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L == Advanced Microsoft Word —--

In this Microsoft Word training class, you will learn advanced techniques, such as
working with tables of contents, footnotes, and endnotes, adding comments, comparing,
translate documents and combine documents. Set watermarks and protect documents

This course is intended for students who have intermediate skills with Microsoft Word
who want to learn more advanced skills.
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Quick Styles in Word

In this chapter, we will discuss how to apply quick styles in Word. Microsoft Word provides a gallery of
Quick Styles that you can apply to headings, titles, text, and lists. Quick styles come with canned formatting
choices, such as font, boldface, and color which we will understand in this chapter.

Apply Quick Styles

The following steps will help you understand how to apply quick styles to a selected portion of text.

Step 1 — Select a portion of text to which you want to apply some style. Using style, you can change the
selected portion of text as a heading or subheading or title of the document. You can try using different styles
on your text based on your requirement.

Step 2 — Click the Home tab and then move your mouse pointer over the available styles in the Style
Gallery. You will see that the selected portion of text will change its style based on the selected style. You
can display more available styles by clicking

Home tab style Gallery More Style Button
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You can bring a text to its normal appearance by selecting the Normal style available in the Style Gallery.



Change Styles

The Change Style function allows you to change the default font, color, paragraph spacing and style set for a
document. The following steps will help you change the default style.

Step 1 — Open the document the style of which needs to be changed. Click the Home tab and then click

the Change Styles button; this will show you all the options that can be changed. You can change the Style,
the Font, the Color and the Spacing of the paragraph.

Use Templates in Word

In this chapter, we will discuss how to use templates in Word . Microsoft Word template is a collection of
styles which defines paragraph styles for regular text paragraphs, a title, and different levels of headings. You

can use any of the already existing templates for your Word document or you can design a template which
can be used for all your company documents.

Using Existing Template

We will now understand how to use an already existing template for your newly created word document. A
template is selected at the time when you create a new blank document.

Step 1 — To start a new document, click the File tab and then click the New option; this will display
the Available Templates.
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Step 2 — Microsoft Word provides a list of templates arranged under Sample Templates or you can
download hundreds of templates from office.com which are arranged in different categories. We will
use Sample Templates for our document. For this, we need to click over Sample Templates; this will
display a gallery of templates. You can try using the office.com option to select a template based on your

requirement.
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Step 3 — You can browse a list of available templates and finally select one of them for your document by
double-clicking over the template. We will select Equity Report template for our report requirement. While
selecting a template for your document, you should select the Document Option available in the third
column. This opens your document with predefined setting with which you can modify document title,

author name, heading, etc. based on your document requirement.
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Create New Template

You can create a fresh new template based on your
requirement or you can modify an existing template
and save it for later use as a template. A Microsoft
Word template file has an extension of.dotx. The
following steps will help you create a new template.

Step 1 — To create a new template using an existing
template, click the Filetab and then click
the New option; this will display the Available
Templates to be selected. Select any of the available
template and open it with the Template Option turned
on.



File tab Template Gallery

ﬂ e r— o Step 2 — You can now modify an open
e “bmm J, o ?| template as per your requirements and once
-:M T you are done, you can save this template with
d ome g == ‘ a .dotx extension which is a standard
:° A extension for Microsoft Word Templates.
. :
TR . o You can create a template from a new
:’:&m = —— document as well. Click the File button, and
S | click New option to open a new document.
- ' d : | Under Available Templates, double
R s R T | click Blank Document to create a new
c = document template. Save the template with a
Template Option unique name and .dotx extension.

You can save the created template anywhere you click and whenever you like to use this template, just
double-click over the template file and it will open a new template based document for you.
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Use Graphics in Word

In this chapter, we will discuss how to use graphics in Word . You can add beauty to your Microsoft Word
documents by inserting a variety of graphics. This chapter will teach you two ways of adding graphics.

Adding Picture in Document
The following steps will help you add an existing picture in your word document. It is assumed that you
already have a picture available on your machine before you add this picture in your Word document.

Step 1 — Click on your document where you want to add a picture.

Step 2 — Click the Insert tab and then click the Picture option available in illustrations group, which will
display the Insert Picture dialog box.
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Insert Picture Button

Inserted Picture Location to Insert the Picture

Step 3 — You can select a required picture using the Imsert Picture dialog box. When you will click
the Insert button, selected picture will be inserted in your document. You can play with your inserted picture
in different ways, like you can apply quick styles to your picture, you can resize it, or you can change its
color too. To try it, just -lick your inserted image and Word will give you numerous options available under
the Format tab to format your inserted graphics.

You can try yourself to insert other available graphics like Clipart, Different Shapes, Charts and SmartArt or
Screenshots.



Adding WordArt in Document

WordArt provides a way to add fancy words in your Word document. You can document your text in a
variety of ways. The following steps will help you add WordArt in your document.

Step 1 — Click in your document where you want to add WordArt.

Step 2 — Click the Insert tab and then click the WordArt option available in the Text group; this will

display a gallery of WordArt.

