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**NOTE: This is a long document, | would recommend utilizing the navigation pane to find

what you are looking for. -- See page 4 if you don’t know anything about that.



**If you find mistakes or want something more clarified feel free email me (jenna-

stoltzfus@uiowa.edu).

Headings:

By making text a heading, it will be included into a table of contents when made through
the reference tab (instructions later). It is also a way to change your caption text style.
Changing text to a heading
e Select Text that you want to change to a heading (Ctrl Left Arrow Selects the word left of
your curser)
e In the home tab and text selected click on heading 1 or heading 2 depending on what you

need. (heading 2 will appear differently than heading 1 in the table of contents)
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Modifying Style settings for current and future documents

e Inthe home Tab, Right Click on the text style you want to change

AaBbCcl AaBbCcl | AaBbCcl AaBbCdl szsbced AQB| azebcer AasbeD

TMormal  TMo Spac. | Heading 1 | Headina 2  Heading 3 Title Subtitle  Subtle Em.. |5
Update Heading 1 to Match Selection

]
A Modify...
Select All: (Mo Data)
Rename...

Remove from Style Gallery

Add Gallery to Quick Access Tocolbar

e Select Modify



Medify Style
Properties
Hame:
Style type:
Style based on:

Style for following paragraph:

Heading 1
Linked [paragraph and character)
1 Narmal

T Mormal

s

For

Times Mew Romanj~ || 12 |«

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sam

Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text

Sample Text Sample Text Sample Text Sample Text Sample Text Sampls Text Samy

Text Sample Text

Font: Bold, Underline, Keep with next, Keep lines together, Level 1, Style: Linked, Show in the
Styles gallery, Priority: 10

Based on: Mormal

Following style: Mormal

[~] Add to the Styles gallery i
@ Only in this docume MNew documents based on this template

| oK |

Format -~ Cancel

Make the changes you want, Check New Documents based on this template if you
want to apply the change to new documents. This will be the new default when you
open word.

Important types of styles

e Insure you and your lab group use the same styles throughout the report: THIS WILL
SAVE A LOT OF TIME WHEN COMPILING/EDDITING THE REPORT!!

e Normal: Default text, it would be a good idea to insure that everyone in your lab group
has the same settings for normal to make compiling easier.

e Heading 1: Use for main section headers (Summery, Introduction, Theory, Ect)

e Heading 2: Use for subheadings were applicable (Appendix, Experimental procedure)



e Caption: Use for captions for tables and figures. If you insert caption as explained later,

this format will automatically be applied to that text. This style can be found by clicking

on the double arrow shown below

AaBbCcl AaBbCcl AaBbCcl AaBbCel 4asbced AQ B assbeer acsbeed -
TMormal @ TMoSpac.. Headingl Heading2 Heading 3 Title Subtitle SuhtleEm.@

AaBbCcl AaBbCcl AaBbhCdl AaBbCel azsbccD AQDB| assbcer aaBbecD
TMormal  TMoSpac.. Heading1 Heading2 Heading 3 Title Subtitle  Subtle Em..

AaBbCcD AoBblcD AaBbCeD AaBbCcl AaBbCcl AsBeCcD AaBeCcD AaBbCeD

Emphasis  Intense E.. Strong Quote Intense Q... Subtle Ref.. IntenseR.. BookTitle
AaBbCcl AaBbCcL
T List Para... = T Capticon

A4 Create a Style <Qu—

Ae  Clear Formatting

4, Apply Styles...

e You can also create new styles by clicking on the “create a style’ link as seen above.

Navigation Pane

Finding Navigation Pane
e Keyboard shortcut: Ctrl F
e Click on View in the toolbar
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e Check the box next to Navigation Pane

e A side bar will appear on the left with the different headings/subheadings you have made.



