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Mellissa Ruryk, B.Ed. Sec. (English-and Art)

= Facilitates “Advanced Word for Technical Writers”
adult education course for Simon Fraser University

= Was a WordPerfect maven until version 3.1... MS
Word power user since then. Still says “hard
return.” :

= Freelance technical writer/editor for 25+ years -
= STC & IDL member since 2005

= Longtime volunteer with IDL and Technical Editing
SIGs and Alberta and Canada West Coast chapters
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Mellissa Ruryk�
Viqui already told you who I am but we include this slide here for people who watch the presentation afterwards. 

You will receive a link to the presentation and a resources list plus a special bonus—a cheat sheet of keyboard shortcuts—after the presentation

I’m not able to answer questions during the presentation – I’m afraid there is too much content to cover. 

 Viqui and I will gather up any questions you ask in the chat box, and I’ll answer afterwards. 

The last slide has my contact information (email and phone number) and you’re also welcome to contact me anytime with questions. Can’t guarantee I can answer ‘em all… 


WHO ARE YOU?

You use Word and you’r-e good at it!

Word is what’s ava:lable in your office,
~ so you use it, grudgingly

You use Word almost exclusxvely but it
drives you crazy

Word scares you Jlou ’re never sure
~what it’s going to do next

You use Word a lot but you suspect
“there must be an easier way!”
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Mellissa Ruryk�
You think you’re already a Word power user. Well, you don’t know what you don’t know… so that’s why you are here. 
I hope to enable you to feel like the characters on this slide – you might have questions but I’m going to see you fly off with the answers to accomplish miracles.


 


OUTLINE OF TOPICS COVERED

—

I

*» Customizing your Word territory
~#Nav pane, shortcuts, Options

L ]

* Find and Replace tips
» Text> table, Table > text

» Captions _
*» Cross-referencing

* “Same as Previous” headers and
footers

- Created by Mellissa Ruryk for Instructional Design & Learning SIG/COP of STC

What’s not in this session
= Creating a template
» Bullet-proof numbering

These follow-on sessions are
planned for later in 2021 and
early 2022
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Mellissa Ruryk�
These are some of the items I plan to cover today.
I wouldn’t say that this presentation is directed at expert users, but neither is it for novices. I assume a certain understanding of Word.
I do believe that every person in attendance or watching the recording will walk away with at least one thing they didn’t know that Word could do.
I do plan to offer a couple of sessions for long-time users later this year.
Note: I use Windows® on a PC, with Word 365. Mac® users may need to do a bit more research, but you’ll still learn to get some Lovin’ out of Word.


SETTING UP FOR SUCCESS

Word is set up for the average user: but we technical writers are
anything BUT average..
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Out of the box (ok, downloaded from the web), Word is set up the way Microsoft thinks you want to use it. As we know, Microsoft is frequently wrong—besides which, you’re a technical writer. You need more functionality than Common Customer Chris. 
I’ll show you the adjustments I think are imperative.


" RICLD SHADING AND BOOKMARKS

——— s — —

¥ ETUDETUES TU Chdart Odid pomL = =
Show document content 2 Access Wor‘d Optlons

ors and images in Print Layout view . 1 i
' ges in Print Layout File>Options>Advanced>Display

ithin the document window

» Select Show Bookmarks

— k = Set Field Shading to Always

ize Ribbon
wlbar
Add-ins

Trust Center

Font Substitution...

Expand all headings when opening a document |

Display
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If you intensely dislike working with Word’s codes showing (those are also called non-printing characters or formatting characters), you can accidentally type over or delete information that is actually a field or a bookmark.  
Personally, I find it very difficult to work without seeing the codes – they tell me what Word thinks it’s doing. See if you can overcome your distaste for them—at least when you are writing. I know they get in the way of editing sometimes.
There’s a way you can “see” when content is a field or a bookmark while hiding the rest of those “ugly” codes. Make fields appear with a shaded background, and bookmarks with light grey square brackets.
File>Options>Advanced>Display



FIELD SHADING AND BOOKMARKS
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FIELD SHADING AND BOOKMARKS

———— = —

Field Shading and [BookmarlcsSe— = Square brackets show you
where a bookmark is

= All fields (such as page
number here) show with a
grey background

* To update all fields in your
_ | - document at once, press
See the topic Bookmarks on@@ Ctl"l—A (Select A”), then

press F9 (update fields)

File>Options>Advanced>Display
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Now you can see the square brackets around the word Bookmarks. Now you know not to mess with that word or you might also mess up a cross reference to it. 

Likewise, you can see the grey shading behind the page number that’s circled on the screenshot. 

Using a cross reference to the page number means I don’t need to keep track of where the bookmarks topic moves to… when I click Ctrl-A (to select all content in my document) and press F9, all fields are automatically updated.



" HIDDEN TEXT AND OBJECT ANCHORS

——— e

= Access Word Options
File>Options>Advanced>Display

Page display options

* Locate Always show these
formatting marks on the
screen

- Select Hidden Textand
Object Anchors

vhite space between pages in Print Layout view !

ocument tooltips on hover

Always show these formatting marks on the screen
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There are a couple of Display settings that are helpful – these are set in File>Options>Display. 
You can see on this screen shot that you can make Word always show certain formatting marks, regardless of whether you have all codes showing or not. I recommend you always display 2:  hidden text and object anchors.
Some of you know you can use hidden text to make notes in a document and then “hide” them, so they don’t print or show unless someone purposely displays them.
Object anchors show you which paragraph on the text layer a non-inline object is tied to—if that paragraph moves to the next page or elsewhere in your document, the anchor and its object goes, too.


HIDDEN TEXT

» Hidden text appears underlined with faint green dots

» Contrast to the heavier blue dotted underline for grammar
issues or the heavier red squiggle under a spelling mistake

= Best practice to create a style for hidden text with a distinctive
text color (and hidden text attribute)—makes it easier to see

- Applying the style turns on the hidden text and changes font color at the
same time

2/19/2021 10 Created by Mellissa Ruryk for Instructional Design & Learning SIG/COP of STC


Mellissa Ruryk�
Hidden text appears on screen with a faint dotted underline.  
Hidden text is a pretty cool way to write yourself notes about why you did things a certain way in a given document, or to give instructions to another user or editor of this document.
It’s a good idea to set up a style for hidden text that has a distinctive text colour, since it can be hard to see that underline. Applying the style can turn on the hidden text attribute and change the font colour at the same time.




OBJECT ANCHORS

T = 5 - — ———— s — = =

= Anchors only appear when
text wrap for image is set to
anything but /n Line with Text

—— = Anchors are attached to a
paragraph on the Text Layer:
Change how document content is dis MOVing or deleting that
paragraph affects the image

= Find the Anchor Lock:
- Select image and right-click

-~ Select More Layout Options
> Position tab
> look in lower left corner

Page display options
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Anchors don’t appear when text wrapping is set to Inline with Text

When you use any other text wrapping option the image moves to the image layer.

