Tips to Use Microsoft Word 2007

“If the ax is dull and its edge unsharpened, more strength is needed

but skill will bring success.” - King Solomon, the wise
About this document?

e It's for you if you are struggling to use MS Word in writing reports, thesis,
articles, stories or books

o Available at http://www.sudheer.droppages.com/WordTips.html

e This is not an argument but to help students who are using it
Some of the myths that are around Word:

e (Cannot do automatic numbering (It’s a pretty simple task)

e Never allows a single line in a paragraph to next page (In fact, that’s how a
document should be, refer Chapter 12)

e Cannot handle large files (Then that’s the problem with your age-old processor.
Word works well even on Atom processor for large files)

e Cannot insert Chapters from other files (Day to day task, refer Chapter 13)

e No textbook is written using MS Word as it is poor in typography (Google it)

e It crashes often (May be it was when our grandparents were using it, but not in
21st centaury)

e Poor in hyphenation (MS Word has got latest updated dictionary and it gets
updated)

e It's for dummies. That’s an attack on personality but not on what Word cannot do

e MS Word follows What You See What You Get. There are different views, refer
Chapter 4. In Print Layout, tries to show you almost What You See What You Get

e Few years down the line, you have compatibility issues. We don’t write a Word in

2020 format today to get compatibility issues in 2015


http://www.sudheer.droppages.com/WordTips.html

List of Contents

LISE OF CONTENTS ouvvuerucrcreereessesssssess s s ssss s s st s s s s s ssnes ii
LIS Of FIGUIES w.ovvueeeteesesseseessessssses s ssssses s s \4
B 0 1= o) TN vi
1. PAE SETUP it s 1
2. SEYLES ittt AR AR R AR 3
20 00 R\ ) 0= 3

00 B 5 (- o 1 =00 PSP 4
00 O T 5 (- o 1 =0 PSP 4
0 T R & 1= o 1 0V PP 4
00 S T 07 1 1 (o ) o TSPV 4
2.1.6. Figure and Table ... sesssssssssssssssssssesns 5

2.2. Heading NUMDETING ..o ssssssssesssssssssssssssssssssssessssssssssssssssssassens 6
2.3. Style for following paragraph: NOTmMal......conenenereereeeseeseesesseeessesseeseesessessesssssesseens 6

3. Making The Setting Default ... ssssnns 8
3.1. Creating New NOImal File ... sesssssssssssens 9

4, DOCUIMENT VIEWET ..ttt ss st bbb s 10
4. 1. DOCUMENT MAP .evriirereenreresiresesesesessssessssssessssssessssessssssessasssesssssssssssssssssssssssssssssssssssssssesssnsssssssssens 10
4.2, OULHNE VIEW...iiiriircssissss s sssnens 10

5. Figure and Table NUMDETINGS ... ssssssssssssss s ssesssssssssssssssaseens 11
5.1 FOTTNAL ..ttt bbb s 11
5.2. FIGUIE NUMDETING c..coieeececeeeceeeceeesessesse s sssesss s ss s ss s sssssssssssass 11
5.3. BOOKMATrK fOr CroSS-TEfEITING ...ceoveeeeeeeeeeeeeeeeesessesseessesesssssesssssessssssssssssssssssssssssssssssssssssss 13

6. EQUALIONS ..ottt s 14
L0 R 20 01 = TP 14

ii



6.2. DO YOU WaNE PrECISIONT ....cviereciiereeiessieisesese s ses st ss et 14

(TS 0 X0 LR U 10 10 0 L 01 0= T 15
6.4. Inserting Equations and ShOTtCULS.......cereeenceeerceeeseeeeseee s ssssesssssessssssssesees 15
6.5, EXQAIMPIE .ottt s 15

L ST B U €1 16

7. Table Of CONEENLES ... bbb 17
8. LiSt Of FIGUIES OF TADLES ....coieueereeceeeeeretsesses et sses st ssssssessssssssssssesssssssssssssssnes 18
8.1. Updating the Tables ... sssssss s ssssssssssssees 19