Navigation v X
Search document P

HEADINGS PAGES RESULTS

4 Headings:
Changing text to a heading
Maodifying Style settings for curre...
4 Mavigation Pane

Finding Mavigation Pane

Using Navigation Pane
e When you click on one of the headings in the side bar, the document will go to the
beginning of that heading.

e You can also search by pages or any word as well

Table of Contents

Inserting Table of Contents
e Text where styles have been changed to headings will appear in this table of contents
with the corresponding page number.

e Click on the References tab

HOME INSERT DESIGN PAGE LAYOUT REFER%CES MAILINGS REVIEW VIEW
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e Click on Table of contents in the corner

e From the drop down select the desired table of contents and it will be inserted where your
curser is.

e You can format that table to look the way you want it by editing it or using the paragraph

settings on the home tab.



e You can change the heading on the table of contents by modifying the TOC heading in
the styles. This option will only appear once you have inserted a table of contents.
Updating the Table of Contents
e The table is updated by clicking on Update Table. You must have your curser selected in
the table.
0 Update page numbers only: will only change page numbers of headings and will
not change any formatting you have done to the table of contents.
0 Update entire table: this will change any changes you have made in the document

(adding headings, changing heading titles, formatting).

Update Table of Contents 7 >
Tab

Head Waord is updating the table of contents. Select one
of the following options:

D Update page numbers only

Ch : . s
(®)iUpdate entire tablei

M ¥ ok || concer |[docum

Nawvigation Pane ...

e You can also highlight the entire table and click update field, this will do the same thing

as updating entire table.



T'_h, Paste Options:
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Edit Field...

o

Teggle Field Codes
A Font..
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Captions
How to put in captions
e Following these steps will help with formatting!!! If you add a figure/table in front of
other tables you will not have to change the numbers manually, it will do it automatically.
e Right click on the table/figure

e Select Insert Caption
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T}, Paste Options:
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', Bring to Front 3
B2 Send to Back 3
% Hyperlink... &
Insert Caption...
o Wrap Text 3
i
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More Layout Options... "

Format Object...



e Select the type of label from the drop down.

Caption ? >

Caption:

Figure 1

Options

Label: Figure
Equation

Fi?.
0
(] Exclude Iope

Mew Labie

Position:

i AutoCaption... oK Close

¢ Insure that the position will be in the correct position: Figure - below, Table - above.

e |If you want to make your own select New Label and put in all relevant/necessary
information

e You can add the description in the caption setting box or you can click OK and type next
to where it displays on the document

e Caption should be centered above/below table/figure

e To update this information select text to update, right click and select update field. |
would recommend saving before doing this if you have selected the entire document.

Referencing table/figure in text
e (o to the References tab

e Click on Cross-reference

FILE HOME INSERT DESIGH PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW
B Add Text - ABL I Insert Endnate B 5] Manage Sources B [ Insert Table of Figures @ [ Insert Index +:r B Insert Table of Authorities

[l Update Table “Ei Next Footnote ~ [é Style: |APA - Update Table Update Index ] Update Table
Table of Insert . Insert = ° Insert, g Mark Mark
Contents ~ Footnote (= Show Notes Citation = £ 0y Bibliography ~ Captin eross-reference Entry Citation
Table of Contents Footnotes a Citations & Bibliography — . Index Table of Autharities

. . w7 8 a
e From the Reference type drop down bar, scroll down to find the table/figure.



Cross-reference ? X

Reference type: Insert reference to:

Figure ~ | | Entire caption ~
Footnote -~
Endnote
Equation

Fig.
Eﬁm—r
Table b

Include above/below

Cancel

e From the Insert reference to drop down, select Caption title and number only

Insert reference to:

Entire caption a0

Entire caption
Only label and number h
Only caption text

Page number
—{Above/below

e Select which figure/table you want to insert from the ‘for which caption” box

e Shortcut to open the cross reference box: Alt S RF (press keys one at a time). This box
can remain open all the time if desired.

e To update text, Select desired text and right click and select update field. | would
recommend saving before doing this if you are selecting a whole document.

Auto captions

e This feature will allow a caption to appear whenever a table or figure is inserted into a
document. This could be useful sometimes and annoying other times.

e Right Click on a table/figure and click on insert caption

e From this box, click on Auto caption

e Select the Items that you want to generate auto captions for and the type of caption to

generate.



e Each time you select an item, you select the label and position.

AutoCaption ? *

L=
[=%

d caption when inserting:

GraphPad Prism 5 XML Project i
GraphPad Prism Template

Microsoft Equation 3.0

Microsoft Excel 97-2003 Worksheet

Microsoft Excel Binary Warksheet

Microsoft Excel Macro-Enabled Waorksheet

Microsoft Excel Worksheet I/\\g, hd

CEEEEN

Options
Use label: |Figure e

Position: | Below item ~

MNew Label... Mumbering... f

e Select OK, and this should carry over from document to document.