When you turn on Lock Anchor, you can move your image to any position on the same page as the anchor paragraph, and the object stays in that position. However, if you move the anchor paragraph to another page, the object also moves to that page, but it stays in the same relative position on the page. 



ALL ABOUT TABS
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" Tab sTOPS

———— = e - — —— e =

: Using Tab to reposition text betra ys you & never aligns correctly

April-1,-20219

= [t’s easy to set and use tabs using the ruler
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If someone knows how to use Word properly sees this type of formatting, they know immediately that the person who typed this does NOT know Word.
I’ll show you how to set tabs quickly using the Ruler.


USE THE RULER TO SET TABS QUICKLY

/ !
( ! = S —— = p—— — ————
Preservation vs Conservationd... ¥ MellissaR | ? L2l = O X
u Lef‘t—aligned File Home Insert Draw Design Layout References Mailings Review Vi Developer Add-ins Help Grammarly Acrobat
5 =1 Eloutline | ™S i o ; " New Window [P
Cent l‘ d =l = L.J | | E 5 @ [JNew Window [ ==}
Draft - «— Arrange A
t, ) . K Arrange All
L enter-a lgne 3 Print Web Focus Immers Vertical Show 7 100 = il Macros
Layout Layout zeader to Side <=+ | EHsplit Wi nd-j" sV
. o Views Immersive Page Movement Zoon Window Macros
Right-aligned - ; :
] AutoSave (! ) | L)~ 3 4 SimpleMarkup |~ B [R T | 255 Navigation Pane =
sport-and-recreation.
Decimal-aligned
Both-preservation-and-cons
air_,-mir‘1eral.*_~_,-[.u|ar'nts,.-ar'|d-\u'-..f|lr.jl|fe
- Bar tab

.f||d||‘re and-the-environment.q

Conservation,-on-the-other-hand,-is-defined-as-
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(ANIMATION) First, go to the View menu, in the Show section, and click beside the Ruler to turn it on.

You’re working with the Margin if your cursor is double-ended.

The solid up and down arrows are “margin releases” and you can use them to indent or outdent text.

You can cycle through the different types of tabs.

Right, left, centre – click in the ruler to set a tab location. You can drag this around on the ruler or drag it right off the ruler to delete it.

Note that tabs are set for the paragraph you are in. If you move your cursor, the tab you thought you were working with may not be there.



' DEFAULT TAB STOPS

Paragraph

and Spacing i Line and Page Breaks

Alignment: Left

QOutline level: | Body Text

» Default tab stops don’t
: show on the ruler

Right: o [none)

Mirror indents

Tabs
Spacing
Tab stop position: Default tab stops:
Before: 0p Line spacing: At: | e
After: . Single

Tab stops to be cleared:
|:| Don't add space between paragraphs he same style

Preview
Alignment

) Left
| Decimal

Set As Default

Clear All

Cancel
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There are default tab stops every half-inch in the default Word paragraph. So when you hit the tab key, it only moves a half-inch. To make text move to the right margin, you have to hit tab 11 times! And you can’t guarantee the words will align—for sure—at the right margin.



(" ALIGNMENT TABS

S ——— = 5 — ——— s — = =

wen 3 = - = Alignment tabs don’t show on
View Developer Add-ins Help Grammarly Acrobat Header & Footer 1% Share the ru‘er‘

* They stay in alignment
regardless of page size or
orientation

Doubleclick in the header or footer area to
open the Header/Footer dialog

Cracking a Geode

= Select left, center, or right
alignment /n relation to margin
or indent f
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There’s another type of tab in Word that is not shown on the ruler either.
It’s called the alignment tab and can only be set in a header or footer. 
You used to have to edit each header when the size or orientation of a page changed.
The new feature allows you to insert tabs (left, centre, or right) relative to the margin or an indent setting.
Now when your page size or orientation changes, content in the header appears a half-inch in from the left without any intervention needed from you. Gotta love that!



LEARN TO LOVE THE NAVIGATION PANE
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~ LEARNTO '~ THE NAVIGATION PANE

i 1 S = ——— ' — e ———— L= =

Outline View and Go To dialog still work, but there’s a skookum upgrade

File Qutlining Home Jesig t eferences  Mailings evie i elope Add-ins Help  Grammarly

[B] crea
E‘\n

Body Text

Document
Master Document
| Aut o) H © - € All Markup ERNE Navigation Pane 55 %

® CRACKING A GEODE

FIGURE R CRACKEDMpROCCANGEODE

Find and Replace

Find Repl ace(__ Go ch

1]
5o to what: Enter page number:

Page [P
Section
Line
Let's start by explaining just what a Geode is...to do this, I need to explain ... Bookmark
@ Agates Vs. Geodes Comment
Agates and geodes are sold; geodes are hollows both form the same .. Footnote
® The process

Enter + and - to move relative to the current location, Example: =4
will move forward four items.

[you need to introduce voleanos ...

out of the
r erystal experime
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There is a lot of wasted white space and you have to study up to learn the meaning of the icons and gaps in the text. I’m not saying the Outline View isn’t useful but I never got the hang of it – others may sing its praises.



LEARN TO _ THE NAVIGATION PANE

= Access the Nav pane
from the View menu

APPENDIX A: LAPIDARY SAFETY = Or, customize your

4 Appendix A: Lapidary Safety i F ite 2 I. of qUiCk access tOOlbar‘
' to let you turn it on
Pull you in

Cremias | S —— or off quickly

Pull you in

Spinning parts

Stone Safety

Appen::z: Fun FZ\QH Quiz ‘ i .- c ' | T o teeths 2 NOte t/]@ 3 tabs -y
Appendix C: List of Favorit... ﬂ Anng ' ' | Headl'ngs’ Pages’

4 Appendix D: Gemstone Ph... : ! ec] safe and that | t
Photographic intentions : 3 4 I R R 95 u / tS
Informational (clinica Spinning parts
4 "Artsy” photos : oose clothing such as long b: aves, as well as long hair, all fall into the -
’ ) - : Standard lapidary machin e
Sparkle (backlighting) : : i it takes a fra

Reflections
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ANIMATION
In contrast, the Nav pane is compact, docked on the left side of your monitor (but can be moved) and leaves the rest of your screen real estate free to show you the actual content. The arrow icons are familiar and understandable (expanded headings are black, downward-pointing, collapsed headings are hollow and right-pointing).
A pretty handy tool you might have not seen if you’re a long time Word user who doesn’t have time to explore is the Navigation pane. Microsoft changed the document map in Word 2010, expanded and improved it. The 3 aspects to the navigation pane I’ll cover here are (CLICK) Headings (CLICK) Pages (CLICK) Results




