for Mark as Final. And you can see
there it says let readers know that this document is final. Now what happens when you mark your
document as final is that Typing, Editing and Proofing Marks are disabled or turned off, and the
file essentially becomes Read Only.
So what you're saying is this document is final and no more changes should be made. If you then
share this file with somebody else, when they open it, they'll get a banner at the top of the
document with a warning message so that they know that the document has been marked as final
and they shouldn't make any further edits. So let's take a look at this in action. I'm going to select
Mark as Final. And straightaway I get a little pop up message that says this document will be
marked as final and then saved. So I'm going to say okay, just here. And I get another message
that says this document has been marked as final to indicate that editing is complete and that this
is the final version of the document.
When a document is marked as Final the status property is set to final. And Typing, Editing,
Commands, and Proofing Marks are turned off. You can recognize that a document is marked as
final when the Mark as Final icon displays in the Status Bar. So I'm going to say sounds good to
me. Let's click on OK. And let's go back to our document. And what you'll see is exactly that I
now have a yellow bar at the top that says that this has been marked as final. And as you can see,
this is really there to discourage editing. If somebody really wanted to edit this document, the
only thing they need to do is click on the Edit anyway button.
Now another interesting thing here is that you'll see that my ribbons have automatically been
collapsed. And if I click on that Home ribbon, you can see everything is grayed out. So
essentially, it's stopping me from making any changes to this document. Now of course I can
click on Edit anyway. And it's going to pull back those ribbons and now everything is available
again. So with this, it really is just another deterrent to let people know that there shouldn't be
any further edits made. But that's pretty much it. It's reasonably straightforward.
That's the end of this module and that is the end of this section. In the next section, which is a
very short section we're going to be talking about working with Trust Center settings, so please
join me for that.
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Video: Exercise 14
Deborah: Hello, everyone, and welcome back to the course. We've made it down to exercise 14
and this is a very straightforward exercise where I want you to practice the skills you've learned
relating to Protecting Documents.
So on the screen here, I just have a document with some junk text in it, and I want you to just
practice setting different protection options. So I'd like you to practice setting a document to
Read Only mode. I'd also like you to practice Restricting Editing to certain parts of the
document. So for example, you could restrict the editing of certain styles within this document.
And the final thing I'd like you to practice is just setting a password on this document, and then
removing that password again, that's pretty much it. If you want to see my answer, then stay
tuned.
So let's take a look at these different protection options. The first thing I asked you was to
practice setting Read Only Access. So for this, we're going up to the File tab, we're going down
to Info and into the Protect Documents Section. And you'll see right at the bottom, we have an
option to mark as final. I'm going to click OK and ok again. If I go back to my document, you'll
now see I have my yellow bar at the top discouraging other people from making edits. Now I'm
going to click Edit anyway, just to remove that. So make sure you know where that option is.
The second thing I wanted you to have a play around with is the Restrict Editing options. So if
we jump up to the Review tab, you'll see over in the Protect Group, we have our Restrict Editing
button, and I mentioned formatting restrictions. So for this, I might want to check this checkbox
and then click on settings, and I might decide to uncheck everything. But maybe only allow the
editing of Heading 1. I'm going to click on OK, it's going to ask me if I want to remove any
styles that aren't allowed, I'm going to say no. And then to start enforcing whatever protection
I've set I need to click on Yes, start enforcing.
I also mentioned about setting passwords. This is one way that you can do it, like so. And now
because of those editing restrictions, you'll see that if I jump back to my Home tab in the Styles
group, I now only have access to normal text and Heading 1 because I restricted the rest of the
style so they're no longer available in the Styles pane. Remember to remove protection, you just
need to jump back up to the review tab into restrict editing and say stop protection at the bottom.
If you set a password, you'll need to type that in and your document is back to normal.
Another way of setting a password in a document is go up to File, down to Info, into Protect
Document, and then I could say Encrypt with Password. I'm going to confirm and there we go.
My document is now protected with a password. If I was to reopen this, it would ask me to type
in that password. Now I'm going to remove this password so back into Info, Protect Document
and Encrypt with Password. I'm going to take out and click on OK. So those are the options that I
wanted you to have a play around with. I hope you got on okay with that I will see you in the
next section.
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Section 15 – Trust Center
Video: Working with the Trust Center
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. We're
down into Section 15. And this is a very short section that only contains one module. So in this
section and module, we're going to be talking about Trust Center settings.
Now the Trust Center is where you go to check or change your Security or Privacy Settings in
Word. And its main function is really to protect you and your computer from Viruses, Malware,
or Malicious code when opening files from external sources. And there are numerous different
settings that is worth reviewing in the Trust Center to ensure the files you know come from a
reliable source can open with no issue whilst protecting your computer from harmful files. So let
me start out by showing you a couple of examples of the Trust Center in action.
Now I'm going to go up to File and I'm going to open a couple of files from external sources. So
if I jump to open, the top file, just here is a PDF file. Now I received this PDF as an email
attachment from an external source. I've downloaded it to my computer, and now I want to open
it and convert it to Word. So I'm going to click on the file, and it's going to ask me, if I want to
convert this to an editable Word document? I'm going to say OK, and you can see that it's open
this document, but take a closer look at that title bar. It’s actually opened it in protected view.
And you can also see that I have this message bar running across the top in yellow that says
protected view, be careful files from the internet can contain viruses. Unless you need to edit, it's
safer to stay in protected view.
So essentially, Word is recognize that this is a file that's external, and it's given me a warning. If
I just need to read this file, then I'm probably better just to stay in this view and read through the
file. However, if I want to edit it, I'm going to have to click on the Enable Editing button. So
essentially, clicking the Enable Editing button is me saying I know this is from a reliable source,
I'm not too concerned, I'm gonna enable and open this document. Now the fact that this yellow
message bar has come up is controlled by my Trust Center settings.
Let me show you another example. I'm going to go back to file and this time, I'm going to open
this file just here, which is a docm file. So I know that this file contains macros. And here you
can see that I have another message bar warning that says security warning, some active content
has been disabled. Now again, if I'm happy or I know where this has come from, if I know it's a
reliable source, I can click Enable Content and carry on working in my document with no issue.
But why has this come up? Well, this document contains Macros. So let's first jump into our
Trust Center settings and look at what I have set for Macro Files.
So we're going into Trust Center by clicking on File, and we'll find it all the way down in our
Word Options. Right at the bottom of this list, we have our Trust Center, and we want to jump
straight into Trust Center settings. And you can see it's taken me to the Macro Settings option. So
currently, I have set to disable all Macros with notification. And that is why I'm getting this
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security warning message when I open a document that contains Macros. If in here I had selected
enable all Macros that file would just open and I wouldn't get any kind of security warning.
Now for me, I find the setting that I like to use is disable all Macros with notification. It means
that I can quickly just enable it if I'm happy with it, but it prevents any macro files that contain
harmful code automatically opening on my PC. So that's one example of a Trust Center setting.
You'll see that you have lots and lots of other settings in here that you can also change. So for
example, the one at the top, Trusted Publishers.
Now a publisher is a person or a company. It's usually a software development company who has
maybe published some codes such as a macro or an ActiveX control, or maybe they've even
created some kind of add in. Now before you decide that a publisher is reliable, you need to
know the identity of the publisher and whether the publisher’s credentials are valid. So maybe
I've downloaded some kind of add in from a particular publisher. If I was to run that add in in
Word, it's going to give me a security warning message. Now if I didn't want this yellow warning
to come up each time, I could add that publisher into my Trusted Publishers list to let word know
that this is a reliable source. And this kind of carries on through the rest of these. So if we jump
to Trusted Locations, you'll see that I have a few Trusted Locations in here.
So any file that I open from any of these locations is considered reliable. So it means that I'm not
going to get any kind of warning, and it's not going to open up in protected view. Now I have
some default File Paths in here. But of course, if you're always opening files for a particular
location, and you're getting a warning message pop up each time, what you could do is click add
new location at the bottom, and it's going to let you browse to add in that File Path. Once you
add it in any files that you save into this File Path will open automatically without any warning
messages.
Now Trusted Documents is similar in many ways. So when you open a new file, if that file
contains any kind of data connections, or macros, the message bar will appear because the active
content may contain viruses and other security hazards. And that's pretty much exactly what I got
when I opened up this macro document. Now, there's only a couple of settings that we have in
here. And currently, I'm allowing documents on a network to be trusted. But I have an option in
here to disable all Trusted Documents as well. So basically any document that I have opened,
and I said yes, this is fine, I trust this document goes into a Trusted Documents List. So the next
time I open that document, I'm not going to get a warning message.
The next option down is Trusted Add in Catalogs. So this is mainly related to Web Add in
Catalogs. So for example, if you download any web add ins from the Office Store, you can
choose to not allow those add ins to start when you start up Office. Alternatively, you can say
don't allow any web add ins at all no matter where they're from to start. And again, in here, you
have options to add in catalogs or web add ins, so that you don't get any warning messages when
you open them or run them. We have a similar thing here for Add ins. So you can go through and
you can check which of these settings you want to apply. We then have Active X settings. So
when you open a file that has Active X controls, an example of that would be if you receive a
Word document that contains a form, which has Active X controls in it, and we're going to talk
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about those when we go through Forms later in this course, these are settings in relation to those
ActiveX controls.
So you can choose what level of access you want to give those controls. So you can choose here,
if you want to disable all of the controls without notification, or select one of these other options.
We've already seen Macro Settings. So in general, I like to keep mine on disable all macros with
notifications. So I deal with my documents on a case by case basis. And then I have a Protected
View section. Now we saw Protected View in action when I opened up that PDF document. If
you remember that PDF came in as a file attachment from an external source. And when I
opened it in Word, I got that yellow message bar running across the top that says I'm working in
protected view. And that is a way of Word keeping you protected from any malicious code that
could be harmful to your computer.
So I actually quite like to have Protected View turned on just really as a warning to myself. So I
can double check that what I'm opening is from a reliable source. And this is where you can
modify those settings. We then have Message Bar. And this is where you can specify if you want
this yellow message bar to come up or if you don't. We have a File Block settings. And this is
where you can get really granular about the types of file that you can open or save. So you can
see here we have all different types of files. And you can see just above what it says. So for each
File Type, you can select the Open and Save checkboxes. By selecting Open, Word blocks this
file type or opens it in protected view.
By selecting Save, Word prevents saving in this file type. So you can see that I have three items
checked here in the Open column. And that is Word 95 Documents and templates, Word 6.0,
which is a very old version of Word and Word 2. So if I happen to receive any documents that
were extremely old documents of these file types, because I have Open checked for all of these,
it means that Word is going to block this file type or it's going to open it in protected view. So it's
worth coming into here and checking what you have set to Open and set to Save.
And then finally we have Privacy Options. So as with most other software products these days,
Microsoft tracks your use of Word just as it does with Windows and the other software products.
And the purpose of this tracking is to improve the software and give you a more personalized
experience. And, the collection of certain pieces of data is also necessary for specific features in
Office to work. Now if you are at all concerned, or you want to check your privacy if you go into
Privacy Options, and right at the top here you have Privacy Settings. And you can see here it
says your data controlled by you. Office Privacy Settings gives you control over your experience
and data. And then it goes through and tells you the type of data that Microsoft is collecting.
So you can see here it collects Required Diagnostic Data. And this is required by Microsoft to
keep Office secure, and up to date. It also collects Optional Diagnostic Data. And this is how it
continues to improve its products and services. You can also see here that Microsoft analyzes
your content. And the reason it does that is to provide you with Design Recommendations,
Editing Suggestions, Data Insights and similar features. And you can carry on going through
checking all of your privacy settings and the types of data that you're sharing with Microsoft.
And you'll notice with each of these sections, you have checkboxes. So if you're not comfortable
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with them knowing this information, you can untick these boxes and essentially opt out of that.
So a lot of settings located in the Trust Center.
Now you may find that the default settings are perfectly fine for you. But it is worth just going
through and reviewing each of these sections to make sure your PC is set up as you want it to be,
you can still work efficiently, but you're protecting your computer from anything harmful. That's
it for this module. I will see you in the next one.
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Video: Exercise 15
Deborah: Hello, everyone and welcome back to the course. We're down into exercise 15 and
this is less of an exercise where you have to execute tasks, this is more of a checking exercise.
So in this very short module, we took a look at Trust Center settings. So what I want you to do is
just jump into your Trust Center settings and just go through and check everything that you have
set up. Make sure that your settings are as you want them to be, particularly with regards to how
Word handles macro enabled documents when you open them. Have a check off the items that
you have ticked underneath protected view and make sure those are set to your liking. And
maybe also check the settings with their Message Bar and File Block.
I would also encourage you whilst you're here to go into Privacy Options and take a look at your
Personal Privacy settings. And if you need a reminder as to what each of these menu item
options in the Trust Center mean, then please feel free to go back and review the tutorial video.
But that's it so not really much of an exercise. So there is not going to be an answer to this.
Just jump into your Trust Center settings which again, you'll find under the File, Options, Trust
Center and Trust Center settings. See how you go with that and I will see you in the next section.
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Section 16 – Track Changes
Video: Track Changes
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. This is
still Deb and we are down now in Section 16, where we're going to start to talk about Track
Changes.
Now Track Changes are useful if you want to gain feedback from other people before sending
your document out. What Track Changes allow you and others to do is make changes to the
document itself, And Word will record who has made that change. Then as the document author
or creator, you can go through and review the proposed changes, and then choose which ones
you want to accept or reject.
So on the screen in front of me, I have again, just a very basic document with a heading. And
what I want to do here is I want to go in and make some changes to this document. But I want to
track the changes that I'm making. Now it's worth noting that by default Track Changes isn't
turned on. So I can jump into this document, I can click anywhere. And I can make changes such
as inserting text as I've done there. I can also come in and delete out text and no one would be
any the wiser that that text was there.
However, what I want to do here is I want Word to essentially mark where I'm making changes
so that other people can review those changes. So the first thing I need to do here, before I start
editing my document is turn Track Changes on. Now there are a couple of different ways that
you can do this. So the first way is if we jump up to the Review tab, you can see we have a group
in the middle here called Tracking. And one of the buttons is this Split button called Track
Changes. Now if I was to click the top half of this button, and you can see the shortcut, there is
Ctrl Shift E, it's automatically going to turn Track Changes on.
If I click the lower half, I have again another option to turn on my Track Changes, or I can
choose to Lock Tracking. Now what lock tracking means is that you can only switch off tracking
changes, if you have a password. Now I don't want to do that I just want to turn my Track
Changes on so I'm going to click on the option for Track Changes. Now again, sometimes when
you're working in a document, it can be quite difficult to see if you've got Track Changes turned
on. Really the only indication that you have is if you jump to the Review ribbon, you can see that
the Track Changes button is kind of showing in gray. So what I like to do here just to make it a
little bit more obvious, and also easier for me to toggle between turning the Track Changes off
and on is in the Status Bar, I'm going to right click my mouse, and you can see that halfway
down the Customized Status Bar menu, I have an option for Track Changes.
So if I click it, what you'll see is that now in the Status Bar, I get this little piece of information
that tells me my Track Changes are turned on. And if I want to turn them off, I can just click
down here to switch them off. So I find that a much quicker way of toggling my Track Changes
off and on. So I have them on currently. So let's start making some changes to our document.
Now it's worth noting that when you are tracking changes, there are three different types of
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changes that you can make, you can make changes to the actual content. So that might be
inserting additional words or sentences or deleting, you can make changes to the formatting. So I
can make certain words bold, underlined, things like that or I can add in comments. Now
comments aren't technically part of Track Changes, they are a standalone thing. But they kind of
tie into this so we're going to look at them as well throughout this section.
So the first thing I'm going to do here, so I'm going to click at the end of that second paragraph,
hit enter, I'm just going to add in a new line. And you can see what's happened to that new line of
text. It's showing in a red font with an underline and I also have this vertical marker in my
margin. So essentially, what this is telling me is that there are Track Changes in this area of the
document. Now maybe I also wanted to delete something from this document. So I'm going to
take this sentence just here and press the delete key. And this time I have a strike through
running through it. So I can still see all of the changes that I'm making. So it hasn't deleted it out,
I can still see it there. But I'm really proposing that this needs to be deleted. I'm going to go in
and add a little bit more.
So let's do this is another new line. And then maybe let's delete out this entire paragraph. What I
can also do is replace words. So maybe if I take this word “time”, double click it and replace it
with “hours”. You can see that it puts the word “time” as a strike through, so deletion essentially,
and the word hours as an insertion. Now this markup will also apply if you add images or tables
into your document. So again, if I make a little bit of space, I'm just going to go up to the Insert
ribbon and just add in a quick table, you can see that the table cells are shaded in that light blue
color. So when you insert something like a table, the markup is set to shade that table in blue.
Now you can change these colors, and I'm going to show you that in a later module. So let's
move down to the second page. And let's insert a quick Picture. So I'm going to jump up to
Insert, I'm going to go to Pictures and just find a picture that I have saved off somewhere. And
I'm just going to select this one and insert it. And what you might be able to see is that not only
do I have that vertical market in the margin, telling me that I've inserted a picture, I also have a
red line running underneath that picture to show that that is an insertion. And what I’ll basically
do is carry on going through my document making proposed changes. So we're going to carry
this on throughout the following few modules.
And in the next module, I'm going to show you how you can track Formatting Changes in a
document as opposed to Content Changes that we've been making here. So I'm going to head
over there now and I look forward to seeing you.
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Video: Showing Markup
Deborah: Hello everybody, and welcome back to this course on Word 2019 Advanced. We're
down in Section 16, where we're taking a look at Track Changes.
And in the previous module, I showed you how you can toggle Track Changes off and on. And I
also showed you how you can make Content Changes and how that looks when you have your
Track Changes turned on. And that is kind of the point that we're up to now. We've made a few
insertions we've made a few deletions, I've replaced a word. And I've also added a table and a
picture to my document. And all of these changes I've made have been tracked. What I'm going
to talk to you about in this module is how you can make Formatting Changes to your document,
because it does work a little bit differently. So what I'm going to do here is I'm going to come in,
and I'm going to make these words here online video, I'm going to make them bold.
And you can see that as soon as I've done that the tracking is slightly different. What's happened
is I have this little pane pop over to the right hand side, that's telling me that I made a change a
few seconds ago, and that I formatted the font in bold. Now these are what we call balloons. And
I will say in older versions of Word, they did look slightly more like balloons as opposed to a
text box like we have now. But the terminology is balloons. Now if you don't like the way that
these are displayed, you can change that. So let's jump up to the Review ribbon, and we're going
back to our Tracking group. And the option that we're interested in just here is this Show Markup
drop down. So you can see here I have everything showing in my documents, so Comments,
Insertions and Deletions and Formatting. And you can see underneath that I have an option for
Balloons.
Now currently, the option that I have selected in here is, “show only comments and formatting in
balloons”. So that's why my other markup doesn't show in balloons, but my formatting does. And
if I were to add comments to that document, they would also show in balloons. Now I have a
couple of other choices in here I can say, “Show all revisions in line”. So now my only indication
that I've changed this to bold is the vertical line showing in the left hand margin. Let's go back up
to Show Markup and Balloons. The other option that I have is, “show revisions in balloons”.
And then it's basically going to show all of my revisions in balloons. Now which option you
choose entirely up to you. But I'm going to put mine back to, “show only comments and
formatting in balloons”. And it is also worth noting here that that option that I've just selected is
the default selection in Word.
Now currently, I'm the only person who's editing this document. And you can see that when I do
make a change, it tags that change with my name. Now Word is getting this information
basically from the File area over here. So if I go to File, and Info, because I'm listed as the author
down here, that's where it's picking up my name and adding it to the change. And the cool thing
about this is if I was to share this document with other people, when they start tracking changes
in the document it's going to show with their names in here as well.
And in the next module, I'm going to show you how you can change reviewer names and just
Show Markup for specific people. But for now, that is it. I will see you in the next module.
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Video: Changing Reviewer’s Name
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. We're
done in Section 16 where we've been taking a look at Tracking Changes. And in the previous
modules, I showed you how you can track Content Changes, and also how you can track
Formatting and Insertion changes. And that's basically the stage that we're up to.
Now as you can see here, I have changed what I'm displaying in bubbles on the right hand side.
And I did that simply by going up to Show Markup, this is a good reminder from the previous
module, down to Balloons, and I'm currently showing all of my revisions in balloons. And the
reason why I'm doing this is just to make it abundantly obvious to you that I'm making these
changes. You can see my name tagged to all of these Track Changes. Now, as I mentioned
briefly in the previous module, Word knows that you're making the changes based on the
information in the backstage area.
So if I go down to File and Info, you can see here that I'm listed as the Author. And that's how
Word knows that I'm making these changes. And what you can see here is that when I making
changes, all of my changes are appearing in red. So we can see here we have some insertions.
And if I was just to say Show Markup, and let's go back to only for comments and formatting,
you can see there, my deletions are also in red. So essentially, what Word has done is it's
assigned the color red to any changes that I make. And the reason why this is important is
because every time a new author makes changes to this document, their comments are going to
appear in a different color. So it makes it super simple to see who's made which change.
Now I'm going to show you how this works. And fortunately, I don't need to send this to another
person and get them to make changes, I can just change the name of the reviewer from within
Word. So I'm going to go up to my Tracking group on the Review ribbon, and I'm going to click
the Tracking Options Launcher. And you'll see this little pop up window that comes up, I have a
Change Username option. And that's basically going to jump me down into Word options. And
underneath this heading, “personalize your copy of Microsoft Office”, it's got my name. So what
I'm going to do here, I'm going to change the username just temporarily to Adam. And we'll put
his initials in there. And I'm going to say, “Always use these values regardless of sign in to
Office”.
Now this step here, you probably wouldn't do, you're more than likely going to send this out to
somebody else. But just for demonstration purposes, I want to show you what it looks like when
word thinks somebody else is editing this document. So let's click on Ok, and Ok again. So now
what I'm going to do is I'm going to make some more changes. So I'm going to highlight this
sentence, and I'm going to delete it. Let's add something else in here like so. And you can see
that those changes are showing in blue. Let's make some Formatting Changes as well. I'm going
to take this first sentence, and I'm going to apply a highlight to it. And you can now see in my
balloons on the right hand side, because that's a formatting change, It says Adam Lacy.
And Word will assign a different color to every reviewer of this document. So it's a very visual
way of being able to see who's made what changes. But also more than that, if we go back to the
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Review ribbon, and go to the Show Markup drop down, you can see that we can choose which
reviewer’s changes we want to see. So currently, I'm displaying all reviewers, so both myself and
Adam, but maybe I was more interested in Adam's changes, maybe Adam has more knowledge
in this subject, so I want to see what changes he's proposing before anyone else’s. All what I
could do is untick my name and it's only going to show Adams changes. So that's a really nice
option if you're particularly interested in feedback from a specific person.
Now I'm going to jump back into File and just change those details back to mine. And in the next
module I'm just very quickly going to show you how you can work with the reviewing pane so
please join me for that.
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Video: The Reviewing Pane
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. We're in
Section 19, where we're taking a look at Tracking Changes in our document. And in the previous
modules, I've shown you how you can track Content Changes, Formatting Changes, how you can
display those changes, and also what it looks like when another person is reviewing the
document and making their own changes.
In this very quick module, I just want to introduce you to the Reviewing Pane. And as you can
imagine, we'll find that option on the Review ribbon in the Tracking group, and it's this one here
Reviewing Pane. Now when you click this drop down, you have two options, you can choose to
display your Reviewing Pane vertically, or horizontally.
So horizontally, it looks something like that, I actually prefer to display it vertically, because I
find that a little bit easier to see. Now all this Reviewing Pane is, is it will show you all of the
revisions that have been made to this document in the order that they appear in the document. So
you can see here, the first one says Adam Lacy formatted with a highlight. And if I look in the
document, yes, that is the first one that we have.
Now, these aren't particularly functional, you can't click on anything in this pane and jump to
that specific part of the document. It's really just there to make it easier for you to see all of the
revisions as they appear. You can see at the top, it says that there have been 12 revisions made to
this document by both myself and Adam. And if I click that little arrow to show the detailed
summary, it's going to show me exactly how many of those are Insertions, Deletions, Moves,
Formatting, and Comments. So it gives me a nice little breakdown of the revisions in this
document.
What you'll also see on the right hand side is I have this little synchronizer, Refresh Reviewing
Pane button. So if I was to jump back into this document and just delete out something, you'll see
that that pane updates, it's just showing me that I've just deleted, “to search online”. But if I'd
sent this document to other people, and they were making changes, and I wanted to pull those
through, I can click the Refresh Reviewing Pane button. And it's going to update everything.
And the final thing that's worth noting about this Reviewing Pane is that it will show all revisions
that have been made to the document. So that's any Content Changes, Formatting Changes and
also Comments. So that's your Reviewing Pane. Remember, it's there it can be a really useful
little tool if you just want to list out and see easily all of the changes that have been made to your
document. That's it for this module. I will see you in the next one.
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Video: Displaying Markup
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. This is still
Deb and we've been talking about Tracking Changes in our Word documents.
We've seen how we can track all the Content or Formatting Changes, how we can use the
Reviewing Pane to have a list of all of that changes, making it easy for us to see them and scroll
through, and we've also talked about how we can show our markup in different ways. In this
module, I want to talk to you about Displaying Markup.
Now, once again, if we go up to the Review ribbon, and into the Tracking group, you'll see at the
top here, it says All Markup. And if I click that little drop down, you'll see that I have a few
different options. And this is really just different ways of viewing your Track Changes. Now the
default setting is to display All Markup in the document. So that's going to show all of my inline
content changes. But I do have some other options, I could switch to Simple Markup. And what
you'll see with Simple Markup is it removes the inline markup, but leaves the margin markers for
any content changes that you've made. You'll also see that my bubbles down the side have
disappeared. So it allows you to look at your document in a cleaner format. Instead of having
strike throughs and different colored fonts all over your document, you can still see where there's
been changes, but you're not seeing it all inline in the document.
Now it's worth noting that when you are switching between these different displays, you're not
actually changing anything in the document. So I can very easily just switch back to All Markup,
and everything comes back again. Now also in this drop down, we have an option to Display the
Original. So again, if you and other reviewers have made a lot of changes to this document, you
might want to just go back and see what the document looked like originally. And that is what
this Original Option will allow you to do. So if I select original, this is how my document looked
before I started making any changes to it.
And then the final option that we have in here is the No Markup option. And what this is going
to do is show me how this document will look if I were to accept all of the proposed changes. So
that would be all of the Insertions, all of the Deletions, and of course, all of the Formatting
Changes. So being able to view your document in all these different scenarios can be really
helpful sometimes when you're marking up your documents.
Now I'm going to put mine back to All Markup because I just mentioned in order for any of these
changes, either made by yourself or other people to be included in the final version of this
document, you need to specify if you accept the proposed change, or if you reject it. And that's
exactly what we're going to be talking about in the next module. So I'm going to hop across there
now. I hope to see you there
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Video: Accepting and Rejecting Changes
Deborah: Hi guys, and a very warm welcome back to this course on Word 2019 Advanced.
With section 16, we've been looking at Tracking Changes. And over the last five or so modules,
I've taken you through all of the different options that you have in the Tracking group on the
Review ribbon. So really, we're kind of at the point now where we can go through and either
Accept or Reject the proposed changes in this document.
Now, before we go through and do that, I just want to go off on a tangent very slightly and talk
about Comments. And as I mentioned in one of the previous modules, comments aren't
technically part of Track Changes, but they kind of do tie in. So I'm going to add a couple of
comments into my document now. So let's scroll down, I'm going to go on to this page just here.
I'm going to select this paragraph, and I'm just going to add a comment. So you'll find Comments
again on the Review ribbon in this Comments group, and I'm going to click New Comment. And
you can see again, I get this bubble that pops out the side that's tagged with my name. And I can
now add in any comment I have about this particular paragraph.
So I might want to say something like, “please review for conciseness”. So the way that I see
Comments, is they’re a really good way of just kind of adding guidance notes into your
document, really. And what you'll also see here with Comments is that underneath the comment,
there is an option to Reply, and an option to Resolve. So if I was to send this, so let's just
imagine I wasn't the author of this document. If I was to send this back to the author with the
comment, “please review for conciseness”, they might then click reply and then add their
comment. And of course, it would be tagged with their name as opposed to mine.
So they might say something like well, “which part” like so. And of course, you can carry on
replying to all of the comments. Comments can also be resolved. So let's pretend that we have
gone through we've revised this paragraph conciseness. So this comment is now no longer
relevant. So what I could do is just say Resolve, and then essentially resolves that comment. So
now we have our document we've been through, it contains all of the feedback. And I've
reviewed all of the proposed changes. So once we're at this stage where the document contains
all of the feedback, myself as the creator can then go through and review all of the proposed
changes and comments and choose which ones to accept or reject.
Now, it's worth noting, when it does come to the comments, you can't accept or reject comments,
it only applies to Track Changes. There’s a couple of different ways that you can do this. So I
might start to go through this document. And I can see there actually, I don't think we need to
highlight that first line. So what I might want to do is click in this proposed change. And then up
on the Review ribbon in the changes group, you can see I have two buttons Accept and Reject.
So I'm going to reject this change. If I click the lower half of this button, I have a few different
options, I can reject and move straight on to the next change, I can just choose to reject the
change, I can reject all of the changes in the document or I can reject all of the changes and stop
tracking. So this final option will reject everything, and it will also turn off Track Changes.
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Now I don't want to do that, I’m just going to say reject and move to next. So it's moved me on
to my next change. And that is the formatting change online video in bold. Now, I feel that yes,
that should be in bold. So I'm going to go up to Accept, I'm going to say accept and move to
next. So you can go through all of your changes one by one accepting or rejecting. So I might
decide that I want to reject this one and move on to next. But I'm going to accept this one and
move on to next. Now maybe at this stage, I've read ahead and I've read through the rest of the
changes, and I've decided that yes, I am happy to accept the rest of the changes in the document.
To make this quicker, I don't have to do it one by one, I can simply go up to the Accept button
and say Accept All Changes. So now if I scroll through, you'll see that all of the markup has
disappeared, and those changes have been implemented in essentially the final version of this
document. Now the only thing here that you'll still see are any comments. So this comment was
resolved, but it's still showing in here. So if you don't want this comment to be showing any
longer, you can click on it and then up in the comments section, you have a delete option and
you can do Delete that comment out if you've reviewed it and updated accordingly.
So now I essentially have my finalized documents. So I might want to do something like jump
into File, go down to Info and maybe mark this document as the final version so that people
know that no further changes are to be made. And we've seen how we can do that in previous
modules. But I also need to remember to turn off my Track Changes because they're still turned
on. I can see in the Review ribbon, the button is still highlighted in gray. And I can also see
down in my Status bar, the Track Changes says on. So I just want to go back to type in regular
text that isn't tracked. So I'm going to click that button in Status bar to turn off my Track
Changes. And I can now safely carry on typing without those changes being tracked.
So that is how you Accept and Reject proposed changes in a document. In the next module, I'm
going to show you your Advanced Track Changes options where you can specify what colors
you want to use for different Authors and different changes within your document. So please join
me for that.
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Video: Advanced Track Changes Option
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. This is still
Deb and we're down in Section 16, taking a look at Tracking Changes in our documents. And
over the course of this section, I've shown you how you can track Content and Formatting
Changes, how you can add Comments to your document, how you can Display the Markup in
different ways and utilize the Reviewing pane and also how you can go through your document
and Accept and Reject your changes.
In this module, I just want to show you how you can customize or modify some of the advanced
Tracking options. Now you'll find your Advanced Tracking Options again, in this Tracking
group in this little launcher. And remember launchers are these little diagonal arrow that you see
in the corner of the group. So let's click on this arrow to pull up at Track Changes options.
You can see currently I have everything that I'm showing when I'm tracking changes. So I'm
showing when I insert Comments, Insertions and Deletions, Formatting, so on and so forth. I'm
showing only comments and formatting in balloons when I'm in All Markup view. And
currently, I have my Reviewing pane turned off. If you wanted to set defaults for these, you can
definitely go in and you can change what you're seeing in balloons. And you can also change if
you want to have that reviewing pane off or displayed vertically or horizontally by default.
We've seen what that Change Username Option allows us to do. And that is changed the name
that's kind of linked to our Track Changes. But we haven't had a look in our Advanced Options
section yet. So let's jump into there. Now this is where you can come in and specify how you
want your Track Changes to look. And we're divided down into different sections. So let's start at
the top we have markup. And this is showing me how Insertions, Deletions, Change Lines and
Comments are going to be displayed. So currently, I can see that when I'm inserting something
into this document, it's going to show underlined. And if I wanted to change this, I have different
options in that drop down. So maybe instead of underline, I wanted a double underline for any
insertions that I make.
And when it comes to the color, you notice previously that when I was making changes to the
document, my changes were showing in red, when Adam was making changes to the document,
those were showing in blue. And that's because I have my options set to By Author. So what this
means is that every time there is a change in author, so if somebody new opens this document,
it's going to assign a different color to that particular author. Now, if you wanted to, you could
set your Track Changes essentially hard code them to a specific color. But the danger with that is
that if you send this document to someone else, and they've also done the same thing, you may
have both picked the same color. So what I always advice people is to keep these on By Author
to make your life a lot easier.
Now I can modify these same options for Deletions. So Deletions are currently showing as a
strike through by my author color, which is red. I'm going to keep that a strike through. My
Changed Lines. Now, this relates to the marker that appears in that left hand margin. So I have
mine on my outside border, but you could choose to have it on the left border, the right border, or
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no vertical marker at all. Now the rest of these options pretty much work in the same way. But
it's just different types of formatting.
So in the Move section, this is defining what text looks like if I move it. And you can see Move
Text is currently set to the color green. So this is showing me what my text is going to look like
if I were to move it, it's going to display with a double strike through in the move from location
in green, and a double underline in the move to location also in green. Underneath that we have
Table Cell Highlighting. Now if you remember when we inserted a new table into our document,
the cell showed in a light blue color. And it's this little area where we define what colors we want
any inserted tables to show. So you can see in here inserted cells are going to be light blue
deleted cells pink, merge cells light yellow, and split cells light orange. And again, all of these
options are customizable.
We then have Formatting so I'm tracking formatting. And this is just being tracked by author
again. So those are going to show in red. And then finally we have some options for customizing
our Balloons. So those Balloons appear on the right hand side of the document when you make
Formatting Changes. And you can see here the size of the balloon. So if I think they're a bit
large, I might want to take this down a little bit. I can choose which margin I want to display
them in so that's right or left. And I can set my measurement here to centimeters or percent.
And the final option I have is show lines connecting to text. So again, when I was making my
formatting changes, and you were seeing those changes in the balloons in the right hand margin,
you will also see a line from the balloon to the text where the change has been made. And I find
that particularly useful if we have lots of authors and lots of changes going on. Now most of the
time, I will say just leaving these on the default settings is absolutely fine. I would recommend
By Author for any changes that you make, but it is entirely personal preference. But just be
aware, you can jump into there and customize exactly how your Track Changes are going to
look. That's it for this module. I will see you in the next one.
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Video: Sending a Document for Review
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. We're still
down in Section 16, where we've been taking a look at Tracking Changes. And in the previous
