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1 Introduction

Microsoft Word is aword processing application that allows you to create a variety
of documents, including letters, resumes, and more. In the following, we will learn how to
write a graduation thesis using Microsoft Word 2016. Word has tabs at the top. Including (the
Home tab - Insert tab - Design tab) in French (acceuil, insertion, création).

H e I = Document] - Word
Insert Design Layout References Mailings Review View
aa Calibri (Body) R R R Pk
N B I U -sex. b E=== 1=- AaBbCcDc  AaBbCcDe
F‘ajte v Q.. A-Ra- A A Q cu e AL TMaormal | Mo Spacing
Clipboard = Font Ta Paragraph P Styles

And each tab contains a number of groups (from the home tab, we have the clipboard group,
the font group, and the paragraph group). Each group contains a number of buttons

Document] - Word

Insert Design Layout References Mailings Review View

=Oa Calibri (Body) LR e e e
ki B I U ~axx x| 2 = === AaBbCcDt | AaBbCcDe
F‘avste yla-w.A-n- A& T Mormal | Mo Spacing
Clipboard = Font [P Paragraph [ Styles

Some groups also have a small arrow in the bottom-right corner that you can click for even
more options.

Document] - Word

Insert Design Layout References Mailings Review View
=D Calibri (Body) R I e e i —
[ B I U - x x| 20 = — — 1=. AaBbCcDe AaBbCcDec
Pajte N Q.. A - Aa- s al | T MNarmal | Mo Spacing
Clipboard = Font [} Paragraph = Styles
L L e g st e e |é‘ont (Ctrl+D)
. = — Customize your text using advanced
- — font and character options to give it

the exact look you want.

= = - You can add a variety of styles and
= | COlOTS to your text, as well as visual
= effects, like strikethrough,
superscript, and all caps.
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2 Prerequisites

2.1 Move around in a document

You can view various parts of the active document by using the vertical and horizontal scroll
bars. Using the scroll bars does not move the cursor—it changes only the part of the document
displayed in the window.

You can also move around in a document by moving the cursor. You can click to place the
cursor at a particular location, or you can press a key or a key combination to move the cursor.

The following table shows the keys and key combinations you can use to move the cursor.

Pressing this key or key combination

Moves the cursor

Left Arrow

Left one character at a time

Right Arrow

Right one character at a time

Down Arrow

Up Arrow
Ctrl+Left Arrow
Ctrl+Right Arrow

Down one line at a time
Up one line at a time
Left one word at a time

Right one word at a time

Home To the beginning of the current line
End To the end of the current line
Ctrl+Home To the beginning of the document
Ctrl+End To the end of the document

Ctrl+Page Up
Ctrl+Page Down
Page Up

Page Down

To the beginning of the previous page
To the beginning of the next page
Up one screen

Down one screen
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2.2 Select text

Before you can edit or format text, you need to select it.

To select

Any amount of
text

A word

A line of text

A sentence

A paragraph

Multiple
paragraphs

A large block of
text

An entire
document

Do this

Click where you want to begin the selection, hold down the left mouse button, and
then drag the pointer over the text that you want to select.

Double-click anywhere in the word.

Move the pointer to the left of the line until it changes to a right-pointing arrow, and
then click.

Hold down CTRL, and then click anywhere in the sentence.

Triple-click anywhere in the paragraph.

Move the pointer to the left of the first paragraph until it changes to a right-pointing
arrow, and then press and hold down the left mouse button while you drag the
pointer up or down.

Click at the start of the selection, scroll to the end of the selection, and then hold
down SHIFT while you click where you want the selection to end.

Move the pointer to the left of any text until it changes to a right-pointing arrow, and
then triple-click.

2.3 Cut, copy, and paste content

Word offers several methods of cutting and copying content. After selecting the content, you
can click buttons on Home—Clipboard, use a keyboard shortcut, or right-click the selection
and click commands on the shortcut menu. Cutting or copying content places it on the Microsoft

Office Clipboard.