LEARN T0 ' THE NAVIGATION PANE

— ———— s —

AutoSave '._”' , '[ All l-.-1ar||-~':LI1r?1l::x:l - | - !‘\I '.”I 3 " Ii | : v \/ N'i"ILﬁTIJH P?nr- | B [ ] See doc Str‘u Ctu re and
Navigation ~ ~ doc content at the
—— < Promote I 2 :
same time, with

formatting

Search document £~

APPENDIX A:|

Pages Results Demote

4 Appendix A: Lapidary Safety New Headiﬂq Before
Pull you in e S

Dul vow = Move content around
. , . ull you in .
Chemicals - r h Wlthout fuss

4 Stone Safety MNew Sgbheading

Spinning part \ Mew Headin g EHE' r

Introduction : L
. 4 lelate
Appendix B: Fun FAQs Quiz ; o LEIETE oth—so = vaomo te Of demo te
Appendix C: List of Favarit... - ~ . . sive >
p ij\ppfntl_ _L . _‘M] _m__]”t - . Select Headlng and Content _ Sectlons [and mo,"ej
Appendix D: Gemstone Ph... : sses aren’t
Photographic intentions Print HE.‘EIdiI"IE] and Content [ ) W/ th a Slng/e I"Igh t_
Informational (clinical)... ' N X
‘ ' : Spinning part: / k :
4 "Artsy” photos i E:;.;:Fjan d J":"." ot ) c I c <
Sparkle (backlighting) : o ”

- i) Fa — |'|
Reflections : "——D"apl-"tf All

Show Heading Levels
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One functionality of the Heading tab on the Nav pane is the ability to grab a whole section (even non-contiguous ones) and move them around in the nav pane. 
Moving them in the Nav pane moves them in your document – with single mouse clicks!  Moving sections is a huge productivity boost if you are doing substantive editing and need to improve document flow. 
Right-click to see how to easily promote or demote sections. Also options for selecting an entire section, printing one section, and collapsing or expanding all sections at once. Pretty skookum!



¢
b

~ NAV PANE-PAGES TAB

File Home Insert Draw Design Layout References  Mailings eview  View

T
ab X,
Font

All Markup B Ay B

L

Heal nquPages .Esults

Agates that take the cast of
gas bubbles are called
nodules. Agates that grow in
seams of the Earth are called
seam agates. One way seam
agates form is when the
siliceous solution permeates
stratified as layers that
blanketed the earth during a
volcanic eruption.

Fossilization may occur the
same way—such as with
agatized wood. A siliceous
solution permeates previous
organic material, slowly

Developer Add-ins Help

Agate formations

Grammarly  Acrobat

+ AABBCCD! AaBbCeDdE AaBbCeDdEe EWedifiledil AaBbCcDdEe

1 Normal Title

ion Pane 5 X
. . .

e e N ————

silica (the most abundant element on Eartl
well.

o suspension, much
| ays
water. We call this pension a siliceous (;

like a gel.

The silica begins to drop out of the solutior
“precipitation.”

If you ever did the sugar c
jar of sugar water, you would have seen cry
days. This is precipitation.

Crystalline structures begin to form on the

be Agate (microcrystalline) or Geode (crys

always a cast of the initial void. That explai
» bubbles.

Agates, having a microcrystalline structurg
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[ use this view to
check for layout
Issues

Resolution of the
images is fixed but
you can resize the
Nav pane to see |, 2,
or 3 pages at a time

Click a page to
move your- cursor
there
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The Pages tab shows you thumbnails of your document, very similar to what you see in a PDF or PowerPoint. I use this to assess whether white space has been used well throughout a document or if the reader is facing a wall of text to wade through.

Page sizes are fixed as shown but you can resize the pane itself to show only a single column of pages, or multiple pages, depending on the width of the Nav pane.



\

~ NAV PANE-RESULTS TAB

e ——

Section 7 Misc and Appendixes.docx - Saved to this PC ~ MellissaR | ?

File Home Insert Draw De

Georgia (Body)

Paragraph | Styles
A

i~

q‘:?" -
Pages™ ™ =Results
-

——

Headings

lapidary-related search
terms) to find rockhounds
and lapidaries who need
your services.

nal group using

jords such as
rockhounds, rock hunters,
gem and mineral clubs,

[

~ 11~ =

PR

E %A

e;:?-"" 0O [h[l] @

Dictate

Signatures ©

Editing | Create and Share

dobe PDF

Request

\dobe Acrohat

Find Options

O Find whole words only
| Use wildcards
lled

2% [] Sounds like (English)

dd
ren (1 Find all word forms (English)

r.In
the i Highlight all
tw

Incremental find

Equations Set As Default

de, w

Footnotes/Endnotes stop and de

Comments
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jn Layout Referenc Mailings Review View Develop: Add-ins Help Gramma Acrobat

/ F )
L=
Editor Open
Grammarly

Editor {Grammarly

1 Match prefix
1 Match suffix
L Ignore punctuation characters

L] Ignore white-space characters
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= Shows a count
of results

Easily move
from one result
to the next
using the
arrows

Right click
down arrow by
search field to
see additional
options
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ANIMATION

This tab expands on the usefulness of the Find and Find/Replace dialog. 

You can see the results of your searches in the Nav Pane, plus a count of results and use the arrows to move back and ahead to each occurrence. 

I use this to find inconsistencies in my docs – for instance, spelling rockhounds as a single word, two words, or a hyphenated word. 



NAV PANE-RESULTS TAB

File Home Insert Draw D

Options...

nced Find...

< ords suc
rockhounds, rock hunter

. Equations
gem and mineral clubs,

ab Footnotes/Endnotes

Rockhounds dig under
[ Comments

An cld-school frick is to cut
ONENing S0 You are not cons

Sledgehammers

Water Botfle

bottle is really, useful to help
as 500n as | start putting rocl

:khounding Tips and Tricks:

ge Footholds:
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= Find and quickly
move from one
object (graphics,
tables, footnotes,
etc.) to the next
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Even better is its ability to find and let you quickly move from one object to the next, by using the dropdown shown in this screenshot. It’s pretty much the same functionality as the Go To tab in the other Find and Replace dialog box. 

I can never remember where to click to bring up the Go To tab (actually, that would be on the page or section number in the Status bar at the bottom of your monitor). The Nav pane is already open, so… I use that.



CUSTOMIZE YOUR STATUS BAR & QAT
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~ CUSTOMIZE THE STATUS BAR

Grammarly  Acrobat

CcDdEe  /

ormal 1
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Customize Status Bar

v

v

v

v

Formatted Page Number
Section

Page Number

Vertical Page Position

Line Number

Column

Word Count

Character Count (with spaces)
Spelling and Grammar Check
Language

Label

Signatures

Information Management Policy

Permissions
Track Changes

Caps Lock

1% Share 7 Comments

1
1

Page 10of 13

1258 words
6716 characters
Errors

English (Canada)

Off

Insert

2 = — ———— s —

» Use the Status bar to
increase your productivity
by eliminating keystrokes

= My most-used are

highlighted

Right click on the status bar at the
bottom of your window
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Right-click on the status bar at the bottom of your window to display options available to you.
There are a number of productivity boosters that reside there. It’s only in the last 6 months I found out I can have the Track Changes toggle displayed there, instead of having to hunt for the Review menu, clicking on it, clicking on Track Changes, and clicking in the document to make it go away. Now I click to toggle between off and on, and save oodles of time.