Auto center your captions

e All Figures/tables should be centered on the page and the captions should be centered

above the table/figure. You can format this once for all documents

e Asdescribed in “Headings - Modifying style settings..’go to the settings box to modify

the caption style.
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Modify Style ? e

Properties
MName: Caption
Style type: Paragraph ~
Style based on: T Mormal w
Style for following paragraph: T Mormal ~
Formatting

Times MNew Romanj~ (11 ~ | B I U | INIIINININGE -

Az dezcyibed in ‘Headings - Modifiing atyle z=ttings. . zo to the sstting: box to modify the caption styla.

Font: 11 pt, Font color Text 1, Centered
Line spacing: single, Space
After: 10 pt, Style: Hide until used, Show in the Styles gallery, Priority: 36
Based on: Normal v

Add to the Styles gallery A i
@ Only in this docume Mew documents based on this template

Format ~ QK

Cancel

e Select the Center Justified button and then select ‘new documents based on this template’
and your captions will always be centered on the page.

Equations

e Equations are a little more difficult to add captions to because you want the number next
to the equation and not above or below. You can however move the caption to where you
want it. This may be useful since you have to talk about equations in the results and
discussion and if the numbers change it can be difficult to insure that you corrected all the
in text references.

e | format my equations using a table as described below in Equations so | will start there.

y=mx+b

11



e You cannot write click to select insert caption on an equation box, instead you must go to
References in the toolbar and select insert caption. (Alt S P). Or you can insert a caption
on the table as you would for a normal table.

e You want to insert a (#) next to the equation, but you also want to be able to insert just
the number when referencing in the text (equation 1). So how I did this was to make a
new label with a space as the heading and then the number would be inserted and | could
manually put in the () around the number. (This seems like a lot of work but you only

have to do it once as you will copy and paste the later equations.)

ou want to insert a (#) next to the Caption: r
| A

e| Mew Label ? # Dptions a
Label: Label: i

3y |
|

Position: |Below selected item

at Cancellax» || Exclude label from caption

Hew Label... Delete Label Mumbering...

wve to do it once as vou will copy

AutoCaption... OK Cancel

e After selecting this label, it should appear above or below what you have selected
(depending on the settings your used when making a new label)
y=mx+b
1

e You can then cut and paste the caption into the right box in the table and make it right

justified so that it follows the correct format.

y=mx+b (2)
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You are then able to insert the corresponding equation number when referencing a
specific equation in the text. (i.e. equation 2) following the same steps as described in
‘Captions - Referencing table/figure in text’

You may need to fix parenthesis that it decides that you might want. This will go back
when updating field. You can put spaces between the number and parenthesis when
formatting the equation box.

Also as described later, the most efficient way to insert a new equation is to copy and
paste a new one. Then if you update the field as described earlier, it will adjust the
equation number on the copied equation. The table shown below was done as described
with updating the field and changing the equation.

F =ma (3)

Tables/figures

How to reference Tables and Figures

Tables and figures should be introduced before they are found in the body of the report.
You should describe the table/figure and then when an appropriate paragraph break
occurs, the table/figure should be inserted below the paragraph that introduced the
table/figure.

Tables and figures should be introduced similar to ..”shown in Table 1...”

You can insert “Table 1”as described in “Captions - referencing table/figure in text’

Keeping a Tables on one page

Tables should never be split between two pages unless it is an exceptionally large data set

(raw data) and then it should be put in the appendix.

13



Select the entire table, and then with the table still selected click on the paragraph arrow

on the home tab.

- = — .
=iz - =35 2 T AmBbCd AaBbCc AaBbCel AaBbCc |
EEE=E =2 D TMormal THoSpac.. Heading1 Heading 2

M Paragraph Iy Style
7 i
L 8 ! aragraph Settings
e TE :
» Tables shou =0 e Fine-tune the layout of the current
~— j— paragraph, including spacing,
(mw data) : |z . indentation, and more.
* Selectthee |~
on the hom

On the Line and Page Break Tab, select ‘Keep with Next’. Then click ok.