Experienced users might find it fastest to use a keyboard shortcut. The main keyboard shortcuts
for editing tasks are shown in the following table.
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Task Keyboard shortcut
Cut Ctrl+X
Copy Ctrl+C
Paste Ctrl+V
Undo Ctrl+Z
Repeat/Redo Ctrl+Y

2.4 Saveand Save As
Word offers two ways to save a file: Save and Save As. These options work in similar ways,
with a few important differences.

e Save: When you create or edit a document, you'll use the Save command to save your
changes. You'll use this command most of the time. When you save a file, you'll only
need to choose a file name and location the first time. After that, you can click the Save
command to save it with the same name and location.

e Save As: You'll use this command to create a copy of a document while keeping the
original. When you use Save As, you'll need to choose a different name and/or location
for the copied version.

2.5 Using Save As to make a copy

If you want to save a different version of a document while keeping the original, you can create
acopy. For example, if you have a file named salesReport, you could save it
as SalesReport2 so you'll be able to edit the new file and still refer back to the original version.

3 Before starting a set of constants must be adopted
3.1 Papersize

The paper size is chosen from the layout > Page Setup > Size

File Home Insert Dresign Layout References Mailings

ITIE—EI ID "# Breaks ~ Indent

[ Line Numbers - 3= Left 0.24 cm
Margins Orientation| Size olumns i L
- - - - be Hyphenation~ = =%Right: |[1.84 cm

Page Setup P Pa
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File Home Insert Design References Mailings Review V

@ D'@ IE ¥—= Breaks ~ Indent Spacing
D ¥ |Line Numbers ~

T ; 3= left 0cm 1= Before: 0
Margins Orientation| Size Columns

. . . . bé Hyphenation~  Z&Right 0cm

4 k|4

1= After |0
D A4 (210 x 297 mm) ~ h

21 cmx 29.7 cm z2. 0 3

10 x 15 cm (4 x 6 pouces)
10,16 cm x 15.24 cm

D A5 (148 x 210 mm)
14.8cmx 21 cm

A6 (105 x 148 mm)
i 105cmx 14.8 cm

3.2 Margins

A margin is the space between the text and the edge of the page. Word has a variety
of predefined margin sizes to choose from: Selectthe Layout tab - Page Setup group - The
Margins button

File Home Insert Design Layout References

@ p@ IE "= Breaks ~ Indent
D " Line Numbers ~

- ) _ - 3= Left:
Margins Orientation Size Columns i -
- - - - be Hyphenation ~ =€ Righ
MNormal =
Top: 25cm Bottom:25cm 2 - 1@ . 1 - |
Left: 2.5cm Right: 2.5cm

MNarrow
Top: 1.27 cm  Bottom:1.27 cm
Left: 1.27 cm  Right 1.27 cm

Moderate
Top: 254 cm Bottom:2.54 cm
Left: 191 cm Right 1.91cm

Wide
Top: 254 cm Bottom:2.54 cm
Left: 508 cm Right 5.08 cm
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3.3 Fontsand colors

A clear font (Police in French) without any decorations should be chosen for the
regular (Normal) text and a similar font with a larger size for the headings. The chosen font
is set as default for the entire document, so that Word does not change the font when a new

page is opened, from the Home tab (Accueil in French version) - Group Font - Clickon
the lower wright button of the group.

Insert Design Layout References

Mailings

Copy
Paste ' - 2 M -3 A .
- ¥ Format Painter B I U-~askx X —

Clipboard I Font
L A ' ' ' '

I 1 I Q T 1 Y
-
Font ? X
T
Font Advanced E
Latin text
Font: Font style: Size:
Times Mew Roman ~ | |Regular 12
~| |0 ~
Italic 11

Bold v v

Complex scripts

Font:

Font style: Size:
Times Mew Roman ~ | |Regular w12 '
All text
Font color: Underline style: Underline color:
Automatic b (none) ! Automatic
Effects
|:| Strikethrough |:| small caps
D Double strikethrough D All caps
|:| Superscript |:| Hidden
|:| Subscript
Preview
I Sample T gad -

This is a TrueType font. This font will be used on both printer and screen.

