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Microsoft Word 2016 Basics
Formatting: Font and Paragraph
Formatting: Layout and Page

Table

Picture

Inserting and Managing Other Objects
Printing

Creating a Report

Correction and Review

Mail Merge
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7. Printing

File Tab
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7. Printing

7.1 Printing a Document
7.2 Printing Details

7.3 Printing 2 Pages on a Sheet of Paper
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7.1 Printing a Document

1. Click File tab, then select Print

BasicMsWord1 - Word Sign in ? —: X
Click Pri = inti
3. Click Print ¥ to start printing
al 0 1
1 ~ Print =
Printin
PEIEUA g
H & aadubn otk i < I
rinter
-
g - -Book s
MicrosoftPrint to PDF e ] 0 Preview
% ot - 0995 Phone 7 26500
oAy 1033 iPad Pro 24500
Printer Prcaer‘ties
Print
Settings
Share .
] |i~‘.f . Custom Print - {Phone 7 unzdinremyiedmitin Phone tukouiiindsgian 17 Burind Binesuszundne
= Type specific pages, sections or ran... st Ur At mmnsianiRe i gafiasans ithone &
Export o e intonis b vormiphons | sinounsilibutstainn i A
L 3 sl unsilpldnendnoevanly o mrawddlainetu dunacda Phone 7 #
Close [T=| Print One Sided u G
-
5 &
Only print on one side of the page o (RED) Aors i3 i 11 10 Bunudafisunilaveas i (RED
Accourt ‘l_ Collated Uriseasiagu Tasanasfinad HIVAIDS F1 seetiidainm rremids uniane T
- 5
F 123 123 123 Snafumzundie HIV sanwignmntuar’ eufileqluamem sesiin 130 Anisesafaudy ann
= 5 kAo (RED) b Wl i iPhone 7 (PRODUCT) pecial Edition 17 nnsde
Feedback “| Portrait Qrientation - szmmiiodg s Fuasn lasd s udinsiag
Options 7| Ad i - -
| ienezsren Navigate the pages to preview
IT; Normal Margins
Left 254 cm Right 2.54 cm
—” 1 Page Per Sheet - Z h
o ‘ oom the
Ll
42 |of7 ) 60% — —4— + [ prGVIew
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7.2 Printing Details

Print

Number of copies
— P

&

Eﬂ - Copies: ‘17v
Printer to print to (can be Print
PDF printer) Printer 0

=

Microsoft Print to PDF
Ready

- Select what you want to

Printer Properties pri nt.

Settings

N N,

Specify pages to print. [/

Custom Print

. Print on one/both side of

Type specific pages, sections or ran... /

Pages:

2457 /> paper?
Print One Sided ‘
Only print on one side of the page

Collated (printing one copie\‘E
at a time), or not? EE

Collated
1.23 1,23 123

A

8

Orientation

Portrait Orientation

/Paper size

|

Ad
21 cm x 29.7 cm

v

Page Margin = |

Normal Margins

Left: 254 cm Right: 2.54 cm

7How many pages per sheet?
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1 Page Per Sheet

Page Setup




7.2 Printing Details (cont.)

Pages to print option:

Print All Pages

Print Selection Print only highlighted/select area
Print Current Page Print only the page the cursor is
Custom Print User-specified page range

< Use page numbers in combination with comma (,) and dash (-)

X a, b mean printing page a then page b (nothing in between)

4 5, 9 is printing only page 5 and page 9

4

*%* a - b means printing page a to page b (and everything in between)
d s5-9is printing page 5,6, 7,8, and 9
X They can be use together
D 1, 3, 7-9, 20, 23-28 is printing page 1, 3, 7, 8, 9, 20, 23, 24, 25, 26, 27, and 28
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7.3 Printing 2 pages on 1 sheet of paper (same side)

Print 3. Click Print to print the document

Copies: 1 .

Print

Printer
Microsoft Print to PDF

% Ready

Printer Properties

1. Click File tab,

the select Print _
Settings

‘ P Print All Pages .
D 1 Page Per Sheet
2 Pages Per Sheet

%% 4 Pages Per Sheet

Account

Feedback EEE 6 Pages Per Sheet

Options EHHE 8 Pages Per Sheet

L 16 Pages Per Sheet 2. Select 2 Pages Per Sheet

[ Scale to Paper Size » /
2 Pages Per Sheet -
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8. Creating a Report
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8. Creating a Report

8.1 Header and Footer

8.2 Inserting Page Numbers

8.3 Automatically Creating a Table of Contents
8.4 Managing Citations and Bibliography

8.5 Managing Index

8.6 Inserting and Customizing Cover Page

8.7 Styles
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8.1 Header and Footer

8.1.1 Inserting contents into header

1. Click Insert tab 2. Click Header under Header & Footer group to expand

¥

MNew York City.docx - Word

Design Layout References Mailings Review View

¥ Tell mewhat you want to do. Signin 54 Share
:él: ’__’T.) FmﬁmartAF‘t ﬁ Store W %H}fperlink ¥ + i A= g - E‘. = | T Equation ~
o | - Ok Sh\) il Chart ks [ I_@ |* Bookmark . Built-in B
able ictures Online apes = ~ Wikipedia nling omment
- Pictures ~ s Screenshot~ & My dut-ine \iden E||_:| Craoss-reference Blank
ables Hustrations. Add-ins Media Links Comments ~
[Ty ke |
Blank (Three Columns)
IPpses i) [ b [y hecee]
New York City B
From Wikipedia, the free encyclopedia ‘?““'“ A

3. Select a header template, or Edit Header to use your own. We'll use Blank (Three Columns)
for now.
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8.1 Header and Footer (cont.)

4. Type your text on [Type Here] boxes. You can also add 3. Click Close Header

pictures or other objects, like you can at the main part of the and Footer in Design

tab when you’re
page. done.

H ©- O : New York City.dock - Word

File Home Insert Design Layout References Mailings Review

D D @ Fagas D . r| [Ei4 Previous [] Different First Page o+ Header from Top: 0.5" 3 E
T % - - = "
e : Eip Next || Different Odd & Even Pages t Footer from Bottom: | 0.5" %

Close Header

Header Footer Page Date & Document Cuick F‘lctures Online Goto Goto = = .
= = Mumber~  Time Infor  Parts~ Pictures | Header Footer #.. ' Link ta Previous 1| Show Document Text Insert Alignment Tab and Eooler
Header & Footer Insert MNavigation Options Position Close
204100 IT and Modern Life{ [Type here] [Type here]

_ New York City

The City of New York, often called New York City or simply New York, is the most populous city in the

While you are editing Header or Footer, the rest of the document will be greyed out.
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8.1 Header and Footer (cont.)