Paragraph 7 x

Indents and Spacing  Line and Page Breaks

Pagination

W'd /Crphan control

Keep lines together

|:| Page break before

Farmatting exceptions
|:| Suppress line numbers
] Don't hyphenate
Textbox options
Tight wrap:

Mone

Preview

St el Tt S ol Tt Sl Tooet Sarrnplae Tioct S plae Tiot Sl e Taot Sarnple Teod Sarn la

Taeet Sarnple Tioer Sarnple Tees Sample T Sample Ten Sam ple T Sam pla Tea Sample Tea

Tabs... Set As Default Cancel
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Equations
Using a Table
e | have found that the easiest way to insert a table and have the equation number next to it
is to insert a 3 column, 1 row table. Or a 2 column 1 row column if the equation is long

e Insert a table by going to the insert tab, Click on Table, and select the 3 across one down.

FILE HOME IMSERT DESIGN PAGE LA

B Cover Page - D o o '_7!

[ Blank Page ; :

L Table Pictures Online Shapes

'— Page Break o Pictures =~ @14
Pages 3x1 Table

r%wwmw%% D%%%%%S
S— I O
earch document] l:”:”:”:”:”:”:”:”:”:l
PSS I | |
"DO000000000

Howto out IO
i o Y

Referencing
E Insert Table...
[ Draw Table

Auto captic
Auto cente
Equations

4 Tables/figures EE‘E Excel Spreadsheet
Howto reft B Quick Tables v

e Then to get rid of the table borders, right click on the arrow on the left hand corner of the

table, You must hover over the table for it to appear.

@

e When you right click, this toolbar should appear.

TIr‘ﬂESNEWRDIT 12 -~ A A N l___l

B I =3%-A- {*}Insert Delete

e Select the dropdown menu circled in red, and select no borders.
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Mo Border
—_— [ L

e The table should appear as shown below. The dotted lines will not print. You should

center the table (Ctrl E)

y=mx+b

e With your curser in the middle column, go to insert, equation.

FILE HOME ~ INSERT DESIGN PAGE LAYOUT REFERENCES ~ MAILINGS  REVIEW  VIEW DESIGN  LAYOUT Jenna Stoltzfus ~

B CoverPage~ D r\ T SmartArt S 2 Hyperlink [ Header - 7= [E QuickParts~ [ SignatureLine - T Equation
Store \x o | 2 ; -
O g </ < 51
Text

[] Blank Page ] : 1l Chart o ; [* Boakmark [2] Footer~ 4 Wordhrt~ F Date & Time €2 Syrbol =
L Table  Pictures Online Shapes 3 Wy dpps ~ Wikipedia  Online Comment
' Page Break . Pictures - a4 Screenshot - #F Wy Apps Video Eeruss-reference [#] Page Number ~ Box~ ™ Object ~
Pages Tables lllustrations Apps Media Links Comments Header & Footer Text Symbals
1 1 # 1 £ 1 e 5
y=mx+b»b (4)

e Type the equation into the box that says type equation here. You can then insert a caption
in the right box as described earlier, or you can manually put it in with a right justified.

e Then when we want to insert another equation, just copy this equation table and paste.

e Change your equation and update the caption number.

e For a2 column 1 row table, make the right column extremely small and insert the
equation in the left column.

y=mx+b+C+D+E+F+G+H (5)

How to reference

e Equations should be given in sentence form, with an opening to the equation, the

equation, and then an explanation of the variables. ALL one sentence.

16



Bibliography - THIS IS PRETTY COOL

Making a new source

e (o to References tab, click Manage Sources, Insure the style is APA

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
% Tﬂ Add Text = ABJ_ ﬁ'} Insert Endnote B/ ,r:ﬁ',, Manage Soumas B [ Insert Table of Figures D [ Insert Index

ol Update Table “E.‘; Mext Footnote - [E Style: |APA -
Table of Insert Insert = Insert e Mark
Contents ~ Footnate Citation - E [ Bibliography ~ Caption " Cross-reference Entry
Table of Contents Footnotes F] Citations & Bibliography Captions Index

S Manage Sources 2 E

e Click new source, change the source type to what you have, and enter in necessary
information, click save
e All sources you enter will be saved in the master list, so you do not need to enter sources

in each time. To move them to your current list, Click on the source and select copy

Sources available in:

i Browse... X
Master List Current List
~(| copy> )

Cargill; C Dex Dextrose (2010}

DERKA; Chemical Process Safety - Powder Chargeability Mesasuremnet b Delete

Cargill; Functional Properties - Dextrose [2008) =

Glucose -

st Edwards University: Heat Shock Proteins - Structure and Overview Edit...