Insiert tab WOrdAnit Button
CTIR™ B B R E Documentl - Microsoft Word == % oy .
Home Intert Page Layout References Madlings Review lew Add-Ins & 0 Step 3 You Can SeleCt any Of the
' EEHERP, vl BN |S WordArt style from the displayed gallery
| ] Mew | Wi e S g | K A A VO i by clicking on it. Now you can modify
Tables il F= 8 '\ . .
DT W T (B0 AR GaNeTes T, N TR the inserted text as per your requirement
| look of your document. You can use the: 8 ‘ootars, lists, “ . :
| cover pages, and other document buildir i charts, or - and you can make 1t further beautlfl'ﬂ by
diagrams, they alse coordinate with you /A A A\ A & U.Sil’lg different options available. To try
A AAAAA it, just double-click your inserted
A A WordArt and Word will give you
You cap easily change the formatting of ! choosing a numerous Options available from
look fof the selected text from the Quick A A can also format 3 i
text didectly by using the other controls | 1 " a choice of - the Format tab to format your image.
using the loock from the current theme or using a format that yod specify directly. L: MOSt frequently used options are Shape
] ¥
| Page:sors | wouds:638 | B English UK) | Iosert | IECEFE B Te o Styles and WordArt Styles.
Location to insert WordArt ‘WordArt Gallery
Shape Styles Options WordArt Styles Options Format tab
ICTIR™ B B ¥ Documentl - Micosoft Word \? Iﬂ%
m ome  Insert |Pagelayout  References  Mafings  Redew  View  Add-ns Format o @
= |L vext Direction - [ 5

You can try yourself to apply
different options on the inserted
WordArt by changing its shape

styles, colors, WordArt Styles, etc.

[ atign Test -

&0 Create Link

e l||b€fl Lau, l"lﬂ ﬂd“elll‘_‘}lll(.luw lI.l:lll) di
look of your document. You can use these galleries to insert tables, headers, footers, lists,
| cover pages, and other document building blocks. When you create pictures, charts, or

| Shanrs Amange  Size

E')igllr_'u W0 LU DL WILIE Lk Ve d il

diagrams, they also coordinate with your current document look.

| Your text here.

'\fou caﬁeasllv change the formatting of selected tekt in the document text by choosing a

{ook fof the selected text from the Quick Styles galler\.I on the Home tab. You can also format

@i

text difectly by using the other controls on the Home tab. Most controls offer a choice of :
using the look from the current theme or using a format that you specify directly. o
]
) - - - - P - »
" Fage:Sof5 | Words 3842 | &35  English U] | Insent @DER 3 N 0% (- +,
Inserted WordArt Text




Auto Correction in Word

In this chapter, we will discuss auto correction in Word . The AutoCorrect feature automatically corrects
common typographical errors when you make them. Let us learn how to use the auto correction option
available in Microsoft Word to correct the spelling automatically as you type the words in your documents.

Setting AutoCorrect

The following steps will help to enable the AutoCorrect feature in Microsoft Word.

Step 1 — Click the File tab, click Options, and then click the Proofing option available in the left most
column, it will display the Word Options dialog box.
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Step 2 — Click the AutoCorrect Options button which will display the AutoCorrect dialog box and then
click the AutoCorrect tab. Now you have to make sure all the options are enabled, especially the Replace
Text as you type option. It is also recommended to be careful when you turn off an option.



Filetab AutoCorrect Dialog Box
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Preconfigured words

Option and Description

Show AutoCorrect Options Buttons

1 This option will be used to display a small blue button or bar beneath text that
was automatically corrected. Click this button to see a menu, where you can
undo the correction or set AutoCorrect options.

Correct Two Initial Capitals

This option changes the second letter in a pair of capital letters to lowercase.

3 Capitalize first letter of sentences

10



This option capitalizes the first letter following the end of a sentence.

Capitalize first letter of table cells

4
This option will be used to capitalize the first letter of a word in a table cell.
5 Capitalize names of days
This option will be used to capitalize the names of the days of the week.
Correct accidental usage of CAPS LOCK key
6 This option will be used to correct capitalization errors that occur when you
type with the CAPS LOCK key depressed and turns off this key.
Replace text as you type
7 This option replaces typographical errors with the correct words as shown in
the list beneath it.
Automatically use suggestions from the spelling checker
8

This option tells Word to replace spelling errors with words from the dictionary
as you type.

Although Word comes preconfigured with hundreds of AutoCorrect entries, you can also manually add
entries using the following dialog box and use the Replace and With text boxes to add more entries. I added
an entry for Markiting which should be replaced with Marketing. You can use the Add button to add
multiple entries.

Step 4 — Click OK to close the AutoCorrect Options dialog box and again click OK to close the Word
Options dialog box. Now try to type Markiting and as soon as you type this word, Microsoft Word
autocorrects it with the correct word Marketing word
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Auto Formatting in Word

In this chapter, we will discuss auto formatting in Word . The AutoFormat feature automatically formats a
document as you type it by applying the associated styles to text. Let us learn how to use the auto format
option available in Microsoft Word to format the typed content. For example, if you type three dashes --- and
press enter, Word will automatically create a line for you. Similarly, Word will automatically format two
dashes - into an em dash (—).

Setting AutoFormat
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Filetab AutoFormat tab AutoCorrect Dialog Box
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Step 3 — Select from among the following options, depending on your preferences.

Option and Description

"Straight quotes" with “smart quotes”

This option will be used to replace the plain quotation characters with curly
quotation characters.

Fractions (1/2) with fraction character (*2)

This option will be used to replace the fractions typed with numbers and
slashes with fraction characters.

*Bold* and _italic_ with real formatting
This option will be used to format text enclosed within asterisks (*) as bold

and text enclosed within underscores () as italic.

Internet and network paths with hyperlinks



10

11

12

14

This option will be used to format e-mail addresses and URLs as clickable
hyperlink fields.

Ordinals (1st) with superscript

This option will be used to format ordinal numbers with a superscript like 1st
becomes 1°.

Hyphens (--) with dash (—)

This option will be used to replace a single hyphen with an en dash (.) and two
hyphens with an em dash (—).

Automatic bulleted lists

This option will be used to apply bulleted list formatting to paragraphs
beginning with *, o, or - followed by a space or tab character.

Automatic numbered lists

This option will be used to apply numbered list formatting to paragraphs
beginning with a number or letter followed by a space or a tab character.

Border lines

This option will be used to apply paragraph border styles when you type three
or more hyphens, underscores, or equal signs (=).

Tables

This option will be used to create a table when you type a series of hyphens
with plus signs to indicate the column edges. Try with +-----+------ + ) and
then press Enter.

