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            INTRODUCTION

          

        

      

    

    
      In Word 365 for Beginners we covered the basics of Microsoft Word including text, paragraph, and page formatting; numbered lists; bulleted lists; and printing. But there’s a lot more you can do in Word and that’s what this book is for, to take your use of Word to the next level.

      The key topics we’re going to cover here are Styles, Page and Section Breaks, Multilevel Lists, Tables, and Track Changes. We’ll also revisit headers and footers briefly and cover some minor topics such as inserting symbols, footnotes, and watermarks. It won’t be everything you can do in Word, but it will cover a substantial part of it.

      This book is written using Word 365 as it exists in January 2023 and written using the desktop version of the program. All screenshots use the Colorful Theme.

      Okay, then, let’s just dive right in with one of my favorite little tricks to use in Word: Styles. But first, a quick recap of basic terminology so you know what I mean when I say things.

    

  


  
    
      
        
          
          

          
            BASIC TERMINOLOGY RECAP

          

        

      

    

    
      These terms were covered in detail in Word 365 for Beginners. This is just meant as a refresher.

      

      
        
        Tab

      

      

      When I refer to a tab, I am referring to the menu options at the top of the screen. The tab options that are available by default are File, Home, Insert, Draw, Design, Layout, References, Mailings, Review, View, and Help, but for certain tasks additional tabs will appear.

      

      
        
        Click

      

      

      If I tell you to click on something, that means to move your cursor over to that location and then either right-click or left-click. If I don’t say which to do, left-click.

      

      
        
        Left-Click / Right-Click

      

      

      A left-click is generally for selecting something and involves using the left-hand side of your mouse or bottom left-hand corner of your trackpad. A right-click is generally for opening a dropdown menu and involves using the right-hand side of your mouse or bottom right-hand corner of your trackpad.

      

      
        
        Left-Click and Drag

      

      

      Left-click and drag means to left-click and then hold that left-click as you move your mouse.

      

      
        
        Dropdown Menu

      

      

      A dropdown menu is a list of choices that you can view by right-clicking in a specific spot or clicking on an arrow next to or below one of the available choices under the tabs up top. Depending on where you are in the workspace, a dropdown menu may actually drop upward from that spot.

      

      
        
        Expansion Arrow

      

      

      In the bottom right corner of some of the sections under the tabs in the top menu you will see an arrow, which I refer to as an expansion arrow. Clicking on an expansion arrow will usually open a dialogue box or task pane and is often the way to see the largest number of options.

      

      
        
        Dialogue Box

      

      

      A dialogue box is a pop-up box that will open on top of your workspace and will usually include the largest number of choices for that particular setting or task.

      

      
        
        Scroll Bar

      

      

      Scroll bars appear when there are more options than can appear on the screen or when your document is longer than will show on the screen. They can be used to move through the remainder of the choices or document.

      

      
        
        Task Pane

      

      

      A task pane is a set of additional options that will appear to the sides or even below the main workspace. The Navigation pane is by default visible on the left-hand side of the workspace. You can close a task pane by clicking on the X in the top right corner of the pane.

      

      
        
        Control Shortcuts

      

      

      Control shortcuts are shortcuts that let you perform certain tasks in Word. I will write them as Ctrl + and then a character. That means to hold down both the Ctrl key and that character. So Ctrl + C means hold down Ctrl and C, which will let you copy your selection. Even though I will write each shortcut using a capital letter it doesn’t have to be the capitalized version to work.

    

  


  
    
      
        
          
          

          
            STYLES

          

        

      

    

    
      If you’re going to do any formatting in Word, using styles will save you a tremendous amount of time and effort.

      For example, the first print books I ever formatted I used Word. I was able to set up three styles that I could use, one for the chapter names, one for the first paragraph of a chapter or section, and one for all other paragraphs. It was then a very simple matter to apply the “all other paragraphs” format to my entire document and then go through and for each chapter header and each first paragraph in a chapter or section apply the other formats.

      That easily let me create a document with consistent formatting throughout.