Section: 16

u !

s | Ux ATrack Chanaes: Off] Insert [@ (b Accessibilty: Investigate

Note 2 different page counts—hand y for printing

- You'll get a Resources page after the presentation; see hyperlinked article
(but remember how easy printing from Nav Pane is...)

Word Count given for entire doc or selection

Editor issues in grammar or spelling are indicated by X on book icon
~ Open the Editor by double clicking that icon

Favorite new addition is Track Changes toggle on/off
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Here’s my status bar. The red circle is the edit warning—Word is telling me I have errors in my document and I can quickly bring up the Editor to investigate these by clicking that icon. Note the two different page counts showing. This is handy when you are trying to print specific pages from a multi-sectioned document. 


~ CUSTOMIZE THE QUICK ACCESS TOOLBAR ( GAT)

————— = — — i

File > Options > Quick Access Toolbar

» To match the Track Changes
toggle in the status bar,
added Display for Review
(same options):

— Simple Markup
- All Markup

- No Markup

- Original

= Quick Access Toolbar can be
pinned above or below the
ribbon

Reset ¥ i

Import/Export ¥ |\
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ANIMATION  (brings up my QAT)

To match the ability to turn Track changes off and on, I’ve customized the QAT to give me quick access to the Display for Review drop down list.



AUTOCORRECT
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A /

AUTOCORRECT

——— = S,

Click the Autocorrect Options
button to open the dialog

Enter exceptions to
Autocorrect

Use options to set exceptions
for items such as ToC, TCBoK,

| etc.

If you haven’t looked at Word’s
Grammar refinements lately,
they’ve been greatly improved.
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ANIMATION to show off adding TOC to Autocorrect and grammar options

Autocorrect – Dialog found in File>Options
Can add exceptions
Add items to be autocorrected as you type
Word’s Grammar checker has evolved greatly the 365 version


" ADDING TO AUTOCORRECT WITH SPELLCHECK 2

e Ll - | went more than a year
Rockhounders wil tate ey oL s YO N | thinking Word had removed
Thinis s vy ot e N .5 i b il by eye becaus o s brght sppeasance the ability to add a

i(:ﬁf {ﬁlzil\w\lﬂle\r\?iﬁn Thee . ratuze. during heat treatment, the orange appears even C Orr ac ti on Whil e

seam, or even a fissure tht \mertrine, fron BOMVA 1 sy spellchecking...

void could be a geode, a
hosted the siliceous solution.

irradiated by the
ok for next time you're

S W * Note the ability to open
et B ©F" ﬂ:l?a?:gmcomu bdes from Uruguay, th e Au t ocor rect d i al (0) g

remmet  rreferred to as Amethys - trarches. You should now

know ho“} these form and why tile quartz crystal is purple. ( l as t S l i d e ) fr‘ om h e re

)
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Autocorrect –. It used to be, when you were spellchecking your document, you were given the option to add a correctly spelled word to Autocorrect and never see it again.
But Word changed things a couple of years ago and it’s hard to see where to add words to Autocorrect now. As a matter of fact, I went for more than a year thinking they’d taken away the Autocorrect option!
When you spellcheck, you can right click on any misspelled word to see Word’s suggestions. If one of them is correct, click on the right pointing arrow on the same line as the correction. A menu expands that gives you the option to add to autocorrect. If you need to, you can even open the Autocorrect Options menu from here (saving 4 mouseclicks to open that dialog and 2 to close it).



EDITING OTHERS © MISTAKES

This section offers strategies for editing other people’s Word
documents... they can be, uh... “messy”
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Possibly you have a new job and you have to bring legacy documentation up to date. Maybe you edit other people’s résumés for a living (if that’s the case, you have my sympathies). 



FIND AND REPLAGE
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FIND AND REPLACE SPECIAL CHARACTERS

Find and Replace

Find Rep GoTo

Find what: |

Replace with:

Replace

Search Options

Search: Al

|:| Match case

Find whole words only

|:| Use wildcards

|:| Sounds like [English]

|:| Find all word forms [English]

Find

Format = Special = Mo Formatting

Replace All Find Mext Cancel

|:| Match prefix
[ mateh suffix

|:| lgnare punctuation characters

|:| lgnare white-space characters
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Home>Editing>Replace

 Turn off Track Changes

for wholesale changes
like this

= Replace 2 spaces with 1

= Repeat until 0 replaced
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First thing I do with another person’s file is to replace 2 spaces between sentences with 1 space. Important: make sure track changes is NOT on for big, wholesale changes such as this and the next one.



FIND AND REPLAGE OTHER THAN WORDS

Find and Replace

Find Replace GoTo

Find what: Aphp

Replace with: | ~p

<< Less Replace

Search Options

Search: |All

|:| Match case

Find whaole words only

|:| Use wildcards

|:| Sounds like [English)

|:| Find all word forms [English)

Find

Format = Special ~ Mo Formatting

Replace All

Find Mext

|:| Match prefix
|:| Match suffix

|:| lgnore punctuation charaiers

|:| lgnore whita-sface characters
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Home>Editing>Replace

» Replace 2 paragraph
marks with 1

= Repeat until 0 replaced
- “p = paragraph
- “t=tab
- 7l = manual line breaks
- “m = manual page breaks
- ”b = section break

= Use only lo wer-case
letters ’
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Next, I replace 2 pilcrows with 1. 
When you replace 2 of anything with 1, sometimes you are left with an odd number of occurrences. So, run these Replace tasks until Word reports that none were replaced.
In this screenshot you see I am using the caret (shift-6) to represent the pilcrow or paragraph mark. Before I knew I could type that in, I would select the Special button at the bottom of the window and this list appears 
The ones I use most often are ^p for paragraph, ^t for tab, ^b for section break, ^l for manual line breaks and ^m for manual page breaks.. Note that the letters you type in must be in lower case.



\ .

~ SPECIAL CHARACTERS

[ Find all word forms (English)
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—— e =T

Home> Editing> Replace>
More >>> > Special

If you can’t remember the
codes, click Special to see a
list of what you can replace
(without using wildcards)

« Using Wildcards presents
different list

= Check out Format choices

~ You can swap one Style for
another ‘
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Note: other characters appear if you have Use Wildcards selected. Not talking about that today.