Built-in heading styles

This option will be used to apply heading styles to heading text.

Format beginning of list item like the one before it



This option will be used to replace plain quotation characters with curly
quotation characters.

Set left- and first-indent with tabs and backspaces

13 This option sets left indentation on the tab ruler based on the tabs and
backspaces you type.
Define styles based on your formatting

14

This option automatically creates or modifies styles based on manual
formatting that you apply to your document.

Step 4 — Finally click OK to close the AutoCorrect Options dialog box and again click OK to close
the Word Options dialog box.

Table of Contents in Word

In this chapter, we will discuss how to create table of contents in Word . A table of contents (or TOC) is a list
of headings in the order in which they appear in the document. You can set a list of headings which should
be a part of the table of contents. Let us learn how to create a Table of Contents. A table of content helps in
navigating through a Word document by providing associated page numbers and direct links to various
headings available on those pages.

Create Table of Contents

The following will help you to create Table of Contents in your Microsoft Word using various levels of
headings.

Step 1 — Consider a document having different levels of headings.
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Built-in Options

Page Layout

il
Al -

Step 2 — You can insert a table
of content anywhere in the
document, but the best place is
always at the beginning of the
document. So bring your
insertion point at the beginning
of the document and then click
the References tab followed by
the Table of Content button;
this will display a list of Table

of Contents options.

Referencestab
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Inserted Table of Contents Referencestab
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Now if you press the Ctrl key and
then click over the any link
available in the table of content, it
will take you directly to the

associated page
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Step 4 — You can select number of levels
of headings in your table of content. If
you click on the Insert Table of
Content option available in the option
menu, then it will show you a dialog box
where you can select the number of levels
you want to have in your table of content.
You can turn ON or turn OFF the Show
Page Numbers option. Once done, click
the OK button to apply the options.
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Update Table of Contents

When you work on a Word document, then number of pages and their content keep varying and accordingly

you need to update your Table of Contents. Following are the simple steps to update an existing Table of
Contents in your Microsoft Word.

Update Table Table of Contents References tab
b I |ed=) .
Documentl ficrozoft Word = “'% Step 1— Consider you
Page Layout Raferenoes Mailings Review View fgd.Ins (=3
: g mata g 8 | already have a table of
s = Manage Sources .l Y = Ipls
AB' 1 WV oo o i) D=y 3¢ 3 content as shown above
| Table of i UocweTable Irgert ol Ilﬂ-*ert Nl Sty | APA TN 7 1r'-e|l‘ |.IJ|IL Mk | )
Contents = Fodnote Citation = & Bibliography = Caption () | Entry Citation | Click the References
Table of Contents Fopinotes % CHations & Biblograph Caplicons I e Table of Aut
e — ~1| tab followed by the Update
Wk g o N o I . || Tablebutton; this  will
able of Contents @ A .
Update Table of Contents o ] | d
isplay the Update Table of
This is first heading ..o e e |
. - h‘a‘or\:lisup-daﬁn;['d'reiableafr:onhent. Select one of Contents dialog bOX Wlth
This is second heading ... | e folowngoptons: | ___ sl ,
@) Update page numbers only; ot two Opthl’lS.
Update entire table
A Lo || conce |
This is document title T
o
15 v |
| Poge:lof L | Words: 33 | \}’J Engiish (UK} | Inserd BR.3 8 1% (- } {+ J

Update Table of Contents

Step 2 — If you want to update just the page numbers then select the first option Update page numbers
only available in the dialog box but if you want to update page numbers as well, then select the second
option Update entire table and you will find your table of content updated with all the latest changes.

Delete Table of Contents

The following steps will help you delete an existing Table of Contents from Microsoft Word.

Step 1 — Consider you already have a table of content as shown above. Click the References tab and
next Table of Contents button which will display a list of Table of Contents options along with Remove
Table of Contents option available at the bottom.
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Remove Table of Contents

Step 2 — Click over the Remove Table of Contents option to delete the existing table of contents.

Email Documents using Word

In this chapter, we will discuss how to email documents using Word . Microsoft Word can be used to send a
Word document in an email as an attachment directly at the given email address without opening your email
program. This chapter will teach you simple ways of sending email in a variety of formats, including a Word
document file (DOC) attachment or a PDF, among others.

Emailing Documents

Following are the simple steps to send a word document as an attachment at the given email address.

Step 1 — Open the document you want to send using e-mail as an attachment.
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Step 2 — Click the File tab and then click the Save & Send option from the left most column; this will
display a number of options to Save & Send, you will have to select the Send using Email option available
in the middle column.

File tabTranslate Button SCRO E-wail Optian
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o — -
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Recent Ll
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h RGP TYpe
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Send &3 et CompUters
PDF Freseraes lonts, formatting, snd
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i Cortent cannct be aasily -
Save & Send Option

Step 3 — The third column will have various options to send email which allows you to send your document
as an attachment in DOC format or you can send your Word document in a PDF format. Click a method to
send the document. I'm going to send my document in PDF format.

When you click the Send as PDF option, it displays the following screen where you can type the email
address to which you want to send your document, email subject and other additional messages as well. To
send email to multiple recipients, separate each e-mail address with a semicolon (;) and a space

20



How to Insert Comments 1n Word

How to Add Comments in Word

Adding a comment to a document is like writing a note in the page's margin. You

can use Word's comments feature to add suggestions, notes, or reminders to

your documents. Comments appear in boxes at the side of the page. Select the text you want

to add a comment to. Here's how to quickly add comments in every version of Word.

Adding a new comment in Word

Highlight a portion of text you want to make a comment about. If you don’t want to comment on a
specific segment of text, place your cursor near the part of the document mentioned relevant to
your comment. Your comment will be created at the cursor’s position.

Select the Review tab in the ribbon interface at the top of the window.

Select New Comment to insert a new comment associated with the selected text or cursor position
Type your comment text in the box. When you’re ready to commit the text, select outside the box.