8.1.2 How to set even and odd pages to have different header and

footer

Check Different Odd & Even Pages Different Odd & Even Pages under Options group in
Design tab, under Header & Footer Tools

H > B = MNew York City.docx - Word
File Home Insert Design Layout References Mailings Review View W Tell me what you want to do..
[ s, I F‘ [Eiq Previous [ Different First Page _i* Header from Top: 0.5" i E
# HD) =] | =l = — = ‘
= T g iy Mext [+/] Different Odd & Even Pages + Footer from Bottom: |0.3" e
Header Footer Page Date & Document Cuick Pictures Online Goto Goto __ ) I ) Close Header
- =  MNumber~ Time Info=  Parts= Pictures | Header Footer +.: -k to Previous |+ Show Document Text Insert Alignment Tab and Footer
Header & Footer Insert Mavigation Options Paosition Close
204100 IT and Modern Life [Type here] [Type here]
[OedpageHeader [New Yorkciy
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8.1 Header and Footer (cont.)

8.1.3 Inserting content into footer
1. Click Insert tab 2. Click Footer under Header & Footer group

T Mew York City.docx - Word

Design Layout References Mailings Review View

s Q r\ 3 DSmartArt ﬁSture W E’ﬂ %Hyperlmk [*] Header - [ - E - IL Equation ~
z 1l Chart [* Bookmark ] Footer~ 4-5F | Qsmbol-
able Plcturs Online Shapﬁ 7 B My Add-ins ~ Wikipedia = Online Comment ik -
= Pictures = @ Screenshot op iy Vidan Ell_:| Cross-reference Buift-in |
ables [llustrations Add-ins Media Links Comments | Blank
KITUWTL dlOUna e woria, Ancnorea By wvdil SLIEEL N e rindnoidl Lasuice o1 g
Yark City has been called both the most economically powerful city and the le
the world, and the city is home to the world's two largest stock exchanges by bk
the New York Stock Exchange and NASDAQ, Manhattan's real estate market is
Blank (Three Columns)
[Ty heeml [Typae | [Tppe hese] -

Austin

t

3. Select a template, or Edit Footer. In this case we use Blank (Three Columns)
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8.1 Header and Footer (cont.)

H S 0 New York City.docx - Word

File Home e Design Layout References Mailings Review WView
D D @ E.@ Eﬂ O E | [Elq Previous || Different First Page i+ Header from Top: 05"
= z : || Different Odd & Even Pages "

3 v K B < 9. Click Close Header

Header Footer Page Date & Document Quick Pictures Online Goto Goto __ ) 2 . Close Header
- ~  Number= Time Info* Pars+ Pictures | Header Footer 4. Linkto Previous | [v] Show Documert Text 2] Insert Alignment Tab arnd Faater

LJ
o ficader S Bt Lzl p— layication Qotio: S 31 Close and Footer mn
residents. In 2013, the MSA produced a gross metropolitan product (GMP) of nearly U5$1.39 trillion. In
2012, the CSA generated a GMP of over US51.55 trillion. NYC's MSA and CSA GDP are higher than the

GDPs of all but 11 and 12 countries, respectively. DeSign tab When

MNew York City traces its origin to its 1624 founding in Lower Manhattan as a trading post by colonists of

the Dutch Republic and was named New Amsterdam in 1626. The city and its surroundings came under you ’ re done
English control in 1664 and were renamed New York after King Charles Il of England granted the lands to

his brother, the Duke of York. New York served as the capital of the United States from 1785 until 1790.

It has been the country's largest city since 1790. The Statue of Liberty greeted millions of immigrants as

they came to the Americas by ship in the late 19th and early 20th centuries and is a symbol of the

United States and its democracy. In the 21st century, New York has emerged as a global node of

creativity and entrepreneurship, social tolerance, and environmental sustainability, and as a world

Akl

symbol of freedom and cultural diversity.

Many districts and landmarks in New York City have become well known, and the city received a record
61 million tourists in 2016, hosting three of the world's ten most visited tourist attractions in 2013.
Several sources have ranked New York the most photographed city in the world. Times Square, iconic as
the world's "heart" and its "Crossroads”, is the brightly illuminated hub of the Broadway Theater
District, one of the world's busiest pedestrian intersections, and a major center of the world's
entertainment industry. The names of many of the city's bridges, tapered skyscrapers, and parks are
known around the world. Anchored by Wall Street in the Financial District of Lower Manhattan, New
York City has been called both the most economically powerful city and the leading financial center of
the world, and the city is home to the world's two largest stock exchanges by total market capitalization,

/ Student 1D: 600000000 Name: John Smith Microsoft Word Lab

4. Edit the footer like you can in the header
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8.2 Page Numbers

8.2.1 Inserting Page Number
1. Click Inserttab 2. Click Page Number under Header & Footer group

41

New York City.docx - Word Header & Footer Toals = - m| b &

Design Layout Referances Mailings Review View Design W TN me what you wantto da. Sign in F_"_ Share

e S e ; - ’ .
1 ) =] Smarthrt ‘G Hyperlink [[1 Header - A=| E - Q’ + | JT Equation -
o O ! r(‘>) ﬁ Store W E%l?‘
e : 1.0 Chart I ; |* Bookmark ) [5] Footer- 4 | Simple
shle  Pictures Online Shapes ﬂMyAdd-ins + Wikipedia Online Comment - Text-
= Dictures ~+  &4s Screenshot~ Vidieo E||_:| Cross-reference 4] Page Number = Box - Phlﬂumbnr
bles Illustrations Add-ins Media Links Comments E?l Top of Page o |
#| Bottom of Page b
Ei g
¥ Page Margins 4
[ Current Position 8
204100 IT and Modern Life [Type here] l'fg Format Page Numbers... Page X

ES'..; Bemowve Page Mumbers Accent Bar 1

| odd Page Header Ne-._;\.-yor_k[_‘ﬁ; _______________________________________________________________________________ iPage

3. Select where you want to put page number, Top of Page, Bottom of Page or
Page Margins

4. Current Position will put the page number where the cursor is
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8.2 Page Numbers (cont.)

8.2.2 Formatting Page Number
1. Click Format Page Numbers to open Page Number Format dialog

H =+ O x New York City.docx - Word
File Home Insert Design Layout References Mailings Review View y wha
5 — [ |-_| [Z14 Previous [ | Different First Page .+ Header from Top: 0.5" 2 a
# (D) Eﬁ | 1 | — = i =
- T : [Eip Mext || Different Odd & Even Pages + Footer from Bottom: | 0.5" 3
Header Footer Page Date & Documeht Quick Pictures Online  Goto Goto - ) = ) Close Header
= +  Numberr Time mfarl Parer Pictures | Header Footer .- Linkto Previous: | |v| Show Document Text Insert Alignment Tab Zihil Enotar
Header & F Top of Page p et Mavigation Options Position Close
Bottom of Page 4
] Page Margins r
[/] Current Position \ A
Format Page Numbers... -1|100 IT and Modern Life [Type here] I
% Remove Page Mumbers
[oddpagetteader |New Yorkciy
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8.2 Page Numbers (cont.)