0. References Or CItAtIONS ... ssssss 20
T B S5 (=) =) o (L= LY =T o) R 20
0.2, INSErt CItatiON . s 20
9.3. Change Citation STYLE ... e ss s s sssssssssees 20
9.4. Insert Bibliography ... ssssss s 21
10. Page Breaks and Page NUMDETING ... sessssssssssssssssssssssssssssssssesssssseens 22
10.1. PAZE BIEaKS ..o ses s sss st ss sttt sssnsas 22
10.1.1. VieW Page BreakKs..... s sssssssssssssssssssssssssesns 22
10.1.2. Delete @ Page BreakK...... s sssssssssssssssssssssssssssssssssens 22
10.2. Page NUMDETING ..oueuieieirireiissessessessesssessssssss s ssssss s sssss s sssssssssssssssesssasssns 22
11, SAVE @S PDF s s 24
11.1. SAVE AS PDF s 24
11.2. BOOKMATKS N PDF ...ttt sssssss s sssssssssssssssassens 25
12. Pagination: Widow and OTrPRan ... ssssesssssssssssssssssssssssssssssssssssssseens 26
0 B 16 (0 26
0207 0 ) ') o - 1 o VTP 26
12.3. CONLIOl PAGINAtiON ..cceucecececeeereeeereses ettt sssssas 27
13. Move, Delete and INSErt Chapters ... ssssssssssssesssssseens 28
13.1. Move or Delete a Heading (Reorganize your document)..........oueereeneenesseesesseseenns 28



13.2. Insert a Chapter Or HEAdING ..ot sses st sssssssssssns 28

I 0 52 1= TP 30
15. SOME HiAAEN SECTELS......cueueeercencencerceseesceeeseseesesessssessss s sssssssssans 31
15.1. NON-BreaKing SPACE ....cocecercereerereerereeeissesessessesses s ssssssssssssssssssssssssssssssssssssssssssas 31
15.2. Non-Breaking Hyphenation ... 31
15.3. Character COAES .....oumuerueereeeeressessesessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssssas 31
15.4. Keyb0oard SHOTECULS ...t ssssssssssssssssssssssnes 31
15.5. Easy APProach in WOTd ... sssssssssssssssssssssssssssssssssssssssssnes 31
15.6. AULOMALIC COTTECTION weuvuercerceceeeseseeseessesesssssesss s ssss s bbb sttt ssas 32
15.7. Want SOmMething MOTE?........ceessssssssssesssssss s ssssssssssssssssssssssssssasssns 32
000 0 =Tt P 33

iv



List of Figures

FIG. 1.1 FIRST STEP IS TO SETUP PAGE LAYOUT ...tettuieuieuieniestistestesttententensessestesaessesseeneensessessesaessesneensensensansessessesneessensansen 1
FIG. 1.2 SET PAPER SIZE TO AZ ..ottt ettt ettt ettt b bt bt b et e e st e b e s bt eb e e aeehe et et et e saeeb e e aeesten s e b ebesbeebesaeeneeneenten 2
FIG. 1.3 SET THE MARGINS. FOR REPORT — BOTH SIDES PRINT — USE IMIRROR MARGINS ......veuvereerveruenresneeneeneensenseseessesneeseeneenees 2
FIG.2.4 IMIODIFY NORMAL STYLE ...ettiuitetiittteseiitteeseiteessiet e s s reeesesee e e sns e e e s sab e e e s e be e e e sma e e e s saresesenbeeesnbaeessabaeesennaeesannneas 3
FIG.2.2 STYLE MODIFY HEADING L....iiiitiientinteste ettt ettt et ettt ettt ettt sb e eb e st e st et e st e b seeeb e s bt est e s e b ebeseeebesaeeseeneenean 4
FIG. 2.3 SELECT MULTILEVEL LIST WITH HEADING. c..vtvteuteutetentesteeteettentetestesbe st sbesseeseessensesbesaeebesneeneensensenbeseesbesneeneeneensen 7
FIG. 3.1 SAVE SETTINGS FOR DEFAULT ...eetturttetiirteesamteeessstessssreeesemaeeesmsteesssmasesenseeessateessaresesenseeesannaeessaraeeseannasesannneas 8
FIG. 5.1 WHAT AM | DOING STILLIN TIT? .ttt ittt ettt ettt sttt sb ettt et b e sb e ebesae e e e b e b e besbesbeeseeneensens 11
FIG. 12.1 WIDOW (YELLOW HIGHLIGHT) AND ORPHAN (RED MARKED) ...vveeeeutreeeitreeeesereeeesisreeesssseeeesssesesssssssssssssessssssseannns 26
FIG. 13.1 OUTLINE VIEW TO INSERT ANOTHER DOCUMENT ....veuvivesueeseeneeneensessesesseesesseensensessensessessessesssensessessessessessesssensens 29