DIAME Publishing Company; Increasing the Efficiency of Ethanol Produc
Material Safety Data Sheet - Hexane (2013} New...,

Material Safety Data Sheet - n-Decane (2013)
Material Safety Data Sheet - n-heptane [2013)
Material 5afety Data Sheet - Octane (2013) A

¥ rited source
? placeholder source

e The sources on your current list will be inserted into the bibliography as explained later,

as well as be available for in - text citations.
Inserting in-text citation

e To insert an in-text citation, go to references tab, Click Insert Citation

17



JESIGN PAGE LAYOUT REFEREMCES MAILIMNGS REVIEW VIEW

1 [ Insert Endnote B =l Manage Sources E [} Insert Table of Fig

AE; Mext Footnote - r% [% Style: | APA - Update Table
t . Inse L Insert
e Show Motes Tiretfam s £’ Bibliography ~ Caption Ell_:| Cross-reference
Footnotes a Citations & Bibliography Captions
L ! g 1

e From the dropdown select the desired citation to insert.

e THAT'SIT.
Inserting Bibliography

e Toinsert a bibliography, go to references, Bibliography

DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

31 ﬁ]lnser‘cEnante Bf @,,‘.Manageﬂaurces [} Insert Table of Figures

*‘“2; Mext Footnote - [% Style: | APA A Update Table
art Insert Insert
iote Show Motes Citation = EE,Biinographg,r Caption E|I_I| Cross-reference
Footnotes la Citations & Bibliography Captions

e From the Drop down select the type of bibliography to enter.
e THAT’SIT, it is formatted correctly.

e Select and click update table to update

Nomenclature Table

Excel

e Enter information in excel and then copy and paste the table from excel, hid the borders

explained when inserting an equation. Example shown below

Variable Name Unit
Ces Concentration of enzyme substrate mol/L
Cer Concentration of all enzyme mol/L
CF Unit conversion factor g*min/L*h
Cs Substrate concentration mol/L

18



e You can alphabetize the list in excel by selecting the entire table (what you want to sort
by is the left most column) going to the data tab, and selecting the button highlighted
below.

MSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

X ESN (= Connections Y = BB

ther Existing Refresh : ~ Sort Filter ) Text to Remaove
=~  Connections  All~- a Yo Advanced  columns Duplicates Wz
Data Connections Sort & Filter
Je |l 2
Table in Word

e You can insert a table and enter the information in this table as well, just insert a table
and type in the necessary information.

e To add another row at the bottom of a table Right click in the cell where we want to add a
row above/below, go to insert and select the option you want.

e Each of these methods has a positive and a negative, Excel is harder to do subscripts and
superscripts, but you can alphabetize... pick however you want to do it.

Inserting MSDS

e Save the MSDS as a PDF

e (o to the insert tab, Click on Object

A £l Quick Parts ~ E,"SignaturELine =TT Equation =

. 4 WordArt~  [E% Date & Time Q Symbal -
ext
Box - ™ Object -

Text D Object® Symbuols

E Text from File...

e Select Adobe Acrobat Document and choose file
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Page Numbers

e For Lab report documents the format is as follows:

o

(0}

o

o

e To have this page number system working in one document, section breaks should be

Letter of transmittal (no page number)
Title Page (Page i, but not shown)
Table of contents (page ii)

Table of figures/tables (page iii/iv)
Summary (page 1)

Introduction (page 2)

Rest of headings

implemented.

e After the letter of transmittal, go to page layout, Breaks, and select section break on next

page

DESIGN PAGE LAYOUT REFEREMCES MAILING

o
"= Breaks ~ Indent Spacing

ol Page Breaks
olumns

- Page
tup » Mark the point at which one page ends
and the next page begins.
Column
Indicate that the text following the column
break will begin in the next column,
Text Wrapping
$ESULTS D Separate text around objects on web
pages, such as caption text from body text.
ire in texd )
Section Breaks
Next Page
L Insert a section break and start the new L\g
section on the next page.
] Continuous
esand Fi .
Insert a section break and start the new
(mEipare section on the same page.
7] Even Page
=2 Insert a section break and start the new



This same procedure should be followed after the table of figures/tables, before the
summary.
Go into the header/footer settings and insure that the letter of transmittal says section

1, title page says section 2 and summary says section 3

Now you need to unlink the sections, With your curser in the footer on the title page,

go do the design tab under the header, and unselect link to previous.