P Mumber F t ? i .
oo 3. Page numbering :

2. Number format
Mumber format: |1, 2, 3, .. ~

: Select the = specify how you will
Include chapter number
p start counting in this

format Of Chapter starts with style: | Heading 1
numbering L - (hyphen) section:
Examples: 1-1, 1-A

" Continue from previous

Fage numbering

Gl Continue from previous section SeCtion W|" continue

b

(@) Start at: |11 =
from where the last

K Cancel

t
4. Click OK

page of the last section

W Start at will restart
counting at specified

204100 1T and Modern Life Type here 11 ‘

Odd Pege Header | New York City
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8.3 Table of Contents

8.3.1 First thing: assigning Headings style

Before you can automatically creating a table of contents (ToC), you need to assign Heading
Styles to the topic texts. Where Heading 1 will be main topics, and Heading 2,3 will be

subtopics at the successive levels. You can assign Styles to text as follow:

2. Click Home tab 3. Click the Heading 1

B ©-

Insert Design Layout References Mailings Review View @ Tell me what you want to'do,,.

O T MNew Yark City.docx - Word =

File

= X Cut e . il g o Troose | - .
ki By CalibriLight (k=16 ~| A A (A3~ | & |i=~-:=~i=- | €23 naBbcche AaBbeene | AaBbC| AaBbCcr Aa Ij T
opy %
s - 7 c o o (B — — o) | A= e - . . _
- ~ Farmat Painter B I U-aex, x* A-%¥-4A ====4 Iz L8 5 ale | TNormal  TMo Spac...l Heading 1 I Heading 2 Title Subtitle
Clipboard T Font T Paragraph Styles

EXPENSIVE IN TNE WOrId. IMAnnattan's LNINatown Incorpora
people in the Western Hemisphere, with multiple signature Chlnatowns developing across the city.
Providing continuous 24/7 service, the New York City Subway is one of the most extensive metro
systems worldwide, with 472 stations in operation. Over 120 colleges and universities are located in
New York City, including Columbia University, New York University, and Rockefeller University, which
have been ranked among the top 35 in the warld.

1. Geography «— 1. Highlight the topic text
New York City is situated in the Northeastern United States, in southeastern New York State,
approximately halfway between Washington, D.C. and Boston. The location at the mouth of the Hudson
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8.3 Table of Contents (cont.)

5. Click Home tab 6. Select Heading 2 Styles

H ©-VO i MNew York City.docx - Word

File Insert Design Layout References Mailings Review View @ Tell me what you want to-do
e db Cut T ] g A= =) g e A . ]
[0 g CalibriLight (+~ |13 ~| A" A" | Aa~ B¢ 1= - i= - Se- (232 2L T | asspcene maBbeede AaBbC( |AsBbeer| assbceo AdB
2 Copy =
Paste | = 2 AL AL =E===E 1= =i i ing 2 i ; =
: ¥ Foirat Paiitar B I U ~abe X, X - 3 A = = = = =_,I = {}_! 25 . TMormal T MoSpac.. Heading 1 . Heading 2 _ Heading 3 Title 5
Clipboard G Fant T Paragraph & Styles P

3. Parks

The City of New York has a complex park system, with various lands operated by the National Park
Service, the New York State Office of Parks, Recreation and Historic Preservation, and the New York City
Department of Parks and Recreation.

In its 2013 ParkScore ranking, the Trust for Public Land reported that the park system in New York City
was the second best park system among the 50 most populous US cities, behind the park system of
Minneapolis. ParkScore ranks urban park systems by a formula that analyzes median park size, park
acres as percent of city area, the percent of city residents within a half-mile of a park, spending of park
services per resident, and the number of playgrounds per 10,000 residents.

3.1 National parks <= 4. Highlight the subtopic text
Gateway National Recreation Area contains over 26,000 acres (10,521.83 ha) in total, most of it
surrounded by New York City, including the Jamaica Bay Wildlife Refuge. In Brooklyn and Queens, the

Notice: Make sure to assign headings to all topics/subtopics you want to appear at the ToC
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8.3 Table of Contents (cont.)

7. If you want to change the formatting for headings, Right-click on the Style and then select
Modify

* MNew York City docx - Word
Insert Design Layout References Y
= {x) Cut R T - - 2 ' — r— r— —_ A I " 1 ﬁ
- - = AT e e |
1Y e CalibriLight (+ 7|16 | &' A" [Aar & iZriZ-%2- |32 2 T | papbeene assbeene | AaBbC| AsBbcer assbcen AB &
& opy T wat
Paste 3 = - A v EEs==E = o ing i i i B
- & Eorrmist Painter B I U -abe X, X Al i A == = [(;_,I = ; . TMormal T Mo Spac.. 7 | Heading 2 Hez@qu Title =
Update Heading 1 to Match Selection
Clipboard Il Fant ] Paragraph I e

[Z = |

Select All: (Mo Data)

Rename...
Remaove from Style Gallery
Add Gallery to Quick Access Toolbar

expensive in the world. Manhattan's Chinatown incorporates the highest concentration of Chinese
people in the Western Hemisphere, with multiple signature Chinatowns developing across the city.
Providing continuous 24/7 service, the New York City Subway is one of the most extensive metro
systems worldwide, with 472 stations in operation. Over 120 colleges and universities are located in
New York City, including Columbia University, New York University, and Rockefeller University, which
have been ranked among the top 35 in the world.

1. Geography
New York City is situated in the Northeastern United States, in southeastern New York State,
approximately halfway between Washington, D.C. and Boston. The location at the mouth of the Hudson
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8.3 Table of Contents (cont.)

. . . Modify Style ? >
8. Modify Style dialog will —
appear, where you can. S RS =
pp ’ y Style type: ILinP:Ed [paragraph and character] |
- | =
- Style based om: !_1[____[*{:_::@1[ [ i
Change font Style for following paragraph; |_1Th!c|£rnil |-:i
f rm in Formatting .
typel ormatt g | CalibriLight (e (20 V]| B T U |f
"  Under Format, you can B=====clEE=E=

change other formatting,

1. Geography
such as paragraph i s

format, just for that Style

EF::unt: {Default) =Headings (Calibri Light], 20 pt, Bold, Font color: Text 1, Complex Script Font: &
| =Headings C5 (Angsana Mew), 20 pt, Space

EBefore: 12 pt
| After; O pt, Keep with next, Keep lines together, Level 1, Style: Linked, Show in the Styles b

[] Add to the Styles gallery [ | Automatically update 9. Click OK
@ Only in this document (:]l Mew documents based on this template ‘

. Format - ok || cancal |
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8.3 Table of Contents (cont.)