APPLY STYLLS
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REFORMATTING DOCUMENT WITH STYLES

= Size of document and number of images

» Smaller doc, few/no images

— Strip all for'mattmg
= Ctrl-End
= Ctrl-A
= Un-select last pilcrow
- Keep shift key held, let go Ctrl, cick left arrow
= Ctrl-C
= Open Notepad or Notepad++
« Ctrl-V, click anywhere to clear selection
= Ctrl-A, Ctrl-C to copy entire contents
= Ctrl-V in new doc

- Created by Mellissa Ruryk for Instructional Design & Learning SIG/COP of STC

Why omit last pilcrow?

Don’t copy corruption
into new document.
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Depending on the size of the document, I might print the original to see what it looked like when it was given to me.  Now that I have 2 monitors, I don’t do this very often anymore. I put the original up on my portrait monitor so I can see each page in its entirety. I can see which content was intended to be in the headers and footers, see headings, bullet points, numbered lists, and anything else that had manual formatting applied. I open a new document on my laptop screen, which has more horizontal real estate.  Now I have room for a few sidebars open for Styles, the Navigation pane, and—when I’m ready—a grammar checker. In addition to Word’s built-in grammar checker, I use Grammarly.



REFORMATTING DOCUMENT WITH STYLES

- Size of document and number of images

= Larger doc, more/lots of images

- If allformatted as Normal
= Copy to new doc omitting last pilcrow
= Ctrl-A |
= Strip all section breaks
= Apply Body text Style
- = Re-apply Heading Styles where appropriate
= Apply Image format to images '
= Apply table style to tables
= Add captions to images and tables

= Always configure section breaks before addin
headers and footers, moving from the front of the
document to the back

= Generate ToC

Created by Mellissa Ruryk for Instructional Design & Learning SIG/COP of STC

If there is a mix of different
styles and manual formatting,
use whatever you need to
standardize and make styles
consistent

Reformat manually numbered (or
bulleted) content with a neat
trick: selecting text vertically.

2/19/2021 38


Mellissa Ruryk�
Next, I strip all the formatting from the original. If the document is straight text only, this is super easy and fast. I select all the content in the original file (Ctrl-A) and navigate to the end of the document. Holding down the Ctrl key, I de-select the last pilcrow in the file. Then I paste the content into Notepad, and then copy it all back into the new file I have waiting.
Why do I leave out the last pilcrow?  The last pilcrow in a document has a lot of formatting information in it, and if anything is corrupt, it’s more likely to be there than anywhere else. You can’t delete the last pilcrow in a document.
Put another way, it doesn’t hurt and it might help—to prevent future problems.



(" SELECTING TEXT VERTICALLY IN WORD

Introduction]
1.--Planning-and-Scheduling-your-Canning-Day¥]
-1.1.--Participantsyl
. .1.1.--How-many-participants?h]
--1.1.2.--How-much-to-make?9]
++1.1.3.-Who-pays-for-what?q]
-1.2.-Setting-a-datef]
-Locationd]
2.-Equipmentql
-2.1.--Special-equipment9]
1.1.--How-much-equipment-to-buy"|
2.-Where-to-buy-equipmentq]
-2.1.2.~-Cost-of-equipment9]
--2.2.--Storage-of-equipmentq]
3.~Ingredients9
-3.1.--Ingredient-listq
~3.2.--Preparation9|
3.2.1.--Who-does-what-preparationq]
3.~-Health-benefitsq]
4.--Processql
-4.1.--Safetyq]
~4.2.--Step-by-step-proceduresq
-4.2.1.-Washing9
2.-Straining
.2.3.~-Cookingl
2.4.-Jarring9
-4.2.5.--Eatingql
5.-Clean-UpY
-5.1.--Washing{l
-5.2--Storage]

Find and Replace

Find Replace  GoTo

Find what:

Options:

Replace with:

Search Down

At

Replace
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Replace All

Introduction9

1 = Planning-and-Scheduling-your-Canning-Day1
-1.1-Participants9

--1.1.1 - How-many-participants?q
--1.1.2 - How-much-to-make?q
-«1.1.3 = Who-pays-for-what?9]
~1.2->Setting-a-date

-1.3—Location

2 = Equipment9]
-2.1->Special-equipment9

-2.1.1 = How-much-equipment-to-buyq
-2.1.2 - Where-to-buy-equipment9]
-2.1.2 - Cost-of-equipment
--2.2-Storage-of-equipment9]

3 = Ingredientsy

~3.1->Ingredient-listq

3.2~ Preparation9l

+3.2.1 - Who-does-what-preparation]
3.3~ Health-benefitsq

4 = Processt

-4.1-5afetyq]

--4.2 = Step-by-step-procedurest]

-4.2.1 = Washing¥l

-4.2.2 - Strainingd

-4.2.3 = Cookingq
--4.2.4 - Jarringyl
-4.2.5 = Eatingq
5 = Clean-UpY
~5.1-+Washingl
--5.2—>Storage"l
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Here is a list that someone has carefully typed and numbered manually.
You can see that they were careful to try to align the numbers by adding the same number of spaces before and between the numbers and content.
If you had to remove this manual spacing, you would have to position your cursor at the front of every line and delete the content – hundreds of keystrokes to deal with these 30 lines.
I could run several find and replace functions and replace spaces 2, 3, and 4 spaces with nothing… but even that takes a lot of keystrokes.
I recorded a little screencast to show you how only a few keystrokes and selecting text vertically can fix this issue quickly.


SELECTING TEXT VERTICALLY IN WORD

File Home Insert Draw Design Layou  Pause

Calibri (Body)
B I U-~ab

v A~

) — requires that you
— - hold down the
Alt key before
dragging up and
to the left.

/ -
-

Dictate | Editor

al-equipment9]
uipment-to-buy1|
Juipmentq]

Section: 1 Pa AL 74" 1 rack Cha 0, Focus
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ANIMATION

So I selected the text, searched for a period followed by two spaces and replaced that with a tab.

Then I set a tab stop on the ruler to give myself some room to work

Next I click at the bottom of the list and drag the cursor to the margin and up 
I click delete and all that content disappears. Ten keystrokes or so, and it’s fixed.



RE-FORMAT TABLES |

* APPENDIX-F:-SOCIAL-MEDIA-TAGSY]

Because-we-all-know-social-media-is-a-thing-now,-here-are-some-tags-to-reference-

ost-your-work-online,-sign-up-for-a-feed...-or-to-source-inspiration.

Should-you-post-tags-as- abochons)-or-singular-(cabochon)?-There-is-not-
much-difference...-but-it-is-not-recommended-to-use-t .-Pick-one-and-be-
istent.-When-searching-use-the-singular-becau, 'one’-matches-both-stone-

Table-1:-Social-media-tags
Appraisaly
Faceting-specimensq
Petrified-wood{]
Arrowhead|

Flinty]

Polished{]

Artisanalf]
Flintknapping
Precious-gemq
Beadingf

Fossilf]
Precious-stoneq
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« This section of
content had the
formatting stripped
from it.

