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Student Learning Centre

Introduction

Long documents, for example a dissertation or thesis, can be difficult to work with for a number of reasons. Microsoft Word (‘Word’) provides you with some useful features to make managing long documents easier. Many of the features are also useful for shorter documents that require internal referencing. The features include:

· different views to enable easy navigation and editing;

· captions to label different objects such as figures or tables;
· styles formats to apply to different types of text;
· tables of contents;

· tables of figures;

· cross-referencing;

· indices;
· automation of all the above features;
· master documents and sub documents to divide large documents up into smaller, more manageable chunks whilst still retaining referencing links.
So, knowing how to use Word when working with long documents can save you a lot of time and make your finished piece of work much better presented. However, it’s important to remember that the look of the document isn’t the most important thing. No matter how good the presentation is it can’t disguise poor content; you don’t want your finished piece of work to be a triumph of style over substance! Therefore, whilst the features in Word contained in this guide are important and could save you a lot of time, remember that it’s the content that really matters.

1.1. Notation used throughout this document

Menu commands are written, e.g. File | Open, this means select the File option from the Menu Bar and then Open from the drop down menu. All key presses are included within < > e.g. <Enter> means press the Enter key. <Ctrl A> means hold down the Control key and press the A key.

1.2. Use of this document
This guide is to supplement face-to-face training but can also be used as a self-directed resource.

1.3. Sample files

This guide refers to a number of sample files which are available from our website via the following route:

· go to www.le.ac.uk/slc

· click on Help with… More…

· then go to W > Microsoft Word

· click on Microsoft Word for long documents sample file

· Get the file > Save

· Open saved file and Extract all files
If you have any questions or comments about this documents please contact Stuart Johnson – sj88@le.ac.uk
2. Saving your work

When you are working on a long document it is important that you save it carefully. You will also need to make sure that you know what the differences are between different versions (see Section ‎11. page 12). Word has several options associated with how files are saved. The default options (on the University network) are usually adequate, but occasionally you may wish to make changes to these. All save options are accessed via Tools | Options then the Save tab.
3. Styles

Styles are the means by which Word distinguishes between the various levels of headings within your document. Styles need to be applied to your document in order for many of Word’s automated features to work. The Normal Template has a vast array of pre-formatted styles you can use, but you can modify the existing styles or even create your own.

3.1. Applying built-in styles

1. Open a new document in Word.
2. Ensure the Formatting Toolbar is visible (View | Toolbars | Formatting).
3. Enter some text at the insertion point.
4. From the Style drop-down list in the formatting toolbar (which will say Normal by default) choose Heading 1.
5. Enter some more text and apply other Styles from the drop down list.
3.2. Modifying existing styles

6. Highlight the text to which you applied the Heading 1 style, above.
7. Go to Format | Styles and Formatting.
8. Click on the down arrow next to Formatting of selected text and choose Modify (Figure 1 below).
9. Change the formatting.
[image: image1.emf]
Figure 1: Styles and formatting
3.3. Outline numbering

If you want to number your Heading 1s ‘1’ and then your Heading 2s ‘1.1’, etc. (a common format for dissertations) you will need to change the formatting to Outline numbering. Access the Modify Style dialogue box as described in ‎3.2 above, and then follow the steps illustrated in Figure 2 below.

[image: image2]


[image: image3]
Figure 2: Outline numbering

3.4. Adding style changes to templates

If you then want to make sure that that changes in Heading styles are available in other documents (which you probably do) make sure you check the Add to template box – see Figure 3 below.
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Figure 3: Adding styles to templates
4. Outline view

Once styles have been applied to a document Outline View can be used to show the hierarchy of styles within a document.

10. Open the file long_demo.doc.
11. Select View | Outline.
12. You’ll now see a new toolbar (Figure 4) hover over the buttons to read the Alt Text.
13. Click on Show Level drop down list and select Show Level 3.

[image: image5]
Figure 4: Outlining toolbar
4.1. Moving text

Repositioning text within Outline View is simple. Even if the text associated with a heading is collapsed, the heading and the associated text will all be moved. Use the Move Up and Move Down buttons (
[image: image6]) to do this or highlight the appropriate text and then drag and drop.

4.2. Promoting and demoting text

Use the 
[image: image7] and 
[image: image8] respectively to promote and demote text up or down one heading level.

5. Document map

The Document Map can be a very useful feature once heading styles have been applied to a document. Do the following within the long_demo.doc and see what happens.
14. Select View | Print Layout.