modules in this section, we've seen how we can track Content and Formatting Changes, how we
can add and respond to comments how we can view our Track Changes in different ways, utilize
the Reviewing pane to see a list of all of our changes, and also how we can change the Username
and Advanced Tracking options.
Now it might be at this stage where you have your document marked up, you want to send this
document to somebody else for review. And that's what we're going to cover in this module. It's
a very straightforward and simple process. And there's a couple of different ways to share your
documents.
The first and most obvious way is right up here in the top right hand corner, you can see there's a
button specifically for Share. And you can see there it says, “Share this document and see who it
shared with”. So I'm going to click on the share button, and it opens up this little window that's
titled Send Link. Now this is a really important point to note, there is a big difference between
sending the link to a document and sending a copy. If you cast your eyes down right to the
bottom of this little window, you can see I also have an option to Send a Copy. So what is the
difference between a link and a copy?
Well, when you send a link to a document, you're sending a link to the original document. So
that means that when the reviewer opens the document and starts to make changes, those changes
are updated in the original version. And if you're using a version of Word that allows coauthoring, you'll be able to see those changes being made live in the document if you both have it
open. Now when you send a copy and if we just take a look at the options we have, for this
particular document, I can send it as a Word document or as a PDF.
Now if I was to select Word document and send a copy to someone, it is simply a copy of the
original file. So any changes that the reviewer makes to the copy won't be updated in the
original. If they do happen to do that, and then they may be send the document back to you as an
attachment, you're going to have two different versions of the same document where you might
have to do a Compare and Combine to merge those two documents. So it really depends what
you want to do.
Now in this instance, I want to send this to Adam for review, and I want him to be able to jump
in and I want to see his changes. So I'm going to send him a link. Now when we're sending a
link, we do have some options. So I'm going to click where it says, “anyone with link can edit”.
And you can see here it says Allow Editing. Now it might be that I just want him to be able to
read and review this document without actually editing it. So if that's the case, I could untick the
Allow Editing box. Now I actually do want him to edit. So I'm going to put a tick back in that
box.
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There's something else you can do with the link is that you can set an Expiration Date. And what
that means is if I was to put in here, let's say next week, so the 13th of October, this link is
essentially going to expire on the 13th of October. And at that point, what's gonna happen is that
whoever I've sent it to, is not going to be able to access that link after this date. So that might be
something that you also want to add in. And of course, you can set a password on the link so that
only people who have the password can access the document. So those are your link settings. I'm
going to click on Apply. And what you'll see is underneath, I can now enter in who I want to
share my link with. And it says, “Enter a name or address”. So I'm going to send this to Adam.
So I'm going to type in his email address. And I also have the option of adding a message below.
I can then click Send to send this link to Adam so that he can make his changes.
Now you'll also see in here is that you have two round icons at the bottom Copy Link and also
Outlook. So if I was to select Copy Link, it creates a shareable link. So this is a link directly to
this document. So I can click Copy to copy it to my clipboard and then I can paste that link into
an email and then send that out. Now the reason why you might want to choose the Copy Link
method as opposed to sharing it this way, as opposed to typing in all of the names up here is that
if maybe you have a very large distribution list set up in Outlook or a group that you want to
share it with, sometimes it's easier to select the list of people or the group in Outlook, and just
copy the link into the email. As opposed to coming into here and typing in all of the names.
And of course, the other button will jump you straight across and open up Outlook ready for you
to create an email. So once you're happy with your settings, click on Send. And there we go. A
link to my document has now been sent to Adam. So that's one way that you can send a
document for review. Let's take a look at the other way. We can also do it through the File tab.
And you'll see in our Menu, we have a Share option. And once again, that is going to pop up
exactly the same little window where you can go in and choose if you want to send a link or send
a copy. So very simple and straightforward. That is how you share a document for review. That's
it for this module. In the next module. I'm going to show you how you can print Comments and
Track Changes. So please join me for that.
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Video: Printing Comments and Track Changes
Deborah: Hi guys, and welcome back to this course on Word 2019 Advanced. We're down into
the last module of Section 16. And this section, we've been taking a look at how you can Track
Changes in your Word documents.
And in this final module, I just want to run you through how you can Print your documents,
ensuring that Comments and Track Changes are showing. So I have my Track Changes
document open on the screen. And if you look in my Tracking group, you can see that I'm
currently displaying All Markup. And if I click on Show Markup, and go down to Balloons, you
can see that I have this set to, “show all my revisions in line”.
So currently, if I wanted to print this document, if I jump up to the File tab and go down to Print,
I can see a preview here of what that's going to look like. Now, I also have Comments in this
document. But because of the way that I'm viewing my document currently, you can't see those
comments in the balloons running down the right hand side. And that's because I have this set to
show all of the changes in line. If you look at where it says this is a new line in the middle, just
here, if you look after it, you can see that there's my initials in square brackets. So that's telling
me that there is a comment there.
Now as I hover over it, even in the print preview, you can see it says that I commented. So I
know there are comments in this document, but I actually want to print them down the side of the
document. So the first thing you need to do is you need to make sure that you're displaying
everything that you want to print, and that includes your comments. So what I'm going to do is
I'm going to jump up to Show Markup, I'm going to go down to balloons, and I'm going to
change this to, “show only comments and formatting in balloons”. And there we go, I get my
little pane back on the right hand side that’s showing my comments. So now if I jump back to
file, and print, you can see now what that's going to look like if I choose to print this document.
Now another thing that you should make sure that you have selected in here, if you want to
ensure that all of your markup is going to be printed, is over in this settings area where it
currently says, “print all pages”. If I click this drop down, you want to make sure that you have
the “print markup option selected”. And once that's selected, it's going to print all of your
comments and all of the markup in your document.
Now another option that you have in here under this document info section is to just “print a list
of all of the markup”. So in this case, the Track Changes. So sometimes this option can be useful
if you just want a printout of all of the changes that have been made in the document. But once
you've set these options, you can then just click on the Print button at the top to print your
document, your markup, or a list of all of the changes. So pretty straightforward. That's it for this
module. I will see you in the next section.
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Video: Exercise 16
Deborah: Hello everyone, and welcome back to the course. We're down into exercise 16. And in
this exercise I want you to practice some of the skills you've learnt in this section relating to
Tracking Changes.
Now what you'll see on the screen in front of you is a letter that's already got some Track
Changes in it. So the first thing I'd like you to do here is just go through this document and
accept or reject these changes. Now I don't mind which ones you accept, or which ones you
reject, just get used to doing that.
Once you've done that, I then like you to turn on your Track Changes, change your tracking
options so that Insertions appear in bold, and then make your own changes to this document. I'd
also like you to display the comments in line as opposed to in balloons. Once you've done all of
that, I'd like you to save the document and mark it as final. So that's it. If you want to see my
answer, then please stay tuned.
So the first thing we're going to do here is we're going to go through and accept and reject these
changes. So I'm going to click on this first change just here. And I'm going to say that I reject
this change. I'm going to accept Sarah Jones, and also accept the deletion for Haley Cooper, I'm
going to reject this deletion, I'm going to reject the next one, I'm going to accept the next one. So
very quickly, I've managed to go through and reject and accept those changes.
So the next thing I asked you to do here was to go through and add in your own Track Changes.
But I did ask you prior to doing this to jump into your Tracking options, and make sure that
insertions show in bold. So in order to do that, I need to click my diagonal arrow to jump into my
Advanced Tracking options, and then click on Advanced Options. And you can see here in the
first one insertions are currently set to double underline, I'm going to change these to bold and
click on Ok, and Ok, again. I can now go through my document and make the relevant changes.
So this is a deletion. I'm going to make an insertion down here. And you'll see that that insertion
appears in bold, going to delete out something else. And also delete out this just here. And I'm
going to change resume to CV.
So this is really just to get you practicing and comfortable with how Track Changes work in your
document. The final thing I asked you to do was to change comments from Balloons to inline. So
for this we need to go up to our Tracking group again, jump into Show Markup, go down to
Balloons and say, “show all revisions in line”. My Balloons have now disappeared but I can still
see that I have a comment because those are my initials. And when I hover over you can see the
actual comments. The final thing I asked you to do was to save this document and mark it as
final. So for that we just jump into File, go down to the Info, into Protect Document and say
Mark as Final. And there we go.
So that is it. That is all I required you to do in this particular exercise. That's it for now. I will see
you in the next section.
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Section 17 – Comparing and Combining Documents
Video: Comparing and Combining Documents
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. We're
down into Section 17 and this is a very short quick section that contains only one module that's
all about Comparing and Combining Documents.
Now it might be that you have a document and in this example we're going to use a letter. Maybe
you've created this letter, you sent it to someone else, and they've saved it off and made some
changes. So maybe they haven't utilized Track Changes, they've just made a copy and modified
that letter, they then send that letter back to us so you know, have two versions of that letter. And
in order to see the changes, or the differences between the two, you might want to run a compare,
or a combine. And that's what I'm going to demonstrate in this module.
Now in order to run through this with you, I've created two letters, I've called them version one
and version two. And the version two is slightly different to the version one. So what I now want
to do is I want to first compare them, and then I'm going to combine them. So let's take a look at
how we do that. So you'll find your Comparison options on the Review tab. And you'll see all the
way over towards the end, we have a small Compare group. And if we click the drop down, we
have a choice of Compare, or Combine. We're going to do a compare first and it says compare
two versions of a document, legal black light. So when I do a compare, it's actually going to
show me the differences between the two versions.
So I'm going to select Compare and it pops up this Compare documents window. It’s asking me
for the original document. So for me, this is going to be the first version of the letter that I
created. Now you can browse for your letter, or if you click the drop down, it's going to show
you the last documents that you opened. And I'm going to go through and see if I have my letters
in here, I can see no I do not. So I'm going to need to browse. So there we go. There is my letter
version one and letter version two. So this one is my original document. And I'm going to say
open. I now need to tell Word what my revised document is. So this one's going to be my letter
to click Open. And you'll see as soon as I do that underneath, it says label changes with and then
it's got by default Author.
Now I could change that if I wanted to. But I'm happy to leave this on the Author initials
wherever it finds a change. Now underneath I have lots of different options that I can select or
deselect. So this is just telling me what I'm comparing. So I pretty much have everything
selected. So if something's been moved, it's going to show that as a change. If there's comments,
formatting, whitespace, tables, headers, so on and so forth, it's going to pick up basically
everything that's different in the second letter to the first. And then we're gonna have Show
Changes at the bottom, I can show my changes or character level or Word level.
So for example, if somebody has just deleted out one character in a word, if I have word level
selected, it's basically to show me that that entire word has been changed, as opposed to just the
character. So I'm actually going to change this back to character level. And I want to show all of
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my changes in a brand new document. So let's click on OK and see what we get. So it suddenly
looks very busy on my screen just here. Now let's just take a look at what we're looking at.
Now in this window that's on the top right hand side, you can see this is the original documents.
So this is showing me letter version one. Underneath that it's showing me the revised documents,
so letter version two. And this is just the documents in there plain state as they originally looked.
And then in the main window, I have the compared document. So this is basically comparing
version one with version two, and then telling me what the differences are. And this works kind
of similar to track changes in many ways, by the fact that you can see that this number here has
been deleted. And that's why it has a strike through and the number underneath has been
inserted. And you'll see as I hover over it gives me a little bit of information. It tells me the date
and time it tells me it was deleted and also that it was deleted by the author. And so I can go
through my document and I can see what all of those differences are.
And as I mentioned, because I set this to character level, if you look in this first paragraph just
here with the word stationary, you can see that a character was changed and so it's just showing
you a character level as opposed to the entire word showing has changed. And what you can also
see in the left hand pane is just a big long list of all of the My Revisions. Now this pane is
controlled on the Review tab by this little option just here, so Reviewing Pane, and I can choose
to have that Pane running vertically or horizontally across the page. Now I prefer this to be
vertical. And if you don't particularly find this useful at all, then you can close it. But I will say
this is quite good for seeing all of the changes in a big long list as they occur in the document.
Now, for the moment, I'm not really interested in this, so I'm going to close down that pane. So
now what I could do is I can basically utilize the Accept and Reject functionality of track
changes to go through and choose what I want to keep in the document and what I want to
remove. So might be that for this first one here, this phone number has been deleted. And maybe
I think, actually, no, that's a mistake. So I want to reject that change to leave that phone number
in there. When it comes to the next one, it's inserted a new number, I'm gonna say I also want to
reject that change.
As we scroll down, Claire Wakefield has been deleted. Now I want to also reject that change.
And I would basically carry on going through this document accepting and rejecting when
necessary. So that's how you can compare two documents together. The final point here is that
because we have selected to compare in a new document, you'll see the title of this is just
Compare Result Three. So you're probably going to want to come into here and save that with a
more meaningful name so you can identify easier later on. Let's now take a look at combining
documents.
So again back on the review ribbon over to the Compare group. And now we have Combine. So
the difference here is that it will combine revisions from multiple authors into a single document.
Now it's worth noting that I only have a letter with my revisions in it. But if that document had
been passed around to different authors, and everybody had been making changes to it, when we
combine it, it's going to show revisions from multiple authors. So let's click on Combine. And we
pretty much have the same structure here. So I'm going to select my original document, which is
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letter one, and then my revised document, which is letter two. And I'm going to keep all of my
settings on exactly the same thing and click on OK.
Now it's saying here Word can store only one set of formatting changes in the final merge
document. Choose which set of formatting changes to keep. So you'll often find this when you're
comparing two documents. If they have slightly different formatting, Word can only really
handle one set of formatting from one document. So I'm going to say I want to keep the
formatting that's currently in the version one. And there we go. So we get something that looks
very similar. But as I said, the document that you're looking at in the middle here is the
combined document.
And if there were multiple reviewers, multiple people making changes, you would see all of the
changes in here. And the same as the Compare document, you can go through and utilize accept
and reject to specify what changes you want to keep and which ones you do not. And just to end
here again, you might want to save this and give this a more meaningful name as opposed to the
default name, which is Combined Result Six. So that is pretty much it. That is how you Compare
and Combine two documents together. That's it for this module. I will see you in the next one.
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Video: Exercise 17
Deborah: Hello everyone, and welcome back to the course. We've made it all the way down to
exercise 17. And in this very short section, we took a look at how you can Compare and also
Combine Document versions. And that's exactly what I'd like you to do in this particular
exercise.
So in the exercises folder for exercise 17, you'll find two versions of a document called Loan
Agreement V 1 and Loan Agreement V 2. And what I'd like you to do is first compare both of
these documents and see how that looks. And then after that, I would like you to combine the
documents, and when you combine them, you should have something that looks like this on your
screen.
So once again, we have our Loan Agreement V 1 in the top corner, and Loan Agreement V 2 in
the bottom corner. And then we have a combined document in the middle. All that I want you to
do is go through accepting and rejecting these changes. And I don't really mind which ones you
accept, and which ones you reject. Again, it's really just for you to practice. And then once
you've done that, I'd like you to save this document as Loan Agreement compared to your
desktop. That's pretty much it. If you'd like to see this in action, then please carry on watching
this video. So let's take a look at my answer.
So for this, I'm starting out with nothing open, and I'm jumping straight up to the Review tab. I'm
going to go to Compare and the first thing I asked you to do was compare the two documents. So
let's click on Compare. I'm going to browse for my file. So in the exercises Files folder, you
should see these two files V1 and V2. V1 is my original, I'm going to click Open. And then I'm
going to compare that against V2 of my Loan Agreement. And you can see it's going to label
changes with my name.
I'm going to keep all my comparison settings as they are and I'm going to show my changes at
character level. And I want all changes to be in a new document. Let's click on OK. And there
we go. So I can see here that that the version one contained the name Casey Brown, but that's
been deleted and replaced with Susan Walters in the version two. And I can use my Accept or
Reject button to either accept or reject these changes. And what I will do is go through doing
exactly the same for all the changes listed in this document.
When we get towards the bottom, you can see that we have some changes in green. And if you
remember, Green means that the text has been moved. So point four has been moved from at the
bottom of this list to the second one in the list. And once again, I didn't really mind which ones
you accepted or rejected. But this is kind of the result you should have got if you've done the
Compare correctly. Let's now take a look at a combine.
So this one is pretty much the same. Up to Review, into Compare and this time we're going to do
Combine. Select our documents and there we go. So again, because I'm the only author making
changes in this document, it’s just showing my changes. But if you'd sent this to multiple people
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and multiple people had made changes, you'd be able to see all of those in this combined
document as well.
The final thing I asked you to do was just to jump up to File, go down to Save As and save this to
your desktop as Loan Agreement Comparison and click on Save. There we go. That is all that
was required. I hope you got an okay with that. I will see you in the next section.
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Section 18 - Citations and Bibliographies.
Video: Adding a Source and a Citation
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. We're all the
way down into Section 18. And in this section, we're going to explore the world of Citations and
Bibliographies.
Now, this is something that you may have been asked to do previously, maybe when you were at
school or university, or maybe if you're working on something like a research paper. But if
you're not sure what a bibliography is, it's basically a list of sources that have been referred to
within your document. And the list of sources comprises Citations, which include things like the
Title, the Author, the Publisher, the Date of Publication, and lots of other pieces of information.
And the reason why you might add citations into your document is to give legitimacy to your
documents.
So if you have a quote that's come from somewhere, or maybe you've taken something from an
interesting article related to the topic, you want to make sure that you're giving full credit for that
quote, or that work that you've added into your document by citing it and then listing it at the end
of your document in a Bibliography. And Word has a really cool Bibliography feature that really
takes all of the hard work out of this. It also lets you choose between several popular
Bibliography styles, which we'll get into in a moment. And it also allows you to customize the
formatting not only of the Citations, but also of the Bibliography itself.
Now, the technical process in Microsoft Word is a fairly straightforward one, it is a three step
process. So the first step is Adding the Sources as a Citation. The next step is citing that Citation.
And then the final step is generating the Bibliography. So in this module, we're going to start this
process with step one, and that is adding sources as a citation. So on the screen here, I have a
document. Now the main bulk of this information in the document I've just copied and pasted
from Wikipedia. But I have sprinkled throughout this document some other information from
different articles, websites, and books. And what I want to do here is I want to add citations for
these different pieces of work.
Now remember, your sources can be any kind of published work from books to articles to the
web. So the first one that I'm going to cite is just here, and that is this quote. So our entire
document is about the history of the universe. And this quote here is from Professor Steven
Hawkins, and actually comes from his book A Brief History of Time. So what I want to do is
make sure that everybody knows where this quote has come from by citing his work. So what
I'm going to do here is click at the end of this quote, I'm going to jump up to the References tab,
and the commands that we're going to be using throughout this section are all in this middle
group here, Citations and Bibliography.
Now the first thing you need to check in here is the Style of Bibliography. And you can see here
it says, choose the citation style for your documents such as APA style, Chicago style, or MLA
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style. So in this drop down, you'll find lots of Bibliography styles. And I'm not going to go
through all of these, but I would like to highlight the three most popular that you see used.
So the first one would be Chicago. So in general, this Bibliography style is used for noneducational documents. Another popular one is APA, which is the American Psychological
Association. And this one is used for educational documents. And then another one, which you
see very frequently is MLA, and that stands for Modern Language Association. And this is
generally used for things like literature, arts and humanities. And remember, this is just related to
the style of the Citations and also the Bibliography. So in this example, I'm going to use APA as
my style.
What I now want to do is insert my citation for this quote from Stephen Hawkins. So I have my
cursor clicked at the end of the quote, I'm going to jump up to Insert Citation and I'm going to
say Add New Source. And what you'll see is I get this create source dialog box. And the first
thing I need to do is input the Type of Source. Now my quote that I'm citing just here is from a
book, it's from the book A Brief History of Time, so my Type of Source is going to be book.
However, if you click the drop down, you'll see that you have plenty of other different options in
here, depending on where that piece of information has come from. So we have things like
Journal, Article, Report, Website, Sound Recording, Film, Interview, so on and so forth. But
mine's from a Book so we're just going to select that option. You can see underneath that it says
Bibliography fields for APA. So that is the bibliography style that I have selected. And I now
have all of these blank fields that I can go through and complete.
So for example, we have the Author Stephen Hawking, the Title of the book is A Brief History
of Time, it was published in 1988. I don't know the city, so I'm going to leave that one out. But I
do know that the publisher, Bantam Dell Publishing Group, and then if I click on Show All
Bibliography fields, you'll see that I get a lot more that I can complete. Now where have you see
these red asterisk is I know red asterisks is normally mean that a field is mandatory. But in this
case, it doesn't mean that it just means that it's recommended that you complete these fields. And
remember, if you don't know what the information is, you don't have to fill it in. So a lot of this, I
don't know. But I'm going to go down and find that yes, I do have this information. It has 256
pages, we're going to say it’s edition one, the medium is print. And you'll find as you move
towards the bottom here with these year accessed, month accessed, day accessed this can be
good because they let the person who's reading your document, know when you cited this source.
So for example, I'm citing this source now in 2020. But maybe somebody doesn't look at this
document until 2025. Things have changed and maybe my quotes or the information is now out
of date or inaccurate, they can come in here, and they can see exactly when I cited this work.
Now another thing I can do, which I didn't do when I was further up the top is that when we have
the Author Name, you'll see that there's an edit button on the right hand side. So if I click Edit, I
can go in and I can add more authors into here. So let's just add my name, for example. Click on
Add, and it's gonna add me as an Author.
Now the person whose names listed at the top is always going to be the primary author. But of
course, you can reorder these author names by utilizing the up and down buttons on the right
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hand side. So I can move Steven down, or Steven back up again. And of course, I can click on a
name, and I can delete them out and click on OK. Now for this particular book, this is all the
information that I have. So I'm just about ready to insert my citation into my document.
Now another important field here, down in the bottom left hand corner is the Tag Name. So this
is how that citation is going to look. And you can see I have a default Tag Name that says Haw
88. And basically what this is, is the first part of the author's last name. So Stephen Hawkins, and
then 88 is the year that this book was published. Now, of course, you can click in this box, and
you can make changes. And you'll see as I do, it says the Tag Name will be used to uniquely
identify this source. Now I'm happy with how that looks. So I'm going to click on OK. And you
can see at the end of my quote, it's put in this little piece of code.
Now all I need to do here is right click, and I just want to toggle that Field Code. And there I get
my citation, Hawking 1988. Let's add in one more. So I'm going to scroll through my document.
And this second from last paragraph has been taken from an article in the Scientific American.
So I'm going to click at the end of this paragraph, and I'm going to jump up to Insert Citation.
Now you'll also see that what I've got listed first is the last citation that I inserted, but I'm going
to add a new source. Now this time, I'm going to say this is a Journal Article, I've entered in the
author's name. Now for this particular article. There's quite a few different authors. So I'm going
to say Edit, and I'm going to add in the rest of the authors. So there we go. I've added in all of my
authors, making sure that James Peebles is the primary author. I click on, ok.
The Title is The Evolution of the Universe, the journal name, Scientific American, this article
was created all the way back in 1994. I'm going to show all of my bibliography fields. And
again, I don't have a great deal of information about this particular source, but I am going to put
in the year, the month and the day that I inserted this citation. So we're going to say 2020 is the
year. The month is October, and the day is the six and so thing that I do have is the URL where
this article came from. So I can just paste that in. So once again, I can see how this source is
going to be tagged. So let's click on OK. And there we go. So once again, I'm going to need to
toggle this. And there I have my source inserted.
And it's worth noting that with all of these sources, when you click on them, you do get a little
drop down option, which is going to show your citation options. So I can go in there and I can
choose to edit the citation. And if I want to I can add Page Numbers. So if this refers to a
particular page number in this article, I can just add the Page Number. So let's just say 34. And
click on OK. And it's going to add the page into that citation. So that's a nice little option.
Another thing I can do is edit the source. So it's going to take me back to my edit source dialog
box and I can go in and make the relevant changes. The other options I have in here are to
convert my Citation to Static Text. And if I was to select that you can see now when I click in it,
I don't get that little drop down. Now I'm actually going to Ctrl Z to undo that.
And then my final option is to Update Citations and Bibliography and we're going to get to that
when we insert our bibliography. But hopefully that's given you an idea of how easy it is to insert
citations into your document. That's it for this module. I will see you in the next one.
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Video: Inserting Placeholders and Managing Sources
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. In this
section we're taking a look at Citations and Bibliographies. And in the previous module, I talked
you through exactly what Citations and Bibliographies are and why they're used. And we added
in a couple of Sources and Citations.
In this module, I just want to show you how you can utilize Placeholders and also how you can
manage your Sources. Now we're working in the same document the History of the Universe.
And I'm going to click my mouse at the end of this first paragraph. Now, there might be some
cases where you need to add a Citation and link it to a Source, but you don't know all of the
details of that source yet. So what you can do as a way of really reminding yourself is add a
placeholder. So I've clicked at the end of this paragraph, and I'm going to jump up to Insert
Citation. And you'll see right at the bottom, I have an option to add a new Placeholder.
Now I can do a couple of things with this, you can see here it says I can type the tag name of the
source. Or you can add more information to this source later by clicking Edit in the source
manager. So if I didn't really know anything about the source at this stage, I just wanted to put a
Placeholder in, I can leave it on Placeholder 2, or give it another name, click on OK. And it's
going to add that into the document. And once again, I'm going to toggle this so right click and
toggle Field Codes. And you can see it just says Placeholder 2.
So if I come back to this, at any point, I can just click the drop down, and I can go into Edit
Source or Edit Citation. So let's jump to Edit Source. And I'm just going to add something very
quickly in here, we're going to say that this information is from a website, a site that's owned by
Patrick Bird, we can have the name of the web page. I just would like to add that this isn't an
actual web page. And this isn't an actual author. I'm going to say the year was 2015. The month
was January, the day was the third the URL is www.universeexplained.com. And I'm actually
going to change this tag name from Placeholder 2 to Bir15. So I'm using that same format as
when we added in the reference to Stephen Hawkins. So the first three letters have the author's
last name, followed by the year. And I'm going to click on OK. And there we go. I've now
completed my source information from an original Placeholder.
Now another thing you can do in this Citations and Bibliography group is you can manage all of
your Sources. And you can see here, the ScreenTip says organize the sources cited in your
document. You can Edit and Remove Sources, Search for New Sources and Preview how your
Citations will appear in your document. So let's click on Manage Sources. So in this little
window on the left hand side, you can see here is my master list. So these are the cited sources in
my document. And you can see both of the ones in there that I added. And then on the right hand
side, it shows my Current List. So these are all of the citations within my document. And you'll
see here that sometimes this master list won't directly reflect the current list. But you have these
buttons in the middle. So if I wanted to copy, say, Patrick Bird, The Universe Explained, I could
click on it and copy it to my master list.
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And what this allows me to do is essentially manage my different sources. So if I select the
Stephen Hawking, a brief history of time source from my master list, I have some buttons in the
middle. I can choose to delete it, I can choose to edit it. And that's going to take me back into my
Edit Source Fields. Or I can create a brand new source directly from here. And you'll see what
Word does is it gives me a little keys. So anything with a tick next to it is a cited source, whereas
anything with a question mark is a Placeholder. And then finally at the bottom, I get a little
preview as to what the citation is going to look like in the document. And then if I select one of
these sources, so again, let's do Stephen Hawking. You can see in the preview window at the
bottom it’s going to show me what the citation looks like in the documents. So Hawking comma
1988, but also what my bibliography entry is going to look like when I create it. So this is
showing a little bit more information.
It's showing the Author, the Publication Date, the Title of the book, the Edition and also the
Publishing House. Now if you're working in a particularly large document or a long document, I
should say, you also have a Search Field at the top. So if I was looking for something, I can start
to type it in, for example, Hawking, and it's brought that up from my master list. I can also
choose how I want to sort my list. So currently, I'm sorting by author, and this is sorting
alphabetically. But I have other options in here, I can sort by Tag, Title, or by Year. And all of
these options really just help you manage all the different sources that you've added into your
documents. So this whole area is definitely something you should be familiar with.
Now, as far as inserting Sources and Citations into our document, we're pretty much done. You
would just need to go through the rest of your document, adding in Sources and Citations where
relevant. And that's exactly what I'm going to do now. I'm going to add a few more sources in
and in the next module, we're going to create a Bibliography so please join me for that.
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Video: Inserting a Bibliography
Deborah: Hi guys, and welcome back to this course on Word 2019 Advanced. This is still, Deb
and we are down in Section 18, where we're talking about Citations and Bibliographies. And in
the previous modules, I showed you how you can add Sources and Citations, and also
Placeholders into your documents. We're now at the stage where we're ready to insert a
bibliography.
Now, just to remind you where we got up to, I'm still working in the History of the Universe
document. I'd already added in some Sources and Citations that you've seen, I've added in a
couple more, and one of them is a little bit unfinished. So let's go down to this quote just here.
Now, I've actually already added in the source. So what I want to do here is just add the citation
underneath, because there's a little tip that I want to show you just here. So I'm going to jump up
to Insert Citation. And this is a quote from Eden Phillpotts. So I'm just going to select it from my
list. Now, you might have noticed this in the last couple of modules. And that is, whenever I
insert a citation into my document, I see the Field Code as opposed to the actual text. And what
I've been doing is clicking, right clicking, and just toggling that back.
Now the reason why I'm seeing Field Codes instead of the actual text by default is because of a
setting I have turned on in Options. So let's go in and turn that off. I'm going to jump up to the
File ribbon, and we're going to go all the way down to Options. And I'm going to jump down into
the Advanced Area and scroll down to the Show Document Content section. And you'll see here
that I have this option selected show Field Codes instead of their values. So what I'm going to do
is I'm going to untick this and click on OK. And you can see automatically, that's now showing
as text as opposed to that Field Code. So I just wanted to show you that in case it ever happens to
you. So I'm going to go to the bottom of my document, and I'm going to enter in my
bibliography.
Now very similar to a Table of Contents or Index I like to have my bibliographies on a
completely different page. So I'm going to enter in a page break here Ctrl plus Enter. Now I
could type in the title bibliography or I might want it to say something different. So work cited or
something along those lines. Now when it comes to inserting a bibliography, again, we're going
on to our Citations and Bibliography group. And clicking that Bibliography drop down. And
you'll see here we have some inbuilt templates that we can use. The first one has the title, a
bibliography, and you can see it says, “Automatic Bibliography that includes all sources
associated with the document”. The next one is References. And the next one is Works Cited. So
really, the only difference between these three is the title that it's going to input.
So for this, I'm actually going to use the Works Cited option. And like magic, we have our
bibliography. And of course, as you may have guessed, this does work very similar to a Table of
Contents or an Index when it comes to updating. So if I was to add in another source, so let's just
click up here and quickly add in a new source. I'm just going to say miscellaneous, we'll just put
the author as me for this example. The title, let's call it The Universe for Dummies, there we go.
We'll say the year was 2019. And I'm just going to leave it at that click on OK. It's inserted it but
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now I need to go through an update my Bibliography. So I'm going to click and you'll see just
above I have an Update Citations and Bibliography button. Now remember, you can also update
using the shortcut key of F 9. So I'm going to click and there we go. You can see right at the top
is now added that new citation.
Now I'm going to delete out this bibliography and I'm going to jump back up to the Bibliography
drop down. And instead of selecting one of these templates, I'm going to say insert bibliography.
And you can see the difference there. It just inserts it with no title, and I can then if I want to just
add my own title at the top. Now I actually don't like that I'm going to Ctrl Z and go back to my
Works Cited. But that is it, fairly straightforward. The three part process, add your source, insert
your citations, and then insert your bibliography.
In the next module. I'm going to show you how you can modify your Bibliography and then save
it to the Bibliography Gallery. So please join me for that.
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Video: Modifying a Bibliography
Deborah: Hi guys, and welcome back to this course on Word 2019 Advanced. This is Deb and
we have made it all the way down to the last module of Section 18, where we've been talking
about Citations and Bibliographies. And in the previous module, I showed you how to insert a
bibliography from one of the inbuilt styles to show all of the works that you've cited throughout
your document.
Now, I just want to end by showing you some modifications that you can make and how you can
save your new bibliography to the Bibliography Gallery. Now, one thing you have to remember
particularly where these inbuilt styles is that these are essentially set up as Quick Parts. They're
saved pieces of reusable content. So if you have a bibliography, and you want to make some
changes to it, you can also save your new Bibliography to the Bibliography Gallery in Quick
Parts. So I'm just going to make a very slight change to this, I am going to change where it says
Work Cited, I'm going to make that a different font. So let's do something that stands out, we're
going to do Arial Black, I'm going to make that a lot bigger. And I'm also going to change the
color. So let's do this in an Aqua kind of color.
So if I make any changes to how my bibliography looks, I can then save this and reuse it at
another time. So what I want to do here is I want to select all of my bibliography, I'm going to
jump up to the References tab, I'm going to click the Bibliography drop down. And right at the
bottom, the last option says Save Selection to Bibliography gallery. So let's click that. And you
can see that we're creating a new building block. So this is the exact same little window that we
get when we're creating a Quick Part, which is essentially what you're doing here. So I'm going
to give this a name, I'm going to give it my initials; Work Cited. And I'm going to say this is
Aqua style, I'm going to save it into the Gallery Bibliographies the category I'm fine with
keeping that on general, I just might want to add a quick description in Bibliography in Aqua
Style, I'm going to click on OK to save that.
So now what you'll see and I'm just going to press enter a few times is if I want to enter that
particular bibliography, again, I can jump up to Bibliography. And if I scroll past all of the built
in Bibliographies, you can see that I now have a General Category. And that shows my new
Customized Bibliography, I can just click on it to insert like so. So very simple to do. So
essentially, this has been saved to my Bibliography Gallery. Now what happens if I actually want
to remove it or delete it, maybe I don't use this style anymore. And I am tired of having it there at
the bottom of this list.
Well, what I can do is I can right click on the bibliography. And you can see in that right click
menu, I get a lot of different options. So the first ones above this line are all related to inserting
this Bibliography into the document. So I can choose to insert it at the current document position.
So wherever I clicked at the beginning; at the end, at the beginning of the section, or at the end of
the section. I then have two options here, Edit Properties, and Organize and Delete. So if I click
on Edit Properties, it's just going to jump me straight back into that building block box where I
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can go in and modify any of these details. I'm going to cancel on there because what I actually
want to do here is I want to delete it.
So I'm going to jump into Organize and Delete. And this takes me directly into my building
blocks organizer. And this is where you'll find all of the Quick Parts that are included in Word
and to be Quick Parts that you've created yourself. You can see it's jumped me directly to my
Customized Bibliography. And I now have the option to delete it at the bottom. And that's
exactly what I'm going to do. Let's click Delete. I'm going to say yes, I'm sure. And now when I
click on My Bibliography drop down, you can see that that's gone from the list.
Now one final thing if we right click on the bibliography, you can see we have an Update Field
option. So that is pretty much doing the same thing as when we click the Update citations and
Bibliography button just above. We can choose to toggle the Field Codes which is going to show
us that Bibliography field, we can toggle them back. And I also have an Edit Field button. And if
you remember we went into this when we were looking at our Table of Contents. Now I've come
into here just to show you the difference because there is a really a great deal you can do when it
comes to modifying the Field Codes for your bibliography. You can see here just below, the
Options button is completely grayed out.
So for this particular Field Code, you can't jump in here and start adding in switches in order to
modify it. It simply is, as it is. Let's click on OK to come out of there. And that is it. So I now
have two bibliographies in my document, so I'm just going to go through and delete out, like so.
And there we go. That is it for this module. And that is it for this section.
I hope this whole section has demystified the world of Citations and Bibliographies. In the next
section, we're going to move on to inserting Footnotes and Endnotes so please join me for that.
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Video: Exercise 18