* Quick way to fix that

Insert > Table >
Convert Text To Table...
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Insert > Table > Convert Text To Table…



(" CONVIRTING TEXT TO TABLE

Tablefl]:-Social-media-tags

Appl’aisam Convert Text to Table  ?
Faceting-specimens| reble e
Petrified-woodf|

ArrOWheadﬂ xed column width: | Auto
F| | ntﬂ Al to contents
Polishedf] iy
Artisanalf|

Flintknapping{
Precious-gem(|

Beadingq
Fossil]|
Precious-stonef|
Beadsq|
Gem-art{

Raref|
Cabochonf|
Gemstoneq
Rock]|

Cabsf
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e Set the number
of columns you
want

 Specify where to
split the text

e Click OK
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TEXT TO TABLE

Results of using

Convert Text to
Table

Appraisal
Arrowhead
Artisanal
Beading
Beads
Cabochon
Cabs

Carver
Carving

Cast

Casting
Collection
Commission
Consignment
Copper
Course
Crystal
Custom

Cut stone
Cutting
Design

Drill
Exhausted mine
Faceted stone
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Faceting specimens
Flint
Flintknapping
Fossil

Gem art
Gemstone
Gemstone jewelry
Gold

Gold jewelry
Healing

Inlay

Intarsia
Jewelry
Jewelry repair
Knapping
Lapidary

Local made
Market
Metaphysical
Minerals
Mining

Natural

Old stock
Petrified stone

Petrified wood
Polished
Precious gem
Precious stone
Rare

Rock

Rock art
Rockhounding
Rose cut
Rough rock
Sandblasting
Semi-precious
Setting

Silver

Silver jewelry
Silversmith
Silversmithing
Slabbing
Smithing

State gemstone
Stone

Stone drilling
Wholesale
Wire wrapping

2/19/2021

43


Mellissa Ruryk�
Sometimes it’s easier to type out the content you want in paragraph form rather than putting it directly into a table.
Use tabs to separate text.


TEXT TO TABLE

EE———— ~ ——

Type the content separated by tabs and use
this function to create a plain table you can
then style.

Convert Text to Table 7

Table size

Apples*Oranges -  Pears- Dragon-fruit9|
Candy—~Chocolate - Chips— Cheezies"]

Broccoli — Kohlrabi - (abbage - Kalef

Apples:z Oranges Dragonduits

(andy (hocolater Chipst (heezies
Broccols Kohlrabie (abbager
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Sometimes it’s easier to type out the content you want in paragraph form rather than putting it directly into a table.
Use tabs to separate text.


CONVERT TABLES TO TEXT

= S S———

endixes.docx ¥

Ref es  Mailings + Add-ins  Help  Grammarly Acrobat Table Design  Layout 1# Share  J Comments

@ ﬁ % i [ Height: 0.01" ; f Distribute ggg /\;” I:lj (’% f;'

t Split | AutoFit Flwidth: 3+ & L t Convert Formula

Table v T g to Text

= B fH 0B

rt

Data

anujsdknhuk@gmail.com
Convert Table To Text

armappparro@gmail.com
bbkirszi@hotmail.com
lorggwong@gmail.com Separate text with
cjjjail.com -
emoiuoiue05@gmailer
erappas@gmail.com
jadrick@outlook.com
jroft@icloud.com
Kibeasdfalsur@outlook.com
laxxp@mncpd.org
Laumm-rrachan@gmail.com

Paragraph marks

— 3 carteasdfksant@
lexopoiunning@gmail.com

M98asdf4@gmail.com lorggwong@gma
Me0077rt@gmail.com
tiltroupsh@gmail.com

melcostof@gmail.com
i @
j @

!
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= Select content

Tables Layout menu >
Convert to Text

» Pick a separator

= Click OK

@gmail.com;-jadric
g;-Laumm-rrachan@gmail.com;-

@gmail.com;-
99@gmail.com;:
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You might have content in a table that you need to quickly get out of a table format and into a paragraph format. 
Note you can specify another separator. Semi-colons are a good separator when converting a list of email addresses that you need to paste into an email’s To: line. After you convert the table to text, you end up with a usable list of email addresses without having to position your cursor at every paragraph mark, pressing delete and typing a semi-colon. 
(BTW, there is an extra step required to get this output:  Find and Replace each semi-colon with a semi-colon followed by a space.) 
 



STYLE GALLERY VS. STYLE PANE
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STYLE GALLERY VS, STYLE PANE

Mailings Review View Developer Add-ins Help Grammarly Acrobat

Styles Gallery

LFind v

v Z3E 7l | assbcende BaBBEC AaBbCcl ABLCDAE AaBbCCDAE

¢ Replace
F v TNoSpaci... Heading1 Heading2 Heading3 Heading4 I Select v Create anc

Adobe

bgraph Styles 0 open the Styles Pane:>> | M| | Editing Ade

The Style Gallery is a shortcut to a subset of styles.

» To see the larger list of styles, click the disclosure
arrow at the bottom right of the Style Gallery
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There are times you might want to apply a style that doesn’t appear in the Style Gallery or Style Pane, depending on how things are set up in the document you’re working on. First, a quick overview of the Style pane versus the Style Gallery.


STYLE GALLERY VS. STYLE PANE

ovedocx - Saved ¥

Layout  References Mailings Review View Developer Add-ins Help Grammarly Acrobat

+ AaBbCcDi - AaBbCc AaBbCcDdE

TBulletLe.. TBulletle.. Timagelef..[s| | I\ celectv | T3t i

LOFind ~ (
22 ace [h‘l]

———— s — —

Style Pane Options

= Affects how styles are
| listed in the pane

~ Personal preference is -
/n Current document,
sorted in Alpha order

Add a New Style

8l Open the Style
Inspector

Open the Manage
Styles dialog
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ANIMATION

This is Word we are talking about here, so these are 2 different ways to get to almost the same information. Word just loves to embed different ways to find things and offer more than one way to dress up the dog (that’s my version of “skin the cat”).
The Style pane lists styles according to how you want to see them. The default is Word’s “Recommended” styles. But, you can see all styles, or just those in use.
You can sort them in Recommended Order, or by type – my personal choice is alphabetical.

Also at the bottom of the Style Pane are 3 buttons to add a new style, open the style inspector, or open the manage styles dialog.


" STYLE PANE - STYLE INSPECTOR =

Reveal Formatti... ~

Style Ins [ 2
_— = Shows quic what
Paragraph formatting Selected text
+ Green Checkmark Body Text Bullet K Sample Text

formats have been applied
to the selected text

Default Paragraph Font

Heading 1

- _ | Heading 2

A Clear All

Reveal Formatting

Heading 5
+| Show Preview

Disable Linked Styles
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AT the bottom of the Style page you click the Style Inspector and that dialog box opens. Click Reveal Formatting at the bottom of that dialog box, and you can see everything there is to see about that piece of text and how it’s formatted.  Both those dialog boxes can be docked on your window screen if you’d like.