The comment will now be shown on the right side of the document until it's deleted or resolved.

Extra Tips for Comments in Word

21

Comments can be edited like normal text, but fewer formatting options are available. Basic
changes, like bold and italicized text, will work, as will font selection.

Images can be added to comments, but the space is so small your recipient will likely have trouble
viewing them. The width of the markup area cannot be adjusted, so larger images will be cropped
on their right side.

Once a comment is committed, the text remains highlighted. A dotted line will connect the
highlighted text to the comment, which appears with the name of the user that created the comment.

If a different user opens the document, the comments will appear in the same way you see them.



Changing Your Name in Comments

Any comments you create will appear with your name as specified in Word. However, you can change the

name and initials that appear at the top of your comments from within Word:

e On Windows, you can change the displayed name at File > Options > General, then scroll to
the Personalize your copy of Microsoft Office section.

e On macOS, you’ll find the same section under Preferences > User Information.

Once you find the aforementioned sections, type in your preferred name and initials. Be sure to tick the
box beneath your name to force Word to use this information; this overrides your Office account name and

replaces it with the name and initials specified here.

Add footnotes and endnotes

Footnotes and endnotes explain, comment on, or provide references for text in a document. Footnotes appear
at the bottom, or the foot, of each page in a document, while endnotes appear at the end of a section or

document. Other than that difference, they work the same way.

Footnotes and endnotes have two linked parts: the note reference mark (usually a number) and the
corresponding footnote or endnote. Word automatically numbers footnote and endnote marks for you, so

when you add, delete, or move notes, they are automatically renumbered.

Create Footnotes and Endnotes

1. Place your cursor where you want to insert the footnote or endnote.

2. Click the References tab.
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Bon Voyage Excursions wants to implement current computer technology. Bon Voyage Excursion’s
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Endnote button.

A reference number is placed in
the text, and a new footnote or
endnote is created. Your text
cursor is moved to the footnote or
endnote, so you can type out your

- reference.
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Modify Footnote and
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Intranet. Expected benefits include automation of some manual operations, major improvements in
productivity and quality through faster processes and integrated software’. These benefits will have a
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09-footnates-and-endnotes - Word Kayla Claypool
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e B szt :3’;" ke e ek FONR == 00 e ||
Contents Footnote [=] Citation - LT3 Bibliography ~ Caption [[] = | Authorities~ launcher on the References tab
Table of Contents Footnotes 1 Research Citations & Bibliography Captions A *
Executive §| ary
Baon Voyage ExCu.wons wants to implement current computer technology. Bon Voyage Excursion’s
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e Location: Sclect either Footnotes or Endnotes, and then click the Location list arrow and
choose where the footnotes and endnotes appear. You can also click the Convert button to
convert all footnotes to endnotes, or vice versa.
o Footnote layout: Select whether footnotes appear with the same column layout as body text or act
independently.
e Format: Choose a number format or custom symbol to mark footnotes or endnotes, select a
starting number, and control whether numbering restarts on every page or new section.
o Apply changes: Choose whether the options you’re applying affect the whole document or just

the selected sections.

2. Adjust the options the way you want.

3. Click Apply.
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The selected options are applied to footnotes or endnotes, in the selected sections or across the entire

document

How to Combine Word Documents

For most people, the quickest method for combining Word documents is to manually copy and paste them
into one. This isn’t the best method for merging documents—a far easier method is to insert your documents

as objects instead. Here’s how.

To begin, open a new or existing Microsoft Word document. This is the “master” document where you’ll

combine all of your Word documents into a single file.

From the ribbon bar, click the “Insert” tab.
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You’ll need to locate the “Object” button in the “Text” section. The icon may be large or small, depending on

your screen resolution.

Press the downward-pointing arrow next to the “Object” button and then click the “Text from File” option in

the drop-down menu that appears.
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Text Symbals
mber - Box ~ -
Footer Text
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# | Text from File...

In the “Insert File” selection box, locate the first Word document you want to add to your open document.

Select the file and then click the “Insert” button to add it to your document.
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Range:
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Tools - | Insert b Cancel

The contents of the selected Word document will be combined with your open document.

If it’s a new document, the contents will appear from the beginning. If you’re merging Word files into an

existing document, the contents of your inserted files will appear below any existing content.

There are no limitations to this process—you can repeat these steps to combine as many Word documents as

you like.

You’ll need to think about the order of your final document before you merge multiple documents, however.
In the example below, several Word documents have been named with the endings A, B, and C to clarify the

order of insertion.
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Merging multiple documents using the same Word format should mean your formatting, images, and other
content move across to the new document, but double-check that this is the case when the merge process has

been completed.

If you’re moving from a DOC to a DOCX file, you might lose formatting or other content, depending on how

recently the file was edited in a modern version of Word.

Translate Word Document

In this chapter, we will discuss how to translate a Word document. Microsoft Word has an option to translate
a complete Word document from one language to another language using simple step. Let us learn how we
can translate document content from English to some other language (Spanish).

Translate Document Using Microsoft Translator

The following steps will help you translate a document from one language to another language.

Step 1 — Click the Review tab and then click the Translate button; this will display different options to be
selected.
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Compare Documents in Word

In this chapter, we will discuss how to compare documents in Word . Sometime you modify a Microsoft
Word document without turning on the Track Changes mode; in such cases, tracking the changes becomes
difficult and you will have to compare the original document with the modified document word by word. But
you do not need to compare it manually, Microsoft Word provides an option to compare two documents very

easily. Let us see how it can be done.