List of Tables

TABLE 5.1 KEYBOARD SHORTCUT KEYS FOR FIELD TOGGLE

TABLE 6.1 KEYBOARD SHORTCUT KEYS FOR EQUATIONS....

vi



1. Page setup

Page Layout - Size - More Paper Sizes...

Home Insert Page Layout References Mailings Revi 2w View

& colors - . P\ Ij = Breaks - j
[A]Fonts - =} £ Line Numbers ~
Themes Margipis Orientation| Size |Columns . Watermark
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Fig. 1.1 First step is to setup Page Layout

Paper Size: A4 (In all cases)

Margins:

Journals: Top: 1”7, Bottom: 17, Left: 1”7, Right: 1”

Report - One sided print: Top: 1”7, Bottom: 1”, Left: 1.3”, Right: 0.7”

Report - Both sides print: Top: 1”7, Bottom: 1”, Inside: 1.3”, Outside: 0.7”



| Marglnsl Paper I Layout |

Paper size:

A4

| Legal
Statement

First page: Other pages:

Manual Feed Manual Feed

Preview

Apply to: | Whole document : | | Print Options...

Default... [ o

J [ conce ]

Fig. 1.2 Set Paper size to A4

Page Setup ? “

Margins | Paper | Layout |

Margins
Top: 1" El Bottom: 1" Iil
Left: r e might 1 B
Gutter: o EI Gutter position: Left

Portrait | Landscape

Pages
e pages:  [vomd |V
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Mirror margins
) 2 pages per sheet
Preview Book fold

Applgm:l |thle document |E| |

Cor ][ one |

Fig. 1.3 Set the Margins. For Report - both sides print - use Mirror margins



2. Styles

Generally, we need to modify only five styles. This step is very essential to get List of
Contents, List of Figures and List of Tables. Right click on a style (Normal, Heading 1, 2 &
3, Caption) shown in Fig. = Modify.

2.1.1. Normal
This is applied throughout the document text. The regular text in any document that we

write is in usually this style.

Font: Times New Roman, 12pt, Justified, Line spacing: 1.5 lines

.';'E- e U A - Document1 - Microsoft Word

Page Layout References Mailings Review View

B . |Ca|ibri (Body) v|11 '|IA‘ ] || EERaE SR | | P2 | | [Py AaBbC: AaBbCc %
Er .
= T Mormal

T No Spaci.. Heading1  Heading2 || fhange
| ptyles -

[5 [5 [5 [5

Paste ¥ |B I U -abe x, X* A2~ A-[||E =

Fig. 2.1 Styles, Right click 2 Modify. Use Arrows to scroll for other styles
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‘ Modify Style ?

Properties
Name: |Normal |
| Style type: Paragraph
I Style based on: (no style)
| Style for following paragrapl* T Mormal W |
| Formatting
Times Mew Roman |« (12 |»|| B T U Automatic W

I
i
il
Il
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This is applied throusheut the document taxt. The ragular text in anv document that we
write is in usually this stwls.

Font: (Default) Times New Roman, 12 pt, Justified, Line spadng: 1.5 lines, Space After: 10 pt,
Widow/Orphan control, Style: Quick Style

Add to Quick Style list
() only in this document  (®)New documents based on this template!

Format - Cancel

Fig.2.4 Modify Normal Style



2.1.2. Heading 1

This is the chapter heading (Chapter): Introduction, Abstract, References ...