Deborah: Hello everyone, and welcome back to the course. We've made it all the way down into
exercise 18. And in this exercise, we're going to practice the skills we've learned in the preceding
section related to Citations and Bibliographies.
So what you see on the screen here is a document, it's a reasonably long document, it's seven
pages, that lists the 20 bestselling books of all time. What I want you to do is go through this
document, I want you to add a citation for each of these books. And then I want you to create a
Bibliography at the end of the document. Now just remember, when you are creating these as
Citations, you need to add in the Source Information.
Now, I don't expect you to fill out everything, but there is quite a lot of information in the
description for each book that you can fill into that Citation. Alternatively, if you just want to fill
in some junk information, that's absolutely fine. The main point of this exercise is that you
understand how to add Sources and Citations, and also that you understand how to create a
Bibliography. Now I'm going to leave my explanation there because this is reasonably
straightforward. But if you want to see my answer, then please stay tuned. So let's take a look at
how we would go about doing this.
I'm just going to do this for the first couple of books that we have in this document. So what I'm
going to do here is I'm going to click at the end of Harry Potter and the Deathly Hallows, I'm
going to jump up to my References ribbon, go up to Insert Citation and select Add New Source.
So this is a book I'm going to type in the author, which is JK Rowling, the Title, the year is 2007.
We're going to say the City of London, the publisher is Bloomsbury. And all of this information
I'm getting from the description paragraph. Let's show all our Bibliography fields and add in
some more information. I'm going to say this is volume, let's just say seven short title, we'll just
say is Harry Potter. I don't know the number of pages, but I'm just going to put them in as 300.
And this is edition one, the medium is print. And then I'm going to put in today's date for the
year, month and day accessed.
So we want 2020 10 19 and that's all I'm going to add. And you can see at the bottom what that
tag name is going to look like Row 07. So that stands for Rowling 07 for the year, the book was
published. Click on okay and it enters in that Citation. Now I'm just going to do this first one just
here. Hopefully that gives you an idea of what you need to do. But if you want to go through and
practice that on some more of these book titles, then please feel free. So once you've inserted
your Citations, I then wanted you to create a bibliography.
Now I'm going to jump down to the end of this document and put in a page break, Control Enter.
Now I've only got one Citation in here. Hopefully you'll have a few more. But to insert a
bibliography it's a simple case of jumping up to Bibliography and selecting which one you want
to use. So I'm going to say references and it's going to build my Bibliography that way. So that is
what I was looking for in this particular exercise. I hope you got on okay with that and I will see
you in the next section.
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Section 19 – Footnotes and Endnotes
Video: Footnotes and Endnotes
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. We're
down into section 19 and in this section we're going to be discussing Footnotes and Endnotes.
Now whatever kind of document you're working in, in Microsoft Word, whether it be a personal
project, or maybe something more professional, there might come a time when you want to add
some supplemental notes or information to different sections of your work. For example, you
might want to make an additional comment about something in the document, or you might need
to cite another author's work, but you don't want that information to interfere with the main body
of the document. And that would be where Footnotes and Endnotes are going to be helpful to
you.
And when it comes to the difference between Footnotes and Endnotes, the only real difference is
where they appear in your document. So for example, as the name suggests, Footnotes appear at
the bottom of each page of your document, whereas Endnotes will appear at the end of each
section, or document depending on which one you specify. And this is really down to personal
preference, it's up to you whether you choose to use a Footnote or an Endnote in your document.
So let's jump in and take a look at how they work.
So I have opened on the screen, my book templates, and we haven't used this document for a
while. But if you recall, this is essentially a book template that I've created, but it has some
dummy text in it, we also have a few headings. And this is split up into various different
sections. And in one of the previous modules we went through and we added in some Section
Breaks and also some Page Breaks. And this is important to note because with Footnotes and
Endnotes, you can define where you want them to appear, and you might want them to appear at
the end of the section. So I'm going to scroll down. And let's just go to our first page just here.
And I'm going to say that I want to enter a Footnote into this document.
So the first thing I need to do is click my mouse where I essentially want the reference. Because
what's going to happen here is there's going to be a little marker placed wherever my cursor is
clicked, which will refer to a piece of text in the Footnote. So I've clicked my mouse just at the
end of this Foreword sentence, I'm going to jump up to my References ribbon, and you'll see that
I have a Footnotes group. And in here we have the insert Footnote option, and you can see that
the keyboard shortcut is Alt Ctrl F. And the ScreenTip says, “It's going to add a note at the
bottom of the page providing more info about something in your document”. We also have an
insert Endnote Alt Ctrl D is the keyboard shortcut for that. And this time it says, “Add a note like
a comment or citation providing more info about something in your document”. And then it says,
“Superscript numbers referring to end notes that are added to your text”.
And then we have underneath an option which is going to help us navigate through all of the
Footnotes and Endnotes in our document. So we're going to come back to this option a bit later
on. It's also worth noting that we do have additional options via this Footnote and Endnote
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launcher, which relate to the formatting of our Footnotes and Endnotes. And again, we're going
to go into this in one of the later modules. All I really want to do in this module is show you how
you can insert Footnotes and Endnotes into your document. So the first one we're going to do
here is we're going to insert a Footnote. So let's click Add insert Footnote button.
Now what you'll see is immediately it jumps me down to the bottom of this particular page and it
puts in the number 1. Now if I scroll up to where I was clicked, you can also see that I have a
number 1 just here. So this is essentially very much like a reference. So what I can then do is add
in at the footer of this document the additional information. And there we go. Now I'm sure
you're going to add something that's a little bit more meaningful than I have here. But hopefully
that gives you a good idea as to how it all works.
So if I now scroll up and hover my mouse over the number 1, you can see that I get a little
ScreenTip that pops up, and it shows me what my Footnote actually says. And if I double click
on it, it's going to jump me down to that Footnote at the bottom of my document. Now I can go
through and I can add in more Footnotes. So let me click at the end of this piece of text. And this
time, I'm going to use the keyboard shortcut of Alt Ctrl F and straight away you can see I get my
little number just here that says number 2, and I can add in my next Footnote, like so. So
Footnotes get added at the bottom of the page.
Let's scroll down to the next page now and take a look at Endnotes and see how they differ from
Footnotes. So this time I'm going to click at the end where it says title and the designation of the
editor, I'm going to jump up to my Footnotes group, and I'm going to insert an Endnote. Now this
differs from Footnotes because you can see straight away, it's actually jumped me down to page
37. So this is the last page of my document. So instead of placing the notes at the foot of the
page, it's now at the end of the document. I'm going to do a Ctrl Home to go back up. And let's
just go back to that page and take a look at that Endnote. And once again, you can see that I have
the little Roman numeral just there. When I hover over it shows me the text. And if I double
click, it's going to jump me down to that Endnotes.
So that is the difference between the two. It's really just down to where they're positioned on
your page. Now a couple of other options that you have in this Footnote group is you have a
Show Notes option. And if I hover over it says it's going to jump to the Footnotes or Endnotes in
your document. So if I click on Show Notes, it's asking me, “Do I want to view the Footnote area
or view the Endnote area”. So if I select Footnote area and click on OK, it's going to jump me
down to that first Footnote area. I could do the same thing for the Endnotes, I can view the
Endnote area. And it's going to jump me all the way down to the bottom of the document.
Now just above as I mentioned before, this is a way of navigating. So if you have a lot of
Footnotes or a lot of Endnotes in your document and you want to jump between them, you have
a useful little navigation option up here. So I can see the next Footnote. And it's going to jump
me down to where that Footnote appears in the document. I can do next Footnote again, and it's
going to jump me down to there. I could do next Endnote which is going to jump me down to my
Endnote and as you probably noticed with this Endnote the numerical representation is different.
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Here it’s using Roman numerals, whereas with my Footnote, so if we go back to them, it's using
Numerical numbers.
Now you can change this and you can change the formatting of your Footnotes and Endnotes and
that's exactly what we're going to look at in the next module. So please join me for that.
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Video: Formatting Footnotes and Endnotes
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. This is still
Deb and we are down in Section 19 where we're taking a look at Footnotes and Endnotes. And in
the previous module I explained to you the difference between Footnotes and Endnotes and I
also showed you a couple of examples of how to enter them in to your document.
What we're going to do in this module is we're going to take a look at some of the Advanced
Options for Footnotes and Endnotes. And I'm going to show you how you can do things like
modify the style, or how your Footnotes and Endnotes are displaying. So for this, we need to
jump into our Footnotes launcher. And as we know, we can launch our little Advanced Options
launcher by clicking on the diagonal arrow in the bottom right hand corner of the group. And as I
hover over, it says check out more options for formatting Footnotes and Endnotes. And when we
click on it, we get this little window come up with numerous different options.
So I'm going to start with location. So for my Footnotes, the default is that those are going to
appear at the bottom of the page. Now I'm fairly happy having them at the bottom of the page,
but you do have some other options in here. You could say that you want them to appear below
the actual text. So if I was to select this option, and then say Apply, and then I jumped into here
and inserted a Footnote, you can see that slightly different format. So I now have the number
showing underneath the paragraph where I was clicked. Now you might like that, you might not.
It is entirely personal preference. Now I'm going to switch one back to bottom of page. Now I
also have some options that I can modify for Endnote. So I can say that I want them to appear at
the end of the document, or at the end of the section. And in this case, I'm happy to have them at
the end of the document.
What I also have in here is a Convert Button. So when I click on convert, it allows me to convert
all of my Footnotes to Endnotes, all of my Endnotes to Footnotes or I can swap my Footnotes
and Endnotes. So if I was to say convert all Footnotes to Endnotes and click on OK, you can see
in the document behind they disappeared. And now if I jumped down right to the end, you can
see that all of my Footnotes are now showing as Endnotes. Now I don't particularly want that. So
I'm going to Ctrl Z to undo and jump back into my options. I can then choose my Footnote
layout, and then it says Columns. Now currently, I have this set up to match my section layouts.
Now I don't have any columns in this document, which means that when I add in my Footnotes,
if I've got quite a lot of text, it's just going to run the full width of this page and then wrap
around.
However, if I did have columns in here, and I've got match section layout selected, then it's going
to stop wherever that column stops, and then wrap round. I could also choose to manually change
my Footnotes only to display in one column, two columns, three, or four. So if I was to select
four columns, and click on apply, you can see now what that does to my Footnotes. Once again,
I'm going to control Z to undo that. We then have our Number Formatting. And all of the options
in this format area are for whatever you have selected at the top here. So I have Endnote selected
currently. So if I was to make any changes in the formatting area, it's going to change the
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formatting of the Endnotes. And you can see there the Number Format for my Endnotes are
currently Roman numerals.
If I was to select Footnotes at the top here, it's going to show me the number format is 1, 2, and
3. Because I have a different style for my Footnotes. Now I'm going to select Endnotes and I can
click in this drop down and choose a different number formatting. So let's choose A, B, C. Now
instead of having any kind of number format, I could choose to have a Custom Mark instead. So
maybe I want a symbol. And then I want the Footnote or Endnote text. And I'll show you what
that looks like in a moment after we've done this example. So now moving down, I'm saying that
I want my number formatting to start at A, which is perfectly fine. And I want the numbering to
be continuous.
So what I mean by that is that it flows through throughout the document, it doesn't stop and
restart the numbering per section. But if I wanted to change that I could choose Restart at Each
Section, which means when it gets to a new section, the Footnote is going to restart at A. And
finally I have to choose where I want to apply these changes. And I want to apply them to the
whole document which incidentally is the only choice I have. So I'm going to say Apply. And
now if I jump down to the bottom, my document Control End, you can see there that that's
changed from a Roman numeral to the letter A. Let's do Control Home to jump up to the top
again and scroll down to where we have our Footnotes.
Now, just as one final example, let's jump back into and launcher. And I'm going to change these
Footnotes. And what I'm going to say is this time instead of 1, 2, 3, I want to display a Custom
Mark instead. So I'm going to jump into symbol, and I'm going to say that I want the little spade
icon to appear, click on OK. You'll see now because I've selected a symbol, I can no longer
define what my number is starting at because essentially, I'm not using numbers anymore. I'm
going to say Insert. And now you can see that instead of a number, I have my symbol. And if I
double click, you can see right at the bottom, I now have a symbol for my Footnotes, as opposed
to any kind of numbering. That's it for this module. In the next module I'm going to show you
how you can cross reference Footnotes and Endnotes so please join me for that.
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Video: Cross-referencing Footnotes and Endnotes
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. This is
Deb and we are down in Section 19 where we've been taking a look at Footnotes and Endnotes.
And in the previous couple of modules I explained to you the difference between Footnotes and
Endnotes and we inserted a couple of them into our document. I showed you how you can easily
navigate between your Footnotes and your Endnotes. And I also showed you some of the options
that you have when it comes to customizing or formatting your Footnotes and Endnotes.
In this module what I want to do, is show you how you can insert a Cross-reference to a Footnote
or an end note. Now we took a look at Cross-references in a previous module, which seems a
very long time ago now. So this is going to provide a nice little refresher on Cross-references,
and also show you how you can cross reference an Endnote or Footnote in particular. So it might
be that when you have your document open like I have on the screen here, you might want to
reference a Footnote or an Endnote multiple times throughout your document.
So instead of adding in the same Footnote on every page, you can simply cross reference the
Footnote and refer back to the original one. So for example, I'm on page seven of my document,
and I'm going to click at the end of this first paragraph. Now it might be that I want to add a
Footnote to this paragraph, but it's the same Footnote that I have further up in the document. So
instead of going and adding in a brand new Footnote, which is going to take up some room at the
foot of my document, I can simply cross reference the original Footnote. So I'm going to jump up
to my References ribbon, And I'm going to go across to the Captions group where I'll find my
Cross-reference option. So let's click and see what we get. And there we go.
So in a Reference type, if you remember from before, there's lots of different things that we can
cross reference. And you'll see in there we have both Footnotes and Endnotes. So let's select
Footnotes. And what you'll see here is it says it's going to insert a reference to the Footnote
number, so that's going to be 1, 2, 3, so on and so forth. But I could choose to reference the page
number above or below or the Footnote number, format it. Now I just want to have the Footnote
Number. So I'm going to select that option. I'm going to insert as a Hyperlink. So I can click on
the number and jump to the Footnote it's referring to. And then the only thing left for me to do
here is select which Footnote I want to link to.
So I'm going to say that I want to link to this first Footnote which I have selected, and I'm going
to click Insert. And if I close this down, you'll see just behind, I now have the Footnote Number,
which is Footnote number one, if I hold down Ctrl and click on the Footnote number, it's going
to jump me to where I have that Footnote. And what I'm going to do here is I'm just going to
delete that Footnote out just by hitting my backspace key. I'm going to jump up to Crossreference again, and this time, I'm going to reference my Endnote. And this time, I'm going to
insert the reference to and I'm going to say Endnote number formatted, click on Insert.
So now you can see that Endnote is showing in super script. So it's taking on the formatting of
the Footnote. And once again, I'm going to hold down Control and I'm going to click and it's
going to jump me to where I've inserted that Endnote. So as you can see a little refresher there on
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cross references. It's very, very simple to cross reference a Footnote or an Endnote in your
document and it just means you don't have to repeat the same Footnote or Endnote over and over
again in your document. That's it for this module. I will see you in the next one.
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Video: Deleting Footnotes and Endnotes
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. We're in
Section 19 where we've been taking a look at Footnotes and Endnotes and we're down to the
final module in this section. And I just want to finish off by showing you a couple of tips and
tricks when it comes to deleting Footnotes and Endnotes from your document.
Now when it comes to deleting, and if we scroll through our document to our first set of
Footnotes, you can simply click where you have your Footnote. So I'm clicked at the end of this
first sentence, you can just press the delete key or the backspace key on your keyboard to delete
out that Footnote. And you'll see it has actually deleted it out and it's re numbered the other
Footnotes in my document. So this Footnote just here was originally number two. But as soon as
I deleted that first Footnote, it's now moved to number one. So everything has been reordered. So
if you have just one or two Footnotes that you want to remove, you can definitely jump into your
document and just do that manually.
However, what if you want to remove all of the Footnotes or all of the Endnotes from your
document, I'm going to show you a little trick so that you don't have to spend time manually
removing what could be hundreds of Footnotes and Endnotes. And to do this, what we're going
to do is we're going to bring up the Find and Replace dialog box. So the shortcut key for that is
Ctrl H, and it should look reasonably familiar to you as we did go into detail about Find and
Replace earlier on in this course. So let's deal with the Footnotes first of all.
So what we want to do here is we want to say to Word, “I want you to find the Footnotes and
replace with essentially nothing because we want to delete that”. Now the way that we do this is
we can expand more options. And we want to go down right to the bottom where it has Replace.
And we're going to click on the Special button. And what you'll see here is that we can select
Footnote mark, and it gives me this little symbol which represents Footnotes of the carra symbol
an F. so I'm saying find the Footnote marks, and I'm gonna leave the replace with box completely
empty. I'm then going to click on Replace All. It says we've made two replacements, click on
OK. And if I close down, you can see that those Footnotes have now been removed from this
document.
Now I'm going to do exactly the same, but I'm going to do it for the Endnotes. Now we only
have one Endnote in this document. But imagine if you had quite a lot, you could utilize this
method. So again, we're going to say Ctrl H to bring up our Find and Replace box, I'm going to
delete out what I currently have in Find What and I'm going to go back down to special. And
you'll see that we also have an option in here for Endnote mark, which is carrot symbol E, I'm
going to leave the Replace With box empty and say Replace All, click on okay. Now what you
can see with this one is that it hasn't actually removed that Endnote. Now why is that?
Well Find and Replace is looking for a standard Endnote mark. So it's worth noting that if you do
have standard Endnotes and when I say standard, I mean ones that are numbered, so 1, 2, 3 or
maybe utilizing Roman numerals. If you have those in your document, then this method of
replacing is going to work. It's going to find your Endnote mark, and when you click on replace
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all it's going to replace them. However, if you've chosen to use a custom symbol as opposed to a
number, then this method isn't going to work. So let's take a look at how we can resolve this.
I'm going to click close on this window. And what I'm going to do is I'm going to select the
symbol and press Ctrl C to copy that to the clipboard. I'm going to jump back into my Find and
Replace Ctrl H and in the Find What box, I'm going to do Ctrl V to paste in that symbol. I'm
going to say replace with nothing again and click on my Replace All button. And you can see it's
made one replacement, I'm not going to continue searching. But if you look at the document
behind you can see that those Endnotes have now been removed. And that is pretty much it.
So we've seen there quite nicely how you can manually delete Footnotes and Endnotes from your
document by pressing the delete or backspace key and how you can delete all Footnotes and all
Endnotes from your document by utilizing Find and Replace. That is it for this module. And that
is it for this section. In the next section. I'm going to show you how to create a Table of
Authorities so I look forward to see you over there.
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Video: Exercise 19
Deborah: Hello everyone and welcome back to the course. We've made it all the way down to
exercise 19. And in this section we've been talking about inserting Footnotes and Endnotes into
our documents. And that's exactly what I'd like you to do in this exercise.
So on the screen here, I have the document, The 20 Best Selling Books of All Time. And all I'd
like you to do is just practice adding in some Footnotes and Endnotes. Now I don't really mind
how you do this, I'm not looking for any specific text for you to add, you can add in whatever
you like. But I would like you to make some customizations to both the Endnotes and Footnotes.
So let me show you what I mean.
So for the Footnotes, I'd like you to make sure that your Footnotes are displayed at the bottom of
the page, I'd like you to add a custom Mark using the heart symbol, I'd also like you to make sure
that the numbering is continuous and applied to the whole documents. For the Endnotes, I'd like
these to appear at the end of the document. I'd like the number format to be A, B, C, the
numbering continuous. And I'd like the changes to be applied to the whole document. And you
can add in as many of these as you like. So give that a go and if you'd like to see my answer,
please stay tuned. So let's take a look at my answer.
Now I didn't mind particularly where you added in these Footnotes and Endnotes. So I'm going
to add mine in at the end of the Harry Potter and the Deathly Hallows title. So I'm going to jump
up to References. And if you recall, I wanted you to customize your Footnotes and your
Endnotes. And to do that, we need to jump in to our Advanced Options by clicking on the
diagonal arrow in the corner of the group. So let's deal with Footnotes.
First, I wanted you to display these at the bottom of the page. And I wanted you to use the heart
symbol custom mark. So I'm going to jump into symbol, select the heart, click on OK. The rest
of these options I'm going to leave as default. And I'm going to say Insert. I'm now going to add
in my Footnote, like so. And now let's add in an Endnote.
So I'm going to move down to Harry Potter and the Order of the Phoenix and click at the end.
Again, I'm going to jump into my Advanced Options and select Endnotes and for this one, I just
wanted you to make sure that the Endnotes appear at the end of the document. And I asked for
the number format to be an A, B, C. Let's click on Insert. It jumps me down to the end of the
document and I'm going to add in my Endnote. Now you might have added in more than I have
here just to practice and that's absolutely fine. But in general, that's what I was looking for. That's
the end of this exercise. I will see you in the next section.
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Section 20 – Table of Authorities
Video: Inserting Citations – Table of Authorities
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. We've
made it all the way down to Section 20. So really getting through the balance of this course now.
And in this section, I want to talk to you about Tables of Authorities.
Now, you may or may not have heard of this, and you're more likely to hear of it if you work in
the legal industry. So a Table of Authorities is very common in long legal documents. And it's
there essentially to summarize the sources cited in the document. So essentially, what you're
doing is you're providing information for other legal professionals who may work with this
document when it comes to verifying sources cited.
Now, when it comes to the technical process within Word, entering in a Table of Authorities is
very, very similar to creating an Index or a Bibliography. It takes on that same structure of going
through your document and marking your citations, and then inserting your Table of Authorities.
So what I'm going to do in this first module is I'm going to go through this document, I'm going
to show you how to mark your citations. So what I have on the screen here is it's just a template
from Word. It's a legal document template. So we can see this looks very legally on the cover
page. But as we scroll through, you'll see I've got some text in here. And the majority of this is
just junk text again, but I do have some cases cited at the beginning.
So you can see here the first one is Freddy Krueger versus Jason Voorhees, we then have man
versus woman, cat versus dog, and then good versus evil. So in a legal document, these might be
specific cases that we want to reference. And what we want is to have a Table of Authorities at
the beginning of our document, which may be lists out all of the cases, all of the treaties, all of
the rules, so on and so forth to make it super easy for people to see. So what I'm going to do is
I'm going to go up to this first paragraph, and I'm going to select my first piece of citation text.
So I'm going to select this entire line, I'm going to go up to my references ribbon. And the final
group on the end here is Table of Authorities. And very similar to index, which is right next to it
where we have the Mark Entry button, we have a Mark Citation button. And you'll see as I hover
over we have a keyboard shortcut for this of Alt Shift I. So let's click on Mark Citation. So now I
have the Mark Citation window pop up and in this first little area, we just have the text that I've
selected. I can then choose what category I want this to fall under in my Table of Authorities.
So currently, this is going to fall under the heading of Cases. But in the drop down, I have lots of
other different categories that I could assign this to. And essentially what happens is when you
put the Table of Authorities in, you'll have different headings depending on which categories
you've selected. Now for this one, I'm going to keep it on Cases. And then underneath what
you'll see is I have the option of adding in a short citation. So what I might want to say is that the
short citation is just going to be Freddy Krueger versus Jason Voorhees, I don't need any of the
rest of this reference information. So I'm going to delete that out.
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So now according to Word, this is the long citation what you can see in selected text, and this is
the shorter version of that citation. Now you'll notice when we actually insert this citation, you'll
get the long version appearing for this first one. However, if we were to reference this multiple
times throughout the document after the first one, it's then going to use the short citation. So I'm
going to say Mark. And remember, if we look behind this window, you can now see that I have
the Field Code inserted into here. So what exactly are we looking at? Well, it says TA for Table
of Authorities, we then have that switch, so backslash L and what that means is long citation. So
you'll see that we have the whole thing Freddy Krueger versus Jason Voorhees, 243, UK, so on
and so forth. That's then followed by the backslash s switch, which is the short citation version.
So we have that shorter version just there. We then have another switch, backslash c followed by
the number one. So this is essentially saying that this is case number one.
I'm going to scroll down my document and do the next one. So it's man versus woman. I'm going
to select the entire line, click back on Mark Citation so that that loads and again, this one falls
underneath Cases. I'm going to specify my short citation. So I'm going to delete out everything
that's unnecessary. And click on Mark. And let's do it for the final two. We're going to select cat
versus dog, click back on our marks citation to load that in, it's going to fall under Cases, and
we're going to remove anything unnecessary that we don't need, and click on Mark. And then the
final one is good versus evil. So let's select, click back on our Mark Citation box, it's going to be
in cases and delete out what we don't want in our short citation, and click on Mark.
So very quickly there I've gone through and marked all of those cases that I want to include in
my Table of Authorities. So now that I've been through and referenced those cases to include in
my Table of Authorities, there's a couple of other things that I want to pull up into it as well. So
if you look in my second paragraph, here, I have some rules. So I'm going to select this rule 34.5,
of Guide to Hora, and I'm going to click on Mark Citation. Now for this one, I'm not going to put
it under the category of cases, I'm going to put it under the category of rules. And once again, my
short citation might just be rule 34.5 and click on Mark. And I can see in here I have another one.
So I'm going to select rule 23.4 of the evolution of man, click on Mark citation, this one's going
to be in rules as well. I'm just going to make my short citation, the rule and click on Mark again.
So essentially, what you would do is carry on going through your document marking all of the
Cases, Statutes, Other Authorities, Rules, Treaties, Regulations, so on and so forth. And you
have a lot of different things in here. And something that's pretty cool that you can do is if maybe
you refer to cases or statutes in a slightly different way, you can customize these categories. So if
I click on the category button on the right hand side, you can see it lists out all of the categories,
and I can choose to replace them with something else. And I have quite a few kind of blank ones
at the bottom here.
So maybe if I select number eight, I want to replace that with Precedence, and click on Replace.
And you can see it's now added that as a category and I can select that from my categories drop
down. So that's how you add different types of citations into your legal documents. What we're
going to do in the next module is I'm going to show you how to use these citations that you've
marked and create a Table of Authorities. So please join me for that.
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Video: Inserting and Updating a Table of Authorities
Deborah: Hello everyone, welcome back to this course on Word 2019 Advanced. We're down in
Section 20, where we're looking at a Table of Authorities. In the previous module, I explained to
you exactly what a Table of Authorities is, the types of people or the type of industry that uses
this mostly, and I also showed you how to mark up your document and insert your citations for
different source material. And we're going to pick up from that point in this module. And all
we're going to do here is that now that we've marked up our document, I'm going to insert a
Table of Authorities.
Now there's a couple of important tips to note here before you do that. So when we inserted our
citations, by default, it shows those Field Codes that sit behind the citations, it says TA, Table of
Authorities that I have my switches, and essentially my code. Now one thing you want to make
sure you do prior to inserting the Table of Authorities is you want to toggle those Field Codes.
So you don't want to see the underlying code as a particularly long field code can have some
effect on the pagination of your document. So if you have long Field Codes throughout, it could
start pushing headings or references onto different pages, so that your Table of Authorities lists
out the wrong page numbers. So you want to make sure you toggle these first of all.
So we could right click and do Toggle Field Codes. Or we can jump up to the Home ribbon and
just click on Add show hide markers, which is going to hide those Field Codes. So now I've done
that, I'm going to press Control Home to jump to the top of my document. And what I'm actually
going to do is I'm going to put a page break in here. So I'm clicking at the beginning of the first
paragraph, and Ctrl Enter to put in a page break. And this is where I'm going to place my Table
of Authorities. So all I need to do now is jump up to my References tab, go to my Table of
Authorities group and click Insert Table of Authorities.
Now it's going to jump me up to this little window here. And this is a window that we've been in
a few different times. So when we've looked at Indexes, Table of Contents, Table of Figures, it's
basically taking us to this same window, just a different tab. So now we're on the Table of
Authorities tab. And in the left hand side, I have a print preview of how this is going to look. So
you can see it's going to list my Cases like this with the page numbers. And if I scroll down, I
can see that it's going to list statutes like that, so on and so forth.
Now, what I can choose to do is if I have lots of different categories of citation in my document,
I can choose which ones I want to pull into the Table of Authorities. So in my document, I have
some cases listed but I also have some Rules. Now it might be that I only want to pull the Rules
into the Table of Authorities, or maybe just those Cases. Now in my case, I want to have both of
them. So I'm going to select all, which is going to pull through everything. Then below much
like when we're formatting our Table of Contents or Table of Figures or Index, I can choose how
my Table of Authorities is going to look.
So I'm going to choose to keep the original formatting, I'm going to have a dotted tab leader. And
currently I'm using the formatting from the template. And if you remember, we have different
templates that we can select down here. But one point worth noting is that if I select a different
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template, other than From Template, I can't modify the style, you can see here the button is
grayed out. Whereas if I select From Template, I can click on Modify. And if I want to modify
how the Table of Authorities heading looks, I can or the main body of the Table of Authorities.
So just for fun, let's modify the Table of Authorities heading by clicking the Modify button. So
I'm just going to do a bit of formatting here, I'm going to change it to Segoe UI, I'm going to
make it quite big. And let's change the color to a dark red color. Oh like so, and click on OK.
And you can see the preview window automatically updates. And now if I click on OK, it's
inserted in my Table of Authorities. And I can see both my Cases and my Rules.
So now what I'm going to do is I'm just going to make a quick change so you can see how we
can update our Table of Authorities. So let's go down to my document. And what I'm going to do
is I'm going to take this whole paragraph a man versus woman, Ctrl X to cut it, and I'm actually
going to paste it on a new page. So let's put in a couple of page breaks. And then Ctrl V to paste.
So now if I do Ctrl Home and go to my Table of Authorities, I'm going to expect this man versus
woman to move on to a different page when I update it. So currently, I have everything on page
three. So let's select the Table of Authorities and what I can do is I can either right click and do
update field, or on the References tab in the Table of Authorities group, I have an Update Table
button.
So I'm going to select it from the right click menu. If I click away, you can see yes, now my Case
man versus woman is now showing on page five. And also my Rule, the evolution of man is also
on page five because that was in the same paragraph. Another thing you'll note here, which may
have confused you very slightly is that the cases will all be listed in alphabetical order and not
necessarily in the order they appear in the document. But essentially, that is it you can come in
and you can add a title that says Table of Authorities and you are pretty much done. That is it for
this module. And that is it for this section. In the next section, we're going to move on to talking
about creating Forms in Word so please join me for that.