8.3.2 Automatically Creating a ToC

After all topics are assign appropriate headings, do the followings:

3. Click Table of
Contents 2. Click References tab

o - = Mew York City.docx - Waord

Home Insert Design Layout Mailings Review View
% Tfl Add Text = ﬂBl ﬁ‘]lnser’c Endnote =] @Manage&ourcej . [} Insert Table of Figures Tj [ Insert Index ‘l‘:r EEr Insert Table of Authorities
DiUpdateTable AE: Mext Footnote - [% Style: | APA - 1! Update Table & ' Update Index ) I-I';E Update Table
Table of Insert fpsert: o Insert E Mark Mark
Contents = Footnote =i Show Notes Citation - E [ Bibliography - Caption = Cross-reference Entry Citation
Table of Contents Footnotes ] Citations & Bibliography Captions Index Table of Autharities
Table of Contents
Provide an overview of your
document by adding a table of
contents,
_ _ _ 204100 IT and Modern Life 11
Text using a heading style will be
included automatically, To include
more entries, select the texdt and
click Add Text. The table will be
refreshed when you click Update Table Of contents
Table,
@ Tellme more | _j*=1.Move the cursor to where you want to insert the ToC

MAIYIINYINISADUWILODS
COMPUTER SCIENCE DEPARTMENT, CMU

AOUSINENAIAAS UKIBneauLduatkl




8.3 Table of Contents (cont.)

4. Select the formatting of the ToC you want

New York City.dock - Word

Design Layout References Mailings Review View & Tell me what you wantto do.,
_ Tfl Add Text - ABl ﬁ'] Insert Endnote c_i ,":ﬁ',. Manage Sources [ Insert Table of Figures + [ Insert Index ‘l‘_ LET Insert Table of Authorities
- B! Update Table '“-E: Mext Footnote - F‘@Style: APA - = !__II Update Table '1‘:1' Update Index |_'" Update Table
[ab nsert z nsert - nsert ar| arl
Table of | o [ e | Mark Mark
Coptentss Egoipgte = Show hotes Citation - ¥ Bibliography Caption [ Cross-reference Entry Citation
Built-In ions & Bibliography Captions Index Table of Autharities
Automatic Table 1
Contents
HEadng L e e Ly
g e e e e R B R R R R )
Heading 3 alfrn Life 11
Automatic Table 2 t t
pntents
Table of Contents
i e 1
Heading 2 o,
Heading 3 11
Manual Table
Table of Contents
TV bt Bt (M T HER
Type chapter tithe el 2) x
Typa chaptRr e (VR 3] ... ——————————————-
Tupe chapter title (level 1) a
Tume chaater titke fievel 24 s ree encyclopedia
i More Tables of Contents frem Office.com z : : G
R ¢, often called New York City or simply New York, is the most populous city in the
1 Custom Table of Contents... i ° e
= R e an estimated 2016 population of 8,537,673distributed over a land area of about
e R Table of Content: in i = .
C_;‘ S R 784 km2), New York City is also the most densely populated major city in the United
Bl 2VESSIECHON o 1SHE of Larents Bate |ie southern tip of the state of New York, the city is the center of the New York

metropolitan area, one of the most populous urban agglomerations in the world. A global power city,
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8.3 Table of Contents (cont.)

6. In case page number for topics (or the topics themselves) have changed, Click Update

Table under References tab. ToC will update itself

H - z New York City.docx - Word

File Home Insert Design Layout References Mailings Review View

ABl i Insert Endnote @ ) Manage Sources . B Insert Table of Figures D E Insert Index +—r & Insert Table of Authorities

AB, Next Footnote - EZstyle: aPA - [ Update Fable [l Update Index 41 Update Table
Insert : Insert Insert Mark Mark

Contents ~ Footnote =! Show Notes Citation ~ & [ Bibliography Caption L Cross-reference Entry Citation
Table of Contents Footnotes m Citations & Bibliography Captions Index Table of Authorities

204100 IT and Modern Life 11
5. ToC will automatically appear with page
Table of Contents numders

Contents
B == = o | SO 1.

B N o T Lot U =SS U SO PTD U UPUTRRUPTRPRP 1.
e S | S DTS SO U ST OTRPTDURTPUPTPRUUPTRRPRI i |
B N ationalPar s s i s e L R R TR e s
B S T Lo s | ) e e e oL R e e e L i e S e o D e s
A DA RS e s s s B S B S R S R R s R s imsiss TR
A O D A T B i e i T B R B B e e e sl B
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8.4 Citations & Bibliography

Your report will usually have information from other sources: academic papers,
books, or even webpages. However, you need to reference (cite) the sources in
your report. This, beside giving credit to authors of the sources, will also
increase credibility to your work.

8.4.1 Manage Sources

You can store and manage your sources of information in Source where you can
pull them and put them into your report in the format of your choice.

2. Click References tab, then click Insert Citation..

Blew York City 3.dock - Word

Design Layout References Mailings Review View @ Tell mewhat you want to do..

ABl iy Insert Endnote Ol Manage Sources [ Insert Table of Figures Tj [ Insert Index 'L:r CET Insert Table of Autharities
4"@: Mext Footnote - F@Style: APA - [ Update Tahle ™! Update Index [ Update Table
Insert oy PR Insert E Mark Mark
Footriote = 3fow hotss Citation = £y Bibliography - Caption o Cross-reference Entry Citation
Footnotes 5 LE Add New Source... Captions Irdex Table of Authorities
[ Add New Placeholder... New York City

- 1. Click where you want to put the citation
From Wikipedia, the free encyclopedia

3 CIle Add New Source The City of New Yark, often called New York City or simply New York, is the most populous city in the
United States. With an estimated 2016 population of 8,53?,673| distributed over a land area of about
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8.4 Citations & Bibliography (cont.)

Create Source ? >

Type of Source |WEI:| site Language |E""1=3“|t (G 4 Select the
n

Bibliography Fields for APA

Author |Eureau, .5, Census | | Edit |
|:| Corporate Author |

type of source

Mame of Web Page |American FactFinder - Results

(web site here)

Mame of Web Site |factfinder.censu5.gcuv

|
|
|
Vear 2017 |
|
|
|

Month |05 and fl" In the
Day |26 ]
URL |httpSlm‘actfinder.census.gmrﬁacesftablesenrices..’jsffpagesfprnductview.xhtml?src=bkmk detalls
|:| Show All Bibliography Fields
i[;jr;;-rlr;e | The Tag Mame will be used to uniquely identify this source, I = ‘|I| — | 5. Click OK to
insert
New York City

From Wikipedia, the free encyclopedia

The City of New York, often called New York City or simply New York, is the most populous city in the
United States. With an estimated 2016 population of 8,537,673 (Bureau, 201 ?‘}| distributed over a land

The Result
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8.4 Citations & Bibliography (cont.)

Example of Book source

Create Source ? X

Type of Source | Book v Language |Default ~

Bibliography Fields for APA

Author ‘Pauline Frommer ‘ ‘ Edit ‘

] Corporate Author

Title ‘Frommer's Easyguide to New York City 2017

iy |

Year ‘2016 ‘
Publisher ‘Frommermedia Llc ‘

[] show All Bibliography Fields

Tag name Example: Adventure Works Press

New York City

From Wikipedia, the free encyclopedia

The City of New York, often called New York City (Frommer, 2016)|or simply New York, is the most

The citation
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8.4 Citations & Bibliography (cont.)

