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TOPICS	
  COVERED	
  TODAY
1. GWU	
  Help	
  features
2. Where	
  to	
  find	
  “Help”	
  (?)	
  in	
  Microsoft	
  Word	
  documents
3. Microsoft	
  help	
  resources	
  and	
  links
4. How	
  to	
  add	
  a	
  hanging	
  indent
5. Creating	
  a	
  Table	
  of	
  Contents
6. Types	
  of	
  page	
  breaks
7. Different	
  page	
  numbering	
  in	
  the	
  same	
  document
8. Removing	
  comments	
  from	
  a	
  document	
  ready	
  for	
  review
9. Comments	
  on	
  “Change	
  Wars”
10.Questions	
  from	
  audience





http://gwudissertation.wikispaces.com/

HELPFUL	
  TOOLS	
  FROM	
  GARDNER-­‐WEBB	
  UNIVERSITY



WHERE	
  TO	
  FIND	
  THE	
  HELP	
  FUNCTION





https://support.office.com/en-­‐us/article/Office-­‐Training-­‐
Center-­‐b8f02f81-­‐ec85-­‐4493-­‐a39b-­‐4c48e6bc4bfb





https://support.office.com/en-­‐us/article/Office-­‐Training-­‐
Center-­‐b8f02f81-­‐ec85-­‐4493-­‐a39b-­‐4c48e6bc4bfb



HANGING	
  INDENT

On	
  view	
  tab,	
  select	
  “ruler”	
  to	
  
add	
  the	
  ruler	
  to	
  your	
  page.	
  You	
  
can	
  either	
  set	
  this	
  up	
  before	
  you	
  
type	
  or	
  highlight	
  the	
  typed	
  
words	
  and	
  then	
  move	
  the	
  
bottom	
  triangle	
  only	
  to	
  the	
  ½”	
  
mark	
  on	
  the	
  ruler.	
  This	
  tells	
  the	
  
software	
  to	
  leave	
  the	
  first	
  line	
  at	
  
the	
  margin	
  and	
  indent	
  all	
  lines	
  
after	
  the	
  first	
  line.



TABLE	
  OF	
  
CONTENTS

This	
  Table	
  of	
  Contents	
  page	
  was	
  
copied	
  from	
  the	
  GWU	
  dissertation	
  
wiki,	
  sample	
  dissertation	
  document.



Step	
  1

Step	
  2 Step	
  4

To	
  set	
  up	
  the	
  tabs	
  for	
  the	
  table	
  of	
  contents,	
  key	
  the	
  title	
  and	
  the	
  
word	
  page	
  as	
  seen	
  in	
  the	
  GWU	
  sample	
  page	
  on	
  the	
  previous	
  slide.	
  
With	
  the	
  insertion	
  point/cursor	
  where	
  you	
  want	
  to	
  start:
1. Click	
  on	
  the	
  arrow	
  in	
  the	
  bottom	
  left	
  corner	
  of	
  the	
  “Paragraph”	
  

section.	
  This	
  will	
  open	
  a	
  new	
  dialog	
  box.	
  Select	
  tabs,	
  a	
  another	
  
dialog	
  box	
  will	
  open.

2. Enter	
  0.5	
  in	
  the	
  tab	
  stop	
  position	
  box	
  and	
  press	
  ok.
3. Repeat	
  step	
  1.
4. Enter	
  6.5	
  in	
  the	
  tab	
  stop	
  position	
  box,	
  click	
  the	
  “right”	
  radio	
  

button,	
  	
  the	
  2…….	
  Radio	
  button,	
  the	
  set	
  button,	
  and	
  then	
  ok.



Start	
  typing.	
  Press	
  the	
  
tab	
  key	
  to	
  get	
  the	
  
leader	
  dots	
  to	
  show	
  up	
  
at	
  the	
  6.5	
  position,	
  
key/type	
  the	
  page	
  
number.

For	
  the	
  Appendices,	
  
Tables,	
  and	
  Figures,	
  
Key/type	
  the	
  letter	
  or	
  
number	
  needed.	
  Press	
  
the	
  tab	
  key	
  to	
  space	
  to	
  
the	
  0.5	
  spot.	
  Key	
  the	
  
words.	
  Press	
  the	
  tab	
  key	
  
again	
  to	
  get	
  the	
  leader	
  
dots	
  and	
  the	
  6.5	
  spot,	
  
then	
  enter	
  the	
  page	
  
number.



HOW	
  TO	
  USE	
  PAGE	
  BREAKS

Using	
  the	
  layout	
  tab,	
  under	
  the	
  section	
  breaks,	
  
choose	
  next	
  page	
  break	
  to	
  makes	
  things	
  easier	
  
when	
  it	
  is	
  time	
  to	
  add	
  page	
  numbering	
  later.



WHEN/HOW	
  TO	
  USE	
  A	
  CONTINUOUS	
  PAGE	
  BREAK

Use	
  a	
  continuous	
  break	
  when	
  
you	
  need	
  to	
  use	
  a	
  different	
  
format,	
  such	
  as	
  a	
  columned	
  
section,	
  on	
  the	
  same	
  page.



PAGE	
  NUMBERING

With	
  your	
  cursor	
  in	
  the	
  header/footer	
  
section,	
  click	
  on	
  the	
  design	
  tab,	
  then	
  
on	
  page	
  numbering,	
  click	
  on	
  format	
  
page	
  numbers	
  to	
  select	
  the	
  format	
  
and	
  start	
  numbers	
  for	
  you	
  page.



PAGE	
  NUMBERING	
  CONTINUED

In	
  order	
  to	
  use	
  different	
  types	
  of	
  page	
  numbering	
  within	
  
the	
  same	
  document,	
  you	
  need	
  to	
  break	
  the	
  link	
  with	
  the	
  
previous	
  page.	
  On	
  the	
  page	
  that	
  changes,	
  click	
  in	
  the	
  
header/footer,	
  click	
  on	
  link	
  to	
  previous	
  to	
  turn	
  that	
  feature	
  
off,	
  and	
  then	
  go	
  through	
  the	
  steps	
  to	
  insert	
  your	
  new	
  page	
  
numbering.	
  The	
  same	
  as	
  Previous	
  button	
  will	
  disappear	
  
and	
  the	
  Section	
  number	
  will	
   change	
  to	
  the	
  next	
  section.

Click	
  different	
  first	
  page	
  to	
  turn	
  the	
  
numbering	
  off	
  on	
  the	
  title	
  page.



REMOVING	
  COMMENTS	
  FROM	
  A	
  DOCUMENT	
  FOR	
  REVIEW

Remember	
  you	
  can	
  use	
  the	
  
Microsoft	
  Help	
  feature	
  in	
  Word	
  
to	
  help	
  you	
  find	
  step-­‐by	
  step	
  
procedures	
  for	
  everything	
  that	
  I	
  
have	
  demonstrated	
  today.



Questions	
  from	
  you	
  about	
  formatting?
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