Font: Times New Roman, 16pt, Bold, Centered, Font Color: Automatic

Modify Style ?

! Properties

Name: | Heading 1 |
] Style type: Linked (paragraph and character)
| Style based on: T Mormal W
[
[ Style for following paragraph: | T Mormal W |
| Formatting

Times Mew Roman (w16 |w |[B | I U Automatic W

= = = = — = — = w= — =

= Bl = = = =| = Y= A= ®= OiE

Introduction

Font: 16 pt, Bold, Centered, Space Before: 24 pt, After: 0 pt, Keep with next, Keep lines together,
Level 1, Style: Linked, Quick Style, Priority: 10, Based on: Mormal, Following style: Marmal

Add to Quick Style list [ Automatically update
() Only in this document (@) New documents based on this template

Format - oK Cancel

Fig.2.2 Style Modify Heading 1

2.1.3. Heading 2
This is the heading inside a chapter (Heading): Experimental setup, Mathematical

modeling...
Font: Times New Roman, 14pt, Bold, Justified, Font Color: Automatic

2.1.4. Heading 3
This is the heading inside a Subsection (SubHeading).

Font: Times New Roman, 12pt, Bold, Justified, Font Color: Automatic

2.1.5. Caption
This is the format for the title of Figures and Tables.



Font: Times New Roman, 12pt, Bold, Centered, Font Color: Automatic

2.1.6. Figure and Table
Create two new styles basing on Caption Styles: Fig and Tab

e ALT + CTRL + SHIFT + S
e Create a new Style basing on Caption

e Rename it to Fig

Clear All Fig T
Normal Ell Tab T
No Spacing T 1. Heading 1 1
1.1. Heading 2 T3 1.1.1. Heading 3 e
1.1.1.1 Heading 4 1 Title E
Subtitle 13 Subtle Emphasis a
Emphasis @ Intense Emphasis a
Strong a Quote Ia
Intense Quaote 13 SyTIE REFERENCE a
INTENSE REFERENCE @ BOOK TITLE a
List Paragraph T Caption T
TOC 1 T TOC 2 T
TOC 3 T Footer 1
Hyperlink @ TaBLE OF FIGURES w

Show Preview
[ Disable Linked Styles

e Repeat the procedure and create a Style Tab



—_— "
Create Mew Style from Formatting M

Properties
Mame: Table
Style type: Paragraph IEI
Style based on: T Caption |E|
Style for following paragraph:| | T Mormal |E|

Formatting
Il | Cambria |E| 12|E| B I U Automatic |E|

¥
L

[1Ed]
"W
(TRl
]

I

[
i
i

0
Il
I

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Test Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Test Sample Text
I Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text

Font: 12 pt, Style: Quick Style, Based on: Caption, Following style: Mormal

Add to Quick Style list [ Automatically update
il ) only in this document @) New documents bazed on this template

K ] [ Cancel

2.2. Heading Numbering
Write a heading (say INTRODUCTION) and in Styles select Heading 1. This changes the
format of INTRODUCTION to match with Heading 1. Now select Multilevel List of

numbering for headings.

2.3. Style for following paragraph: Normal
Always, make Sure that the ‘Style for following paragraph: Normal’ for all the Style

modifications.



Document?2 - Microsoft Word

Page Layout References Mailings Review WView

List Library
1} 1. 3
MNone aj 1.1,
i) 1.1.1
< Article | Heas
1.1 Inside » Section 1.011
A s - (@) Heading 3
This is applied throughout the | |pmt
1s in usually this style.
¥ ek Chapter 1 Ha:
This is applied throughout the Ent
is in usually this style. o ' 2
. <= | Change List Level 3
- Tntroduction
Define New Multilevel List...
Define New List Style...