8.4.2 Searching Sources

When you have large amount of sources, you can search & filter sources to the keyword(s) you
specify

1. Click References tab

—
2. Click Manage Sources |r:_h'||.n Manage Sources

References Mailings Review BT ¥ [ell mewhatyou 1t to do
te &1 Insert Table of Figures \;LI [ Insert Index 'Er EEr Insert Table of Authorities
e - =& atyle | APA * —' [ Update Table ™ Update Index [ Update Table
Insert Insert Mark Mark

Citation - © [3 Bibliography - Caption L5 Cross-reference Entry Citation

& Citations & Bihlinarapky Cantions Indey Table of Authorities 4_ Select how you Want the
sourceManagerl 3. Type the keyword(s) F

= bt by Author = source to be sorted by

Sources available in:

_ Browse... I .
Master List = | Current List
Bureau, U.S, Census: American FaciFinder - Results (2017] 2 | Copy > ¥ Bureau, U.5, Census; American FactFinder - Results [2017]
[ Delete |
| Edit.
e |

¥ cited sourez
? placehald: s source

Preview [APA}:

Citation: {Bureau, 2017) i
5. Sources that match the keyword(s)

Bibliography Entry:

U.5. Census Bureau. (26 05 2017). American FactFinder - Results. Amatan factfinder.census.gov: v

Close |
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8.4 Citations & Bibliography (cont.)

8.4.3 Inserting Bibliography

1. Move cursor to where you want to insert the bibliography, the click References tab

References Mailings Review View

Tj' 2 Insert Index

te @‘ =1} Manage Sources Insert Table of Figures
e - EEStyIE: APA - ===, [ Update Table M1 Update [ndex
Insert —_— Insert £ Wark
Citation I En Bibliography = I Caption - Cross-reference Entry
(] Citatic  Built-In dex
Bibliography

w— “I— 2. Click Bibliography E [ Eibliography -

Chier, ), [2003), Citotions end References, Mew Yo Contose Press,

Haas, 1, | 2005), Creating @ Farmal Bubl Baston:f L Inc,
N RIS and select the format you want
References

References Bibliography

Chien, |, [2003), Citations emd Referenoes. Mew York: Contoss Press,
Haas, 1. [ I005), Creating a Forr Boston:f L Inc,

Bureau, U. C. (2017, 05 26). American FactFinder - Results. Retrieved from factfinder.census. gov:
Kramer, ). D. [2006). How o Write Biblogrophies. Chicago: Adve nture Works Press,

https:/factfinder.census.gov/faces/tableservices/jsf/pages/productview.xhtml?src=bkmk
Workes Cited

Frommer, P. (2016). Frommer's Easyguide to New York City 2017. Frommermedia Llc.
Works Cited

Cheen, |, [2003), Citetions omd References. Mew York: Contoso Press, *
Haas, I, [ X005, Creating a Forr Bayston f L Inc,

Kramser, 1. 0. [2005). How to White Biblogrophies. Cicago: Adve nture Waeks Priss, Res u Iti n g B i b I iog ra p hy

E’D Insert Bibliography
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8.4 Citations & Bibliography (cont.)

"  You can select many citation styles [z Style: APA -

"  Your professor/publisher will specify which one you’ll use.

References Mailings Review View /

ite @.‘ =l plapane Soyrees @ Insert Table of Figures
e - - @St}'lﬁ ﬁtﬁi l J"-:‘H_. :_‘_-r Upoare Tane
Citation - & [ Bibliof ” s dence

| Citations & Biofif SPaM Edition group
Chicageo |
Sixteenth Edition
GBTT14 ;ra p h‘
2005 k. (2017, c

?D[;;jT - Name Sort s/ /ffactfit

il < 2. Select the style
Harvard - Anglia

2008

IEEE

2008

IS0 690 - First Element and Date
16987

IS0 690 - Numerical Reference
1987

MLA

Seventh Edition

SIST02

2003

Turabian

Sixth Edition

a0\ NMAYIINYINISADUWILODS
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1. Click Style under Citations & Bibliography




8.5 Index

Indexing is a making a list of important words or phases and adding page numbers
associated which each entries (where they’re explained, where they’re used etc.). This make it

easier for readers to look up the meaning and context of each important words.

-
2. Click References tab 3. Click Mark Entry M:k to add the word into the index list
r

Entry

References Mailings Review View

te (_:';f ,r:ﬁ,:. Manage Sources [ Insert Table of Figures = Insert Index  » LET Insert Table of Autharities
[ Larrs
ke - ; E%Style: APA 3 (11! Update Tahle 1 Update Index [ 1! Update Table
Insert .~ Insert Mark
Citation » 53 Bibliography - Caption Ell_:| Cross-reference Citation
(] Citations & Bibliography Captions Index Table of Authorities

Mark Entry (Alt+Shift+X)

. Add the selected text to the index.
MNew York City

From Wikipedia, the free encyclopedia

The City of New York, often called New York City or simply New York, is the most populous city in the
United States. With an estimated 2016 population of 8 537,673 (Bureau, 2017) distributed over a land

1. Select a word to index
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8.5 Index (cont.)

4. Specify the details of the entry

Index

Specify the word

Mark Index Entry ? P4

subentrny

Main entry:

Mew York City

Options

I'D Cross-reference:
(@) Current page

ID Page range

BEookmark:

See I’

Fage number format

..............

Select format for ~

page numbers

This dialog box stays open 50 that you can mark
multiple index entries,

Mark

Mark Al |

Cancel |

1

S

elect index options

Cross-reference: specify
related word the reader
can look up

Current page: use the

current page number

Page range: use page
range for index

Click Mark or Mark All to create the index entry
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8.5 Index (cont.)

After we have indexed all words we need, we need to insert the index list,

usually at the end of the document

2. Click References tab

3. Click Insert Index

References Mailings Review View . at ye ittoE
ste =l Manage S [ Insert Table of Fi E 5 7 Insert Index L o Eer Table of Authariti
E — ge S0uUrces nsert lable of Figures a nsert nm L =f Insert lable of Authaorities
e - ERstyle (APA  ~-|| — [} Update Table ™! Update Index (! Update Table
Insert -~ Insert Mark Mark
Citation - &[4 Bibliography ~ Caption 3] Cross-reference Entry Citation
Mai Citations & Bibliography Captions Index Table of Authorities
Insert Index

Add an index listing key words and
the page numbers they appear on.

1
1. Click the location you want to insert the index list
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8.5 Index (cont.)

4. Select the formatting for index list

Index

Index Table of Contents | Table of Figures  Table of Authorities

Print Preview
A |Type: @' Indented (O Run-in /Number Of C0|umns
Columns: |—2 "3",
Language: |Engllsh {United States) !v
Aristotle 2 \
Asteroid belt See Jupiter La n g ua g e
Atmosphere
Earth v

ARight align page numbers
] |e Select how words and page

Tab leader: |

Formats: iFanqr e . .
s ¥l numbers will be aligned

MeikEnio || Aol 00| B, Click OK to insert the index
| ok ‘1 | Eam:et_i Iist

&\ NAJYIONYINISADUWILNDS
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8.5 Index (cont.)