      A style has the font, font size, color, paragraph spacing, paragraph indent, etc. all built in, so you don’t have to keep changing those settings. It’s much better at ensuring consistency of appearance than trying to format your paragraphs manually. And much easier to apply than the Format Painter option.

      Also, you can create shortcuts for your styles so that you don’t even have to use your mouse, you can just use your keyboard shortcut to apply each style.

      Alright. Let’s walk through how to use them now.

      Styles are located in the Styles section of the Home tab:

      
        
          [image: Styles menu options]
        

      

      The number of styles that are visible by default will depend on your screen size, but usually it will be a handful or so. There is a downward-pointing arrow on the right-hand side of that listing (see the screenshot above) that you can click on to expand the list of styles. If you do so, it will look something like this:

      
        
          [image: Expanded Styles menu]
        

      

      Those are all of the default styles that Word uses. Each one is formatted to show a bit of what that style will look like if applied to your text.

      When I’m drafting a document like this one, I usually have my paragraphs use the Normal style and my chapters use the Heading 1 style. I then change the styles when I’m done and ready to format.

      The Normal style will be applied to your text by default so you don’t have to do anything to use it. But the Heading 1 style does have to be applied.

      To apply a style to your text, click onto that paragraph or line of text. (You don’t have to select all of the text, just click onto some portion of that paragraph or line of text.) Next, click on the style you want from the Style listing in the Styles section of the Home tab.

      The Normal and Heading styles can also be applied using a control shortcut. Ctrl + Shift + N will apply the Normal style. Ctrl + Alt + 1 will apply Heading 1, Ctrl + Alt + 2 will apply Heading 2, and Ctrl + Alt + 3 will apply Heading 3.

      If you use the Heading styles, Word will also show any text with those styles applied in your Navigation pane on the left-hand side under the Headings view. Here you can see my chapter names, Introduction, Terminology, Shortcuts, etc. from Excel Tips and Tricks, all of which were formatted using the Heading 1 style:

      
        
          [image: Navigation task pane, Headings tab]
        

      

      Click on each of those entries to go to that part of your document.

      You can also left-click and drag one of those entries in that list to move the entire section to a new location in your document. The text that moves will be all text from that header through to the next text in the document that has that same heading style or a higher-level heading style.

      Meaning, that if I have applied the Heading 1 style to all of my chapter titles and I left-click and drag one of my chapter titles to a new location in the list, that will move that entire chapter to the new location. But it will leave all subsequent chapters where they are.

      Here, for example, I dragged Conclusion to the top above Introduction, which you can see on the left-hand-side listing. You can also see by looking at the document that all text from the chapter moved, too:

      
        
          [image: Moved Heading 1 entry and document text]
        

      

      Here is an example where I’ve applied the Heading 2 style to the chapter sub-sections, Pin a File and Navigate Between Worksheets:

      
        
          [image: Heading 2 entries included]
        

      

      If I click and drag one of the Heading 2 entries, all text between that entry and the next listed heading will move. So if I move Pin a File, all text from there to Navigate Between Worksheets will move. But if I move Navigate Between Worksheets, all text from there to the next chapter, Input & Formatting, will move.

      I know that sounds very complex, but if you need to do this, the best way to learn is to try it out and see what happens. I very rarely need to click and drag to move an entire section of my document, but it does sometimes happen. If the idea of doing so using the Headings listing scares you, there’s always cut and paste.

      Also, when you use a Heading level, like I did here with Heading 2, Word will automatically make the next heading level, in this case, Heading 3, available in the Styles section.

      
        
          [image: Heading 3 Style in Styles menu]
        

      

      When you use the heading styles in your document, that also allows you to collapse those sections so the text under that heading is hidden, like I’ve done here for Pin a File:

      
        
          [image: Collapse header]
        

      

      You still have the heading, but all of the text is hidden. When a section is collapsed like that, the black arrow to the left of the heading will be visible. Click on that to expand the section once more.