Set As Default Text Effects... Cancel

The Main font dialog box will be opened, then click on the button (Set As Default).Word
proves that Font for the entire current document.
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3.4 Bulletsand Numbers

= S=i$ (Body Asian)

Insert References

roam .-—

Home Page Layout

e '“"‘JL\

=i

9 B I U -oabe x, ¥ & /;EE_EE
Paste PR :
- j - EE,:?v é - ﬁav A A /m% {hv v Hv
ipboard & Font ] Paragraph

Mailings

&

Bullets Numbering

In Word, we can apply bullets or numbers on lists from Home tab - paragraph

Group
- and we click on Bullets button or numbers one.

4 Titles (Headings)
4.1 Choosingtitle

The simplest way to add headings is with heading styles. Using heading styles means you can
also quickly build a table of contents, reorganize your document, and reformat its design

without having to manually change each heading's text.

e Select the text you want to use as a heading.

e Onthe Home tab, move the pointer over different headings in the Styles gallery.
Notice as you pause over each style, your text will change so you can see how it will
look in your document. Click the heading style you want to use.

nt to do...

¢ Tell me what you wa

A Find -
AaBbCeDe| AaBbcede AaBbC( AaBbccl A QB aasbeer
- uac Replace
TMormal @ THoSpac.. Heading1 Heading 2 Title Subtitle |5 L\_.: Select -
Styles a Editing

If you don't see the style that you want, click the More button |~

to expand the gallery.

10
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4.2 How to modify the title’s style

To modify the title style go to Home tab (accueil in French) = click the right
mouse button on Heading 1 (or Heading 2 or 3 or even Normal to change the normal text
style) >

Click on Modify.

what you want to do..

T AaBbCcl AaBbCcDd [AgPH i AaDbAr AaDhial a-plho-n ASBbCcl /—
Update Heading 1 to Match Selection

6 TMNormal TMo Spac.. || He Heading 7
£ Modify.. -
Select All: (No Data)
7 1 8 1 ] 1 10 | 6 - M 17 1 1
Rename...

Remove from Style Gallery

Add Gallery to Quick Access Toolbar

The Modify Style dialog box will appear

Medify Style P 0=
Properties
Name: Title
Style type: Linked (paragraph and character)

Style based on: A Normal Color

Style for following paragraph: | T Normal

]

Calibri Light (Head »

=]

Autoratic

Theme Colors .
Automatski

TTU

Standard Colors
| § | EEEER

;‘v More Colors... | —

Font: (Default) + Headings (Calibri Light), 26 pt, ront color: Accent L, Conaensea oy 0,5 pt -
Line spacing: single, Space ||
After. 0 pt, Don't add space between paragraphs of the same style, Style: Linked, Show in

the Styles gallery, Priority: 11 e

[¥] Add to the Styles gallery B Automatically update
@ Only in this document () New documents based on this template

et | < o [ ]

,

+« Font: Because of the legibility and the economy of space, the Font Times New
Roman is one of the most admirable typefaces.

11
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+«» Size: For the simple text, the size should be 12, for the titles, a bigger size must
be chosen.

«+ Color: The Automatic black must be chosen.

5 Paragraphs

A paragraph in Ms Word is any text that ends with pressingthe Enter key. We can control
the appearance of individual paragraphs using paragraph formatting which can be applied to
an entire paragraph. All formatting for a paragraph is stored in the paragraph mark and

applied to the next paragraph when we pressthe Enter key.

When we write a line in Word and reach the end of the line, the program will

automatically open a new line linked to what precedes it, forming one paragraph with it.

If the user has pressed Enter + Shift, which tells word to go down a line, but this, does

not create a new paragraph.