© Copyright 2008-2020 Simon Sez IT, INC. All Rights Reserved.

Advanced Word 2019

Video: Exercise 20
Deborah: Hello everyone and welcome back to the course. We've made it all the way down to
exercise 20. And in this section we've been talking about Marking Citations and Inserting a
Table of Authorities. And that's exactly what I'd like you to do in this exercise.
So on the screen here, we have a legal document, and I'd like you to scroll down to page two.
And you can see in here we have some cases. So what I'd like you to do is mark each of these
cases as a Citation. And then at the end of the document, I'd like you to insert a Table of
Authorities. If you'd like to go a stage further with this exercise once you've done that, I would
invite you to maybe add in your own case at the bottom of this document, and then update that
Table of Authorities. So fairly straightforward. If you'd like to see my answer, then carry on
watching this video. So let's take a look at the answer.
The first thing I asked you to do was to mark all of these cases as Citations. So I'm going to
select the first case here, Harry versus Sally, I'm going to go up to the References tab, into the
Table of Authorities group and click Mark Citation. I'm going to make sure that the category I
have selected is Cases, and I'm going to say Mark. And I'm going to do exactly the same for all
of these. So remember, you can keep this little mark citation box up here, you just need to click
back on the document, select the next case, and then click back on the mark citation window to
get that to populate. And click mark. And let's do the same for the rest of these click and mark.
Scroll down, select click and mark.
You can see as I'm doing this, the citations are populating in this little citations pane underneath.
So once you've marked all of your citations, you can close this window down. And now we need
to add in our Table of Authorities. And this is just a table at the end of the document that's going
to display all of these cases, making it super simple for people to jump to whichever case they
want to read. So I'm going to insert a page break Ctrl Enter to take me on to the next page, I'm
going to press enter and then I'm going to insert my Table of Authorities. Now I didn't specify
any particular template for you to use or format. So I'm going to keep on From Template, I'm
going to use a dotted tab leader. And I'm going to say keep original formatting.
Now what I could do over here in category is I could say I'm just displaying cases. But
effectively, those are the only citations that I have in my document so I could leave it clicked on
all. And let's click on OK. And there we go. Let's turn off Show Hide Markers. And there we
have our cases. Now for those of you that carried on with the advanced step, I asked you to add
in your own citation and then update that Table of Authorities. So let's just do a quick cut and
paste here. I'm just going to copy this case. And then paste it underneath. And let's just change
the title of this particular case. So I'm going to say Fork versus Spoon. And we're going to say
that this is case 250 which occurred in 2003.
So now I need to mark Fork versus Spoon as a Citation. So I'm going to do it in exactly the same
way. I'm going to select the case, up to References, Mark Citation and click Mark. So now all I
need to do is go down to my Table of Authorities, select it, right click and update field. And you
can see that that item is now included as the first entry in my Table of Authorities. So that's the
© Copyright 2008-2020 Simon Sez IT, INC. All Rights Reserved.

