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Making a Report

To create a complete report, you will need other parts beside the contents.
Microsoft Word has tools for you to easily add the followings:
Header and Footer
Page Numbers
Table of Contents

Cover Page
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inserting Header and Footer

Click Insert tab.

Il 0

El"lll

Under Header & Footer group, click Header button He;er or Footer button. Fester

You can either pick premade header and footer styles, or click Edit Header or
Edit Footer to create your own style.

Dashed line will appear at the header and footer area, while the rest of the
page is greyed out.

Type in text where the cursor is. You can add picture, symbols, or other
objects into header and footer. The header and the footer can be formatted
like the main body of the document. (Note the Design tab, which is available
in Header and Footer Tools)

Under Design tab, click Close Header and Footer button to exit header and
footer editing and go back to the rest of the document.
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Inserting Page Numbers ™
Click Insert Tab.

Under Header & Footer group, click Page Number button.

Select where you want the page numbers to be. Either on Top of Page or on Bottom of
Page.

If you want to customize where page number will be, click at Page Margin or at Current
Position.

If you want to customize how page number will appear on the document, select Format
Page Numbers. Page Number Format dialog box will appear.

® Number Format : let you choose how the numbers will be displayed.

® Page Numbering : let you choose how page numbers will be counted.
° Continue From Previous Section will continue counting pages from last section.

° Start at: will start counting from specified number. The smallest starting number is 0.
Click OK to insert the page numbers as specified.

Click Cancel to return to the document without inserting/changing the page numbers.
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8. When the page numbers appear in the document, they can be formatted (color,
font, size, style) like other text

9. Additional details, such as Different First Page, can be set at the Design tab.
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Creating Table of Contents — Assign Headings

Before Microsoft Word can create the table of contents (ToC) automatically, you will need to assign
heading style to each part of text you want to include into the ToC: Heading 1 for main topics,

Heading 2 for sub topics, and so on.

You can assign style to each topic as follow:
Highlight a main topic.
Click Home tab. Then, under Style group, select Heading 1.
Highlight a sub topic.
Click Home tab. Then under Style group, select Heading 2.
Repeat throughout the document until all topics have appropriate heading styles.

NOTE: You can select the heading style before you type out the text. It might be faster to assigning
headings while you are typing the document than assigning them later.

If you want to change how each type of heading text looks, under Style group, right-click on that
Heading and select Modify. Modify Style dialog box will appear, where you can change details such
as color, font, font size, and others.

Click OK when you finish modifying each Heading style to return to assigning headings to topics.

204100 Microsoft Word 2007 10



11

References Mailings

unsndaanealifivae.doc - Microsoft Word

Review View

THormal T HasSpac, [ Heading 1) Heading2 = CEJT‘JE

- Et;, Replace

v &4 Find = —
aaBuceD AaBoccp | AaBb) AaBbce ¥_/

Lx Selert =
TRdate Heading 1 to Match 52

e ( : -
& IR N IR =
15 e : _ i :
Fesiie ¥ [B|Z U ~sbe x, x* Aa~|| ¥~ A-||S|E =
Clipboard ™ Font (F]
--20---|---§---| 0+ bl L ROt L B0 L ADF L ARE @ A4 e

§

rOERD EOC 180 B0 1 Az o A0 B0 e RO

2

unsndrudnuaiivey (Symbols)

® 2 X

o

%4 Madify..

Ly L)

Rename...

Remove from Cuick Style Gallery

Add Gallery to Quick Access Toolbar

Modify St e

|Heading 1] \l
Skyle bype: Linked {paragraph and character)
Style based on: | T Mormal W |
Style For Following paragraph: | T Mormal W |

Farrnatting

| Calbri tHeadings) /|20 v|||E| I U H_ | Latin ~|

unsnduanwaiiiee (Symbols)

Fonk: (Default) +Headings, 20 pt, Bold, Font color: Text 1, Complex Scripk Font: +Headings C5, 20
pt, Bold, Space Befare: 24 pk, After: 0 pt, Keep with next, Keep lines together, Level 1, Style:
Linked, Quick Style, Priority: 10, Based on: Mormal, Following style: Mormal

Add ko Quick Style list [ ] Automatically update
(%) ©nby in this document () Mew documents based on this template

204100 Microsoft Word

‘ )/. Ik ] [ Cancel

2007 14




Creating Table of Contents (3)

After you finish assigning headings, do the following:
Move the cursor (click) to where you want to insert the ToC.
Click References tab.
Click Table of Contents button.
Select ToC's format.
ToC will be automatically created and inserted where the cursor is.
If the document is changed later on and the ToC need to be updated:

o Under Reference tab, at Table of Contents group, click Update
Table button. The ToC will update its page numbers to match
where the topics are.
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Making a Cover Page

Click Insert tab.
Under Pages group, click Cover Page button.
Select a cover page design you want.

Cover page template will appear on the

document. Type in text to complete it.

204100 Microsoft Word 2007



!

4l

~ - Home Insert

ble

ENCES

Mailings

| [ B [ 2 0l

Shapes SmartArt Chart

unsndauanwalfivds.docx - Microsoft Word

Review View

B2 (3) () 2] 5] 4
A& Bookmark = —

Built-In

[Type the

]

doCument

st

Alphabet Austere
[Type the document tite]
[V s | IType the document
J—

[¥ear]

Conservative Contrast

Cubicles

e
[¥ear]

Tt et i)

=

[T tha dis

Expasure

Iigg BRemove Current Cover Page

gl | Save Selection to Cover Page Ga

Mation

TMTINAA TR Wi

(53 Date & Time
Header Footer Page Text Quick WordArt Drop Equation Symbaol

[’ Cross-reference - - Mumber = Box~ Parts~ Cap ~ Fgel Object ~ - -
-~ | Links Header & Footer Text

C RRNREE L R v T R

unsnglam

] ? MwTmAndaRanaa

E 10

E 10

E 10

10

204100 Microsoft Word 2007

| &% Signature Line




‘\H -y
m_{m Insert

E Qﬁ Calibri (Headings) 'IE' A A‘|
% —_
e 91 1 A A

Page Layout References

unsndauansalfivdas. docx - Microsoft Word

Mailings Review View

Text Box Tools

Format

— — — =
SRR et | -
— F— - =

-

T Mormal

Clipboard ™

Font [F]

N 34 Find ~
AaBbCeD AaBchDrAaBb AaBbCeD AaBLCcDe %

';',k‘ Replace

Mo Spacing | Headingl Heading2 Heading3 - Change
| Styles = [:1‘ Select -

Styles (] Editing

LR C 220 CEOD e 1 4BD + R0 *

* BRO ¢

= - N
DALY IATIR UAzD. T 'H'if!'lﬁ"l

@i

Contents

unzadyiasditers Symbols) g

unzAERATHA R TR Slarmaneae  [Equation) g

unzaglam 10
smanafaFines 10
amawaimaMicrosoft Office 10

unsndrudnsaliee (Symbols)

2! EX

LysndunsRaRFAE R asvanAians (Equation)

17