To check where the user pressed Enter and the number of spaces between letters, we go to the
Tab Home ->Group Paragraph - Show all (1), where we will notice the appearance
of additional marks in the text, each has a connotation:

e The point denotes a single space.
e Indicates that the user in this position has pressed Enter

e ¢ Indicates that the user in this position has pressed Enter + Shift, which tells word to

go down a line, but this, does not create a new paragraph

-1 - ES A
=+ =32 71 8 laasnccpdi AaBbicdd A3BDC

Show/Hade ¥ (Ctrl+*)

q

12
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5.1 Paragraph Alignment

Paragraph alignment determines how lines in a paragraph appear relative to the left

scholar year: 2023/2024

and right margins. The alignment that we use is justify which gives the paragraph straight

edges on both sides.

The easiest way to change paragraph alignment is to use the alignment buttons

on the paragraph group (onthe Home Tab)

% Paragraph

==

Justify (Ctrl+))

Align text to both the left and right
margins, adding extra space

between words as necessary.

This creates a clean look along the
left and right side of the page.

5.2 Lineand Paragraph Spacing

Line space is the amount of vertical space between lines of text in a paragraph. Line
spacing is typically based on the height of the characters, but it can be changed. Single-

spacing is Word’s default setting. The value that we choose is 1,5 from Home Tab -
Paragraph group—> Line Spacing button

-oriented

PAGE LAYOUT

REFEREMCES

i) -]
|IENNE PA

Executive Assit 5
B Ml g Loy e

Line Spacin
Ao Sgace

Alg

KAILINGS REVIEW

faBnCoDa

WIma

[

g Optons...

= P

Y

13
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Paragraph space isthe amount of space above or below a paragraph. Instead of
pressing Enter multiple times to increase space between paragraphs, you can add or remove

specific amount of space before or after paragraphs. We go to Home Tab - Paragraph

group—> Line Spacing button.

B i= =t B A ;
: == AabbCclc AaBbCchs

g - B &0 - T Marmal | 7 N Gp [

Y .e.-:sd\.*fn:euef¢-¢r'<r.1;.apl-. ares, Iwa

*

to help the Marketing Specialist develop arn

il b eages bl Vb b s ip s Bhay bl

6 Footnotes
A footnote is a note placed in the bottom margin of the page. It is used for citing, referring

to references, commenting / commenting on a specific part of the text ...etc.

6.1 Adding a footnote

The method for adding a footnote issimple and takes only two steps. We put the cursor

after the word that we want to add a comment / note to, then we go to the References tab

- Group Footnotes - Insert Footnote

Insert Design Layout References Mailings

ext ~ ABI ﬁ']lnsert Endnote ;D @

e Table AE, Next Footnote ~
Insert — Smart Researcher
Foo&ute Show Notes Lookup
ts Footnotes P Research

If this is the first footnote we add, a small

number 1 will be placed above the Word, This is an example on Footnotes! in Ms Word
a short horizontal line will be inserted
and the footnote area will be activated, — —
R First footnote in this document
then we can enter the desired text.

14
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We can read the footnote content by
simply hovering the cursor over the First foatnote in this document
sentence’s reference marker This is an example on Footnotes' in Ms Word

! First footnote in this document

6.2 Customize the Format of Footnotes

Word has basic default settings for footnotes, but it is possible to adjust these settings at
any time from the menu on the Referencestab. Click the arrow in the lower right corner

of the Footnotes group.

File Home Insert Design Layout References Mailings Review

=t ) Add Text ~ ABl 1 Insert Endnote ﬂ) E‘;/ 5, Manag
— [ Update Table ABJ ootnote ~ @ Style:
Table of Insert Smart Insert o
Contents ~ Footnote Lookup Citation ~ £y Bibliog
Table of Contents Footnotes « Research Citations & Biblio

This brings up a Footnote and Endnote window where we can customize the

location, appearance, and format of all footnotes in our document.