Advanced Word 2019

answer I was looking for here guys. I hope you got on okay with that. That's it for this exercise. I
will see you in the next section.
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Section 21 - Forms
Video: An Introduction to Forms in Word
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. This is
still Deb and we are all the way down into Section 21 now. And in this section, we're going to
take a look at Forms.
Now Forms are something that you've probably come across at one time or another. Either
you've been asked to create a Form, or you've been asked to complete a Form. And what you
may have noticed with some of the Forms that you get sent, there are helpful little controls that
guide you towards what needs to be entered into that Form. And we refer to these as Fillable
Forms. And word has quite a few utilities and tools within it that enable you to quickly create
Forms that you can either print or send via email.
So what I'm aiming to do over the balance of this section is show you how to create your own
Forms, which is very simple As long as you know a few different techniques in Word. I'm going
to show you how you can add Content Controls to your Form to control the information that's
going into that Form. And I'm also going to show you how you can add things like a Submit
Button on the bottom to email that Form off. So in this first module, I'm just going to show you a
Form that I've created and added Content Controls to. And then essentially what we're going to
do throughout the rest of the modules is I'm going to show you all the different elements so that
you can recreate this Form.
Now I have on the screen here a very basic Form that I've created. It comprises a Header at the
top. So if I double click, you can see there is my Header, HR Forms Employee Details, I then
have my title, which is just formatted. And then underneath I have my Form. Now the
information that you put on your Form is really up to you. And it depends on the type of Form
that you're creating. But I've tried to add some fields in here that's going to allow me to
demonstrate the different types of Content Controls.
Now, if you're not sure what a Content Control is, let me explain it to you. So this Form is
currently completed. And if you look at the top where it says Date, you can see I have a date in
there. And as I hover my mouse over it, you can see that that date is kind of shaded. And if I
click on it, I get a little tag just above that says, Today's Date. And then I get a drop down, which
shows me my Date Picker. So this essentially is a Content Control. By utilizing that Date Picker,
I'm really controlling what somebody can enter into this particular field. So it's not going to
allow them just to free type anything they like, they must select a date from the Date Picker. And
it's going to input that date in the format that I've pre-selected. So I'm controlling what's going
into the Form.
If I move down to Employee ID, you'll see the same thing if I click in here, I get a little tag. And
this one here is a Text Field. So I'm allowing the user to enter in text into this particular area of
the Form. And when it comes to First Name and Last Name, I basically have the same text
control, but I've added it in two different ways so that it looks slightly different. This first one, if
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I click in my name, you can see I get First Name just above the little tag, and this is just another
text control. So whoever's using this Form can just type their name into this Textbox.
Whereas if I click in my surname, this is also a text control. But you can see I don't have that tag
at the top. And that's because I've used two different types of Content Control to add my text
field. And I'm going to get into that a bit more at the end of this module. Moving down to Job
Title, if I click where it says marketing manager, you can see here I have a drop down list
Content Control, which allows me to select a particular Job Title from a specified list. The same
thing goes for marketing, I have another drop down control. So I can go in and choose the correct
Department, the supervisor, again, another list control, and then the date hired, I have my Date
Picker again.
If we move down to just underneath that where we have job type, we have a different type of
Content Control again, and this is the Options Content Control. So this allows me to go in and
choose using this little radio button what job type this particular employee has. So for this, I'm
going to say contract and select that one. And then finally underneath we have the Checkbox
Content Control. So we have the question here, “has this employee completed compliance
training”? And I can select Yes, or I can select No. So once again, that is another type of Content
Control.
And then finally at the bottom, I have a Submit Button. And this is pretty cool. So if I've
completed this Form, and I want to submit this or send this off to HR, if I click this Submit
Button, it goes to my default email application that I have installed, and for me that is Outlook,
and it attaches that Form to a blank email waiting for me to address it and add in any other
information. And this Submit Button again is another type of Content Control. Now once I've
completed this Form, I can choose to restrict this Form even further by saying that I'm only
going to allow the Form Fields to be edited. So what I can do is, once I've completed this, I can
basically lock this Form down, so that the only things that can be changed are the fields that I've
specified. So that's going to be all of these input fields.
Now in the next module, I'm going to start out just by showing you how you can design this
Form. And then we're going to add all of the Content Controls into the Form. Now before we do
that, there is a ribbon that you need to have turned on that isn't turned on by default. So all of
your Form controls you'll find on the Developer ribbon in this Controls group. And this is what
we're going to be focusing on in the next few modules. Now the Developer ribbon isn't turned on
in Word by default. So if you can't see it there, you're going to need to activate that particular
ribbon. So let's just go in and see how we can do that.
We're going to go to the File tab. And we're going to go all the way down to Options. And we
want to jump across to the Customize ribbon area. And in the right hand side of this screen
where you can see main tabs, you want to make sure that you have a tick next to Developer, what
you'll probably find is that it looks like that if you can't see it. So make sure you have a tick, click
on OK. And then you should see the developer ribbon appear at the top of the screen.
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So once we've turned that on, we're pretty much ready to start creating our Form. So in the next
module, let's take a look at how we've created this particular Form layout. I'm excited I will see
you over there.

© Copyright 2008-2020 Simon Sez IT, INC. All Rights Reserved.

Advanced Word 2019

Video: Creating a Form
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. This is still
Deb and we're in Section 21, where we're starting to talk about Forms in Word. And in the
previous module, I showed you a completed Form that you can currently see here on the right
hand side of the screen. And I gave you a brief explanation as to what we have in this Form and
the Content Controls that I've used.
What we're going to do in this first module is we're just going to recreate the basic bare bones of
this Form. And this is also going to help you practice some of the skills that we've learned earlier
on in the course. Now what I've done here is I kind of got a split screen going on, I have my
completed Form in the right hand side of the screen, and I've just opened a new blank document
in the left hand side of the screen, and saved it as Employee Details Form.docx. So what I'm
going to do here is I'm just going to recreate what we have in the right hand side of the screen.
So starting at the top, we have a Header, so I'm going to double click to access my Header.
Now I'm going to do something very slightly different to what we have in the right hand side of
the screen, I'm actually going to use my document info drop down, and I'm going to put the file
name at the top of this Form in the header. And that's all I'm going to have. So I'm going to close
my Header and Footer, press Enter. And I'm going to type the title, HR Employee Details Form.
And then underneath that, I'm going to put For HR use only. Now I have more space in between
these two sentences than I would like. So I'm going to select both of my lines of text. And I'm
going to jump up into my paragraph settings. And I can see here in the spacing area I have eight
points after. So I'm going to take that down to zero and click on OK, just to reduce that space.
I'm then going to move this into the center of my document. So again, I can use my Alignment
Tools within paragraph or I can press my keyboard shortcuts, Ctrl E. And what I'm going to do
now is just apply some Formatting. So I'm going to select both of these lines of text. And I'm
going to change the font style to Segoe UI. And then I'm going to make the main title here, I'm
going to put that in a blue color, I'm going to make it bold, and I'm going to make it a little bit
bigger, like so. I'm also going to do something similar for this line of text, I'm going to make this
a little bit bigger. So let's increase our font size to 12. And I'm going to make that Italics. So Ctrl
I. So all fairly straightforward so far.
Let's put in a couple of carriage returns. And you can see there by the looks of my cursor, I still
have it in Italic mode, and it's centered. So I'm going to want to turn those off. So I'm going to do
Ctrl I to remove italics, and I'm going to left align to the margin. We're now going to type in date
with a colon, hit enter twice, and employee ID with a colon. And that is all for the time being.
Let's press enter a couple more times. Now what I want here is I want to have a First Name and a
Last Name field with a line above them so that people can enter in the relevant information.
Now, what you may not have noticed is that this is actually in a table in this right hand
document. So if I was to go back to this document, and just to make it easier to see if I go to the
Design ribbon and just turn on All Borders, you can see exactly the layout of this table. So what I
have here is a table that is three columns by two rows. Now the reason I have three columns is
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because I have this little column in the middle, so that when I add the lines, I get a space in
between them. So let's recreate this table on the left hand side. I'm going to go up to Insert, down
to Table and we want three columns by two rows. Now I'm going to adjust this middle column in
my table so that it's a lot smaller than the other two. And that's going to give us that gap in
between the First Name and the Last Name. All I need to do then is enter in my text.
So First Name. I'm going to tab to move across and then enter in Last Name. And what I'm going
to do here to remove these borders is I'm going to select the entire table, up to the Design ribbon,
and into Borders. And the first thing I'm going to do is I'm going to say that I want No Borders.
So now to get the line all I need to do is select this first cell just here where it says First Name,
go back up to Borders and I'm going to add a top border. I’m going to do the same for Last
Name. So we need to highlight that cell, up to borders, and add in a top border. And you can see
very nicely, that now gives us that Form layout and we have our gap in the middle, let's hit enter
a couple of times. And we're basically going to do something similar for Job Title, Department,
supervisor and date hired. Again, this is just one table that's had the borders turned off in certain
parts of the table.
Now for this one, I'm going to need a two column by 1, 2, 3, 4, 5, 6, 7 rows. So let's insert that
back up to Insert, down to Table, we're doing two columns by seven rows, like so. Now I'm
going to move the boundary across a little bit. And I'm going to do a little bit of Formatting on
this table. So let's select the entire table up to the Layout ribbon, and I'm going to adjust the
height. So just here, it says Table Row Height. And in fact, I'm just going to check what I've set
it to in my document on the right hand side, I can see that I've set the row height here to 0.8
centimeters. So let's do the same with this table. I'm going to use my scroll buttons. And I'm
going to make that 0.8 centimeters.
Now I can see here that I have Job Title, Department, supervisor and date hired, I can see that
those are centered within the cell. So I'm going to hover my mouse over that first column until I
get that black arrow and click to select that column, up to the Layout ribbon, into Alignment, and
I'm going to say I want everything aligned to the center, both horizontally and vertically. And for
the other column, I just want these to be aligned to the center, but to the left hand side. So now
what I can do here is I can go through and enter in my text. So we're going to say Job Title. Now
I'm going to leave a row in between each of these Departments, supervisor.
And then finally, we have date hired. So now what I'm going to do is I'm going to essentially
remove the borders from these dividing rows just to make it look a little bit neater. So I'm going
to select the first blank row, I'm going to go up to my Design ribbon and back into Borders. And
there's a few things I need to change in here. So what I'm going to say is I want to turn off the
Inside Vertical Border. And you see as I hover over that it removes that vertical boundary line
from within that cell. And then I'm going to go back up to borders, and I'm going to remove the
left border, and also the right border. When I click away, you can see that that pretty much gives
me the look that I'm wanting.
So I'm going to do exactly the same for these other blank rows, select the row up to borders, turn
off inside vertical border, left border, and right border. And then the final one up to borders,
© Copyright 2008-2020 Simon Sez IT, INC. All Rights Reserved.

Advanced Word 2019

inside vertical row and turn off left border and right border. And now we have pretty much the
look that we're after. So now we want to add in this job type. Now this looks like I've just typed
it into the document. But again, this is actually a table. And if I turn on my borders again, so you
can see what that looks like. It is a two column one row table. So back to our document, up to
insert, down to table, and we're going to say two columns with one row. I'm going to adjust that
boundary. And again, I'm going to modify the height of this table.
So let's take a look at the height of the table in the right hand document up to layout, I can see
that the height here is 1.2 centimeters. So back to our table, up to layout, and let's just adjust that
to 1.2. I can also see here that with the Alignment, I have this in the middle but to the left no
actually think in mine, I want this job type centered both horizontally and vertically. So I'm
going to select the column go up to alignment. And I'm going to say center horizontally and
vertically within the cell. And for the second column, I can see that these ones are aligned to the
left. So I want to select this column, got to alignment and align center left. So now I can type in a
job type. And what I want to do is just remove all of the borders from this table. So back up to
design into borders. And for this one, I'm going to say No Borders.
Now if at this stage, when you remove the borders, and you think actually job type looks a little
bit strange being kind of indented from the rest, then of course, you can go in and modify this. So
once again, I can just select that column, I'm going to go up to Layout, back to Alignment, and
maybe I decide that align center left is going to look a little bit better. So let's press Enter again.
And this time we have some text has this. Has this employee completed compliance training?
And what I'm going to do is underneath here, I'm going to put in the word Yes. I'm going to press
my tab key a couple of times, and then put in the word no. And then the final sentence that we
have in here has this employee past probation. And again, I'm going to do the same thing. Yes,
tab, tab No. And I want to make sure I have enough space at the bottom to add in my Submit
Button.
So that is pretty much it. We've created the bare bones of a Form. And hopefully you've seen
how easy that is. Of course, there's numerous different types of Forms you can create and you
can create them in whatever way you like. But I wanted to give you an example of how you can
very quickly create something really just using Tables, Formatting, Borders, things like that. In
the next module, I'm going to show you how you can go in and start adding Content Controls to
your Form. So please join me for that.
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Video: Adding Content Controls – Part 1
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. We're
down in Section 21, where we're looking at Forms in Word. And in the previous module, I
showed you how to create a basic Form template. And this is the one that you can see on the
screen just here.
Now what we're going to do in this module is we're going to go through, and we're going to start
adding some Content Controls to our Form. And this is really where Forms take life. Now, I will
say that it's not absolutely necessary to add Content Controls in, but it does make it a lot easier
for whoever you've sent this Form to, whoever's filling it out, to know exactly what they need to
put in and where. And it's also good for you, because Content Controls really do control the type
of information that's going into that Form.
So it might be that, for example, with this first field, here, the Date Field, if you send this Form
to 10 different people, if you're not controlling how that date is inputs, then you may have 10
different ways of having the date written out. Some people might do it in the long form, some in
the short form, some in US Format, some in European Format, which makes your life a lot more
difficult. What's a lot better is to put in a control so that they only have one option to select. So
you ensure that the information going into your Form is consistent, and also error free. And that
is where Content Controls are particularly useful.
So we're going to go through this Form and we're going to add in Content Controls for each of
our Form items. And the first one we're going to add in is for this Date. Now, as I explained to
you in the first module, you'll find all of your Content Controls on the Developer ribbon in the
Controls group just here. Now, something that's important to note, when it comes to these
controls, you basically have two different types of control. And if I click this little drop down
here, you'll see because they're in two separate groups. You have Legacy Forms and ActiveX
controls. And you'll find that between these two groups, a lot of them are repeated. So I can see
here that underneath Legacy Forms, I have a checkbox Form Field. But I also have that same
Form Field underneath ActiveX controls. So why do we have two different groups?
Well, Legacy Form Fields are pretty much what they say on the tin. They are Legacy Tools,
which are kind of leftover from older versions of Word. So these Legacy Form Fields were
available in Word all the way back to around Word 97. And the Legacy Form Fields do have
some advantages. For example, they are compatible with all versions of Word as I said all the
way back to Word 97. They can also be used with Formula fields to do calculations with Macros.
And what you'll also notice when we start to add in Legacy Form Fields is that you can give
them a unique Bookmark name. And you can then utilize that Bookmark name in calculations,
such as if calculations in Word.
Now there are also some drawbacks with this. For example, when you add in a Legacy Form
Field, it doesn't become active until you protect your document. And in previous modules, we
looked at Document Protection. And you may or may not remember, one of the options that we
had when we were restricting editing was that we can lock down the document, but make an
© Copyright 2008-2020 Simon Sez IT, INC. All Rights Reserved.

Advanced Word 2019

exception for filling out Forms. So you must apply that protection in order for people to be able
to utilize the Legacy Form Fields. And I guess the most obvious restriction with these is that
there's only a few of them.
You can see below we have a lot more ActiveX controls. So we're somewhat limited with the
Legacy Form Fields or Form controls that we have. Now the ActiveX controls, you'll find those
in later versions of Word. And we have a more varied range of controls. So for example, with the
ActiveX controls, we have a Rich Text Content Control. But we also have a Plain Text Content
Control. So the Rich Text one will allow people to enter information into the Form and also
utilize Formatting tools. So if they want to make it bold or whatever, they can do that with this
control. They can insert Pictures, they can insert Quick Parts or different kinds of things. So a lot
more varied when it comes to ActiveX controls.
Now there is nothing stopping you from using a combination of both and that is what we're going
to be doing in this particular Form. So this first Content Control that we want to add is related to
the Date. So I'm going to make sure my cursor is clicked next to date. I'm going to go up to my
Controls and I can see just here, the little calendar icon if I hover over it says Date Picker
Content Control. So let's click to add. And you'll see what I get just here, it says click or tap to
enter a date. And then I get a little drop down, which allows me to select my date. Now with all
of these controls, you can modify the properties so you can modify the way they look and also
other properties of this control. So what I always do is as soon as I entered it, I make sure I've
selected it go up to my controls group, and I click on the Properties button.
So this is going to allow me to view or modify the properties for the selected Control. And for
this particular control, the Date Picker, I have these options. So I'm going to give my Content
Control a title. So I'm just going to call this Date, I can then give it a tag. So as I mentioned
previously, you can give your Content Controls tags, and then you can utilize those tags in other
areas, Formulas, so on and so forth. So for this one, I'm just going to call it date underscore
picker, I'm showing this as a bounding box. But I do have a couple of other options in there,
which I will leave you to explore. In general, I tend to keep it on bounding box, I can change the
color.
Now this isn't the color of the text or anything like that this is actually the color of the bounding
box. So if I was to select something really bright, like red, and just click on OK, you can see
what it changes just there. Now, I'm not particularly interested in having that in red. So I'm just
going to put that back to automatic. I can choose a Style to format the text typed into the empty
control. So if I select this, I can specify the font, the font size, exactly what I want that text to
look like that's entered into this particular Content Control. Now, I don't want to do anything
fancy just here. But I could go in and change all the font settings, I wanted just to match the
document. So I'm actually going to untick that, I can also choose to remove the Content Control
when the contents are edited.
So essentially, when the person completing this Form has selected a date, it's going to remove
this Content Control from the Form. Now I don't want to do that. So I'm going to leave that
unticked. When it comes to locking, it says here, Content Control cannot be deleted. So I might
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say yes, I want to always have that Content Control there, contents cannot be edited. Now I want
people to be able to edit the contents. So I'm going to leave that unchecked, I then get to choose
my Date Format. So this is really where I'm locking people down to a very specific format. And
for this, I'm going to choose this top one just here a short Date Format. And then I have my
locale, my calendar type and some XML settings, which I'm going to leave on the default. And
click on. Ok. So that's all looking pretty good so far.
But another thing I might want to do is have something a little bit more explanatory in here, or at
least might want to modify what this text says. So if I click on my Content Control, go up to
Controls and switch into Design Mode. This is going to allow me to edit that text in the middle
of that. So I might say, please enter today's date, click the Design Mode button again, to toggle
back out. There's something else I might want to do is I might want to change the Formatting of
this piece of text. So I actually like these pieces of helper text to be in a slightly lighter color than
the text is entered. So I'm going to select my Content Control, but this time, I'm just going to go
to the Home ribbon. And I'm going to change my font color to a lighter gray, like so. Let's move
down to employee ID.
So here I want the person completing the Form to just be able to free type in the employee ID. So
back to the Developer ribbon, and this time, I'm going to select a text Content Control. Now I
have two listed just here. The first one is Rich Text. So if I want them to be able to make the
employee ID bold or italic, then I would choose that. But if I don't, I can just add a Plain Text
Content Control. And again, you can see what it looks like. I can go to Properties, and I can add
in my Content Control Properties. So this one I'm going to call Employee ID. I'm going to give it
a tag of EMP underscore ID. And I'm going to keep all of these default settings and click on OK.
But what I am going to do is again change this text so I need to switch into Design Mode and
then modify my text. And switch back out of Design Mode. And once again, I'm just going to
change that Formatting to a lighter gray color. All good so far.
Moving down, we have our First Name and Last Name. So again, these are going to be text input
fields. Now I'm going to do each of these in a slightly different way. We're going to go back to
the developer ribbon, and I'm going to utilize exactly the same field that we used for the
employee ID. So I'm going to say Plain Text Content Control, I'm going to modify the properties,
the title is going to be First Name, the tag is going to be first underscore name. And I'm going to
leave everything as the default, switch into Design Mode, enter, First Name, and again, apply
that Formatting.
Now for the Last Name, I'm going to use the Legacy Tools because so far, we've been using the
ActiveX controls. And I'm really just showing you this to show you the difference between the
two. So let's jump up to the Developer ribbon. And this time, I'm going to click the drop down
and select from my Legacy Tools Gallery. And the first one here is the Text Form Field. And
you can see immediately that that looks a lot different to when we enter in an ActiveX control,
the area is shaded in the background. Now if you don't want that shaded, you can jump back up
to your Legacy Forms. And this option just here Form Field shading, you can toggle that off, and
you won't get that background shading. Now I actually quite like it with the shading on so let's
toggle that back on. And again, I can jump into Properties.
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And the properties that you get for Legacy controls, as opposed to ActiveX controls, again, is
quite different. So in here, I get a Text Form Field, it's asking me what type is going into this
field? Well, for me, this is going to be Regular Text, I'm not entering in a number or a date. What
is the default text that I want displayed? So I'm going to say Enter Last Name, I can then choose
a maximum length for that Last Name. So if I want to limit it to 20 characters, I can simply come
into here, and I can change the maximum length to whatever I need it to be. I can also choose my
Text Format. So do I want it to be input in uppercase, lowercase, first capital, so on and so forth?
So I'm going to say first capital, and then I have some options for Macros. The field settings at
the bottom, allow me to have this as a Bookmark, and I can give my Bookmark name, so let's
call it Last Name, I'm allowing them to fill in these fields. And if I had any calculations in here, I
could select calculate on exit.
The other thing I have down here is the option to add in some help text. So this might help the
people filling out your Form, know exactly what they need to do. And you can add helper text
into the Status Bar or as an F1 hotkey option. So for example, if I go to Status Bar, I might want
to have showing in the Status Bar when they click on this field, enter into this field, your Last
Name. And I might want the same thing if they press the F1 key. So I'm going to copy that
across to this field as well. Now when you click on OK, and Ok, again, if you look down in the
status bar, you won't see that help text that we've just added. And that's because it's only going to
come up once you've protected this Form. What we can see is our Form Field, and you can see
how different it looks from the ActiveX control that we added. So it might be that now I want to
make this look like the other Form Field. I'm going to click in enter Last Name, jump up to
Developer, I'm going to go to my Legacy Tools, I'm going to turn off shading, and then I'm just
going to change the font color to that light gray color. And you can see here it still looks slightly
different, but it basically works in the same way.
So, so far, we've successfully managed to add Content Controls of different types into the top
half of our Form. In the next module, we're going to go through the rest of this Form and explore
some other Content Controls that you have available. So please join me for that.
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Video: Adding Content Controls – Part 2
Deborah: Hello everyone, and welcome back to this course on Word 2019 Advanced. We're
down in Section 21, where we've been taking a look at Forms in Word. And in the previous
module, I was showing you how to add different types of Content Controls into your Form.
We’re going to pretty much pick up where we left off in that module and carry on going through
our Form exploring some more types of Content Control. So let's scroll down, we've got up to
Job Title.
Now what I want in here is I want to add a Content Control, that's going to show a drop down list
of the different Job Titles. So that means that whoever is completing this Form can just select
their Job Title from the list, they don't have to type it in. Once again, this ensures that all the
content going into the Form is consistent. So let's jump out to add developer ribbon. And we're
going to add this one here, a drop down list Content Control. So now we have the Content
Control in there. If I click the drop down, it just says choose an item. So we need to edit this
Content Control and tell it what we want to display in this list.
So to do that, we jump up to Properties. So once again, we need to get this Content Control a
title. So this is going to be Job Title, the tag is just going to be job underscore title, I'm going to
leave everything else on the default. But at the bottom here, it says drop down this properties.
This is where I add in my list of Job Titles. So I'm going to click the Add button. And the first
one is going to be Marketing Assistant and click on OK. Click Add again, Sales Manager. I'm
going to add another one, HR Assistant. And let's add one more, we'll say Credit Controller. And
you can carry on going adding items into your list. Also remember that you can change the order
of this list. So if you want a particular item to be at the top of the list, you have the move up and
move down buttons to help you with that you can also remove any list items from here and go in
and modify them as well. So let's click on OK. And what you'll see now is that if I click that drop
down, I have those listed out.
And once again, I'm going to switch to Design Mode and just change the text that I'm seeing
here, “Please select the Job Title from the list” and switch out of Design Mode. And I'm going to
change that to that light gray font. Let's do the same thing for Department. Up to Developer, into
our drop down list Content Control, into Properties, going to give it a title of Department, tag is
going to be Dept. and I'm going to add in my Department names. So Marketing, we're going to
have Sales, and I'm just hitting enter here to select them. Let's have IT. And also let's have
Finance, and click on OK. Up into Design Mode, and let's modify that text. And I'm going to
change the Formatting once again. Now for the following two; Supervisor and Date Hired, again,
we're going to be utilizing Content Controls that we've used before.
So I'm going to use a drop down list one more time in here. I'm going to add in some names of
supervisors. So we'll have John Doe, Jane Doe. And that will do for the time being. Click on Ok,
Design Mode, “Please select the name of your supervisor”, come out of Design Mode, and I'm
going to change that font formatting. And then the final thing down here is Date Hired. So again,
we're going to be using our Date Picker. So up to Developer and we're going to choose our Date
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Picker Content Control. I'm going to jump into the Properties, I’m going to give this a title of
Date Hired. Tag date underscore hire. And I'm going to select the Date Format that I want to use
which is the top one just here, click on OK, into Design Mode. And there we go.
So now you can see, we're really starting to build a Form that is really useful and helps people
understand exactly what they need to type in each field. So let's move down, because we have a
couple of other types of Content Control that we're going to add. Now for job type, if you
remember, we put this in a little table, so I'm going to make sure that I'm clicked in that second
column. Now, what I want to have here is I want to have some radio buttons or option buttons, I
should say. So that is a different type of Content Control that we haven't utilized yet. So let's
jump back up to Developer. Now you find the Options button underneath this drop down, it is an
ActiveX control, and it's this one just here. So let's click. And this is what it looks like. So we get
a little radio button. And then we have option button one as the text which of course, we want to
modify by jumping into Properties.
Now this time, we get a completely different type of properties box. We have this Properties
Pane open at the side, which allows us to modify literally everything about this little button.
Now, I'm not going to go through all of these options here, I am going to change a few of them
those though. So at the top here, the name of this button is going to be Permanent. Now you'll
notice when I named the button, it doesn't actually change the label. The label of the button is
controlled by this Caption Property Field. So if I wanted to say permanent, I need to change it
just here. Like so. Now I can do all kinds of things in here, I can change the font of this button, I
can change the foreground color, the background color. So just to show you an example, if I
change the background color, it looks something like that, which I don't actually want. And if I
was to change the foreground color, that's going to change the font essentially. But I'm happy to
keep mine on the defaults.
Now I'm not going to change anything else about this button. So I'm just going to close down this
properties box. I'm going to add another Options button. So I'm going to click my mouse after
this one, go back to my ActiveX controls and select Option Button. Jump back into Properties,
and I'm going to call this one contract. That's the name, we're going to change the caption to
contract as well. And close. And then the final one that we want. Back up into properties is going
to be Temp, change that caption again. And click Close. Now Currently, I'm still in Design Mode
so I want to make sure that I toggle back out of there. And if I test these buttons, if I click in
Permanent, it's gonna let me select it. So a really nice little Content Control just there.
Now these final two both utilize Checkboxes. And this is yet another type of Content Control
that you can add to your Forms. So where it says has this employee completed compliance
training, I want a checkbox for Yes and a checkbox for No. So I'm going to click next to Yes,
press my space. And if I go up to my controls, it's this option here that I want the Checkbox
Content Control. And once again, I can jump into Properties for that control and define my
properties. So I'm going to call this Checkbox. And the tag will be check underscore box
underscore Yes. And you'll see at the bottom here, I get to choose the check symbol. So if I want
to utilize another symbol for this, I can do that. But I'm pretty happy with how these defaults
look. Click on OK for my checkbox.
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I'm going to do the same for No, let's put a space in, add in our Content Control, and then modify
our properties. So this is also a Checkbox. And I'm going to call this Checkbox No, and click on
OK. And I literally do exactly the same thing for these ones underneath. So very quickly, I'm just
going to add those checkboxes in like so, and you'll see what these if I click in them, I get a
check. If I click again, it removes the check. So using those Content Controls very quickly, we've
been able to create a really nice Form and control everything that's going into that Form. Now,
there are many, many other Content Controls that we haven't explored. And I would encourage
you to create your own Forms and have a play around with some of these to see which ones
you're going to use most often. What I've tried to do here is just show you some of the most
popular Content Controls that you'll see used in Forms.
In the next module, I'm going to show you how you can add a Submit Button to the bottom of
your Form and write a little piece of VBA code so that when you click the Submit Button, it
attaches this Form as a Word document to an email ready to send out. So, please join me for that.
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Video: Adding a Submit Button using VBA
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. We're
down in Section 21, where we've been taking a look at creating a Form in Word. And in the
previous couple of modules, we've been through our Form template, and we've added in various
different kinds of Content Control to control that type of content that's going into our Form. And
also to keep things consistent.
Now, my Form is looking pretty good at the moment. But the final thing I want to do here is I
want to add a button at the bottom of this Form that's labeled Submit. And when the user clicks
on this, it basically fires up their email application, and attaches this Form to a new email ready
for them to send. And to do this, we need to use a combination of Content Controls, and also a
little bit of VBA. Now, if you've never used VBA, before, then don't worry, we're not going into
too much detail in this particular module. But if you've never even heard of VBA, it stands for
Visual Basic Application. And it's basically the programming language that sits behind Word
and most of the Microsoft applications. And it is a programming language.
Now, if you're somebody who hates anything to do with programming, as I said, don’t worry too
much, we're just gonna be doing something extremely basic in this particular module. But it is a
nice way to get yourself familiar with VBA code and working with the VBA editor. Now before
we get onto that, the first thing we want to do is we want to add a Submit Button to this Form. So
I'm going to click right to the bottom of my Form, jump up to my controls on the Developer
ribbon, click the drop down, because the button that I'm looking for is this one, just here. And
you can see that this is a Command Button. So I'm going to click it. And straightaway it inserts
this button just here, which I can then go ahead and format. So to edit this button, the way it
looks and the text, I'm going to jump straight up to Properties.
And once again, it opens this Properties window on the left hand side of the screen. And what I
can do here is I can go through and customize various different elements of this particular button.
So the first thing I'm going to do up here is I'm going to give this button a name, and I'm going to
call it btn underscore submit. Let's spell that right Submit. And you can call your button,
whatever you want to call it. Currently, it says, “auto size equals false”. So what that means is it's
not resizing depending on the text within this button. So if I wanted to, I could change this to
true. And you can see automatically it resizes that button. I can change the background color. So
I'm going to click in here. And I'm actually going to change the background color to something
nice and bright. And I'm going to jump across to my palette tab in order to do that. So let's make
this a nice teal kind of color. My background style, I have the option of opaque or transparent.
Now for me, that's not particularly useful, because I do want to have that green color showing.
And then I get to choose my caption. So remember, the caption is what you want the button to
say. So for me, I want it to say Submit. In fact, let's do that in caps. There we go. I want to say
yes, I want this button to work when I click on it. So I've enabled it, I can change the font. So
just for fun, let's change the font to something else. Let's do Arial Round. And I'm also going to
change the color of the font, and I'm going to change it to white. I can modify the height. But
© Copyright 2008-2020 Simon Sez IT, INC. All Rights Reserved.