The resulting index list:

N
New-\"ﬂrk{it\r - 11,12,-13,-14,-151]

d

Note: When the index list is inserted, the Paragraph marks (T[) will appear

after this list. We can hide the mark by pressing Ctrl and * or Press Home —»
Paragraph Marks ([) under Paragraph group

N | The resulting index list, after the

New York City 11,12,13,1415  paragraph mark is hidden

&\ NAJYIONYINISADUWILNDS
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8.6 Cover Page

1. Click Insert tab

ome Mailings

L -
- | o s o 25 2. Click Cover Page under Pages group

Page~ JPage Break - Pictures - -

-

—
o _— Cover
T B Page -

Austin Banded Facet

References

Design Layout

Filigree Grid Integral

lon (Dark) lon (Light]
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8.6 Cover Page (cont.)

4. The (unfinished) cover page will appear, you can type in text in each
[text] area. You can also add/change/remove objects on the cover page

(Iike picture) as needed

ome nsert Tencs ings W e Q Tell me what you want to do...
ﬁ = D FD --'Yilll o, @ W

o [ signature Line ~
N T D ) HE 4 2= T Q
e = % Date & Time
wer  Blank P age Table  Pictures Onlin Sh apes SmartArt Chart Screenshot & My Add-ins - Wikipedia | Online Hyperlink Bookmark Cross- | Comment Header Footer Tent Quick WordArt i):.'!.‘ A Equation Symbal
P age~ Page Bresk - Pictures - E Video ool =N mb Bacr Paiter = Hlobject - 5 -

Pages Tables Ilustrations Add-ins Media Links Commen ts Header & Footer Text Symbols
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8.6 Cover Page (cont.)

The Result:

Design  Layout  References  Mailings  Review  View

s S| ) F T Ay S + = n A [ signature Line -
B 01— bd g [ Bl @i @ W QG [k [ T OD b A A e L Q
Cover Elank Page  Table Pictures Online Shapes SmartArt Chart Screenshot sy add-ins + Wikipedia  Online  Hyperfink Bookmark Cross-  Comment  Header Footer Page Tet Quick WordAt Drop = Equation Symbol
Page- Page Break - Pictures = - Video reference - 2 MiBain]| Boar Babrd ko s OB - -
Pages Tables Iustrations Add-ins Media Links Comments Header & Footer Text Symbols

New York City
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8.7 More on Styles

" Beside headings, you can use Styles to change the format
of part of your text, or creating a new Style for special part

®  Other important Styles

» Normal: for normal, non-topic, non-listed part of text

> List Paragraph: For text in bullet-pointed, and numbered
list

® Under Design tab, you can select and adjust your own set
of Styles

Insert QERESGLEM Layout References  Mailings Review  View

A l TITLE ' Title Title Tite Tinl . u A —# Paragraph Spacing ~
a (LT ] Hhaeaal 1 ik ] C
wsrtews HEALSEG 1 i e e s e g | 1 FLADED :_-‘-:';::“-:m .._:.....:..."_.._._ - m Effects -
Themes | ——=ions mommmmmn il e e o Colors Fonts
R e o . e | e i i A o i, St e o et | - _ Q Set as Default

-

Document Farmatting
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9. Correction and Review
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9. Correction and Review

9.1 Finding and Replacing
9.2 Making a Correction
9.3 Adding Comments

9.4 Tracking Changes

9.5 Accepting/Rejecting Changes
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9.1 Finding and Replacing Phrases in the Document

1. Click Home tab

9.1.1 Finding a phrase

2. Click Find

File Insert Design Layout References Mailings Sign in F_}_ Share
R .%. Cut e - - - £ 1 — B I | I p ﬁl‘lﬂd bt
M e Calibri (Body) ~|11 ~| A A |Aa~ B¢ |iZ-i=-'- &= |8 1 aasbcene assbcene AaBb AaBbC sszhcco AQB -p —
7 _ il Fin
Pavste e B I U -abex, x| /&~ A ==== = $§ v | Ad i ! T Normal --NU Spacing Heading1 Heading2 Heading3 Title = I D Advanced Eind.. I
Clipboard P Fant P} Paragraph = Styles P Tgc To..
Navigation ~ % NewvorkCity 4, Type the keywords under
E-E-earch document L :i i Find and Replace H A - 3 SEIGCt Advanced Find
- o | Find what: | 2
Fleadings 1 Cages 1 Bemits Find _ Replace__GoTo \ 4 he most populous city in the
Findwhat: | boroughs ~| |2017) distributed over a land

Text, comments, pictures... Word can find Search Down

Options:

just about anything in your doecument,

Use the search box for text or the magnifying
glass for everything else.

5. Click Find Next to find the next match

| < less |

Search Opiigns

6. More>> will

Cancel

| Reading Highlight~ | | FindIn~ i| Find Next |

Search: -Down E'

|:| Match case

|:| Find whole wards anly
[ Use wildeards

[ sounds like [English)
|:| Find all word forms [En

show you more

search options

|:| Match prefix
|:| Match suffix

D Ignore punctuation characters

glish) |:| lgnore white-space characters

Find

| Farmat = |
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9.1 Finding and Replacing (cont.)

Search Options

® By clicking More>> extra search options will appear on the Find
and Replace dialog box:

® Match case will only show the result that match case
(uppercase, lowercase) of each character you’ve typed in

®  Find Whole Words Only will show the result that is that exact

word, not part of a word

For example, if you’re searching for “soft” the result well not
include “Microsoft”
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9.1 Finding and Replacing (cont.)

" Use Wildcards will use the following symbols to denote “anything”

* for any number of character (or nothing)

and ? for any one character
for example: Mi* or Mi??7???

® Sounds Like (English) will find words that pronounce similarly to
the query (the word you type in)

" Find All Word Forms (English) will search for the query, and any
word form of the query such as plural, past tense, etc.
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9.1 Finding and Replacing (cont.)

9.1.2 Replacing a word/phrase in the document

1. Click Home tab

2. Click Replace

3. Specify what you want to find

Find and Replace

& replace

Find Replace

Insert Design Layout References Mailings Review View Sign in
¥ cut A Be | = = = £ Find ~
B Y T | A Al =it e aaBbeede assbeene AaBb AaBbC asseceo AdB % g
2 Copy = | | %3¢ Replace
Paste = 2 . oak s e =Sl e TNommat  NoSpsorg Hesding] Hesding Hesding 3 =
= ¥ Format Painter B I U -ax, x| f}- - A === b= = - — Al - ) - T [ select~
Clipboard (] ] Styles Editing

4. Specify what you want to replace

h 4

Findwhat | New Yk

the word in (3) with.
|

+,537,673 (Bureau, 2017) distributed over a land

Replace with: 'Nea.-\r York

City is also the most densely populated major city

: << Less | Cancel |

| Replace All i! Eind Next || |

Search Options

5

Search; All

[] Match case
Find whole waords only

[] Use wildcards

[] sounds like {English]

5. Click Find Next to move
on to the next match

|:| Find all word forms [English) |:| Ignore white-space characters

s state of New York, the city is the center of the
s urban agglomerations in the world. A global
pon commerce, finance, media, art, fashion,

ts fast pace defining the term New York minute.
¢ York is an important center for international
ncial, and media capital of the world.