Foatnote and Endnate T x
Location
™) Footnaotes: Battam of page w

Endriofes End of document ha

It is possible to change the numbering system of | - S
Footnotes in the document. In the Format section, we Cohumas: Match section layout |
click the dropdown arrow to the right of the Number Fur_:.r.n:wwm. Ll El
Format option then we selectthe desired number format | .o rycn

Mumbering: ||‘ |_|. ||I_II...

and finally we click on the Apply button

Apply changes
Apply changes ta: | Wha M -

Cancel

15



Module: computer science

Master 2

scholar year: 2023/2024

We can also label

custom symbol instead of a standard numbering system.
Next to the Custom Mark option, we click the Symbol
button. The Symbol window will open. We select the

symbol that we like to use to label our footnotes, and then

we click the OK button.

If we want our footnotes to start from other
number then one (1), we click the arrowsin the Start At
dropdown box to increase or decrease the beginning

value.

To change the continuity of the
numbering series, click the dropdown menu
arrow next to the Numbering option. Three
options for numbering the footnotes will
appear: Continuous, Restart Each Section,
and Restart Each Page. If you want our
footnotes to be numbered continuously
from the beginning of the document to the
end, we should select the Continuous
option. If we prefer to have the footnotes
numbered by chapter or section, we select
the Restart Each Section option. Or we
select Restart Each Page to number the

footnotes by page.

our footnotes with a

Bottom of page v
O Endnotes: End of document v
Convert...
Footnote layout
Columns: Match section layout e
Format
Number format: 123w v
Custom mark: Symbol...
Start at:
Numbering: v
Apply changes
Apply changes to: | Whole document v
Cancel Apply

Footnote and Endnote ? X
Location

@ Footnotes: Bottom of page v

O Endnotes: End of document v

Convert...

Footnote layout

Columns: Match section layout v
Format

Number format: 123,

Custom mark: |
Start at: 1
Numbering:
Apply changes

Apply changes to:

Insert

Continuous
S T

Restart each section .
Restrt c page

Cancel

J

-
v

Apply

If we want the changes to be applied to every page and section of the document, we

must select the Whole Document option. Or This Section to apply changes only to the

current section of the document. (Note that this option will not appear if there is no section

breaks in the document.) Then we click the Apply button in the bottom right of the menu.

16
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5 Insert headers and footers

Headers and footers are the top and bottom areas of the

margins for every page in the document.

We can insert text or graphics in headers and

footers. For example, we can add page numbers, time

and date, company logo, document title, file name, or

author name.

Header

Footer

'

We can insert pre-designed headers and footers into the document and easily change their
designs. By following these steps:

1. Inthe Insert tab - Group Header & Footer - click Header or Footer

2. We choose the header or footer design we want.

B

Header Footer Fage
Murmber =

Header & Fooler

A header or footer is inserted on every page of the document. When necessary, we can

change the format of the text in the header or footer by selecting the text and using the

formatting options located within the mini toolbar.

17
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7 Sections

It is the division of long documents into virtual parts in one document. This means that
it appears as a big, undivided document. Each part is treated as if it is a separate document,
so when we are inside one of the sections, we deal with it as if we are dealing with a separate
document, and if we move to another section; we deal with it as if we opened a document

other than the first and so on.

@ Section formatted as one column
LOREM

Section break Controls the layout and the format of
the previous section identified as 1

W IN

@ Section formatted as two columns

Section break Controls the layout and the format of
the previous section identified as 3

Each section break controls the layout and the format of the section that precedes the
break. For example, if we delete a section break, the text before the break takes the format of
the section following the break. In the above illustration, if we delete the first section break

(2), the first segment will be formatted as two columns.

7.1 Utility

1. Keep the bigdocument grouped in one document without dividing it into separate files.
2. Change the page setting for each section.

3. Change the orientation of the page: for example, a section in a horizontal orientation,
and another in a vertical direction.

4. Diversification of page numbering: for example, the introduction has letters (A, B,
C), and the rest are numbered (1, 2, 3).

5. Change the page margins from section to section.

6. Diversify the headers and footers.

18
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7.2 Inserta section break

We place the cursor where we want to start

the new section break.

We click Page Layout tab—> group Page Setup

INSERT DESIGN PAGE LAYOUT REFEREMCES

L
17 h— Breaks ~

Indent Spacing

Page Breaks

=tug L

[E

Page
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
Separate text around objects on web

pages, such as caption text from body text.