15. Select View | Document Map (you will see a Document Map button with the same icon on the Standard Toolbar).
16. A vertical pane appears on the left hand side of the screen – you can just use it for reference or click on the headings and use them for navigation within a document.
6. Sections

Sections are useful when you want to format some parts of a document differently to the rest, e.g. you want one page to have a landscape orientation and the rest to be portrait.
6.1. Inserting section breaks
17. Open long_demo.doc
18. Put the insertion point at the end of the paragraph on laser printers (‘…will cost around £2500.’).
19. Select Insert | Break and then choose a next page section break from the dialogue box (Figure 5).
20. Insert another next page section break just before the next Heading 2 (‘Output - Monitors (Visual Display Units)’) by following the same steps.


[image: image9]
Figure 5: Section breaks

6.2. Changing the orientation

21. Click on the page with the picture of the printer on (Sec 2 will be displayed in the status bar).
22. Select File | Page Setup.
23. Select the Margins tab and select Landscape.

[image: image10]
Figure 6: Changing page orientation
6.3. Adding different headers/footers to sections

If you want to have different headers and/or footers for different sections you need to use the Link to Previous button on the Headers and Footers Toolbar (Figure 7). The default setting is for headers and footers to be ‘linked to previous’, you turn this off by (somewhat confusingly) clicking on the Link to Previous button in the Headers and Footers Toolbar. 
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Figure 7: Linking to previous in headers and footers
7. Captions
Captions can be added to a document so that items such as tables and charts can be numbered automatically. The advantage of using the automated caption feature over doing it manually is that when you remove items or change the order of items the numbering is altered accordingly. Using captions is also the basis for Tables of Figures, in a similar way to Styles being the basis of Tables of Contents.
7.1. Inserting a caption
24. Open long_demo.doc
25. Go to the Laser Printers again (try doing this via the document map feature).
26. Position the insertion point immediately below the picture of the printer.
27. Select Insert | Reference | Caption.
28. The caption should read Figure 2 (while you’re there – click on the down arrow to the right of the Label: Figure to see what else is available – or you can create your own using New Label or change the Numbering…).
29. Click OK.
7.2. Automatic updating of captions

Just to show you that it works.
30. Go to Input - The Mouse in long_demo.doc – you will see that it says [Mouse picture needed].
31. Find a picture of a mouse from Google image search:
· go to www.google.com;
· click on Images;
· type ‘mouse’ <Enter>;
· choose a picture;
· right click your chosen picture and select Copy;
· go back to long_demo.doc and paste in the picture you’ve just copied.
32. Add a caption as described in ‎7.1 above – it will say Figure 2.
33. Find the printer figure and check that this is now captioned as Figure 3.
7.3. Including chapter numbers in captions
If you want to label your captions to include the chapter number (e.g. your methods section is section 4 so you want to label the figures with in it 4.1, 4.2, etc.) then you need to check the Include chapter number box.
Insert | Reference | Caption | Numbering…


[image: image12]
Figure 8: Including chapter numbers in captions
8. Tables of contents and figures

If you’ve applied styles to a document it is a simple process to create a Table of Contents (TOC). Similarly if you have used captions you can create a Table of Figures (TOF).
8.1. Table of Contents

34. Open long_demo.doc
35. Position the insertion point at the very beginning of the document and insert a page break (Insert | Break | Page Break).
36. Go to the new page.
37. Select Insert | Reference | Index and Tables.
38. Ensure the Table of Contents tab is selected.
39. Click OK.
8.2. Table of Figures

And for TOF you follow a very similar process.
40. Select Insert | Reference | Index and Tables.
41. Ensure the Table of Figures tab is selected.
42. Click OK.
8.3. Updating a Table of Contents or Table of Figures

When you alter the document this will not be automatically reflected in the TOC or TOF – you will need to update it. There are 2 ways of doing this:
43. right click the table and select Update Field from the list;

44. or when the table is highlighted (grey) press the F9 key.
You then select whether you want to update the entire table or just the page numbers.
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Figure 9: Updating TOCs
8.4. Page numbering

It is conventional to have TOC and TOF at the beginning of a document and for these pages not to be numbered (or to be numbered using different formatting, e.g. i, ii, iii. iv…).
45. Insert the TOC/TOF at the beginning of the document as described in ‎8.1/‎8.2 above.
46. Insert a next page section break after these tables (see section ‎6.1 above).
47. With the insertion point after this next page section break set the Header or Footer (depending on where you’ve put the page numbers) so that it is not linked to previous (see ‎6.3 above).
48. Whilst still in the Header/Footer select Insert | Page Numbers | Format.
49. Ensure that Continue from previous section is not checked (Figure 10).
50. Move the insertion point before the next page section break and delete the page number in this earlier section (which will not affect subsequent sections if you have made sure the subsequent headers/footers are not linked to previous).
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Figure 10: Page numbering within sections

9. Cross referencing

Cross referencing is used within the text to refer to an item elsewhere in the document. So for instance, you may want to say within the main body of the text something like ‘as can be seen in Figure 3…’. Providing Figure 3 has been captioned then you can insert a cross reference to it which will be updateable in a similar way to a TOC/TOF.