Advanced Word 2019

looking at my button, I'm fairly happy with that. I can choose if I want to lock this button. So if I
want to disable it for some reason I could change this to true, I can do things like change my
mouse icon, my mouse pointer if I want to. So I could have my pointer as a cross. When I hover
over this button, I can also choose to add a picture, so on and so forth.
But for the time being I'm fairly happy with the rest of these default options. So I'm going to
click on Close. So now I have my button looking exactly as I want it to look. But if I jump out of
Design Mode and try and click on this button, it's not actually going to do anything. And that is
because I need to essentially add in a piece of VBA code that says, “When you click on the
Submit Button, open up an Outlook email and attach this Form”. And one of the things you
might have noticed is when I hover over this button, I now have that big cross instead of my
normal cursor, and that is because we change that in the Properties for this button. So let's now
jump into the VBA editor and add in a piece of code that’s gonna fire up an Outlook email.
Now to do this, all I need to do is jump back into Design Mode and double click on the Submit
Button. And this opens up the Visual Basic Editor. Now what you'll see in this left hand pane are
basically the documents that I have open. So some of these I'm not too concerned with. So I'm
going to collapse those up the ones that I don't need, because all I need to worry about is my
current document, which is the Employee Details Form. And I want to make sure I'm clicked on
where it says This Document. And you can see in the main body of the screen, I have this little
window opened up related to my button. So in the top, if you remember, I called that button btn
underscore Submit. And you can see here, it's got that listed, and then it's got click. So it already
knows that I want to click on this button and then I want to execute whatever code is listed
below. And my cursor is actually clicked exactly where I need to start adding in this code. And
what you can see here is just above it says private and then sub and that means sub routine.
Again, you don't need to worry too much about this language. Even if you know nothing about
VBA, This code is pretty simple to memorize if you ever want to do this. So it says private sub,
and then it lists out my button name btn underscore submit, and then it has click after it. So we
know that we're going to click on that button. And we need to add in two lines of code in order to
make this button work. So the first thing we need to do is we need to see options, dots. And then
I'm going to type in send mail attach space equals true. So basically what I'm saying now is when
we click on this button, I want you to open up a new mail and attach the Form, hit Enter. And
then I need to say active document dot send mail. And you see as I start to type these options, it
comes up in a useful at least so I can just double click like so. And that is pretty much it. It's a
very simple and straightforward piece of code.
So once again, we're saying when we click on the button, attach the active document to an email.
And then we have n sub at the bottom. And you must always have this end sub if you've opened
a sub at the top. So once you start a sub routine, you must end one now all I need to do here is
click on close and close to close out of that window and come back out of Design Mode. So now
let's test this button to make sure that it's working. I'm going to click on the Submit Button, and
would you look at that like magic, I have a new Outlook email open up with my Form attached
to it. So all I need to do is address this email, type any text I need, and send that off.
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So in this module, we have essentially seen how we can add one of these commands buttons,
how we can Format it and make it look how we want it to look, and also how we can jump into
the VBA editor, add in a little bit of very simple code to get it to attach this Form to a new email.
I hope you found that interesting. I will see you in the next module.
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Video: Protecting a Form
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. This is
Deb and we are still down in Section 21 where we've been taking a look at Forms. And in the
previous modules, we've created our own Form from scratch, we've added different types of
Content Control, and in the last module, we added in a Submit Button using VBA code.
So now what I want to do is just talk you through how you Protect your Forms when you send
them out. So in most cases, if you have a Form like this, you're going to want to share it with
other people, or maybe send it to other people. And you want to make sure that when you're
sending this out, you only allow certain parts of your Form to be edited. For example, I might
want people to be able to complete this Form by utilizing the Content Controls. But I don't want
them to change things like the word Dates, Employee ID, Job Title, so on and so forth. So
essentially, what I want to do is I want to lock every element of this Form, apart from these input
controls.
Now we've seen how to do this once before when we were talking about Document Protection.
But let's give ourselves a little bit of a reminder. Now you can get your Document Protection
options in numerous different ways. Previously, we were looking at them from the Review
ribbon over in the Protect Group where we have this Restrict Editing Button. But if you're
already working on your Form, and you have your Developer ribbon open, it's a lot easier just to
get to that by clicking the Restrict Editing Button in the protect group on this ribbon. So let's
click it. So once again, this should look fairly familiar to you as we have already covered this.
But what I want to direct your attention to here is this option to Editing Restrictions.
So when we're dealing with Forms, what I want to say is only allow this type of editing. And
then from the drop down, I want to select filling in Forms. I'm going to say yes, start enforcing
protection, and I'm going to give my document a password and click on Ok. So now I've set
protection, I want to make sure that I save my document. So I'm going to click on the Save
button on my Quick Access Toolbar. But what you'll see is I get a message come up. So it says
here, “the following cannot be saved in a macro free document”. And then it’s got VBA project,
“To save a file with these features, click No to return to the Save As dialog and then choose a
macro enabled file type in the File Type drop down”.
So what is essentially saying here is that because I have VBA code in my document, which is
attached to that Submit Button, I need to save this as a Macro Enabled Document. So what I'm
going to do is I'm going to jump up to File, I'm going to go down to Save As, I'm going to click
on Browse. And what I'm going to do here is I'm going to give my file a slightly different name,
so Employee Details Form. And I'm going to say Protect It, so I know which one it is. But what I
want to do is I want to save it as a different type. So if I click this drop down, you'll see the
second option down is Word Macro Enabled Document. And that is what I need to save any
document that has any kind of Macros or VBA code in it. And click on Save.
So now what you'll see is if I try and edit anything in this Form, so for example, if I try and edit
the title up here, if I click in it, I can't actually do it, it doesn't let me click. The only fields that I
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can edit are my Form Fields. So let's go through and complete our Form. So the Date today is the
ninth, the employee ID, I need to enter with a hashtag according to those instructions, let's just
say 12345. I'm going to enter in my First Name, I'm going to tab across to my Last Name. And
again, this looks different because the way that we inserted our Content Control. My Job Title, I
can select from my list. So let's say that I am a Marketing Assistant. My Department is
Marketing, my supervisor is Adam Lacey, And my Date Hired is let's just say it was July the
13th. My job type is Permanent, I have completed compliance training, but I haven't yet passed
probation.
So I'm able to complete that entire Form but I can't edit anything else on this Form apart from
those fields. Let's click on Submit. And there we go. So I can now address that to whoever it is in
HR, type in my message and then click Send to send that Form off. So there we go nice and
simple to lock down your Form and only have those Form Fields editable. That's it for this
module. I will see you in the next one.
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Video: Auto-populate Form Fields
Deborah: Hello everyone and welcome to this course on Word 2019 Advanced. This is still Deb
and we are down in Section 21, where we're taking a look at Forms. And in this module, I just
want to show you how you can auto-populate information using Form Fields, Bookmarks and
Cross referencing. So we're back in our HR Employee Details Form, and I pretty much have all
of my Form Fields completed, but I've actually deleted out my First Name.
Now what we're hoping to achieve here is if I scroll a bit further down the Form, what I'm going
to do is where it says has this employee completed compliance training, I want to personalize
this a bit more and have it say, “Has Deb completed compliance training”? So what I'm going to
do is I'm going to remove the words, “this employee”, I'm going to put in a couple of spaces.
And I'm going to do the same for the one below. So instead of, “Has this employee passed
probation”? I want it to say, “Has Deb passed probation”? So I'm going to delete out those words
and put in a couple of spaces.
Now, instead of coming down to here and adding in Form Fields, each time I want to repeat
information, what I want to do is I want to set it up so that as soon as I enter my First Name in
here, it auto populates my First Name further down the Form. And we do that using a
combination of Form Fields, Cross referencing and Bookmarks. So let's jump back up to our
First Name field. Now, I will say that this only works if you're using Legacy Tools for your
Form Fields. So I want a Text Form Field in here. I'm going to jump up to my Controls and click
the drop down, and I need to ensure that I'm selecting the Text Form Field from that Legacy
Forms group like so.
I'm going to jump into the properties for this Form Field. And we're just going to add in some
default text. So let's just say name. So let's say First Name, my text Format, I'm going to say I
want the first letter to be capitalized. And this is the important point just here, the Bookmark. So
essentially, what we're doing here is we're Bookmarking this Form Field. Now I'm going to give
my Bookmark a name and I'm going to call it first underscore name. And the other important
setting that I need to turn on here is Calculate on Exit. And I'm going to click on OK. So I've got
my Form Field up here ready for me to type in my First Name. And I then want whatever I type
into here to feed down throughout the document. And the way that we're going to do that is we're
going to insert a Cross reference to the Bookmark that we created for this Form Field.
So let's jump down to where we want our text to pull through to, and we're going to click our
cursor in the spot where we want to add it. We’re going to go up to the Insert ribbon, and we're
going to select Cross reference. And we want to make sure that our reference type, we're
referencing a Bookmark. And what you'll see is that if you have any Bookmarks in your
document, they're going to be listed in that window below. Now, I just have one, and it's called
first underscore name, which is the one that I want. So I'm going to say, Insert. I'm going to do
the same for the one below. So I'm going to click where I want my word to insert. And once
again, I'm going to insert the same Bookmark and click on close. I'm just going to tidy up these
spaces a little bit because it looks like I have a bit of a double space going on there.
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So now I have these Cross references to the Bookmark. And currently, it's just pulling through
what I have in this field up here, which is First Name. Now if I was to jump into this Form in its
current state, enter in my name, you'll find that these won't change down here. Because what you
need to do in order for this to take effect is you need to protect that Form. So once again, I'm
going to go to Developer and into Restrict Editing. And I'm going to make sure that in my
Editing Restrictions I have, “Allow only this type of editing”, and then “Filling in Forms”
selected. So I'm going to say “yes, start enforcing protection”. I'm not going to put a password on
in this case, I'm going to click on OK. So now if I jump back into my Form, and enter in my First
Name, let's scroll down and you'll see that that automatically populates where we have that Cross
reference that's linked to the Bookmark.
So this is a great method. If you have information that repeats throughout your document or
throughout your Form, you can enter in in one place and it'll pull through the rest of that
document. So this saves you a lot of time. It's a really efficient way of working. So the key
takeaway points here are that the Form Fields must be a Legacy Form Field. And in order for this
to work correctly, you need to make sure that you've protected your Form. That is it for this
module. I will see you in the next one.
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Video: Creating a User Form
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. This is still
Deb, we are down in Section 21, where we've been taking a look at Forms. And so far in this
section, we've taken a look at Forms that we can create and send to other people for them to fill
out using those Form Fields.
Now, this isn't the only type of Form that you can create in Word, there is something else that we
haven't yet touched on. And that is something called User Forms. Now User Forms are
something that you can create in Word, again to assist whoever is completing the document or
the Form, and also to control the types of information that are going into the document. So let me
show you an example of a User Form. And then I'm going to show you exactly how I created this
in Word. So the first thing I'm going to do is I'm going to open up a file that I created earlier.
And it's this one here called First Name.docn. So immediately, you can see this has been saved
as a Macro Enabled Document. So look what happens when I click to open this, I get a User
Form pop up.
Now, this is a very basic User Form that I very quickly created in VBA. But you can see here
exactly what it does. So in the document behind I have First Name, Last Name, Department and
Job Title. And I could have many more different fields. This is just a very simple example. But
when the user opens this document, they get a little pop up box, asking them to enter in their
First Name. So I'll just use mine, their Last Name, their Department, and then their Job Title.
And then if I click on OK, you can see that it populates that information into the document
behind. Now, as I said, this is an extremely simple example. But hopefully you can see how this
might work and how you might expand on it.
What I'm going to do throughout the rest of this module is I'm going to show you how I created
that User Form using Bookmarks and also some VBA code. So what we're going to do now is
we're going to recreate that example. What I have on the screen is just a blank document. And all
I've done here is I've saved this as User Forms. But I've saved it as a Macro Enabled Word
documents so that it's got that docm file extension. And the reason I'm doing that is because we
are going to be working with VBA code in this module. And so you must save your document as
a Macro Enabled Document. So let's just recreate that document we were just looking at. All I
had was First Name, Last Name, Department, and then finally, Job Title. And the first thing we
need to do is we need to add in some Bookmarks.
Now we've utilized Bookmarks quite a lot throughout this course. And there isn’t anything
particularly different here. We're just jumping up to that Insert ribbon across the Bookmark, I'm
going to give my Bookmark and name so this first one is going to be called fname for First
Name, and click on Add. And you can see here that when I add Bookmarks into my document,
you can see this marker just here. Now, I showed you how to turn these on earlier on in the
course. But just a refresher because it is sometimes quite useful to see where you have these
markers. If you go up to File and down to Options, you want to jump into Advanced, down to
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Show Document Content, and it's this option here Show Bookmarks. So if you want to see where
they are, just make sure you have that turned on.
I'm going to go through and add Bookmarks for the rest of these using the same format. So we're
going to go back into Bookmark. The next one is going to be called lname for Last Name, add.
We're then going to have one called Dept. for Department and add. And the final Bookmark
we're going to enter is just called let's just call this Title, and click on Add. So I've added in all of
my Bookmarks into this document. And I'm going to give my document a quick save. So now I
have that I can go in and start creating my pop up User Form for people to enter in their
information. Now for this, we're going to jump into the VBA code. And as I said before, don't
feel too intimidated if you've never used VBA before. We're just going to work through some
very basic examples. So let's jump up to the Developer ribbon.
And in this first group, that's called Code we want to click on Visual Basic and you can see there
the keyboard shortcut is Alt plus F 11 to open the Visual Basic Editor and this is what we get. So
at the top here, this is where we have all of our current open projects. So I have quite a few
things open. But if I scroll down, you'll see the one highlighted is essentially telling me my
project User Forms and this document. So the Word document behind is actually highlighted
underneath my project name of User Forms. And for the time being this properties box
underneath, I'm just going to close that down, because we are going to come back to that later.
Now currently, I don't have anything open in here, which is fine, because I want to create a brand
new User Form. So I'm going to go up to Insert, and I'm going to say, User Form. And this is
what we get.
Now, this little floating window in the front here where it says User Form one, this can be
resized, so I'm just going to drag that out and drag that down a bit. And this is really your canvas
where you can design a Form. And this Form can be as simple or as complex as you like. And in
order to design the Form, you automatically get this little toolbox of controls appear as well. And
some of these will look reasonably familiar. They're very similar to when we're designing Forms
in Word. We have controls for Labels, Text boxes, Combo boxes, List boxes, so on and so forth.
Now if for some reason when you open up a new User Form, you can't see your toolbox so it
looks like that, all you need to do is jump up to the View menu and turn on this option here
Toolbox. And that will bring that back again.
Now, what I'm going to do here is just designed a very, very basic Form. And as I said, once you
get the hang of it, you can make this as fancy as you like. And this is where I'm probably going
to want to bring up my Properties window. So you see underneath now it says User Form one,
and then I have all of these different options that I can change. So this is basically controlling
what the canvas of my Form looks like. So for example, if I wanted this to have a different
background color, I could go into my Properties. And you can see here it says Background Color
as the first option, and I can change this to a completely different color. So maybe I want a light
yellow color, or maybe a light blue, something like that. So I'm going to give this an orange
background color. And that's all really I'm going to Format on the background of this User Form.
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Now what I want to have on here is I want to have something that says First Name, and then a
box for people to type in their First Name, Last Name, Department, Job Title, and then an OK
button. So I can use my toolbox to design this Form. Now the first thing I want to add is some
labels. So the labels are really just the name. So First Name, Last Name, Department, Job Title.
So I'm going to grab my Label control from my toolbox, I'm just going to drag a label over my
document, like so. You can see automatically it's called label one. And because I'm now clicked
on this label, the properties that I'm seeing in this pane on the left hand side, are now all related
to how this label actually looks. So there's a couple of things I'm going to want to change in here
the name of the label, I'm going to change that so it's easy to identify. So I'm going to call it
Fname, which matches the Bookmark First Name. The background color is currently the same as
the User Form color. So I'm actually going to change that, let's put that to let's do a light gray
button. And the caption this is important because this is actually where you type in what you
want that label to say.
So I want this one to say, First Name. I also think this is a little bit tiny. So I'm going to go down
to where it says font, click on my ellipses to bring up my font formatting, and I'm going to
change this to Tahoma and let's make it should make it 16. Yeah, why not. And then I'm going to
just drag the size of that label across that. You can spend more time formatting this for example,
I can see that currently my text is aligned to the left, I might want to change that in this text align
option at the bottom of my properties window to text align center. But you can go through and
basically modify and change every single element of these items. So what I'm going to do is I'm
going to go away and I'm going to draw three more labels for Last Name, Department and Job
Title, and format them exactly the same as we've done First Name. So I'm going to do that and
I'll meet you back here in a moment. So there we go. I've added in labels for all of my Form
Fields.
Now what I need to add is I need to add the text boxes. So these are going to be where the user
inputs that information. So again, we're going to jump back to our Toolbox, and you'll see on
here we have a tool for Text box. So let's click and we can then draw in our Textboxes. And once
I click on the Textbox, if I look down in my properties, I can now go through and make any
editing changes that I need. Now, just for pure quickness here, I'm just going to leave these on
the default names, which are Textbox 1, 2, 3, 4, so on and so forth. And I'm going to copy and
paste this Textbox three more times just to make this process a bit quicker. So Ctrl C Ctrl, V, and
we can then drag and line up Ctrl C, Ctrl V. And then Ctrl C, Ctrl V, like so. So let's just check
our Textbox names in our properties. So I'm clicked on the first one Textbox 1, we have Textbox
2 Textbox 3, and Textbox 4. And that is exactly what I want them to say.
So I have my labels, I have my fields, the only thing I need to add now is a button at the bottom
that says Submit or Okay, something along those lines. And for that, we're going to go back to
our Toolbox controls. And one of the options that we have is Command Button, this one just
here. So let's click, and I'm just going to drag it, I'm going to give this Command Button name by
going across to the Properties, and I'm going to say that this is called the Ok, underscore btn for
button. And I'm going to complete my caption, which is just going to say, Ok. Let's change the
background color of this. And I'm going to make this a bright green color. Why not? I'm sure you
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can make your colors a lot nicer than mine are here. But I'm also going to change that font size,
let's make it nice and big. Let's make it 16. And I might want to drag that into make it a bit
smaller, and move it across like so. So this is all I want on my User Form. So I can close down
my toolbox. And if I want to adjust the size of that User Form, I can just drag in just to make that
a little bit neater.
So this is a very basic User Form that we've created here. But it at least shows you the type of
options that you have when creating Forms in that little toolbox, and also all of the different
properties that you can edit. So what I want to do now is I want to make sure that I save this. So
I'm going to click on the Save button to save my User Form, you could also press Ctrl S. But
there's one more very important step that I have to do before this is going to work. Now I've put a
Command Button on here that says Ok, but I need to jump into the code and essentially link my
Form Fields or the information that's going to be input into these textboxes to the Bookmarks in
my Word document. So what I'm going to do is I'm going to double click on my Ok button,
which is going to take me into the VBA code for this button.
So essentially, what I'm saying here is that when the Ok button is clicked, and then I need to say
what exactly I want to happen when this ok button is clicked. And essentially what we want to
happen is we want any information that's entered into these Form Fields to populate into the
corresponding Bookmarks in the document. And for this, we need to write some trusty VBA
code. So this is what the code looks like. Now, this isn't a VBA training course, and VBA is a
huge topic. And if this is something that interests you, there's loads of really great courses out
there if you want to learn how to have more control in your applications by being able to write
and edit VBA. But just to give you a little taster of it. And if you wanted to do something like
this, you can essentially copy and paste what I've got here.
What we're doing is I have a little piece of code for each one of my Form Fields. And you can
see there the name, so fname, First Name, lname, dept., and title, which is basically the names of
each of our labels. So what I'm doing here is I'm setting the First Name as a range. And then I'm
saying where we have fname, I want you to find in the active document, the Bookmark called
fname. And if you remember to keep this consistent, I've called the Bookmarks in my Word
document the same as the labels in my User Form. So now we're saying once you found the
Bookmark fname, I want you to insert whatever text has been input in Textbox 1, which is going
to be this Textbox just here. And that's just repeated for each of these Form Fields.
So again, we are setting the Last Name as a range. And then we're saying look in the active
document for the Bookmark lname. And then input, whatever the text is in Textbox 2 and we've
done the same for each of these. And then right at the end here, it says, “user Form of 1 hide”. So
this is all happening when we click on that Ok button and this last line of code here tells Word to
get rid of the User Form from the screen or hide the User Form once all the information has been
input, and the Ok button has been clicked. So that is the code that we need to make this Form
work. I'm going to click on my save just to save that.
Now another thing that's really important is if you want the User Form to automatically open
when the document is opened, you're going to need to add another piece of code. So for this, I'm
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going to go up to my Project Explorer. And you can see here it says project User Form. So this is
basically where I'm working at the moment. So my document here, this document is the Word
document in the background. So I need to double click on this document to open a new VBA
window. I want to make sure that I have Documents selected in this first drop down. And then
you can select what you want. So if you want this use Form to pop up for all new documents,
you can select New. Or for me, I want this to pop up when I open this document. So I'm going to
add in the document open command. And all I'm going to say here is that when I open this
document, I want User Form one to show and that is it. Click on Save. Let's close everything
down, and let's see if it works. So I'm going to close down this. And let's reopen it and hopefully
our little User Form is going to pop up.
Now if this is the first time that you are opening this, you will see here you'll get a macros have
been disabled content warning. And that's due to my settings. So I'm going to say enable content.
And there we go, my little box is popped up. And like magic if I now go through and enter in
some details, click on Ok to run that code. I'm going to say yes, I want to make it a trusted
document. And there we go. It has auto populated everything that I've put into that User Form
into my documents with the corresponding Bookmarks, and then it's closed down that User
Form.
So hopefully that wasn't too much to get your head around. I know if you're not used to using
VBA and that does seem like quite a lot. But I just really wanted to show you that you do have
those options for creating your own lovely Forms and show you a few different ways that you
can utilize Bookmarks and VBA code to auto populate information. That's it for this module. I
will see you in the next one.
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Video: Creating a User Form to Add Rows to a Table
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. We're
down into section 21, where we've been taking a look at Forms. And in the previous module, we
saw how we can create a User Form and use some basic VBA coding in order to automate our
processes. And in this module, I want to take that on a stage further and just show you another
example of where User Forms can be really useful.
And what we're going to do is we're going to create a Table in our Word document, and we're
going to have a Command Button underneath or above, I should say, this table, that when we
click on that button, it adds a new row into the bottom of the table with the information stored in
the User Form. Now, that's a little bit difficult to visualize without actually seeing it. So we're
going to jump straight into creating our table. Now what I have on the screen in front of me,
again, it's just a blank document. But again, you'll notice that I've saved it as a docm file
extension. So that's a Macro Enabled file. And we always need to save these type of documents
where we're utilizing VBA code and Macros as a .docm.
So now what I'm going to do is I'm actually going to add a Command Button into the top of this
document. So we're going to go up to the Developer ribbon, and we're going to go into add
Controls. And down in our ActiveX controls, this is the one we want the Command Button. Now
again, this has a default name of Command Button 1, so I'm going to want to change that by
clicking on the Properties button. So now I can see all of the different properties that make up
this button. Now, I'm not going to go too heavy when it comes to formatting. But I am going to
change the caption. So I'm going to change that from Command Button 1 to Add Invoice, and
let's just change the background color of that as well to make it stand out a little bit more. So I'm
going to select a color from the palette, let's do that dark green. And let's change our font. So that
stands out a bit more to a white color, like so.
Now, that's all of the formatting that I'm going to do at this stage. So I'm just going to close down
my Properties box. Now I'm going to hit enter a couple of times. And now I'm going to insert a
table and the table that I'm going to insert is just going to be one row, but it's going to have four
columns. And these are essentially going to be my column headers. What I'm also going to do is
just turn off the show hide paragraph markers to make that look a little bit cleaner. So this first
Header is going to be Invoice Number. The next one is going to be Client, Amount, and Status.
So you might be able to see what we're trying to do here. What I want to be able to achieve is
that when I click on the Add Invoice button, it's going to pop up a Form, I can add in my
information, click Add, and it's going to add the row to the table. So now I have my headings, I
need to compile all the background VBA code to make this work.
So I'm going to jump back up to my Developer ribbon. And I'm going to click on the first button
Visual Basic Alt F11, if you want to use the keyboard shortcuts, and we're going to create
another User Form. So up to Insert, and I'm gonna say User Form. Now I'm going to drag this
User Form out just to make it slightly bigger. And you can see now in the right hand folder tree, I
now have User Form 1 underneath Forms. And that's the User Form that I'm currently working
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on. So we're going to do something similar to what we did in the last module. And that is adding
some Labels and some Textboxes onto our Form. So using my toolbox, I'm going to grab the
Label tool, which is the second one in, I'm going to draw a box, and I need to edit the properties.
And I can see that I currently don't have my properties window open.
So I'm going to jump back up to View, and I'm going to turn on Properties window. And let's
drag that down so we can see both of them. So I'm going to give this label a name. So this is
going to be the Invoice Number. So I'm going to say inv underscore no. And my label is just
going to be the Invoice Number. Now I'm going to want to do some formatting on this. So I'm
going to change my font and just make that a little bit bigger. So let's put that up to 12. I'm also
going to change the background color to a dark purple color. And let's change the foreground
color to white so that that font stands out. And in fact, you know what, I'm going to go back in
because I don't really like that Tahoma font. Let's do something else. Let's do my old favorite
Segoe UI. There we go.
I'm going to drag that in a little bit and just make that look a little bit neater. What else I might
want to do here is just align that text to the middle. So I'm going to go down to the bottom where
we have text line, and change that from left to center. Now I want three more labels. So a quick
way of doing this, instead of reaching for your toolbox each time is to just copy and paste and
then modify the properties. So I'm going to click on my label Ctrl C, Ctrl V to paste. And I'm
going to do the same Ctrl C, Ctrl V, Ctrl C, Ctrl V. So now I have four labels, and I can just
move them into position. And I'm sure you're going to be a lot neater with this than I'm being
here. But let's just roughly get those in the same position, like so. And now I can go in and just
modify the Labels and the Captions. So this one is going to be called Client. And the caption is
also going to be Client.
The third one is going to be Amount, and the caption is going to be Amount. And then the final
one is going to be Status, and the caption is also going to be Status. So there we go. Now I'm
going to add in some Textboxes in the same way. So we're going to go across to the toolbox and
pick up our Textbox tool. And we're just going to draw some corresponding text boxes. So this is
where the user is going to input, the Invoice Number, the Client, the Amount and the Status. So
we're going to need four of these. So again, I can just copy Ctrl, C, paste, copy, paste, and they
will lay on top of each other if you don't move them, copy, and paste again. So now I know that
they're all exactly the same size, and I can drag those into their positions. So I find that
sometimes a little bit quicker than freehand drawing them from the toolbox each time.
So now I have my text boxes, and I'm just going to leave them called Textbox 1, 2, 3, and 4. So
if I click on my first text box, I can see it's called Textbox 1 and I'm happy to leave it on that.
The next one is Textbox 3, and the one after that is Textbox 2, so I actually want to switch these
around, because it is good to have these in the correct order. So we want Textbox 2 followed by
Textbox 3. So we have 1, 2, 3, and 4, which is perfect. So now what I want to do is I want to add
in a couple of Command Buttons. So I'm going to grab my Command Button tool from my
toolbox. And I'm going to draw one Command Button. And this one, I'm going to change the
caption so it says Add Invoice. And let's change our font. And keep things consistent. We're
going to use Segoe UI, I'm going to make this 14. And I'm going to change the background color,
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I'm just going to make that a darker gray. And we'll make the foreground color white. And then
I'm going to add another Command Button. And this one is going to say Reset.
So I'm going to keep this as Command Button 2 but let's change the caption to Reset. Let's
change our font to Segoe UI 14 and click on OK. And then we want to match this one to the
other button. So let's change our background color. And then let's also change our foreground
color to white. And there we go. So I'm just going to drag that Form in a little bit. And then we
have our User Form. Now essentially what this reset button is going to do is once you have
invoice details in here, if you click on Reset, it's going to clear out all of these fields. Whereas if
you click on Add Invoice, it's going to add all of these details to the table in the Word document.
But the first thing I want to do here is I want to make sure that I save so let's jump up and click
on the Save button or press Ctrl S. So I'm going to jump back to my Word document where we
have our Add Invoice button because essentially what I want to happen here is when I click on
this Add Invoice button, I want it to open up that User Form ready for me to input those details.
So I need to attach the User Form to this button. So I'm going to double click on the Add Invoice
button, which is going to jump me into the Visual Basic code. So all I need to add in here is a
line of code that basically says show that Add Invoice Form and that is User Form. Add invoice
dot show. And that is all we need to put in there. So I'm going to save. And I'm gonna close that
down.
So what I can do now is I can test along the way to see if this code is actually working. And I can
test by clicking on this little play button up here, which will essentially run the User Form. You
can also press the F5 key on your keyboard. So if I click on Play, I can see that that User Form is
now showing, so I'm happy that that part of the code is working. So now all we've got left to do
is we need to attach code to this Add Invoice button and the Reset button. So let's deal with the
reset button First of all. I’m going to double click to jump into that code. I can see here it says
Command Button 2, which is the name of this particular button. And now we need to tell it what
we want it to do when we click on the Reset button.
So essentially, what I want it to do is look in each of these Form Fields. And if there's something
in there, I want it to replace it with nothing or clear out the field. And the code we use to do this
is pretty straightforward. So I'm going to say Textbox 1 dot text equals, and then to quote marks,
which essentially means space, or nothing in this case. I'm going to do the same for each of the
text boxes. And remember, Textbox 1, 2 is just the names of those text boxes. Like so. So
basically, we're saying when you click on Command Button 2, which is this Reset button, clear
out everything in Textboxes 1, 2, 3, and 4, let's click on Save to save that piece of code. I'm
going to close that down, because now we want to deal with the Add Invoice button. So let's
double click to take a look at that code.
You'll see what it does here, we have that code we've just added underneath, and each sub
routine is separated with a line. So now we're in Command Button 1, which is the Add Invoice
button. So now we need to add in our code to tell Word what we want it to do when we click on
that button. And this one is a little bit more complicated. Now I've already prepared this code so
I'm going to copy and paste it in, and then we'll work through it together. And this is the code we
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need to use. So essentially, at the top here, we have started a new sub routine. So when we click
on Command Button 1 which is the Add Invoice button on the User Form, we're setting up our
variables at the top, so our table product list as a table, and then we're defining our new row as a
row. And basically all of this code is for adding in a new row in the table.
What we have underneath is basically saying take whatever is in Textbox one, so in this case, the
Invoice Number and add that into the first cell in the new row. And then do the same for Textbox
2, 3, and 4. So if you did want to do something like this and you're not particularly
knowledgeable when it comes to VBA, you could essentially copy what I have here and just
modify it with the names of your Form Fields. So I'm going to click save on this, I'm going to
jump back to my Word document, and we're going to give this a little test. So let's save our
document. So I'm going to click on Add Invoice and I'm getting a VBA error. And you'll find
this quite often because you won't always get everything exactly correct the first time around. So
here I can see I'm getting a runtime error. So what I'm going to do here is click on debug. And
that's going to take me to the line of code that's causing the problems. And I can see the problem
is occurring in the execution of this line of code.
So where we're essentially trying to launch that User Form in the Word document. And I can
already see what the problem is here I've put in User Form add invoice dot show. Now actually,
my User Form isn't called add invoice, it's called User Form 1. So all I need to do here is change
add invoice to User Form 1 dot show, click on Save. And let's try it again. So let's go back to our
Word document. So let's click on Add invoice, and now that is working. So let's try out all of
these different buttons. So if I just enter in an Invoice Number into there, we'll say Mr. Doe is the
client, the amount is $45 and the status is paid. Now first of all, I'm going to try out my Reset
button because what I expect to happen when I click on this is for all of these fields to be cleared
and it looks like that is working.
So now let's enter in an actual invoice. So let's say 12345 is the Invoice Number, the client is
Tech Supplies, the amount is for $250, and the status is Pending. And you can see that that has
added that to my table. I can click on reset to clear that out and I can add in the next one.
MicroWorld is the client, we’ll say this time the invoice is for a $1,000 and the status is Paid.
Add invoice so you can see how nicely that is working.
We have a nice little User Form, people can input the information, click on Add invoice, and it's
going to add that directly into the Word document. And we've managed to achieve that just with
a little bit of knowledge of VBA code and as I said, if it's not really your thing, but you like what
you see here, then you can definitely just copy and paste the code that I've used. I hope you
found that interesting. That's it for this module. I will see you in the next one.
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Video: Exercise 21
Deborah: Hello everyone and welcome back to the course. We've made it all the way down to
exercise 21. And in this section, we've been taking a look at creating Forms. And that's pretty
much what I'd like you to do for this exercise, really practice those skills. So what you can see on
the screen right now is a Form that I've just thrown together. So this is some kind of Insurance
Application Form. And you can see it has some fields that we need to complete the bottom it has
a Submit Button.
Now what I'd like you to do in a moment is I'm going to get you to open the blank Insurance
Application Form. And I want you to essentially complete all of the Form Fields, add them into
the Form, including the Submit Button at the bottom. So before I get you to do that, let's run
through some things that might assist you with this. Now, the first thing is that we're going to be
working predominantly on the Developer ribbon. So you need to ensure that you have the
Developer ribbon turned on in Word First of all. Once you've done that, you should have access
to all of your Form Field controls. So which of these controls have I used in this application
Form?
Well, the first one here, the date of application, I've used the Date Picker, the second one for the
name, this is just a Text Form Field. And I've used the Legacy Tools for this particular Text
Form Field. The next one down the date of birth is also a Text Form Field from the Legacy
Tools. But I've gone into the Properties and I've changed it so that it specifies that I'm about to
type in a date. The next one is a drop down Form Field to list out all of the countries. And then
underneath for UK passport holder we have Yes, No Checkboxes. Driver's license. Again, this is
just a Text Form Field which I've created using Legacy Tools. But once again, I've jumped into
the Properties of this Form Field, and I've established that I'm going to be using numbers in this
particular field. I then have a couple of option buttons underneath for yes or no. And then finally,
at the bottom, I have a Cross reference.
So essentially, for name on license, I want it to pull through the name of the person listed in the
table at the top. And I've done this utilizing a Bookmark and then linking to the Bookmark using
a Cross reference. Then finally at the bottom, I've added a Command Button. I've jumped into
the Properties, and I've renamed that button Submit. And, I've also changed the font style. And
then I've added a piece of VBA code so that when this button is clicked, it automatically creates
an Outlook email with this Form attached. Once I've done all of that, and my Form is looking
good, I've restricted editing on this Form. And I've restricted it to allow only Filling in Forms.
Once you've done all of that, I'd like you to come into the Form complete your fields, make sure
that the Cross reference is working at the bottom and then test out the Submit Button. So quite a
few different things for you to do in there. If you need to go back and review the tutorial, please
feel free. But if you'd like to see this in action, see my answer, then please carry on watching this
video.
Okay, let's take a look at how we're going to do this. So now I need to add in my Form Fields. So
let's click next to date of application, I'm going to jump up to the Developer tab. And remember,
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if you don't have this Developer tab turned on, so you can't see it, you're going to need to jump
into File, Options, down to Customize Ribbon, and then in the right hand side, make sure that
you have a tick next to Developer. Once you've done that, you should be able to see this controls
group. And the first thing I want to add in here is a Date Picker, which is this control just here.