Compare Two Documents

Let us have the following two documents, (a) Original document (b) Modified version of the same document

as follows
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Original Document

W2 0is modified.docx - Microsoft Word T |
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| On the Insert tab, the galleries include items that are designed to coordinate with the overall |
lock of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document building blocks. When you create pictures, charts, or

... diagrams, they also coordinate with your current document ook,

L\ ¥ty

This is original document

- You can easily change the formatting of selected text in the document text by choosing a
 look for the selected text from the Quick Styles gallery on the Home tab. You can also format
|1"| text directly by using the other controls on the Home tab. Most controls offer a choice of :
using the look from the current theme or using a format that you specify directly. o
&

Modified Document
G ‘modified2.docx - Microseft Word ool ) [
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On the Insert tab, the galleries include items that are designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footers, lists, -
cover pages, and other document building blocks. When you create pictures, charts, or

.. diagrams, they also coordinate with your current document look.

This is modified version of the document.

You can easily change the formatting of selected text in the document text by choosing a
- look for the selected text from the Quick Styles gallery on the Home tab. You can also format

T . text directly by using the other controls on the Home tab, Most controls offer a choice of :
| using the look from the current theme or using a format that you specify directly. o
£
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The following steps will help you compare the two documents.

Step 1 — Click the Review tab and then click the Compare button. This will display the two options to be

selected.
Compare Option
Review tab Compare Button
@'_,,,]-’.-u': MicreseltfWord & |='@m
m Haome Insent Page Liyout References Mailiphas L View Add.dns o i@
B 3 # Mark = » X3 . ;
e WEY | s i N0
i e | LENguagE - < Teack T r Compate Froted tan
mmar L2l - it =l | Changes = B Re - B
Procfing Commenti \'.F. Compare. - Ink
L = AL
| Compare two versions of a |
document {legal blackline),
| (] Combine...
| I_'J-'-_ Combine revisions from multiple
| authors inte a single document.
|
| i
L
I e Insert mME 3 m 0%
Compare Documents Dialog Box Review tab Compare Button
W9 0 Micrasoft Word \l( [ [
n Hame Inert Fage Layoul Relerentes Mallngy Pedews Whew Adddmg & 0
ABG: i Rl i ] o
vals mey | 2 (3 (2] 2
o d Language A Teack . Compare Proted it
¥ ¥ nment =l o | Changes~ &2 F v * |
Frosfing Comments Tratking Changes {ampate Ini
y
F i
e e
Qrignal decument Bevized document
modified. docx ] @ | -] &
Label changes with — Label changes with |23 '
Lo o ][ o]
| |
L
| ordeo | Inseq | |BOR 38 s ]
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Step 2 — Select

the Compare option simply
by clicking over it. This will
display a Compare
Documents dialog box
asking for the two versions
of the Word document that
need to be compared with

each other.



Review tab Previousand NextButtons Step 3 — Select the Original

Original Document Modified Document

| | ~ Document and the Revised
g ey i _“:' Document and click the OK button
to display the differences in two
documents. Left column on the
screen would show all the changes
done over the course of changes and
you will see original as well as
modified version of the document on
the same screen. You can walk
through these changes using
the Previous & Next button
available under the Review tab.

NOTE — While comparing two documents you can use the different settings available at the Compare
Documents dialog box under the More button

Document Security in Word

Microsoft Word provides a high level of security for your word generated documents. You can set a
password for a document to stop unauthorized reading and editing of the document or if you want someone
just to read the document then you can set editing restriction on your word document. This chapter will teach
you how to make your document password protected and restricted from editing and formatting.

Set Document Password

Once you set a password for a document then you will be able to open the document only if you know the
password. If you forget your password, then there is no way to recover it and to open the document. So you
need to be careful while setting a password for your important document.

The following steps will help you set a password for a Word document.
Step 1 — Open a Word document for which you want to set a password.

Step 2 — Click the File tab and then click the Info option and finally the Protect Document button which
will display a list of options to be selected.
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Filetab  Info Option Protect Document Button
@y 2 - of - e Wiow =) Step 3 — Select the Encrypt with
Honje Insert Pagq Layout References Mailings Review View Add-Ins e
o _ = Password option simply by clicking
B e information about Test
- ave As . . . .
: C:\Userszara)Desitop) Test docx over it. This will display an Encrypt
5 Open
o Close N et impciiie:e _ Document dialog box asking for a
=) a - - .
s i Apassword is required to e 1 M
f ,:}i ' open this document. - 1 password to encrypt the document. The
I Recent Document i s = u . . .
&8, Mk ina i 2l same dialog box will appear twice to
] Let readens know the document i3 final = %
and make it r!-ad.ant] = Tags .
T Comments enter the same password. After entering

(7 1) | Enceypt with Password
j Rtﬂullrj‘oﬁitn’ofd' to open this
documer]

Before shanng this file. be aware
that it contains:
Document properties and

Iy Restrict Efiting
=] § author's name

(8] Controlufhat types of thanges peaple
£3n makd to this document

Restrict Fermission by People

Related Dates

Last Modified

Created

password each time, click

.-' > the OK button.

Grant peppie access while removing
thew sbilfty 10 edit, copy, or print.

L&

B Add & Diital Signatise
Ensure the integrrty of the document
by adding an invisible digital signature.