51. Open long_demo.doc
52. Go to the section on ‘The keyboard’ – you will see the text begins ‘The keyboard (??)…’ – you need to insert a cross reference to Figure 1 where the question marks are.
53. Highlight the question marks.
54. Select Insert | Reference | Cross-reference.
55. Select Figure from the Reference type drop-down list then Insert (Figure 11).
56. Do the same for Figure 3 and try adding a description after the caption too.

57. You can also select to Include above/below, which simply inserts the word ‘above’ or ‘below’, whichever is relevant.
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Figure 11: Cross-referencing
10. Master documents

All of the above features are of use in any document where automated references (footnotes, captions, cross-references and indices and tables) are required. However, if you are producing a long document (which is one of the contexts in which these features are most useful) the document can become increasingly difficult to work with as the file size increases. Therefore, it is often a good idea to divide a large document into several smaller files, but if you do this how do you ensure that references, for example captions, don’t automatically restart numbering from 1 in each document? Or how do you ensure that the table of contents takes account of all the separate documents, not just the document that the table of contents happens to be in? This is where Master Documents are very useful. 
10.1. A note of caution

Firstly though, a note of caution on Master Documents (Masters); Masters are notoriously fragile. For this reason you should only use Masters when absolutely necessary. If you do need to use them, it is better to work on the individual sections of your dissertation as separate documents and then combine them at the end (see ‎10.5 below).
10.2. Example
58. Open chapter1.doc
59. Look through the document and notice the following:
· there are page numbers starting at page 1;
· there is a footnote numbered 1.
60. Open chapter2.doc
61. Look through the document and notice the following:
· there are page numbers starting at page 1;
· there is a figure labelled Figure 1;
· there is some yellow highlighted text (??).
62. Open chapter3.doc
63. Look through the document and notice the following:
· there are page numbers starting at page 1;
· there is a figure labelled Figure 1;
· there is a footnote numbered 1.
64. Close all 3 files

10.3. Creating a master document and inserting existing files

Now you are going to link the three documents you have just looked at within a Master.
65. Open a new document in Word.
66. Select View | Outline.
67. You can now insert the three files as Subdocuments.
68. Click on the Insert subdocument button on the Outlining Toolbar (Figure 12).
69. Select chapter1.doc and click the Open button.
70. Repeat the above for chapter2.doc and chapter3.doc
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Figure 12: Insert Subdocument
10.4. What Master and Subdocuments do
Remember that one of the reasons for creating subdocuments (subs) and a Master was so that the automated reference features are linked.
71. Select View | Print Layout.
72. Notice that:
· the page numbers are numbered sequentially from 1-14;
· the 2 footnotes are numbered 1 and 2 (not 1 and 1);
· the 2 figures are labelled 1 and 2 (not 1 and 1).
73. Go to the highlighted text that is in Chapter 2 (??).
74. Highlight the question marks then go to Insert | Reference | Cross-reference.
75. From the drop down list under ‘Reference type:’ select Heading.
76. From the drop down list under ‘Insert reference to:’ select Page number.
77. From the ‘For which heading:’ box select Selecting interviewers
78. Then click Insert (you should see ‘8’).
79. Save this document as ‘My_master’.
10.5. Good practice guidelines

Because of their fragility there are a number of good practice guidelines you should observe when working with Masters
.

80. Keep all documents together in the same directory.

81. Make a back-up copy of the directory before combining the subs into a Master.

82. Only create the Master for publishing – consider it disposable.

83. Don’t put any text in the Master other than the TOC.

84. Don’t save changes to the Master after publishing (corruption can get saved back into the subs – hence point ‎2 – just in case)

85. Use consistent templates (e.g. page setup, style names, etc.) for each sub.
86. Insert chapters in order from first to last.

87. Don’t edit subs via the Master (unless cross-referencing).

11. Version control

When working on a document that you update a lot it is probably not a good idea to just keep calling a file the same name so that you only ever have one version. One of the advantages of having several versions is if something goes wrong with your current version (e.g. it gets corrupted or you decide you want to include something that you had previously edited out) you can go back to a previous one. However, if you have multiple drafts or versions of a document it is important that you know which is which, this is especially important if you have different versions of the same document stored as back-ups. There two things you can do to help you with keeping track of versioning; firstly using a consistent system to name different versions of your files, and secondly using the document information fields.

11.1. Naming your files

When you make substantial changes to a document call it by a different version name, e.g. the current version of this guide is called MSWord_long_v1.1.doc.
11.2. Inserting fields

An example of a version control table can be seen at the end of this document. Most of the information contained in the table (Title, Author, Last updated, File name and File size) is a field code and so is automatically updated. This ensures that these document statistics are always correct. Fields can be accessed from Insert | Field – the Document Information category (Figure 13) is probably the most useful for version statistics.