Fig. 2.3 Select Multilevel List with Heading



3. Making The Setting Default

All these settings can be made as default in for all your future documents:

These is a hidden folder in your C drive, named as Normal.dotm. You can make a back

up of this file or in worst case, you can get it from internet. So, don’t worry.
After modifying all the settings:

e Remove all the text (everything) in the document

e (o to Save As — Save as type: Word Macro-Enabled Template
e Select ‘Microsoft Office Word’ on the left selection panel

e Go to folder Templates

¢ File name: Normal.dotm (My_Style.dotm)

e Extension.dotm may change basing on your Version (2007, 2010)

] Save As

Search Templates

.. %« Users » Fire » AppData » Roaming » Microsoft » Templates » -

Organize « Mew folder 4= - (7]
| % Microsoft Oﬁicewq‘ MNarne Date modified Type Size I
. Document Themes 7/27/2012 10:01 AM  File folder
0 Favorites L SrmartArt Graphics 7/17/20129:53 AM File folder
Bl Desktop = @ Journal.dotm T/27/201210:54 AM - Microsoft Office ... 18 KB
& Downloads @ My Style 2012.dotm 5/8/2013 T:11 PM Microsoft Office ... 22 KB
=l Recent Places @ﬂ Mormal.dotm 5/8/2013 7:38 PM Microsoft Office ... 26 KB
%# Dropbox @ﬂ MormalEmail.dotm 2/11/2013 3:58 PM Microsoft Office ... 16 KB
@ﬂ Mormal Old.dotm 10/1/201212:25 PM Microsoft Office ... 18 KB
. Libraries
@ Documents
J‘! Music
|| Pictures
B videos -
File name: | Normal.dotm -
Save as type: | Word Macro-Enabled Temnplate (*.dotm) vl
Authors: Fire Tags: Add atag Title: Add a title
Save Thumbnail
“ Hide Folders Tools = [ Save ] [ Cancel

Fig. 3.1 Save settings for default



3.1. Creating New Normal File

Close all open Word files

Go to C:\Users\<username>\AppData\Roaming\Microsoft\Templates
o Change <username> to your PC user name

Rename Normal.dotm to Default.dotm

Rename My_Style.dotm to Normal.dotm

Now open a new document, there you have all your settings



4. Document Viewer

4.1. Document Map
In Document map view, you can see all the headings (branch view). This is useful for

long documents

t Word 2007.docx - Microsoft Wor

Insert Page Layout References Mailings Review i Developer

m' 53 Web Layout Ruler | Document Map Q e =
Gridlines Thumbnails || % &= B0 (3] Two Pages = Arrange All
Print |Full Screen Zoom 100% _
Layout | Reading =] Dratt Message Bar =] Page Width || —

Document Map =

1. Page setup
=] 2, Styles
2.1.1, Mormal
2.1.2. Heading 1
2.1.3. Heading 2
2.1.4. Heading 3
2.1.5. Caption
2.2, Heading Mumbering
3. B
[=I 4. Figure and Table Mumberings
4.1

3. Document Viewer

4.2. Outline View

In Outline view, you can see over all document at a glance. You can delete page-breaks,

insert chapters from other documents.

Outlining Home Insert Page Layout References Mailings Review View

o= = i
R T ) [ E— 3
Show Text Formatting
(@ & 4+ =| Show Collapse

show First Line Only Document Subdocuments

Close
Cutline View

© 3. Document Viewer
© 3.1. Document Map
® In Document map view, you can see all the headinas

10



5. Figure and Table Numberings

5.1. Format
Usually, all the Figures and Tables are centered. The caption for Figures follows the
figure where as for Tables, the caption precedes the Table. Make all Figures and Tables

are in Style — New Style — Fig or Tab.

Finally, | have submitted
the PhD and start
searchingfor PDF position

Fig. 5.1 What am [ doing still in IIT?

5.2. Figure Numbering
Easiest way up to my knowledge is to create a SEQuence for each field: Figure, Table and

Equation.