New ’ﬂg City consists of five boroughs, each of

Replace

| Format=+ | Specalr | | o Eofmeting
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6. Or click Replace to
replace that match

ns — Brooklyn, Queens, Manhattan, The

in 1898. The city and its metropolitan area
hited States, and as many as 800

cally diverse city in the world. New York

e United States, the world's largest




9.2 Making Correction

MS Word will check our typing for spelling and grammar automatically. It will highlighted
(likely) incorrect word or sentence with red squiggly line (misspelling) or green
squiggly line (grammar problem).

According to MS Word'’s

To make correction, do the following:

dictionary
1. Right-click the marked word or sentence

!

Ribbin 2. Read the explanation and/or select
T Ribbing / appropriate correction
::; 3. Correct word will no longer has
Rabin squiggly line - Ribbon
::;M - Note: You can also Ignore to tell MS word to not
Add to Dictionary mark this word anymore for this session, or Add
B Hyperlink..

to Dictionary to make sure the word will not be

'-!,':| Mew Comment

&\ NAJYIONYINISADUWILNDS marked in the future.
| ] COMPUTER SCIENCE DEFARTMENT, CMU
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9.3 Adding Comments

Sometime, we will collaborate on one document, we can use comments to
communicate between collaborators to talk about what need to be fixed, or ask

question without making changes to the document itself.

2. Click Review tab

File Home Insert Design Layout References Mailings

3: E] ﬁ) a"%j GE$ tj z‘ '-i.-' ) E _-._z‘ L Simple Markup - gpmr::tiuus { |:I‘_‘

Show Markup =

Spelling & Thesaurus Word Smart = Translate Language et [Delete Previous Next Show Track - Accept Reject Compare Block Restrict
Grammar Count = Lookup v hd Comment Comments  Changes - (2| Reviewing Pane ~ b v - Authors = Editing
Proofing Insights Language Comments Tracking & Changes Compare Protect
vicinity of the cil Inserta Comment
Add a note about this part of the

3 Parks document 3. Click New Comment

The City ofilew York has a complex park system, with various lands operated by the National Park
Service, the New York State Office of Parks, Recreation and Historic Preservation, and the New York City

Departmert of Parks and Recreation.

1. Highlight text you want to add comment on
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9.3 Adding Comments (cont.)

4. Type the comment text

File Home Insert Design Layout References Mailings Review

AERIEEY 3 =

Signin S, Share

i B Simple Markup  ~ & a Previous
v = - o [
% Show Markup ~

: 2] Next
Spelling & Thesaurus Word Smart  Translate Language MNew  Delete Previous Next Show Track A Accept Reject 3 Compare Block  Restrict
Grammar Count  Lookup 4 b Comment ~ Comments Changes - 2| Reviewing Pane - b v - Authars - Editing
Proofing Insights Language Comments Tracking M Changes Compare Protect -
vicinity of the city. =
H Windows User A few seconds ago
3 Parl Please add pictures!|

The City of New York has a complex park system, with various lands operated by the National Park al ‘]J o @ C t
Service, the New York State Office of Parks, Recreation and Historic Preservation, and the New York City "“:b iwlﬂaﬂ‘]ﬁaﬂ?.li’]ﬁﬂiaﬂ ommen
Department of Parks and Recreation. 1. %El Lﬂ%a\‘] m%’
U
@ A A vL 61 a ¢
2. BHRIDIANHIW TJ PBATTNANN

% a (3
AIMNAA LKW

Aa (3
3. ??I‘aﬂ')']&lﬂ')'lﬂﬂﬂlﬂ%

Windows User nsnyiau 26, 2560
Please add pictures!

3. ‘Pa rks

The City of New York has a complex park system, with various lands operated by the National Park

Service, the New York State Office of Parks, Recreation and Historic Preservation, and the New York City R
Department of Parks and Recreation. tJ

eply V) Resolve
5. Other collaborators can make a reply to the comment by clicking Reply/

Or, if the issue in the comment has been addressed, click Resolve
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Windows User 3 minutes ago
| have already inserted pictures of parks.




9.3 Adding Comments (cont.)

ferences I"-J1E|i|ir1|_:.|5 Review

Mew Delete Previous Next
Comment - ﬂumnmnis

Comments

Commands under Comments group

-

; New t New Comment Create a new comment entry
i,(j Delete Deleting a comment entry
Delete
f:;[ - Previous/Next Move to the previous/next comment
Previous Mext

&\ NAJYIONYINISADUWILNDS
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9.4 Tracking Changes

While collaborating over a document, you can use Track Changes command to see what
have been changed in the document (since you start tracking)

1. Click Review tab
¥ 2. Click Track Changes to start the tracking process

References Mailings View Add-in ‘,;' Tell me what you want to do
B + ] fj > — = LS All Markup ~ €] Previous T
\ ==Show Markup ~ P Next

juage New Delete Previous Next  Show = Reviewing Pane ~ Accept Reject Compare Block Restrict
- Comment ~ Commentg

S & = Authors -~ Editing
Comments Tracking M Changes Compare Protect
IwU-\‘l-l-2w\-3-\w4wI-5‘\w6-|w7‘I-Bw\w9w\-ID-\‘llwI-12w\‘13-Iw14‘I-15‘\‘16-)‘]‘17'\‘18'I'19
Sy ooy, =

77777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777 Windows User

3 Pa rks Please add pictures!

The City of New York has a complex park system, with various lands operated by the National Park
Service, the New York State Office of Parks, Recreation and Historic Preservation, and the New York City
Department of Parks and Recreation.

Windows User
| have already inserted pictures of parks.

3. You can add Comments to the1
In its 2013 ParkScore ranking, the Trust for Public Land reported that the park system in New York City

was the second best park system among the 50 most populous US cities, behind the park system of Chan ges
Minneapolis. ParkScore ranks urban park systems by a formula that analyzes median park size, park

acres as percent of city area, the percent of city residents within a half-mile of a park, spending of park

services per resident, and the number of playgrounds per 10,000 residents. 4_ You can see markup (changes)

3.1 National parks on insertion (red text) as well as
Gateway National Recreation Area contains over $(10,521.83 ha)in total, most of it
surrounded by NYC-MNew York City, including tHe Jamaica Bay Wildlife Refuge. In Brooklyn and Queens, removal (‘Sﬂ‘l‘ket'hfﬁug'h'ed—l‘ed-te*t‘)
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9.4 Tracking Changes (cont.)