Section Breaks
|_| Next Page
L4 nsert a section break and star & NEw
- Breaks, then we choose the type of 2 Tt ot e o, Startth
section break we want. D Continuous
Insert a section break and start the nev
section on the same page. %
m Even Page
- Insert a section break and start the new
7-3 Types Of SeCtlon breaks |—4B] section on the next even-numbered papge.
m Odd Page .
| 3% Ee::ticn -cn the next c-clcl—n;lmbr:rr;cl paéJr:.
Section break | Signification
Next Page Section break starts the new section on the following page.
=
E
Continuous Section break starts the new section on the same page. This type of section
f— break is often used to change the number of columns without starting a new
;j page.
Even Page Section break starts a new section on the next even-numbered page. For
‘ example, if you insert an Even Page break at the end of page 3, the next
—i—L‘ section begins on page 4.
Odd Page Section break starts a new section on the next odd-numbered page. For
] example, if you insert an Odd Page break at the end of page 3, the next
{?H section begins on page 5.

8 Create a table of contents

We can create a table of contents manually by inserting a table, then entering the titles

and page numbers. However, this method is long and requires us to manually update the table

as well whenever we make a change to the document. In this lesson, we will learn how to

19
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create automatic table of contents that can be easily updated when you make modifications

to the document.

Initially, before creating the table of contents, we must apply heading styles as shown in

a previous lesson. Then we click where we want to create the table; Usually it is at the

beginning of the document Or at its end. We go to the Referencestab - Table of contents

group -> and we choose an automatic table from the drop-down list.

FILE HOME  INSERT ~ DESIGN  PAGELAYOUT = REFERENCES

= J ) Add Text~
- ’ [ Update Table

Table o Insert
Contents ~ Footnote
Built-In
Automatic Table 1

Contents I}

1 [[_ﬁ’; Insert Endnote

AB Next Footnote

5
-], CMana

@St‘/le:
Insert s
Citation ~ &0y Biblio

ions & Bibli

Heading 2

Heading 3 ...,

Automatic Table 2

lable of Contents

Heading 2

8.1 Customizeor format the table of contents

Word enables you to control many options
to customize the table of contents, such as hiding
page numbers, adding more levels of headings,
etc. We can access these options Via: References
tab - Group Table of Contents - Table of
Contents - Custom Table of Contents

8.2 Update the table of contents
1. Goto Referencestab - Update Table.

2. Select one of the following:

20




Module: computer science Master 2 scholar year: 2023/2024

a. Update page numbers only:  This only updates the pages that the headings
are on, and ignores any changes to the heading text.

b. Update entire table: This will reflect any updates to the heading text, as well
as any page changes.

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES

N Add Text - 1 [y Insert Endnote &, O Manag
Y AB W =
! Update JTable AE] Next Footnote ~ - Style:
Tahle of RS Insert = Insert €4 Bibli
ontents ~ Footnote [=! Show Notes Citation ~ =0 17108
Table of Contents Footnotes U Citations & Biblig

9 References and citations
9.1 Createsourcesand insert citations

On the Referencestab - citations and bibliography Group - We click on the style we

want to use for the citation and source.

REFEREMCES MAILINGS REVIEW

We put the cursor in the place where we want ﬁ .:.—MEHEQE Sources . D

to add the citation, such as the end of the Insert St*'lem Insert
Citation - £ Bibliography ~ Caption El-_:|

LE Add Mew Source...
[% Add New Placeholder...

sentence and we go to the Referencestab >
citations and bibliography Group - Insert

citation = Add New sources.

A dialog box will appear. Enter the requested information for the source (like the

author name, title, and publication details) then click OK.

Type of Source | Book

Bibliography Fields for MLA&

Author |G.A.M. Janssens

|:| Corporate Author |

Title |The American Literary Review

Year 1368

City | The Hague

Publisher |Mouton

Medium |

|:| Show All Eibliography Fields
Tag name Example: Document
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9.2 Add citations fromsources already used

The citation will appear in the document,
source will be saved. You can quickly add another citation
for the source by clicking Insert Citation and selecting the

source from the drop-down menu.