Encrypt with Password option

Step 4 — Save the changes, and finally
you will have your document
password protected. Next time when
someone tries to open this document, it
will ask for the password before
displaying the document content,
which confirms that now your
document is password protected and
you need password to open the

document.
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File tab

Info Option

Encrypt DocumentDialog Box

@aa- 4

Test.docx = Micresoft Word

Insert Pagq Layout References Mailings Review

i Save :
_— Information about Test
11
C\Userspzarat\Desktoph Test docx
L Open W
i B
4 Close ¢ Encrypt Document M
—
I Pmmﬁ:
Il Recent voss]
Caution: If vou lose or forget the password, it cannot be
| recovered, Itis advisable to keep a list of passwords and
New their correspondng document names in 3 safe place.
(Remember that passiords are case-sensitive.)
Print
o )| ol |
Save & Send — e =
e author's name
Helo
L

E=ET)

View Add-Ins

Properties *

Total Editing Time
Title
Tag

Comments

Related Dates
Last Moddied

Created

@

EY




by adding an invisible digital signature

Encrypt with Password option
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Remove Document Password Filetab password Dialog Box
7 : : ; T s =
You can remove a document password W]\ % pikcioeckE e SEI=E)
Only after Opening lt SUCCCSSfU.Hy. The Home Insert Page Layout Refefences Mailings Review View Add-lns @ 9
following steps will help you remove = e e N
. B {1} e X X = = =
password protection from your Word Paste \ . i . Edting
v An A ¥ o ' ¥
document. Clipboard Font Patagragh Styies
W
Step 1 — Open a Word document the [ Password i |
password of which needs to be Erier naonind 1o oo e
removed. You will need the correct Ci\sers'paraiDeskiop Test. doox
password to open the document. =
ok || conesd |
Step 2 — Click the File tab followed by = :
the Info option and finally the Protect
Document button which will display a
list of options to be selected. - -
0 | Insett | |[BNE 3| !
L8 .= — TP —
Filetab  InfoOption Protect Document Button
” Step 3 — Select the Encrypt with
@,l,,.; 0 - Test.docx - Microsoft Word | B g | p yp
Homle  Insert  Pag{layout  References  Mailings  Review  View  Adddns & i@ Password Option Slmply by clicking
H Save . = . . . .
Gl swve Inforation about Test over it. This will display an Encrypt
: C\Usershzara\ Desktop\ Test. doox
e Document dialog box and password
o Close ¥ Permissions Properties ~
& @ Apmwodiequidto ! which will be in a dotted pattern. You
Tt open this document. P
Recent Document - sl need to remove this dotted pattern from
4B, Markas Final ]
i | Let readers know the document i final .
ARk ek Prepare for Sharing s the box and make it clear to remove the
:ujj l‘i::::::‘s:::::::oum this Before shanng this file, be aware i
o~ =i Related Dates password from the document.
s Restrict Hfiting ncurrf. properties and Lt hoied
{) Control hat types of thanges peaple author’s name e
can makgte this dooument, Created =
% Bestrict Fermission by People L
L& Grant pepgie access while removing _
thewr sbiffty to edit, copy, or print.
= Add a Digital Signatus
_Q Ensute t emqul.‘t',lo'clhedmumenr




Filetab  Info Option Encrypt Document Dialog Box

@Jni of Sl L B Test.doox - Microsoft Word = (=l w
“ Homje Insert Pagq Layout References Mailings Review View add-lns e
.

I save

Information about Test

ChUsergrara\Desktoph Test.docx
& Open k

rEncr'_mt Deocurnent M1

bl Save As

.
3 Close ¥ e
EHWthmtentnfﬂ-ﬁm s A |
i Password: Pages 1
§ R.E'CEF“. Wards 1
Caution: If you lose or forget the password, it cannot be lotal Editing Time 1
§ recovered, Itis advisable to keep a list of passwords and Title
Mew their corresponding document names in a safe place. Tac
{Remember that passwords are case-sensitive.) s
PI'II'II. Comments
[—]OK [ Cancel ] Related Dates
Save & Send — ——————————— R 1
N 2] author s name Lat Modified T4
Heh::l Lreated -
L 13

e

Now when you will open your document next time, Word will not ask you for any password because you
have removed the password protection from the document.

Set Editing & Formatting Restrictions

The following steps will help you set editing restrictions in a Word document.

Filetab  Info Option Protect Document Button
@ld2-di- Testdoo: - Microscft Word = @kss) Step 1 — Open a Word document for which
Homje Insert Pagq Layout References Mailings Review View Add-Ins a‘ you Want tO Set editing I‘eStI'iCtiOIlS.

el save )

2 Infofmation about Test | . . .

i sove s O e o Step 2 — Click the File tab and then click

7 Open .
:‘fam v the Info option and finally the Protect
v =3 Permissions Properties = E . . ) .
_ ~El|}] & A password is required to Size 1= Document buttOl’l Wthh Wlll dlSplay a hSt
W open this document, i 1 .
Pri

| Recent el ; of options to be selected.

3%5 Mark 2 final
b € LT Letreaders know the dotument is final

N ¥l make i€ read-only, . K .
| - Prepare for Sharing Step 3 — Select the Restrict Editing option
Pril L8] Require s password 1o open this Before sharing this file, be aware

document

PN i sicr NN Related Dates simply by clicking over it. This will open
|- g Ao author’s name Lt Modinied ¥ . . .
B o sl rcnmmenrreon e .|| the actual document and it will also give
[--] ] peeale sccess while removing . . o . . . .
< Pianshse | — = you the option to set editing restrictions in

Dightal Figrabe
the integnty of the document

- the Restrict Formatting and Editing area.
Restrict Editing Option

Here you can set formatting as well as
editing restrictions on the document.
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Restrict Formatting and Editing