" STYLE PANE - MANAGE STYLES <

Assigning a priority
Sort order: | Alphabetical [ show recommended styles only to a St le moves it

Select one or more styles to set whether the style appears by default in the recommended
list and the order in which the styles appear

st sogy ot tice Untivsed Up the ist when

sorted “As
LT o s recommended” but
e also in the Style

& pt, Lin ; e 1 Bullet Level 1
Bullet Level 2

Gallery

- Opt L
0 pt, Line

pt, Lin

Bibliography as g
Select All Select Built-in Assign Value 7

Enter a priority value for the selected styles:

1 =

Set priority to use when sorting in recommended order

Move Up Move Down
Make Last

A~ - - - . . .
/| Show Preview Set whether style shows when viewing recommended styles

Disable Linked Stvles Show Hide until used Hide
saple (ed >tyles

'(_\‘ ,lf‘ A "_"F)TI' - COnly in this document () New documents based on this template
4 fa\ ot LIL .

Import/Export... CK
Mana
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Click the Manage styles button to open this dialog. The Recommend tab is where you can set a priority for a style, which affects where it appears on the Recommended list and in the Style Gallery.
I’ll be going into this in more detail in the Templates webinar planned for later this year.


STYLE PANE - APPLY STYLE

Insert

1+ A N T o4

Ap a style
Plckm ythe
style in the

Video p our point. When vou click Online Video, you can paste in the Styl [a) Gal l er y

\"ldEO you W'mt to add You can al.m tvpe a I\E'V\-\-'Dl‘d to search online for the video that best fits your document.
cover page, and text box designs that complement or use the

For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the element] /4 / ‘5- t /
different galleries. Themes and styles also help keep your document coordinated. When you click Design and ct pp y y e
pictures, charts, and SmartArt graphics change to match your new theme. d 1 al o g

When yvou apply styles, your headings change to match the new theme. Save time in Word with new buttons tha
need them. To change the way a picture fits in your document, click it and a button for layout options appears n
work on a table, click where you want to add a row or a column, and then click the plus sign.

Reading is easier, too, in the new Reading view. You can c-ollaps-e p'u't»: of the document and focuq on the text v
stop reading befc
help vou prove your pomt.

When vou click Online Video, you can paste in the embed code for the video you want to add. You can also type
online for the video that best fits your document. To make yvour document look professionally produced, Word
cover page, and text box designs that complement each other. For example, you can add a matching cover page,
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Now you might know that there is a style you want to apply but it’s not showing up in the Style Gallery or the Style pane. There is a quick way to apply a style using the Apply Style dialog box, accessed from the Style Gallery.

You can use the Arrows in the Style Gallery to move up and down in the selected styles. There can be up to 30 style shortcuts.
If you don’t see the style you are looking for, you can expand the Style Gallery by clicking the expand arrow.

ANIMATION

Here is the Create New Style button again.
There is a button that will strip all the formatting from any selected text.
The 3rd button is the Apply Styles button – click it and you can type in the style name you are looking for.
Or you can use the drop down to search for the style.
Remember we got here via the Styles Gallery - this button can open the Styles pane (one more way to dress up the dog)



" APPLYING STYLES ~ CREATING A STYLE SHORTCUT <

Section 7 Misc and Appendixes.docx ™

File Home Insert Draw gn Layout

Georgia (Body) ~ 11 - AT A
B I U-~vab x, XX A~

Font

E D) -~ |:1:j:| a7 Al Markup

Footer

HEADING 1

HEADING 1 AKA )
Heading 2 #ﬁ

Heading 3 I

1a .

Heading 4

HEADING 5

HEADING 6

Heapinc 7

nt...

Heading 8

Hyperlink

Image

Intense Emphasis

Intanca Dunta

v'| Show Preview

= k opals-or-shatter-e

References Mailings

Modify Style 7

Properties

Name:

T8 Heading 1

s
o Style for following paragraph: | T2 Bady Text
Header - B

ormatting

Arial Black (Headir~| |16 ~|| B T U | I -

= + +
= 4 +

The tools of the Lapidary trade have a lot more in
common with each other than people realize. Wheels
grind and polish, burrs carve, drills perforate, saws
cut. However, they are all the same because they all 3-0f~t1]_e-
. ) zalize.-V
o,-they-a
Jr-a-colx
e-of-the-
re-is-the

ymatically update

locuments based on this template

Cancel

The-whole-proce
etc.—all-of-it-is-a

Note-that-knapp
lapidary-whereir
stone-with-shock

equipment.-1
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. Modify Style

Open Styles pane or locate the style in the Style
Gallery, right-click > Modify

= But first, notice:
> Style based on:
2» Style for following paragraph
3 New docs based on this template

- Click the Format button
@ This is where you find the sfzortcdt key
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Some things I will point out quickly here for advanced users, that I plan to cover in detail in the webinar on templates:
This dialog box opens when I right-click the drop down arrow that appears when I hover on Heading 2 in the Style pane and select Modify.
#1, note that this heading is based on Heading 1. That means if I make changes to Heading 1, most changes will flow through and affect Heading 2 as well. (And Heading 3 and 4, because those are based on Heading 2 and 3, respectively.)
#2, see that I have also set up a Style for the following paragraph. That means when I type some content, apply heading 2 and hit the Enter key, the next paragraph will automatically be styled as a body text paragraph. That doesn’t help much in this editing exercise, but when I am creating a document from scratch, it’s a huge time saver. 
#3, if you get the feeling you’ve made that change more than once…. It’s probably because you forgot to click this on. You will be prompted to save the changes in the template when you close this document (if you have that option turned on).
Finally, #4 – the reason we opened this dialog box – this is where you set up a shortcut.



ADDING A SHORT CUT KLY ASSIGNMENT

———— s —

Customize Keyboard

= Put your cursor in the Press new
shortcut key field

- Writes over any previous assignment

s v = | picked something | hope I'll
N remember: Ctrl-H should remind
e e me of headings, 2=heading level 2

a anges in: | AKlLapidaryTem.dotx

e  Clicking Assign moves the
shortcut to the Current keys:
field
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With your cursor in the “Press new shortcut key” field, press the combination of keystrokes you want Word to remember as a shortcut for applying Heading 2.
In this case you can see that the keystrokes I chose are already assigned to another command. It’s not a command I use often, so I don’t mind replacing it with this shortcut. Note that I didn’t pick a totally random set of keystrokes… there’s a chance I’ll remember that Ctrl-H will remind me of Heading and the number 2 relates to which heading I want applied.
One more step: I have to click Assign, which changes the display to:



SAVING SHORTCUT KEYS

e ——

= —— o — —

—— — * You can use the drop-down to select the
current document or Normal.dotx as a
place to store this shortcut.