[image: image17]
Figure 13: Inserting a field
12. Other stuff

12.1. Compressing images

Images often take up a lot of file space so you may wish to compress them. This can be easily done from the Picture Toolbar within Word (View | Toolbars | Picture). However, be careful that you don’t compress your images too much otherwise they will be of poor quality.

[image: image18]
Figure 14: Picture Toolbar – Compress Pictures
12.2. Working collaboratively

Word also has a number of features that make it easier for you to work collaboratively or simply review your own documents and highlight any changes. These features are beyond the scope of this guide but for information they include:

· Track changes (Tools | Track Changes);

· Compare and merge documents (Tools | Compare and Merge Documents);

· Inserting comments (Insert | Comment).

12.3. And finally

Always, always, always, always keep backup copies of important documents, just in case. This is especially important if you are working on a stand alone PC (e.g. at home) rather than a networked PC on campus, as on campus back-up tapes are taken every night so it is possible to retrieve lost work relatively easily. Also ensure that you version control your documents carefully so you know which version is the most up to date (see Section ‎11 page 12).
13. APPENDIX A – EndNote and RefWorks
EndNote

Inserting a bibliography using EndNote in Master Documents.
88. Un-format Citations in each of the Subdocuments. This will ensure that when the bibliography is created, it is a single bibliography at the end of your Master Document.

89. All the Subdocuments in a Master must be expanded in order to build a bibliography from them (these instructions assume you have already inserted citations into the Subdocuments).

90. Ensure you are in Normal View.

91. Ensure there is a blank paragraph at the end of your Master Document for the bibliography to go into.

92. Open your EndNote library.

93. In Word from the EndNote Toolbar choose Format Bibliography.
94. EndNote will prompt you with a dialogue to confirm the document to be formatted and the style for your bibliography. Click the Format button to start.

95. If EndNote has problems identifying any of the citations, it will present an error message. Otherwise the citations will be formatted and the bibliography for all chapters will appear at the end of the Master Document.

RefWorks

Inserting a bibliography using RefWorks in Master Documents

RefWorks does not currently work with Master Documents. When using RefWorks you will need to insert your citations and create a bibliography in each Subdocument using the Format Paper & Bibliography option in RefWorks. Then create another Subdocument that is the overall bibliography for the whole Master Document (to insert at the end of the Master Document). Do this using the Add to List and the Format a Bibliography from a List of References options in RefWorks. Once this is done you can delete the bibliographies in each of the other Subdocuments.
Note: If you would like training or further help with EndNote or RefWorks please contact the Library – libdesk@le.ac.uk or 0116 252 2043.

14. APPENDIX B – Creating an index

Not many academic pieces of work need an index, but just in case the basics are explained below. Creating an index is a two-stage process; first the text you want including in the index needs marking, then second you create the index table.
Marking index entries

96. Open long-demo.doc
97. Go to Section ‎10.3 on page 11 and highlight the words ‘Master Document’.
98. Select Insert | Reference | Index and Tables.
99. Select the Index tab.
100. Click on the Mark Entry button to view the Mark Index Entry dialogue box.
101. Ensure Current page is selected in Options.
 XE "Master document" [Note: At this point you can edit the Main entry text if you want the text that appears in the index to be different from the text in the document. You can also add a Subentry if you think that people will look up different words for the topic.]
102. Click Mark All to create an index entry for all occurrences of the words ‘Master Document’.
[Note: Mark All only marks the first occurrence of the words in each paragraph, so repetitions within a paragraph will not be marked.]

103. Click Close.
104. {·XE·“Master·Document·”·} now appears after the text.
105. You would then need to do the same procedure for other text you wish to be entered in the index or, alternatively, index entries can also be marked by using the following steps
· list the words you want marked in a separate document;
· save the document;
· return to the main document;

· select Auto Mark from the Index and Tables dialogue box;

· select the file containing your list.
Creating an index table

Creating an index table is a straightforward process once the entries have been marked and is similar to creating Tables of Contents or Tables of Figures once style headings or captions have been used.
106. Position the insertion point at the end of long-demo.doc
107. Insert a Next Page Section Break (see ‎6.1 above page 5).
108. Select Insert | Reference | Index and Tables.
109. Select the Index tab and choose a Format from the drop down list.
110. Click OK.
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own to produce the letter "y" then with the shift key to
produce the letter "Y" and with the CTRL key to delete & line
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are always at least ten and sometimes twelve of these labelled
F1 toF10 or FL2 and grouped together on the left of the key
board or along the top of it. They are used by programs
like word processors or spreadsheets to give instructions to the
computer. They do not normally produce an effect on the
screen but can do in some programs,
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