Step 4 — One you are done with

Filetab Restrict Options . .
Close Button  yoyr setting, click the Yes, Start
e - Enforcing Protection button
*_‘, .: tapnBean it N 0 ke #OEC S R Ne M9 e asecoe AaBBO . 'h # Wthh Wlll dlSplay a Start
oy B LW 2-A- Exam - b Eormal | THadoen. Hesngl | Shange [afo . . .
: = I ! v || Enforcing Protection dialog box
--------- Hatwies Fremanhg and fdteg =% .
. [prmess wevas asking for password so that no
= Lt ey 15 & BN BF AT
[Eenltl P01 one else can change the setting.
: | Dt e i You can enter the password or
"] Onthetnsert tab, the galleries inchsde items that are designed "; . .
|'_ loak of your documant. You can ute thess galleries 1o invert ta " you can leaVe lt Slmply blank
! | cover pages, and other docurment bullding blocks. When you o Grapms AR LR S R et h h h . d
| dlagrams, they slso coordinate with yout current document bo Emers which means t €re 1S no passwor
|| Youcan casily change the formatting ofselected testinthe do | g oo Setting for this protection.
I:' loak for the selected text from the Cuidk Styles gallery on the | Al
25 text directly by using the other controls on the Home tab. Mos 8k o i b Ay T el £ i A Wi )
l- using the look from the current theme or using a format that y mmmmnw
4 To change the everall look of your document, choote new Thes* | A
.‘ . Layouttab. To change the looks avallable in the Quick Stylegal e | L 0
R T P e : TR TS o
Yes, start Enforcing Protection Button
i Start Enforcing Protection Dialog Box
Fileltab ng 1on Dialog B Buttlon
W d a- 0w Tt e « Moyt Weed il |
] Pt Pt it Beberenin Legmagt Pivite WiEw A
. . J‘. b Gaeament N4 M B EET T {aasoecor| afbiete AaBhC é‘\ "
Step 5 — Finally click T Bkl YA EEAW o |1hoses vesgegs - e T |
the OK button and you will | s ; el sty - % ‘
find that your document is I e L L
o . i | rotection method
editing (or formatting if you ‘ & Pyuenord
i | | Onthe insert tab, the galleries | (The document is not encrypted. Malicious users can edit the
applzed) protected. | | look of your document, You cary file and remove the password,) PR
cover pages, and other docume Enter new password {optional): eees NR K
~ i 1, I 5|
| diagrams, they also eoordinate | A TR 5 Corthin: fovawe 1 7
You can easily change the formy{) :
|5 ) User authentication
| | L:f::::{;j::;:x :lx f {Aulf'mhc;hd wn'g;;.ﬂ mﬁmtgﬂm,}m .),._W.
o] using the look fram the current ; -
il [ x| canee |
| Tochange the overall look of yg
!. . Layout tab. Ta change the leokfrrmr e s
L 3
15?»-“" Wordi T | 5 legheh 3] | e T N e |

Remove Editing & Formatting Restrictions

You can remove the editing restriction from your document using these simple steps.

Step 1 — Open a Word document for which you want to remove the editing restriction.
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Filetab  |nfo Option Protect Document Button
Cl FIERE I Testdocox - Microsoft Word l=]E )
onle  Insert  Pag{layout  References  Masilings  Review  View  Addlns o @ Step 2 — Click the File tab and
Information about Test % then click the Info option and
C:\Usershzara\Desktop' Test.d ;
S e i ™ finally the Protect
v . .
Permissions Properties = = Document button; this will
i:g}] ] A password is required to Size i . . .
open this document, .
] u pages : display a list of options to be
Recent Document - s )
P P gcu Total Editing Time 1. Selected
Me l::;;ﬂ;rs;;\:’:mduumemn tinal I"“
g ags
1 i) Eroryot with Famond Prepare for Sharing Camments
Pri & el i Before sharing this file. be aware
|- e that it contains: . Related Dates
S _EJ E:’“ “:'mg:l;:::mqumm E:]:.:::r:a:‘r:pemes sed Last Modified T
Permessian Created 1=
H! ; Gran :rwl‘rﬂlu:{::f::ﬂwng Sl | »
Their plidsty 10 edit. copy, of prind

by adeding an mvinible dgifal tignatuse.

Restrict Editing Option

Step 3 — Select the Restrict Editing option simply by clicking over it. This will display the Restrict

Formatting and Editing area as follows.

File tab
T T 8 — Tt doce - Micsoroh Werd h e |
me Bt Page Layout ﬂmrln-:ri Blabings Ervigw e Agd-Bni & a
= a& %— fe T4 Finab Show Martup v H a8 I
H-vi\ Tranaiy H_J TL o Shosralutzup - “ _dg ‘_é
iR Tandiat e |.u|gum Hae 1 Elock  |Betnd
Grammat {14 Comment % ¥ Cnanges - [ Riviewing Pane « 2} truaes - [Bing
Proahms Lngusse Caammir ity Trtiong [ TEENE] Camin e Prod ol e
-I.l II.} -l‘ - !1 .I- : ?—I e *“
lf'- Viur prrmissmn
B Thes: document s proseched from unintentonal edeng.
- Youl My frosly el n e region.
i | Fioed et Ruegeor IiCan ekt | '

0n the Insert tab, the galleries include items th
look of your dotumsent. You can use these gall
cover pawcooges, and other document bullding
diagrams, they also coordinate with your curre

You can easily change the formatting of selecte =
| lookfor the selected text from the Quick Styles _ |
ol lu'_:__ﬂl_re;t_l_‘[hy___r_._:sﬁj_g the other controls on the +

| S Al Poagonn | Can Edt |
[ paghigs the repora | can et
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Unprotect Document Dialog Box

File tab -
1 Step 4 — Now click the Stop
T R Testdoof - Microvolt Woed | .
Wome et Peimes  Seewcs  Manp| | feen | vew st =@| Protection button. If you had set up a
| .u, ﬂ:% .‘ _J 94 15 Pnai Snow Markup - J ‘. | i .
& D | i it | e o, e e u srwia password at the time of setting the
) = - orment = Change: = 28] feviewing Pane - % Esting |
: i [ Ser—— -x|| editing or formatting restrictions, then
Yiur prrmissian
S —— you will need the same password to

: T I
Unprotect Document M

Password:
[On the Insert tab, the galleries includ |
loak of your documsent, You can use

cover panoooges, and other docume OK_ I Cancel |

diagrams, they also coordinate with yi! — the same U.S11’lg the Unprotect

remove the editing or formatting

restrictions. Word will now ask for

You can easily change the formatting of selecte =

look for the seletted text from the Quick Styles '

text directly by using the other controls on the Lo Protecton
4

- % — | will simply remove the restrictions.

| Pagesdofd | Words:189 | O Englamqusl | Imsent

Document Dialog box , otherwise it

1

Stop Protection Button

Set Watermark in Word

In this chapter, we will discuss how to set watermark in a Word document. A watermark is a picture that
shows up faintly behind the text on a Word document page. When you draft a document, you can watermark
the document with Draft Copy stamp, or you can watermark a duplicate document with the Duplicate stamp.
Microsoft Word allows you to stamp with watermark using simple steps explained in this chapter.