= /f you feel you've made this change
before, maybe more than once - it’s

because you didn’t save it in the

template you are currently using.

ent 1, Mot Small caps, Space
p lines together, Level 2
ide until used, Show in the Styles gallery, Priority: 10
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Mellissa Ruryk�
Now the shortcut is embedded in the template I’m using for the document. If I wanted to store it in Normal.dotx, I can change “Save changes in:” to show that template.
As I said before, I’ve set up shortcuts for the main styles I apply more than any others, headings 1-4 and Body text.
I always use Body text as my base style in any document I’m going to work with more than once, because of that cascading feature of styles I mentioned before. If anyone changes Normal, and all my styles are based on Normal, there goes all my careful work!



SPEAKING THE LANGUAGE OF 1& WORD

When you learn to read Word’s codes and formatting marks,
you can make it behave.
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WORD*§ CODES

Paragraph marks

Hidden text

Optional hyphens

Object anchors
* Line and page break formatting
Line feed / soft return !

]
Non-breaking space

Sample hidden text

Codes, Aka:

= “hidden”
| characters

= Non-printing
characters

= Formatting
marks

Pilcrow, aka the:

= Backwards P

» Paragraph mark
= Hard return
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Different people use different language to talk about Word, so here’s a cheat sheet of different terms
I recommend you work with the Codes showing if you are troubleshooting. Definitely when editing, perhaps not when you are composing.
The characters shown here make up Word’s alphabet, so to speak. It how Word talks to you!


SPLAKING WORD ' § LANGUAGE —1

——— - = - = = - —— e -

= Each pilcrow controls the paragraph formatting of the paragraph
before it. -

= Each section break controls the section formatting of the section
before it.

= When you delete a section break, you delete the section formatting
of the section before the break. The section before the break adopts
the section formatting of the section after the break.

« There is one exception, the last section of the document. The section
formatting for the last section is stored in the last paragraph mark of
the document. ' |

* You cannot delete the last pilcrow in a doc, but you can cut
everything from a doc except the last pilcrow and paste into new doc.
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Things you need to know about Word’s pilcrows – they are the storehouse for information in your document.


SPLAKING WORD ' § LANGUAGE -?

m— - ~ - — . ek b T N e

All headers and footers are associated with sections.

Headers and footers come in pairs.
" — No header without a footer, and vice versa
— Either one or both of a header/footer set may be blank

Every section has at least one header/footer set.
— Create a new section 2 new header/footer set

Add section breaks from front to back of document
- Take advantage of the "Same as Previous" setting for header/footer sets

- Understand “Previous” = previous same type of header/footer (i.e., same
as previous First page header, same as previous Odd Page footer, etc.)
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Headers and footers come in pairs
They apply to a section
Each section has at least one header and footer pair and they are always there even if they they don’t have content in them
When you engage the Same as Previous setting, be aware that previous does not = most recent.
It means same a previous header or footer of the same type.


How Do WE Fix THIS?

Troubleshooting is much easier now...
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FIXIT SECTION

= What the heck?

Apples
Bananas

Oranges
Peppers

Watermelon

= Look at the pilcrows:

e - Applesq
e - BananasY
e - Orangesf|

e - PeppersY

® > Watermelon
o

Created by Mellissa Ruryk for Instructional Design & Learning SIG/COP of STC

Apples
Bananas
Oranges
Peppers
Watermelon

e - Applesq|

e - BananasY

e - Orangesf|

e - Peppers]

e > Watermelono
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FIXIT SECTION

« What the heck?

- (Heading is less likely to change, so xref page number. If heading changes,
use Find and Replace to correct)
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FIXIT SECTION

ome  Insert

= What the heck?

BIU-ax

= Putting captions at  EEES
the bottom means
cross-references
reposition such that
the user has to scroll
to see the entire
Image.

Font
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FIXIT SECTION

Insert Draw Design Layout References Mailings Review View Developer Add-ins Help Grammarly  Acrobat

* What the heck? T s et——_—

Font

= Putting captions at N
the top means cross-
references reposition )
such that the user > Gt
can see the entire 77
image without
scrolling.
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SHAMELESS PLUG

If you are interested in practicing these tips and
creating your own How-to-Use-Word Manual with these
and other tips, take a course called TCOM240 from the
Lifelong Learning faculty at Simon Fraser University
(SFU). It’s a course that is part of SFU’s Technical
Communication Certificate, a well-regarded program
that teaches the 9 core competencies of technical
communication in 10 focused courses, plus a final
3-month practicum project.

https://www.sfu.ca/continuing-studies/programs-and-
courses/area-of-study/writing-communications/technical-
writing.html. |
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https://www.sfu.ca/continuing-studies/programs-and-courses/area-of-study/writing-communications/technical-writing.html

REFERENCES AND RESOURGES

A ———— — = = S e R AT

Kevin Stratvert (used to be Kevin from Microsoft) runs a channel on YouTube WIth excellent v1deos on
Word. One for beginners is How to use Styles in Microsoft Word.

Allen Wyatt runs a website called wordribbon.tips.net providing tons of information and assistance. He
also offers a free weekly email called Wordtips—sign up on his site.

Shauna Kelly’s advice was always spot on, but she passed away in 2011 from ovarian cancer. Basic
information on her site (shaunakelly.com) is clear and exceedingly easy to understand, but not maintained.
Newer features in Word are not covered.

| was surprised to see so much free content at https://www.dummies.com/software/microsoft-office/word/
—in addition to selling the For Dummies books onsite.

Using wildcards in Find in Word: https://wordmvp.com/FAQs/General/UsingWildcards.htm

Printing individual pages and page ranges in multi-sectional documents: https://support.microsoft.com/en-
us/help/826218/how-to-print-a-range-of-pages-in-a-multiple-section-document-in-word-2

Using bookmarks and cross-references in Word:
http://www.docs.is.ed.ac.uk/skills/documents/3617/3617.pdf
http://wordtrainingandtips.blogspot.com/2010/04/review-of-formatting-marks-aka 08.html
https://www.online-tech-tips.com/ms-office-tips/show-reveal-formatting-in-word/
https://www.howtogeek.com/357623/microsoft-word-keyboard-shortcuts-that-make-your-life-easier/
Information about the SFU Certificate program and every course is available on
https://www.sfu.ca/continuing-studies/programs-and-courses/area-of-study/writing-
communications/technical-writing.html.
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( | ‘;,;’ Sl you have any questions, call or email me

-~ MILLISSA RURYK

w (e MRURYK@HOTMAIL.COM

VIEBIM

g
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Well, I hope I cleared up at least as many mysteries as I might have caused in this presentation.
Feel free to email or call with issues – I love to crack my Word whip to make it behave.
CAVEAT: don’t expect in-depth answers on numbering or template questions, because I haven’t written those presentations yet. 
Stay tuned to the IDL SIG because those will be coming up later in 2021 and Spring 2022.
Thank you all for your kind attention and I hope to see you again soon. Now go and feel the love!
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