9.3 Insertthe bibliography

After creating the sources and inserting the
citations within the document, we need to create
the bibliography at the end of the document. We
click on the Bibliography command, then we

choose the desired style.

10 Captions

We can add captions to images, equations or other objects. The caption is a numbered
label, like "illustration 1", We can add it to an illustration, table, equation, or other object. It
consists of customizable text (“diagram” or “table” or “equation” or other element that we

write) followed by a number or letter usually (“1, 2, 3” ...

be followed by additional descriptive text.

and

the REFERENCES

Fj @ Manage Sources

—  [BStyle [MLA -
Insert o
Citation ~ [ Bibliography ~
Janssens, G.A.M.
The American Literary

Review, (1968) h

] Add New Source..,

[ Add New Placeholder...

MAILINGS

REFERENCES

=11
B ¢
Inse
itation

*_ER style IMLA Lo
rt - Insert Mark
E ry Bibliography ~ Caption Dj Cross-reference Entry

MAILINGS REVIEW VIEW

‘“7 ¢ Manage Sources ™ [ Insert Table of Figures

4| 1=

Citatic Built-In

Bibliography

Bibliography
Chen, Jacky. Citations and References. New York: Contoso
Hass, Jorathan. Creating a Formal Publication. Boston: Py
Kramer, James David. How to Write Bibliographies. Chic

nc., 2005

References

nc., 2005

ating a Fors blication, Boston: are,
Kramer, James Duvid. Fow t0 W Erl’hﬁognuplnrv (1;:;» Advertire Works Press, 2006,

Works Cited

N

ions and References. New York: Cotoso Press, 2003
reating a Formal Publication. Boston: Proscware, Inc., 2005,
Kramer, Jumes David. How to Write Bibliographics. Chicago: Adveeture. Works Press, 2006,

Works Cited

Ey Insert Bibliography

+F B Ins

ot Works Press, 2006.

i
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10.1Insert a caption

1. Select the object where you want to provide a caption

2. Click on the Referencestab, then selectthe Captions group

3. Clickon the Insert Caption button

A dialog box will appear, we select the Label we want (Equation, Figure, or Table) and the

Position related to the image (Above selected item

or Below selected item).

To change the numbering on the caption, we click

Numbering then we select the format for the

number on the caption and we click OK

Then we type any text, including punctuation that

we want to appear after the label and we click OK.

10.2Insert a table of figures

Caption ? e
Type any additional text you want
Caption:
|Fn'gur'e 1-The Shn’p;"
Options
Label: Figure w
Position: |Below selected item

|:| Exclude label from caption

Mew Label...

AutoCaption...

Mumbering...

Cancel

1. We clickin the document where we want to insert the table of figures.

2. We Click References - Insert Table of Figures.

3. We can adjust the Format and Options in the Table of Figures dialogbox. Then

we click OK.
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H S O ks Word 2013 - Insert a Table of Figures_Hold - Word

File Home Insert Design Layout Mailings Review View Q Tell me

% 8 Add Text ~ Bl Iy Insert Endnote (_,;/ 3} Manage Sources [ Insert Table of Figures Tj
[ update Table AB} Next Footnote ~ ERstyle |aPA -~ — Y] Update Table
Table of Insert Insert=l i Insert e Mark
Contentes Footnote = Show Notes Citation ~ & Bibliography ~ Caption -] Cross-reference Entry
Table of Contents Footnotes F Citations & Bibliography Captions

11 Insert a chart

To create a chart in Word:

Insert Chart
1. click Insert = Chart, [ il charts |
2. Click the chart type and then double- e Recent
3 Templates
click the chart you want. lid Column
b Line
3. In the spreadsheet that appears, replace
the default data with your own A Aves
L XY (Scatter)
information. $
Sales ~ F
( :
S
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