Word HEADER & FOOTER TOOLS
) MAILINGS REVIEW WIEW DESIGM
[Z14 Previous Different First Page L+ Header from
Goto E:' Mext Different Odd & Even Pages '+ Footer from
Faoter | 4. Linkto Previous | |v| Show Document Text Insert Alignr
Mavigation h Options P
Link to Previous 3a

Repeat this procedure with your curser in the footer on the summary page.

With your curser on the title page, go to insert, page numbers and select the bottom

right corner
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i == 1
&l store 1;;;" E‘; B5 Hyperlink

Wikivedia | On |* Bookmark
. Wikipedia Online
¥ My Apps Video El._:| Cross-reference

Apps MMedia Links

Simple

lain Number 1

|1 Header = A =]
L p
Text

D Footer =
Comment
[#] Page Number = Box -
Comments | [# Top of Page .
~|/ [E] Bottom of Page 3
k=] Page Margins 3
@ Current Position 3

Ehlﬂ Format Page Mumbers...
& Bemove Page Mumbers

lain Number 2

HEADER & FOOTER 1
VIEW DESIGM

Different First Page
Different Odd & Even Pages

lain Number 3

+| Show Document Text

Ciptions

Ef urser in the footer on the sur

Paae X

This will insert “2” on the title page and continue from there on.

Under the header/footer tools and design, select the box that says Different first page

while in the title footer. YOU DO NOT NEED TO DO THIS FOR THE NEXT

SECTION.

This is only to eliminate the page number on the title page and still have the table of

contents page ii.

HEADER & FOOTER TOOLS

i+ Header from Top: 0.5"

“t Footer from Bottom: |0.5"

LINGS REVIEW VIEW DESIGM
zl4 Previous L %fﬁarent First Page
zlp Mext ifferent Odd & Even Pages

1|-| Link to Previous +| Show Document Text

Options
" 1 7

Insert Alignment Tab

Position
1 L 4

e Next while in the table of contents footer, go to the insert tab, page numbers, and

select format page numbers.
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Hints

Easy Shortcuts

Page Mumber Format ? >

MNumber format: mv
|:| Include chapter number

Chapter starts with style: |Heading 1

Use separaton: - [hyphen)

Examples: 1-1, 1-A

Page numbering

D Continue from previous section

® Start at |i HR

Change the number format to roman numerals, and select start at i (not continue
from previous section.
Go to the summary footer and insert page number as you did on the title page, It
should start at page 4
Go to format page numbers as you did earlier and select start at 1.

You report should be good to go for page numbers! Your table of contents will

also reflect these page numbers.

to do it. Ask someone or just play around until you figure it out

If you still can’t figure it out. Google it.

For PC! (Ctrl changes to Command for Mac)

Alt: Navigation (only works on PC) There are many others then listed below, these are just

common things you do. Hit alt and shortcut keys will appear.

If you are doing the same formatting thing over and over -- there is likely and easier way
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Alt N U: Insert Symbol
Alt N T: Insert Table.
Alt H 5: Subscript
Alt H 6: Superscript
Alt S RF: Cross Reference
Alt S C: Insert Citation
Ctrl A: Select all text in document
Ctrl Z: Undo
Ctrl R: Right Justified
Ctrl L: Left Justified

Ctrl E: Center text

Ctrl +: Subscript (same shortcut to go from subscript to normal text)
Ctrl Shift +: Superscript (same shortcut to go from superscript to normal text)

Ctrl F: Opens navigation pane to search document for word/phrase.

Ctrl Shift Left Arrow: Selects word to the left of your curser, keep selecting words, keep ctrl held

and hit left arrow as many times as you want.

Ctrl B: Bold Text
Ctrl I: Italic

Ctrl U: Underline
Ctrl C: Copy
Ctrl X: Cut

Ctrl V: Paste

Ctrl S: SAVE HIT THIS OFTEN!

24



25