9.4.1 Markup Display Style

You can choose how markups (changes) will be displayed

1. Click Review tab

Home Insert Design Layout

i SO ap ®r

Spelling 8 Thesaurus Word Smart  Translate Language MNew

Sirﬂple Markup l
Delete Previous Mext Shpw Track imple Markup

AII Mark
Grammar Count Lookup x - Comment  ~ Comments C]EIW'. I Markup
Proofing Insights Language Comments Tra Ef .ar up

Original

t

2. Select display style
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9.4 Tracking Changes (cont.)

Example of All Markup display style

References Mailings Review View Add-ins .!, Tell me what you want to do
3;$ E’Vj E‘lj E)Vj — =5y |53 All Markup - £] Previous [‘%
\ = = ==Show Markup ~ #7 Next —_—
juage New Delete Previous Next  Show Track ]Reviewing Pane ~ Accept Reject Compare  Block Restrict
- Comment -~ Comments [Changes ~ ' v - v Authors ~ Editing
Comments Tracking T Changes Compare Protect
\l'zwl-l-lwa\-E-Iw4-\-S-Iw6-\-7-IwB-\-9-\-lD-I‘11-\-12-I‘13-\-14-Iw15-\-16wé47||w18|\l19
I\..IIIII.y A=A S N A Lll.,‘.

Windows User

3 ‘Parks Please add pictures!

The City of New York has a complex park system, with various lands operated by the National Park
Service, the New York State Office of Parks, Recreation and Historic Preservation, and the New York City
Department of Parks and Recreation.

Windows User
| have already inserted pictures of parks.

In its 2013 ParkScore ranking, the Trust for Public Land reported that the park system in New York City 1
was the second best park system among the 50 most populous US cities, behind the park system of

Minneapolis. ParkScore ranks urban park systems by a formula that analyzes median park size, park

acres as percent of city area, the percent of city residents within a half-mile of a park, spending of park

services per resident, and the number of playgrounds per 10,000 residents.

3.1 National parks Text with comment added will be

Gateway National Recreation Area contains over 26,000 acres (10,521.83 ha)in total, most of it hlghllghted in red
surrounded by|NYC-New York City, including the Jamaica Bay Wildlife Refuge. In Brooklyn and Queens,

You can also see insertion/removal
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9.4 Tracking Changes (cont.)

9.4.2 Selecting which Markup to Show

You can expand Show Markup to check which changes will be show or not.

=L Eﬁ Simple Markup -
Show Markup -
Track

Changes~ Comments

+ Ink
+ |Insertions and Deletions

« Formatting

% Balloons 3
Specific Pecple *
Hig Updates
Other Autho

g\ NAJYIINYINISADUNILODS
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9.4 Tracking Changes (cont.)

9.4.3 Reviewing Pane

You can show Reviewing Pane, which will show list of changes in the document

EE Er.ﬁ Simple Markup -~
= Show Markup =

Track
Reviewing Pane -

Changes ~
Reviewing Pane Vertical...

Reviewing Pane Horizontal...

Example of Reviewing Pane Vertical

v

.. L L2 I . . 1 S22 01 314 L5 L6 7 .8 L9 .10 . C11 L1120 C13 14 . 15 . 16
Revisions R — = i
~ 3 revisions < 2 3.1 Natlonal parkS
Windows User Inserted ; Gateway National Recreation Area contains over 26,000 acres (10,521.83 ha)in total, most of it
NYC =

N | surrounded by NYC-New-Yerk-City, including the Jamaica Bay Wildlife Refuge. In Brooklyn and Queens,

Windows User Deleted

New York City N the park contains over 9,000 acres (36 km2) of salt marsh, wetlands, islands, and water, including most
Windows User Inserted - of Jamaica Bay. Also in Queens, the park includes a significant portion of the western Rockaway
including

.18 .

Peninsula, most notably Jacob Riis Park and Fort Tilden. In Staten Island, Gateway National Recreation
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9.5 Dealing with Changes

After you have review the changes, you can choose to Accept or Reject the changes

®  Accept the change will commit the change into the document

®  Reject the change will undo the change

Both will remove the markup (except comments)

Home Insert Design Layout

References I"r"lailing 3

i}ﬂc HEC p a& ﬁ% o ] < . =By B Simple Markup  ~ . . &'] Previous
' . =4 B Show Markup ~ 'i Nact
Spelling & Thesaurus Wurd Smart.  Translate Language Mew  Delete Previous Mext Track Accept Reject
Grammar Count Lookup - - Comment - 'Cummen’is Changes ~ [3] Reviewing Pane - - -
Proofing Insights Language

Comments Tracking ] Changes

Reject the change

i Move on to previous/next change
Accept the change ——>|:,rb] B{b] {3 Previous | € p g

— |2 Next
Accept Reject
Changes
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9.5 Dealing with Changes (cont.)

Example of accepting/rejecting of text insertion

Insert Design Layout References Mailings View Add-ins ) Tell me what you want to do

ABC N = -!-/j f = —5 |55 All Markup . & Previous
5 A i : : ; :—‘/j E-Show Markup ~ V| X 27 Next
Word Che_ck” Translate Language  New Delete Previous Next| Show Track 5] Reviewing Pane Accept Reject
Count Accessibility ¥ - Comment Comments |€hanges = b i
Accessibility Language Comments Tracking I Changes
‘-2-\‘1.|.'8-|-1- 20 +3 14 1.5 k.6 07 080 9 1001 11 120 113

1. Click Review tab and click Track Changes

2. Insert a phrase. Inserted phrase

will be in red characters and

< underlined

NA@aL Track Changes N1N15LNNAAAITMN

Accept

naaaU Track Changes NN17INNI2AIN will be committed (text inserted)

®  But if you click Reject the

Reject

-

/' If you click Accept the change
«—

naaau Track Changes
change will be undone
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9.5 Dealing with Changes (cont.)

Example of accepting/rejecting of text removal

1. Click Review tab and click Track Changes

Insert Design Layout References Mailings View Add-ink U Tell me what you want to do

ABC P af@ é:"\;$ D J‘: N = = = = 8 =S All Markup - £ Previous
@ 5 A ' ‘ - :,A ==Show Markup ~ v o 27 Next
Word Che.ck” Translate Language  New Delete Previous Next  Show Track'. [SIReviewing Pane - Accept Reject
Count Accessibility v - Comment Comments |[Changes ~ v v
Accessibility Language Comments Tracking M Changes
_.2.|.1.|.g.“1. C2 01 03 1 4 1 05 0 1 06 1 7 1 8 1 9 1 10 1 11 1120 1 13
5 2. Remove part of the text. The
&

NaaaL Track Changes/anasatdaniau

o rwitbe I

N - TrackChanges‘ - strikethrotughed-characters
— ®  If you click Accept the change
nAaall Track Changes Nn13aL40A7H will be committed (text deleted) "
| " Butif you click Reject the
change will be undone o
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