Now I'm going to jump into the Properties of this control, and what I'm going to do is I'm going
to set the Format of this date. So right at the bottom here, I want the data to display in this
Format and click on OK.
Moving down to name this time, I want this to be a Text Form control. And for this I'm going to
use the Legacy Forms and I'm going to select Text Form Field. Now you'll see that mine appears
shaded if you don't like the shading, remember, you have this little button here Form Field
Shading. If you toggle that off, it's going to turn that shading off. So now I'm going to jump into
the Properties for this Form Field, and I'm going to specify how I want this field set up. Now
again, I don't really mind how you do this. I just wanted you to really think about what you're
doing as you're going through these Form Fields. So the person filling this out is going to be
entering in their name. So that is going to be Regular Text.
I could add in some default text here to help them or like so. I'm going to choose to limit this to
50 characters and my text Format, I'm going to say first capital, I'm going to give this a
Bookmark name fname. And I'm going to say calculate on exit. Because remember further down
the Form, I want to link back to this Bookmark so that the name auto populates in a separate part
of the Form. Let's click on OK. Let's do the next one date of birth. So instead of using the
calendar picker here, again, I'm going to utilize a Form Field and jump into the properties. But
instead of regular text, I'm going to say that this is going to house a date. And I might want to
enter a default date, so that people have an idea of what the format needs to be. And I'm going to
give this a Bookmark of DOB for date of birth. And click on OK. Country of residence.
So this one is going to be a drop down list. So again, I'm going to utilize Legacy Forms and
insert a Drop Down Form Field, let's jump into Properties. And let's establish a drop down items.
Now, again, I don't really mind what you use for this, it's really just practicing how to add these
controls and items. So I'm in the UK, so I'm going to base this around that. So we're going to
have Scotland, England, Wales, and Northern Ireland. And click on OK. Next, I want two
Checkboxes, “are you a UK passport holder”? I'm going to type in Yes, hit my spacebar and I'm
going to add in a little checkbox. Let's do space and do another one for No. As simple as that.
The driver's license number, this, again, is going to be a Text Form Field. But when I jump into
the Properties, I want the type to be a number. And if I wanted to, again, I could limit the amount
of characters they can use, let's just say 50 again, and I'm I want to give this a Bookmark name of
License Number and click on OK. The next thing I want to add are two option buttons. So up to
my controls once more, into the ActiveX controls, and let's add in an Option Button. Now for
this one, if I click on Properties, because it's an ActiveX button, I get a slightly different
properties box. And all I really want to do here is change that caption to say Yes. And if you
want to go to town on this and start changing things like the font, the background color, things
like that, then feel free. But for me, I'm just going to add that in. And then let's add in another
one. And click on Properties and change this caption to No or like so.
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Now finally, at the bottom here we have name on license. And if you remember, what I wanted
to do is when I type in the name up here in the table, I want it to auto populate name on license at
the bottom. So for this, I need to utilize the Bookmark and a Cross reference. So if we just
remind ourselves by double clicking on the name, you can see the Bookmark for this field is
Name. So I'm going to click Cancel. And I'm going to come down here, go up to Insert and insert
a Cross reference. I want to insert a Cross reference to the Bookmark, and I want it to display the
Bookmark text. And the Bookmark, I want to use is Name and click on Insert. So currently, that's
going to display whatever we have in the field in the table.
And then finally at the bottom, I wanted you to add a Submit Button. So up to the Developer
ribbon, we're going to click the drop down and we're going to add a Command Button. I'm going
to jump straight into my Properties. And I'm going to change the caption for this Command
Button to submit. And it might be that I want to come in here and maybe change the font, click
on OK. And maybe I want to change the background color. You don't have to but it's just a little
extra practice. Let's do the background color in this green color, like so. Now the final thing I
need to do for this Submit Button is I need to add in a couple of lines of VBA code in order to
get this to work. Because when we click on this button, we want it to open our default mail
package, create a new mail and attach this Form.
Now to jump into the VBA code, I double click on the button. And you can see in here I've
already added in the code that I need for this to work. So that is options dot send mail attach
equals true. And then active document dot send mail. And these lines of code will run when
Command Button one is clicked. Once you've added that code, we need to save and close out of
our VBA window. So now the final step, in order to see this in action is we need to protect this
document.
So I'm going to jump out of Design Mode, I'm going to go to Restrict Editing, and I'm going to
say I'm only going to allow editing to fill in Forms. Let's start enforcing our protection. I'm not
going to add a password. And now I have my Active Form. So what I want to do is go through
and test out all of these fields. So I'm going to click to add a date, I'm just going to choose
today's date. I'm going to enter in my full name, so let's say like so. Now the one thing I want to
check here is that when I type in my name, it pulls through to that Cross reference. And as I
scroll down, I can see that yes, that is working perfectly. I want to add in my date of birth. So
let's just say the first of the first 1976. My country of residence, let's just say that Scotland. Yes, I
am a UK passport holder, my driver's license is 123456789. Have you had any accidents in the
last five years? No.
I've completed my Form, I want to submit it. If I click on my Submit Button, like magic Outlook
opens and it has attached that Form to a new email. That is what I was looking for in this
exercise. I hope you got on okay with that. I will see you in the next section.
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Section 22 - Macros
Video: Using Macros to Automate Repetitive Tasks
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. We're
down into Section 22. And in this section, we're going to talk about Macros.
Now, Macros may be something that you're familiar with, or maybe this is the first time you're
hearing about them. Or maybe you know what a Macro is, but you don't know how to create one.
Well, hopefully, we're going to solve all of those problems throughout the balance of this
section. And in this module, I just want to really talk to you a little bit about what exactly Macros
are. And I'm going to show you an example of a Macro that I've created for this document.
So in Word, you can automate Repetitive or Frequently Used tasks by creating and running a
Macro. And all a Macro is, is a series of steps that you record, and then you run to accomplish a
task automatically. So for example, maybe every week, you need to send a report to your
manager. And each week, you go in and you create a new blank document, you insert a table,
you add table headings and format them. Now each of those tasks is considered a step. So to
really increase your efficiency and save time, what you could do is create a Macro to run all of
those steps automatically for you with the click of one button. And once you've created Macros,
you can assign them to a button or to a keyboard shortcut, which makes it really quick just to
execute those steps.
So just to give you an idea of exactly what a Macro is, I'm going to show you one that I've
created. And what I've done with this Macro is I've actually added it to my Quick Access
Toolbar. And it's this little palette that you can see here. If I hover my mouse over it says Format
Document. Now if I jump up to my Developer ribbon, you can see in the Code group, I have a
button here for Macros, keyboard shortcut, Alt plus F8. And if I jump into here, it's going to
show me a list of all of the Macros that I've created. And this one that's on my Quick Access
Toolbar is called format underscore document. I can see below that this Macro is active in all
templates and documents. And then I also gave my Macro a description.
So I can see here when I run this Macro, what it's going to do to my document. So it's going to
apply Heading 1 styles, it’s going to apply a Page Border, and it's going to Replace Text, and I've
set it up so that every time it comes across the word, Word in my document, it replaces it with
Microsoft Word. And all I did to create this was just run through all of these different steps and
record them which I'm going to show you how to do in the next module. But I'm going to click
Cancel on here for the time being and I'm going to run my Macro so you can see what it does.
So I'm going to go to my Quick Access Toolbar and I'm going to click on the icon that I've
created. And there we go. Just with one click, you can see that it's applied that Heading 1 style,
you can see that it's replaced the word, Word with Microsoft Word, and it's also applied a Page
Border around the outside. So what would have taken me seven or eight clicks, I've managed to
achieve with just the click of one button.
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And when it comes to creating Macros, you can make them available to just the document that
you're working on or across all of your documents. And in the next module, that’s exactly what
we're going to do. We're going to create this Macro from scratch so you understand how
everything works. So please join me in the next module for that.
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Video: Creating a Basic Macro
Deborah: Hello everyone and welcome to this course on Word 2019 Advanced. We're down in
Section 22, where we're starting to look at the wonderful world of Macros to automate our tasks.
And in the previous module, I just talked you through what exactly a Macro is, and I showed you
an example of a Macro that I'd already created.
And in this module, we're going to break that down, I'm going to show you how I created it, and
also how I added it to my Quick Access Toolbar. So we're starting out with this basic document,
which currently doesn't have any formatting applied to it. Now what I want to do with this
document is I want to make the title here, Working with Macros, a Heading 1, I want to add a
nice fancy Page Border around the outside of this document. And I also want to go through and
wherever we have the word, Word, I want it to be replaced with Microsoft Word. So there's a
few different steps there, which if I was doing it manually, it would take me seven or eight
clicks. I'd need to select my heading, go to my Home ribbon, and select Heading 1. I would then
need to go to the Design ribbon, go all the way across to Page Borders, select my Page Border
that I want. So let's do some stars this time and click on OK. And then I would need to do Ctrl H
to jump into my Find and Replace box and say find the word, Word and replace with Microsoft
Word and click Replace All.
So you can see there whilst that hasn't taken me a very, very long time, it has taken me quite a
few clicks. Now if I do this with a Macro, it's going to take me one click. So I'm saving quite a
bit of time there. And you can also imagine if you have a lot more formatting or a lot more things
that you want to do to your document, Macros really can improve your efficiency. So what I'm
going to do is I'm just going to Ctrl Z out of that to take me back to my plain document. And
we're going to do the same thing. But we're going to do it with a Macro. So let's jump up to our
Developer ribbon. And in our first group here, our Code group, we have an option for Macros.
And in our first group here at Code group, we have an option for Record Macro. And that's
essentially what a Macro is, it records the steps that you execute on the screen.
So let's click on Record Macro. And the first thing I need to do is I need to give my Macro a
name. And I like to make this quite meaningful so that if I have a long list of Macros, I know
which one I want to select. So I'm going to call this Format_Document. Now I can choose to
assign my Macro to a button, or I can assign it to a keyboard shortcut. So what I'm going to do
here is assign it to a keyboard shortcut. So I can see the name of my Macro here, Format_Macro.
And it's now asking me to select a shortcut key which will execute this Macro. And one thing
you have to be careful of here is not choosing a shortcut key that's already in use. So I'm going to
choose something like let's say Ctrl Shift 6. Now you can see underneath that that’s saying that is
currently assigned to the prefix key. So I need to delete that out and choose something else. Let's
do Ctrl Shift Backspace. And I can see that that is currently unassigned. And so I can use that for
my Macro.
I'm going to save this in the Normal.dotm templates. And I'm going to say Assign, and click on
Close. So now that I've done that, you can see that my cursor has changed to this little recorder
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icon, which means that I'm currently recording a Macro. You'll also notice in the Code group, I
now have Pause Recording and Stop Recording. So I'm actually going to pause the recording for
a moment because there's something else that I like to have turned on, which enables me to
toggle my Macro often on a little bit quicker. So I'm going to go down to the Status bar, right
click my mouse, and you want to make sure that you have Macro Recording turned on.
If you have that turned on, you'll be able to see down here as I hover over this empty square, it
says, “a Macro is currently recording click to stop recording”. So this is a quick way to stop
recording your Macro as opposed to having to jump up to the Developer ribbon and click on
Stop. So let's click on resume recorder, I now want to record my steps. So the first thing I'm
going to do is select my Heading 1, jump up to the Home ribbon and apply my Heading 1 style. I
then want to go across to the Design ribbon, select Page Borders, and I'm going to choose my
Page Border style which is going to be this one just here and click on OK. And I'm then going to
do Ctrl H, I'm going to replace all instances of the word, Word with Microsoft Word and click on
replace all. Click OK. And close down my Find and Replace box.
Now, that's all I want to do on this document, so I can now stop recording. And as I said, I can
utilize this button down at the Status bar, click it, and my recording has now stopped. If I jump
back up to Developer, I can see that record Macro is highlighted again, just confirming that I've
stopped recording that Macro. So where is that Macro now been saved if I want to utilize it
again? Well, if we jump up to the Macros button, this is where you're going to find a list of all of
the Macros that you've created. And you have a few different options on the left hand side, you
can choose to rerun that Macro, you can step into the Macro, which is going to take you into the
VBA code.
Now even if you don't understand much VBA, this is a reasonably straightforward Macro to
understand. For example, at the top here, I can see that this is the part where it's selecting that
Heading 1 and applying the style. So if I wanted to, I could come in here. And without really
knowing too much VBA code, if I wanted to maybe apply Heading 2 style, I could just edit this
Macro to say Heading 2, it's as simple as that. Now, I'm not going to edit this Macro at the
moment, I'm just going to close out of that and jump back into my Macro again. I can choose to
edit my Macro, again, that's going to jump me back across to the VBA editor. So it's very similar
to that step into command, I can choose to create a new Macro from here or record a new Macro,
delete a Macro, and I can also jump to the organizer where if I wanted to I could copy Macros
into different documents or different templates.
You can also see in here that my Macro is stored or is active in all active templates and
documents. And what I could do is choose to have it available in the global templates so that any
new document that I create this Macro is going to be available. Or, I could just choose to restrict
it so that it only works in the document that I'm currently working in. But for me, I'm going to
have it active in all templates and documents. What I could also do is add a description for my
Macro. So something like that, so that anybody who's looking at this Macro can see what that's
going to do if they were to run it, I'm just going to close that down.
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Now what I tend to like to do is when I do have Macros that I use fairly often is I like to make
them super easy to access by adding them to my Quick Access Toolbar. And it just means I don't
have to keep coming into the Developer ribbon, clicking on Macros, and then running my Macro
from here. So let's take a look at how we add this new Macro to our Quick Access Toolbar. I'm
going to click the drop down that says customize Quick Access Toolbar. And I'm going to go all
the way down to More Commands. Now on the left hand side here in this choose commands
from area, I want to click the drop down and select Macros, because that's going to show me any
Macros that I have in this document. And I can see that that is my one it's called format
underscore document, I'm just going to click the Add button to copy that across to my Quick
Access Toolbar.
Now I don't really like the way that this looks, I want to change the icon and also make the name
a little bit nicer to look at. So I'm going to click on modify underneath and choose a different
icon. And we're going to choose this little palette, because that represents formatting quite nicely.
And I'm going to say my display name is Format Documents. So that's what's going to appear in
the ScreenTip when I hover over this icon. Click on OK. Click on OK again. And now I have my
Macro assigned to my QAT. So what I've done now is essentially undo that Macro, and we're
going to run it again. But this time we're going to use the keyboard shortcut if you remember we
assigned a keyboard shortcut to this Macro. And that keyboard shortcut was Ctrl Shift
Backspace. And like magic, there we go our Macro runs.
And let's test it out from our button on the Quick Access Toolbar. Would you look at that? There
we go. So that is an example of how to create a very basic Macro to apply some formatting to a
document and also how to assign that Macro to a keyboard shortcut and a button on the Quick
Access Toolbar. In the next module we're going to take a look at another example of a Macro so
please join me for that.
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Video: Creating a Macro and Adding it to a Custom Ribbon
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. We're
done in Section 22, where we've been working with Macros. And in the previous module, I
showed you an example of how to create a basic formatting Macro.
In this module, we're just going to do another one, because practice does make perfect. And what
we're going to create here is a Macro that adjusts the paragraph spacing and also applies a title
style to the heading. Now before we get going with this Macro, I would recommend that you
jump across to the Home ribbon, and just turn on your Show Hide Paragraph Markers, so that
you can see the paragraph marks throughout your document.
Now, what you'll see here is the in between each paragraph, I have essentially two paragraph
markers, so two carriage returns. And what I want this Macro to do is go through this document
and remove the two paragraph marks and just replace them with one. So essentially, what I'm
looking for here is I want it to look like this where we only have one return in between our
paragraphs, because this space is a little bit too much. And also what I'm going to do is I'm going
to add a Title Style to the Working with Macros heading. And we're going to record all of this in
a new Macro and assign it to a button. So let's jump up to our Developer ribbon.
In our code group, we're going to click on Record Macro. And we need to give our Macro a
name. So I'm going to call this Paragraph Spacing, I'm going to make sure that I store my Macro
in my Normal.dotm template as opposed to just this document so that it's available Every time I
create a new document. I'm going to add a quick description, “removes double paragraph
markers and formats the heading”. And this time instead of assigning it to a keyboard shortcut,
I'm going to assign it to a button. And what you'll see when we click on this is it jumps me
straight into that customize Quick Access Toolbar area. And if I look below, I can see my
Macros sitting there Paragraph Spacing, and all I need to do is click on the Add button to move
that across to my Quick Access Toolbar.
Once again, I'm going to modify my options, I'm going to change the icon to this icon just here.
And I'm going to give it a display name of Paragraph Spacing, and click on OK. And Ok again.
So now I'm in Record Mode, you can see that my cursor has changed to that cassette icon. And if
we glanced up at the Developer ribbon, you can see in the Code group, I now have my options to
stop recording, and also pause recording. So let's run through our steps. First thing I want to do
here is I want to give this Working with Macros heading a new style and I'm going to give it a
Title Style. And then I want to remove these double paragraph markers. So Ctrl H to jump into
the Find and Replace box.
Now what I'm looking for here is a special character, I'm looking for these paragraph markers.
So if I go down to special at the bottom, one of the options I have in this list is Paragraph Mark.
So if I click that, it puts in the little code for a paragraph marker. But what I'm looking for is a
double paragraph marker. So every time I see two of these, I want them replaced with just one.
So I'm going to go down to special again and select Paragraph Mark. So it's now looking for two
of them. And I want to replace with just one paragraph mark, replace all it's made six
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replacements, I can click on OK, and close down this window. And that is all I want this Macro
to do.
So I can go down to the Status bar to my little square and click to stop recording the Macro. So
now if I jump back into the Developer ribbon and go across to the Code group and pull up all of
my Macros, you can see I now have both the Macros that I've created in the last two modules
sitting there ready for me to Run, Edit, or Delete. So let's test out our new Macro. So I've reset
my documents. So it's back to how it was looking originally. And let's run our Macro from the
Quick Access Toolbar. And there we go. Like magic, it's applied our title style and you'll see this
also removed that double paragraph spacing and replaced it with single paragraph spacing.
Now if you find that you're someone who does create a lot of Macros, or maybe you want to
create a lot of Macros, you could go as far as to create your own Macro ribbon if your settings
allow. There are some companies that lock this feature down. But if you do have access to create
your own ribbons, then having a Macro ribbon with all of your favorite Macros on it is a really
nice idea. So let me show you very quickly how to do that. Again, this is something we covered
in an earlier module, but it's just a good refresher. So let's go into File and jump into our Options.
And we're going to go through to Customize Ribbon. And what I'm going to do down here on the
right hand side is I'm going to say I want to create a new tab. And I want this new tab to be
called Macros, and click on OK. So this is going to give me a tab at the top like Home, Insert,
Drawer, Design, so on and so forth.
Now I'm going to create a Group and this group is going to be for all Macros that relate to
formatting. So I'm going to rename this group, I'm not going to give it an icon, I'm just going to
call it Formatting and click on OK. And now what I want to do is assign my Macros to this
particular group. I'm going to pull up all of my Macros, and there they are just there. I'm going to
select the first one, make sure that I'm clicked on the correct Group in the right hand side, and
I'm going to say Add. And you can see that's now added that Macro under my Custom tab and
my Custom Group. I'm going to do the same for the other Macro, click on Add, and there they
are in there.
So now what I'm going to do is I'm going to rename each of these, I'm going to choose an icon.
So again, this is the Paragraph, so we're going to select that. And we're going to call this
Paragraph Spacing and click on OK. I'm going to do the same for this one. Where's our little
palette icon, and this one is called Format Document. Click on OK, click on OK again. And what
you'll see now is if you look at your tabs running across the top, you have a new tab called
Macros, we have a group called Formatting and we have our two Macros available for you to
run. So you could create your very own really nice ribbon divided down into different groups
with Macros that are going to be particularly useful to you and make you a lot more efficient.
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Video: Exercise 22
Deborah: Hello everyone, and welcome back to the course. We're down to exercise 22 and in
this section we've been taking a look at Automating Repetitive Tasks utilizing Macros. So for
this exercise, I want you to create your own Macro.
Now what I want you to do is on this document, which is just a plain text document, I want you
to create a Macro and call it Highlight Text. I want you to assign the Macro to the Quick Access
Toolbar as a button, and I want the Macro to first select all of the text in this document and
change the alignment to justified. I'd then like the Macro to replace all instances of the word
SmartArt with the word SmartSpace Art in bold. Once you've done that, I then like you to try
your Macro out on a plain document and make sure that it works. And that is pretty much it. So
if you want to see this in action, then stay tuned because my answer is coming up.
So let's take a look at my answer for this exercise. So the first thing I asked you to do was to
create a Macro. So we're going to jump up to the Developer ribbon. And of course, there are a
few different places where you can create Macros. You could also have jumped into the View
ribbon, where you have a Macros button on the end here. So let's click on Record Macro. Now I
asked you to name your Macro Highlight Text. And remember, we need to separate two words
with an underscore. Now I asked you to assign this Macro to the Quick Access Toolbar. So we
want to choose a button and our Macro is sitting just here, I can say add to put that over onto the
QAT what I also might want to do is make this a little bit more user friendly by modifying the
icon and also the display name.
So I'm just going to change the display name to Highlight Text, and I'm going to give it an icon
and click on Ok. So now I'm in record mode. And you can see that as evidenced by my cursor.
So now I want to run through my steps. So the first thing I asked you to do was to select all of
the text in the document Ctrl A. I then asked you to justify all of the text. So we're going into the
Paragraph Group and selecting the Justify Icon, like so. I'm going to click my mouse at the
beginning of the document and then what I wanted you to do was change all of the words that
say SmartArt to SmartSpace Art in bold.
So for this, we're going to do a Find and Replace Ctrl H. so in the Find What box I'm going to
type in SmartArt, all one word. And I want to replace that with SmartSpace Art. But I want it to
replace in bold. So I'm going to jump down to my Format button at the bottom, select font, and
we're going to say bold. Let's click on replace all, it's made eight replacements. Let's click OK.
And close our Find and Replace. And that is all I want the Macro to do. So once I finished
recording my Macro, I can jump back up to the Developer ribbon and say stop recording.
So now I want to test out my Macro. And I can see it sitting here on my Quick Access Toolbar.
So what I want to do or what I'm going to do a little bit of a cheat here is I'm just going to undo
the steps that I did to take this back to how it was at the beginning of this course. So now I've
reset all of my text, I'm going to run my Macro and make sure that that works. So let's click on it.
And I can see that yes, that has done that perfectly. All of my text is justified and my words have
been replaced with SmartSpace Art in bold. So that is it.
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Please feel free to run through processes that are relevant to you in your daily work and set those
up as Macros as a little bit of an extra practice. That's it for this exercise. I will see you in the
next section.
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Section 23 – Sharing Our Document
Video: Using Compatibility Checker
Deborah: Hello, everyone, and welcome back to this course on Word 2019 Advanced. This still,
Deb and we are down into the final section of the course. And this section is all about Sharing
your Documents.
Now before we think about sharing our documents with colleagues or other people, there are
some things that it's good to check prior to sending your document out, or uploading it to a
shared drive or Cloud Storage. And we're going to talk about the first thing that's worth checking
in this module. And that is Compatibility. Now we're using the latest version of Word so Word
2019. And if you receive documents from other people that are also Word 2019 documents,
you're going to be able to open them no problem and you shouldn't have any compatibility
issues.
Sometimes problems arise when you're receiving Word documents that have been created in
older versions of Word than the one that you're using. So let me show you a quick example. I've
got a document saved off that's saved in Word 97 to 2003 format, the old .doc format. So let's see
what happens when I open that in Word 2019. So let's go up to file. And it's this one here that
I've called random old document .doc. Now this is just a text based document, it doesn't have any
graphics or anything else in it. But one thing that you'll notice is that at the top in the title bar, it
says the file name, so random old document, but it also says Compatibility Mode. And this is
what you'll see if you open a document that's older than the version that you're using. And what
Compatibility Mode does is it temporarily disables new or enhanced Word features. So the
document can still be edited by people using the earlier version of Word. And it is worth noting
that Compatibility Mode does also preserve the layout of the document.
Now when I say it temporarily disables newer features, let me show you what I mean by that. I'm
going to jump up to the Insert ribbon, and if you take a look in the Illustrations group, you'll see
that some things are grayed out, we have Icons, 3D models and Screenshots are grayed out, as
are some other things on this ribbon. So what that means is that these are only available in the
later versions of Word. And that to me sounds about right, because I know for sure that Icons and
3D models came in around Word 2013. And I have my documents saved as a Word 97 to 2003
document. So essentially, what it's preventing me from doing here is adding it anything into my
document that's not going to be compatible with the sender's version of Word. So if you have a
situation like this, you have one of two options; you can either carry on working in the document
in Compatibility Mode, but just being aware that some of the newer features you're not going to
be able to utilize in this document, or you can save it as a later version.
So I could go up to File, I could go to Save As and Browse. And I could resave this document,
but instead of saving it as type 97 to 2003, I could save it as a Word 2019 document. However, if
I do that, and then send it back to the person who sent it to me, if I've added in Icons and 3D
models, we're going to find that they're not going to be able to edit the document because they
won't have access to those things. So the choice is entirely up to you. But for the most part, I
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would say if you intend on sending this back to the person who sent it to you, working within the
bounds of Compatibility Mode is probably going to be your best and safest option.
Something else that you have with regards to compatibility checking is if you jump up to the File
menu and go down to the Info area, You can see at the top here it says Compatibility Mode,
“Some new features are disabled to prevent problems when working with previous versions of
Office, converting this file will unable these features but may result in layout changes”. And I
have the option here to convert. So I'm going to click this. And it's telling me that my document
is going to be upgraded to the newest file format. It's telling me that I'll get the new features, but
it might cause some minor layout changes. And if you prefer not to upgrade, press Cancel.
Converting allows you to use all the new features of Word and reduces the size of your file. This
document will be replaced by the converted version. So I'm going to say okay, I'm fine with that.
So let's click on OK. And you'll see now that I've done that I have access to Icons, 3D models
and Screenshot once more. Let's jump back up into File and down to Info. Because there's one
other thing I want to show you in here. And that comes under this Check for Issues button. You
can see right at the bottom, we have a Check Compatibility option. And it says here check for
features not supported by earlier versions of Word. So if I run this, it's telling me that no
compatibility issues were found. And if I click the drop down select versions to show, you can
see that I'm checking against Word 97 to 2003 2007, and 2010.
Now, it's not showing Word 2013, or 2016 in there, because those versions are pretty much the
same as Word 2019. So what I'm going to do now is I'm going to come into my document now
that it's a 2019 document, And I'm going to insert an Icon. I'm just going to insert this one just
here, or like so. I'm going to save my document as random old document .docx. And I'm going to
check my compatibility again. So let's go down to Invoke, we're gonna go into Inspect document
and down into Check Compatibility. And now because I've added that graphic, you can see it's
come up with something here. So it says, “This document contains a scalable vector graphics that
will be displayed as Portable Network graphics in previous versions of Word”. So basically, it's
how to look and it seemed that I've inserted an icon in here. And that is something that's only
available in Word 2013 2016 and 2019.
So it's telling me what it's going to do or how it's going to deal with this graphic if I was to send
this or save this as a much older version. And essentially, what it's going to do is convert the
SVG file to a PNG. Now, the beauty of SVG files is that they are scalable. So it means that I can
completely edit every element of this graphic. So if I jump up to the Format ribbon, I can change
the color, I can change the size, I can add effects and outlines and all kinds of things. But if I did
want to send this to someone with a much older version of Word, it would convert these graphics
to just a standard PNG graphic.
So that compatibility checker is always worth having a look in to see which parts of your
document you might want to revise before you send it out. So that is how your Compatibility
Checker works. That is it for this module. I will see you in the next one.
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Video: Using the Document Inspector
Deborah: Hello everyone and welcome back to this course on Word 2019 Advanced. This is
Deb and we're down in Section 23, where we're taking a look at preparing our documents for
sharing. In the previous module, I showed you how to check Compatibility on your documents.
And in this module, I want to run through with you how to remove Hidden Data and Personal
Information from your documents prior to sending them out.
Now, when you share an electronic copy of your documents with clients or colleagues or
external people, it's always a good idea to review your document for any personal information.
Now, you might be thinking to yourself, oh what personal information do I have in a Word
document. Now when I say personal information, what I mean is any information that you
wouldn't want someone seeing that's contained within the metadata or document properties.
So for example, I've got this document just here. And I've gone to town on this document a little
bit, we've got some Track Changes in here, we also have some Comments in this document, I
have a Header at the top there, and I also have a confidential Watermark across the document. So
if I jump up to File, and go down into Info, you can see on the right hand side, we have all of our
Document Properties. Now, I haven't added in anything additional these were all created when I
created the document. So anybody who receives this document can just jump into this Info area
and they can also view all of these document properties, including any advanced properties that
you've set.
Now, as I said, I haven't added too many things in here. But they can see things like my name as
the author, they can also see what template I have attached to this document as well, along with
information such as when I last modified this, when I created it, so on and so forth. Now you
might not think that's particularly dangerous on first look, but there have been cases where
someone's maybe copied someone else's template and used that for a document. Or maybe they
said they haven't made any changes to the document. But someone can come in here and see
exactly when that was last modified. So sometimes these properties can get you into a little bit of
trouble. And sometimes they contain information that you just don't want any external clients to
see.
So it's always a good idea to inspect your document and remove any hidden data, metadata,
personal data from it. So how do we go about doing that? Well, fortunately, Word has an Inspect
Document utility. And it's also in this area that we're currently in. So it's in the Info area. Just
about halfway down the page, we have a Check for Issues button. And it's the top option here
Inspect Document. And you can see there it says check the document for hidden properties or
personal information. So this is going to jump you into the Document Inspector. And it's telling
you what it's going to check this document for. So it's quite thorough in what it's looking for. It's
going to look through all of the Comments, Revisions and Versions of your documents, it's going
to look through the Document Properties and the Personal Information including any Hidden
Metadata, it's going to look at any Task Pane Add ins that have been saved into this document,
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any documents that you've embedded, it's going to inspect the Macros, Forms and Active X
controls, any Ink Annotations that you've made.
Now, I don't currently have this selected because I don't have any. It's going to look at Headings,
the XML data, Headers, Footers and Watermarks, Invisible Content, and also Hidden Text. Now
just a word about invisible content. You can see there what that means. It says, “It inspects the
documents for objects that are not visible, because they've been formatted as invisible”. So that
might be something like if you try to hide a piece of text or something on the page, by making
the font white, it's also going to check those objects. So all you need to do is basically go through
and select everything that you want it to check. And this is always one of those things where I
say if in doubt, just check everything and click on Inspect. So what you're going to see then is a
list of the inspection results.
Now anything with a green tick next to it means that it's fine or it hasn't found anything. So I can
see there I have quite a few green ticks. But I also have some red exclamation points. So I'm
going to want to take a look at these things. So the first one here is telling me that it's found
Revision Marks and Comments. Now I know that I have comments in my document. So I might
want to think about maybe deleting out those comments before I send this off. It's also found a
Document Properties and Personal Information. So it's telling me that it's found document
properties and Author Information. And that would be right if you look at my properties on the
right hand side, I do, in fact, have my Author Information in there, along with some other
properties. Let's scroll down, it's found some custom XML data in there. So that's probably going
to be something that I've added to my document, possibly the watermark. And it's also found
Headers and Footers.
So this is really just making you think about what you have in your document, and maybe think
about reviewing it. So go back and check. And if you decide that you want to remove these items
from the document, prior to sending it, you have a Remove All button next to each of these. So
just for demonstration purposes, I'm going to say remove all, remove all removal. And I'm going
to remove all of these and all of these. If I do re-inspect now, I can see that I have a whole list of
green ticks, and click on Close. And one thing you might have noticed here is that now that I've
removed that it no longer has me listed as the author. So it's removed that out. And if I go back to
my document, you can also see it's removed pretty much everything that I had in here. So it's
removed my Document Header, it's removed all of the Comments. And it's also removed the
Track Changes and the Watermark.
Now it might be that you want to keep some of these in your document that is absolutely fine.
But just remember, it does give you the option to remove things at the point of inspection. So I
feel fairly happy now after running through that process that I can send this document off. And
I'm not going to have any nasty surprises in the way of personal information or hidden metadata
that's been shared when I didn't want it to be. And just before we leave this module one other
final thing in here, which is quite important, is if we go back to Info and go to our Check for
Issues button, the final option we have in this menu drop down is Check Accessibility. So this
will check your document for content that might be difficult for people with disabilities to read.
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So if I do Check Accessibility, I get a pane pop up on the right hand side that says, “No
accessibility issues have been found. People with disabilities should not have any difficulty
reading this document”. So what I always tend to say to people is prior to sharing your
document, I always come into this Info area and run through these as a three step process. I
Inspect my document, I check the Accessibility and then I check my Compatibility. And this is a
really good habit to get into to make sure that everyone you're sending this document can read it
and also so that you're not sending out something that you shouldn't be. I hope that all makes
sense to everyone. That is it for this module. I will see you in the next one.
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Video: Sharing a Document with Others
Deborah: Hello everyone, and welcome to the final module of the final section. We're down in
Section 23, where we're taking a look at preparing our document for Sharing. And in the
previous modules, I've showed you how you can utilize the Compatibility Checker, the
Document Inspector, and also check the Accessibility on your document prior to sending it out.
So we're now at the point where we want to share our document with other people.
Now, we did talk about this in an earlier module. But I think it's definitely worth running through
this again and reviewing the different options that we have when it comes to sharing. Now, of
course, you can share documents in the old school way, I'm just quickly going to click Save on
my document just here. And if I decide that I want to attach this document to an email, then I can
just pull up a new email. And of course, I can just click on Attach File and attach the relevant
document. And here I get the option to Share a Link or Attach as a Copy. And remember, we
talked about the difference between these two in an earlier module.
So if I was to share the link, recipients can see the latest changes and respond in real time. So this
is essentially going to link them to the original document. And we can all jump into that
document and make changes at the same time. Whereas if I attach a copy, everyone that I send
this to essentially receives a separate copy of this file. So any changes, they make are not
updated on the original. So what I can do is say Share Link, it's going to attach a link, I can then
go in and address this email to whoever needs be and say please see attached and click on Send.
So I can definitely do it that way via an Outlook email and an attachment.
But remember, we also have a way of doing this all directly from within Word. We have a share
button in the top right hand corner. And clicking on this button is exactly the same as going to
the File tab, and clicking Share from here as well. And this is where we can choose how we want
to share this file. So if I'm sharing a link, I can choose to Allow Editing or Not Allow Editing. So
I'm going to say yes, it's fine to edit, I can set an expiration for this link. So maybe I want this
link to expire in one week's time. So when that date rolls around and say, let's just select the 19th
of October, this link is essentially going to expire and whoever has the link won't be able to edit
it after this period of time.
I could even set a password on this document so that anybody who has the link needs to also
have the password before they can go in and start editing it. So I'm going to click Apply. And
what I can then do is just enter in the names of anybody that I want to send this to, I can add a
message and that is entirely optional. Then you will see in the bottom here I have the option to
Copy the Link. So in general, if I was just sending this document or sharing this document with
one or two people, maybe a couple of colleagues, then it's not too much hassle for me to just type
their names into the top part of this window. However, if I was sharing this document with a
large number of people, so maybe an entire team, entire department or maybe even the entire
organization, I'm really not going to want to come up to here and type in everybody's name
because that is going to be pretty tedious.