      To collapse a section, you need to hold your mouse over the header to make that blue arrow appear on the left-hand side like I’ve done above for Navigate Between Worksheets. Click on that arrow to collapse the section and hide the text.

      Headings are useful when drafting a large document, but the default Word styles are usually not what I want to use for my final document, so once I’m done I need to create custom styles or apply styles from another document.

      Let’s walk through how to do that now.

      First off, I’m not a fan of messing with the default styles. So I try to leave Normal and the Headings alone. I won’t directly modify those if I can avoid it.

      Instead, what I do is I take a paragraph and I modify it so that it’s formatted the way I want.

      (If I have another document that is already formatted properly I will use the Format Painter from the Clipboard section of the Home tab to bring in that formatting for me. Sometimes that also brings in a style name, too, and I don’t have to do the rest of these steps to create a new style, I can just apply it where needed. But assuming it doesn’t…)

      Next, once my paragraph is formatted the way I want, I expand the Styles section and click on the option to Create a Style. That brings up the Create New Style From Formatting dialogue box:

      
        
          [image: Create New Style From Formatting dialogue box]
        

      

      I change the name of the style to something that I’ll remember and then click OK. That adds that style as an option in the Styles section of the Home tab:

      
        
          [image: New style shown in Styles menu]
        

      

      I can then click on that option to format any other paragraph in my document using that style. (We’ll talk in a moment about how to do this

      
      
        
          [image: Modify New Style dialogue box]
        

      

      
      
      
        
          [image: Keyboard Shortcut dialogue box]
        

      

      
      
      
        
          [image: Style dropdown menu]
        

      

      
      
        
          [image: All entries using Normal style selected]
        

      

      
      
        
          [image: All selected text now showing new style]
        

      

      
      
      
      
        
          [image: Update Style dropdown menu option]
        

      

      
      
      
      
        
          [image: Style task pane options]
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Pin a File

1f you ever have a file that you always want readily accessible but that won't stay in your recent files listing
because you open enough files that it sometimes falls out of your top ten most recent, then you can Pin that
file and it will always be available to you in your Pinned files section.

“To do this, find the file in your recent files list on the File Open screen. Hold your cursor over that listing.
You should sce the image of a thumbtack appear on the right-hand side, and if you hold your cursor over that
image it will say, “Pin this item to the list”,

[Excel Beg Tmage 30]

Click on that thumbiack. If you then click onto the Pinned option, that file will be listed there. And it will
stay there regardless of what other files you open, so that it's always available to you.

[Excel Beg Image 31]

Once you've pinned a file, you can open it by going to your Pinned Files section and clicking on that

name.

Navigate Between Worksheets

“There are a numbe of ways to move between worksheets in Excel, but one trick when you have more
worksheets than you can see in your workspace is to right-click on one of the arrows at the left-end of the
worksheet listing. This will bring up an Activate dialogue box that lists all of your worksheets:
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I discuss in detail how to navigate Excel in the beginner guides, but here are just a few tips and tricks.

Pin a File

if you ever have a file that you always want readily accessible but that won't stay in your recent files
listing because you open enough files that it sometimes falls out of your top ten most recent, then you
can Pin that file and it will always be available to you in your Pinned files section.

To do this, find the file in your recent files lst on the File Open screen. Hold your cursor over that listing.
You should see the image of a thumbtack appear on the right-hand side, and if you hold your cursor over
that image it will say, “Pin this item to the list”.

[Excel Beg Image 30]

Click on that thumbtack. If you then click onto the Pinned option, that file will be listed there. And it will
stay there regardless of what other files you open, so that it's always available to you.

[Excel Beg Image 31]

Once you've pinned a file, you can open it by going to your Pinned Files section and clicking on that
name.

Navigate Between Worksheets
There are 2 number of ways to move between worksheets in Excel, but one trick when you

ave more

worksheets than of the

can see in your workspace is to right-click on one of the arrows at the lef

worksheet listing. This will bring up an Activate dialogue box that lists all of your worksheets:
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