Set Standard Watermark

The following steps will help you set standard watermark in word document. A standard watermark is the
one which is already defined by words and cannot modify their font or color etc.
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Step 1 — Open a word document in which you want to add a watermark.

Step 2 — Click the Page Layout tab and then click the Watermark button to display a list of standard

watermark options.

Step 3 — You can select any of the available standard watermarks by simply clicking over it. This will be

applied to all the pages of the word. Assume we select the confidential watermark.

Page Layout tab

Watermark Button

Documpntl - Microsoft Wood

(BN

ted text in the document text by choosing a
les gallery on the Home tab. You can also format

Home roert Page Layout Referencgs Baddings Review Wik Ada-Ins E=d 9
r;;: B=- | My Orientstion = s- | \dmteriark el ewt Spacing oy
[Ex]| e - o = | e =
™ €0 an ~ wa Opt - Arramge
e o A
s Ix BT 0 om - IR 1opEt = -
Theme 21 Paragragh
- — T
E -_3_ B R RO W T M S K F R - 14 "t'ltl_f‘ﬁj
= =]
E - - -
- 7 T atinieiinintenin e & ok i x that are designed to coordinate with the owverall I |
= Ie lleries to insert tables, headers, footers, lists, =
= [= ocks. When you create pictures, charts, or
: d rent document look.

1e Home tab. Most controls offer a choice of -4
=
ng a format that you specify directly. =
-
— o
e s = moa1e% (=) L) ()

List of standard watermarks

Page I.Tycutta.b

Confidential watermarks

= [ = } Fage Sor
= | Page Backgro

(Wl el = - O = Documentl - Microsoft | TR s
BRI rooe  teert | Fagetiroun | Rererences ; o @
| [as) =- s Omertation = we ) Watermark - T el
| - Fo 13 s FA- 2% Page Cotor - =

. Margens

]
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i To change the overall look of your document. choose new

= Layout tab. To change the looks available in the CQuick Style
| Quick Style Set command, Bath the Themes gallery and the
commands 50 that you can ahvays restore the look of your

lheme elements on the Page
lzallery, use the Change Current
[CQuick Styles gallery provide reset
Hocument to the original

contained in your current template. -

v
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Set Custom Watermark

The following steps will help you set custom watermark in word document. A custom watermark is the one

which can be modified text and its font, color and size etc.

Page I.Tyout tab  Watermark Button

9= J  Documentt|- Micrasoft Word o e |
Home Insert Page Layaut Referagres Mailings Review Wiew Add-Ins & 0
|-A.a1 K- ] [Py Orientation = ¥=a= ) Watermark =  Indent ipmng 5
) (] S = iEom tllaom s |
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a =
= =
On e CoEE T e [that are designed to coordinate with the ¢~
loc slleries to insert tables, headers, footers, li¢ -]
co ‘ocks. When you create pictures, charts, or |
diz rrent document look.
Yo L cted text in the document text by choosing
log actuimen les gallery on the Home tab. You can also f
2 tey he Home tab. Most controls offer a cheice *
. 3 L E
| usi ng a format that you specify directly. =
= I s
4 m »
Fage:1 of 1 Ty -ujEng a3 e usx () Hl

Custom Watermark Option

Page Lal\!ollt tab Watermark Button
]

- L

= Layout W, use the Change C *
4 J\l 1 I E__E l Corcel | | >
Page: 1 of 1 B e e [} +

=

A

.—@ H9-M (= J’ Documentl |- Microsoft Word | ij@_ﬁ1
m Home Insert Page Layaut Referdnces Wailings Rreview View add.Ins & 0
Aa n ] Py Qrientation = = A watermark = Indent spacing L-h TR
‘|-|_:r-|1lzj lrg M [ Printed ‘H;iermad: > — 3 @“; ;;t f -‘ma.nge
Themes Mo watermark
|.,|L Y Picture watermaric ﬁ
IT ‘cover n te pictures, charts, &
.| diagran| =% Auto - | [F] washout =
; @) Text watermark E
; You car| Language: English (UK. [=]| ment text by choosi
LI look fo Text: DUPLICATE [=] | e tab. You can alsc
11 text dir)f|  Eont: Calibri E ‘bntrols offer a choic
= using t Size ® [=] |specify directly.
- | oo | R~ 7] senvanspxent >
To char Layout: @ Diagonal (7 Horizontal | elements on the Pi o

Custom watermark parameters
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Step 1 — Open a Word document in
which you want to add a
watermark.

Step 2 — Click the Page Layout
tab and then click

the Watermark button to display a
list of standard watermark options.
At the bottom, you will find

the Custom Watermark option.

Step 3 — Click over the Custom
Watermark option; this will
display the Printed
Watermark dialog box.

Step 4 — Now you can set a
picture as watermark or you can
set predefined text as watermark;
you can also type your text in
the Text box available at Printed
Watermark dialog box. We will
set text watermark

as DUPLICATE and also set its
font color and font size. Once all
the parameters are set, click

the OK button to set the
parameters.



Page L;iwnut tab wWatermark Button
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Remove watermark Option
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Step 1 — Open a Word document the
watermark of which needs to be
deleted.

Step 2 — Click the Page Layout
tab followed by

the Watermark button to display a
list of standard watermark options.
At the bottom, you will find

the Remove Watermark option.

Step 3 — Click Remove
Watermark option; this will delete
the existing watermark from the
document.
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