© Copyright 2008-2020 Simon Sez IT, INC. All Rights Reserved.

Advanced Word 2019

So a much easier way of doing this is to copy the link instead. So I'm going to remove my name
from the top here and click on Copy Link. And what it does is it creates a shareable link, I can
click on Copy, which is going to copy it to the clipboard. And then I can go to Outlook and paste
that in. So I'm going to click in the body Ctrl V to copy that in. And you can see helpfully it
shortens that link to the document title. I can then go in and select who I want to send this to.
And the reason why I say this is a lot better is a lot of the time if you want to send to everybody
in the organization, you'll have an outlet group set up for all organization or maybe you'll have a
group for the entire team or entire department, it's a lot easier just to select the group and send
them the link as opposed to typing in all of the individual names. So I'm going to close that
down. And let's just jump back into Share.
So everything we've done so far has been dealing with a link. But if you did want to send a copy
of a document, you do have the option at the bottom to send a copy. And I can choose if I want
to send this as a Word document or a PDF. So if I select PDF, for example, again, it's going to
open up an Outlook email or whatever your default mail package is on your PC. And it's going to
attach this document as a PDF document for me to send. And remember that if you are sending a
link out to somebody else and they open that and they jump into the document, you'll be able to
see their name listed at the top of your title bar. So you can see that they're also editing this
document. And the cool thing about this is when you send a link, you can essentially all edit the
document in real time and see the changes other people are making to your document as they're
making them. So that's the advantage of a link as opposed to sending a copy. So that is pretty
much it when it comes to sharing it is fairly straightforward.
The final thing I'll highlight in here is if you wanted to convert your Word document to a PDF,
which is a very, very common thing to do, you have an Export button in the File drop down in
the File tab. And the first option there is create PDF. And you can see if I click on that, it
automatically gives me my PDF down here Document Inspector dot PDF. If I click on publish, it
goes away and it creates a PDF document for me. So if you did want to do that prior to sending it
out, you can do it that way as well. But that is pretty much it when it comes to sharing, simple as
anything.
That's the end of this module. That's the end of this section. And this is the end of the course. We
just have one exercise to go and then I'm going to say my goodbyes and leave you to practice all
the skills that you've learned in Word. So I'm going to hop across to the final exercise and I will
see you there
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Video: Exercise 23
Deborah: Hello everyone, and welcome back to the course. We've finally made it down to the
last exercise of this course, Exercise 23. And in this section we'll be taking a look at how to
prepare our documents for sharing. So what I want you to do in this exercise is I want you to take
this document that we have on the screen here, and you can see that this document contains
certain things.
So we have some Heading 1s in our document. And you can see next to each of these headings,
I've inserted a little icon to represent that Heading. We have some Track Changes. And then we
also have some Comments in here as well. And what I'd like you to do, first of all, is that I'd like
you to prepare this document for sharing by first inspecting the document, checking its
Compatibility, and also checking its Accessibility. And what decisions you make during those
three items, so if you want to remove certain fields or not, it's entirely up to you. But I want you
just to make sure that you understand what each of those three things do, how you use them, and
where you find them. Once you've done that, I'd like you to share your document with somebody
else.
Now, if you don't want to bother anybody by sending him this particular document, then feel free
just to send that to yourself. Again, this is just making sure that you know where these options
are in Word. And if you'd like to see my answer, then please carry on watching this video. So
let's run through the answer. Now all of these things that I want you to do, you'll find under the
File menu, and then under the Info section in the Check for Issues drop down.
So the first thing we're going to do is inspect to the document which is going to check that
document for hidden properties or personal information that you might want to remove prior to
sharing the document. So let's say Inspect document, it’s asking me to save my file. So I'm going
to say yes, let's save. And now it's popped up a window that's asking me what exactly do I want
to check? So I'm going to check everything and say inspect. So now it's highlighting to me things
I might want to consider removing from this document before sending it out. So it's telling me
that I have Comments, Revisions and Versions in here. Now I do have comments. So I'm going
to say you're completely correct, I don't want anyone to see these comments, let’s remove them.
It's then telling me that it's found Document Properties. So things like the Author Information. So
I'm going to say yep, let's remove that as well. And then finally, at the bottom, it's found some
custom XML data. Now I'm not entirely sure what that relates to. But I'm going to say Remove
All anyway. And now you'll see that the all of those things have disappeared. So let's say reinspect. And I can see that I have a full list of green ticks. So I'm now confident that when I send
this out, people can't see any particularly sensitive information. Let's jump up to File again and
go down into Info. And this time, I'm going to check the Accessibility for things in my document
that people with disabilities might find difficult to read.
And fortunately, it's telling me that I don't have any Accessibility issues found. And that's
probably because this is just a plain text based document. The final thing I wanted you to do was
go up to File, Info, and check the Compatibility. Now with this, we're checking that everything I
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have in my document is compatible with older versions. And I can choose which versions I want
to compare it against. Now I'm going to compare against all of these different versions. And it's
telling me that my document contains Scalable Vector graphics. And that is completely correct.
What I have in here are some icons that are only available in the newer versions of Word, or
essentially after Word 2010. So my choice here is I could remove these graphics entirely. Or I
could accept the suggestion here that Word’s going to change these Scalable Vector Graphics,
which means that they're editable into PNGs or just picture files. Now in this instance, they're
just really there to illustrate the headings so I'm fine with that. I'm going to click on OK.
Now the final thing I asked you to do was to share this document either with somebody that you
know or with yourself. So for this we go up to File, we go down to Share, I can then choose if I
want to Allow Editing, I can set an Expiration Date or even set a Password. I can type in the
name of the person I want to share with and then click on Send to send a link to that document.
Remember your alternative option down here is to Send a Copy instead. But it just means that
any changes made to that copy are not going to update in the original. So that is pretty much it.
That is what I was looking for. I hope you got on okay with that. As this is the last exercise, the
only thing that's left to do is to close off this course. So please join me in the next section for that
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Section 24 – Course Close
Video: Exercise 24
Deborah: Well, that's it guys. Congratulations for making it all the way through this course. I
hope you enjoyed running through Word 2019 as much as I've enjoyed hosting it for you. And
really my main hope is that you come away from this course feeling more confident with some
of the Advanced Features of Word, with an enthusiasm for putting them into practice in your
daily work to make yourself more efficient and productive. Once again, thank you so much for
choosing us and I look forward to seeing you again on another course. That's all folks. Bye for
now.
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