Table 5.1 Keyboard Shortcut keys for Field Toggle

To do this Shortcut

Update a Field F9

Insert a Field CTRL + F9

Unlink a Field CTRL + SHIFT + F9

Switch selected Field and results SHIFT + F9

Switch all Fields ALT + F9

11



Insert a Field {SEQ Fig_FigTab \n}

e SEQis sequence
e Fig FigTab is the Name of the Field, it can be Eq or Tab
o To restart Figure numbering for a new Chapter, change the SEQ name for
each Chapter (Thesis)
e \nis to say that the numbering follows the previous number

e \rnisto say that the numbering starts from number n
This is how you go:

e CTRL+F9
e Typein ‘SEQ Fig_ChName \n’
e F9

For Chapter number in the Field- Insert a Cross-reference of that Chapter:

{REF _Ref369343031}.{SEQ FigTab \n}

,/E'a! = Docurnent to make things easy in Microsoft Word 2007.docx - Microsoft Word
IREES
Liid Page Layout References Mailings Review Wiew Developer
|] Cover Page ~ E_] \ ElEl @ Shapes = % Hyperlink =] Header ~ 2| Quick Parts = | g Signature Line =
] Blank Page ] %Smam&r‘t 4> Bookmark S| Footer - <l wordart ~ EDate & Time
— Table Picture  Clip Text .= E i
k= Page Break - Art h Chart '] Cross-reference || #] Page Number - Box~ == Drop Cap g Object ~

Docurment Map =

1. Page setup
= 2. Styles
2.1.1. Normal
2.1,2, Heading 1
2.1,3. Heading 2

-
2.1.4, Heading 3 5 Cross-reference 2] = |
2.1.5. Caption -
2.2. Heading Numbering - . . R L
=l 3. Document Viewer I =TE =
3.1, Document Map 2 Mumbered item E| Paragraph number E|
3.2, Outline View - -
=) 4. Figure and Table Numberings Z [T tnsert as hyperlink [T tnclude above below
:Jli .:. Separate numbers with
= Far which numbered item:
2.1.1, Normal

2.1.2, Heading 1
- 2.1.3. Heading 2 L
= 2.1,4, Heading 3
- 2.1.5, Caption
Z 2.2, Heading Mumbering
3. Document Viewer

3.1, Document Map

3.2, Qutline View
:
n 4.1, Format
4,2, Figure Mumbering

m

[ Insert ][ Cancel ]
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5.3. Bookmark for Cross-referring
e Select the SEQ number (including the Heading number)
e Add a Bookmark with a suitable name (underscores are allowed)
o For easy reorganization, prefix the bookmark name with either Eq or Fig
or Tab

e (Cross-refer the same in the text

Example: The previous Fig. 5.1 shows the Search. 4.1 is an automatic number which

changes basing on the Figure number of SearchPostDoc.

Document to makethingsﬁ' in Microsoft Word 2007.docx - Microsoft Word

Insert d g

Ij Il Elz] @ Shapes = '& Hyperlink =] Header - A 2| Quick Parts -
L] %Smartﬁ.rt A% Bookmark E.?] Footer = ﬂw::urdﬁ.rt'

Table Picture Clip Text

Box ™ AS Drop Cap -

Art Chart ['f] Cross-reference

-
Fi_g.|4.1 What am I deoing still in IIT?
-
e =

Eookmark name: |

nal

ding 1

ding 2

ding 3

tion

Mumbering

wer

1t Map

liew

ble Mumberings

Fig_SearchPostDoc| add

[
m
m
m

ambering
ferring
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6. Equations

6.1. Format

Usually, Equations are to be PAGE centered and the numbering RIGHT aligned.

e C(reatealy 3table
e Adjust the first and the last column to equal distance leaving enough space for
‘(Eq Number)’
o Sometimes this ‘Eq Number’ may be large
o Don’t worry, just make equal columns (first and last) for that size :-)

e Hide or remove the Border of the Table (Home — Paragraph — Border arrow)

6.1)

Page Layout References

lCambria "I12 "||Af Avllﬁj'

B L U ~abe x; % Aav||®¥~ A ~|

6.2. Do you want precision?
e Select the Table
¢ Go to Table Tools — Layout — Properties — Column

e Adjust the First and Last column equal

Document to make things easy in Microsof‘tWor:@U?.docc - Microsoft Word Table Tools

Home Insert Page Layout References Mailings Review WView Developer Design

kg Select - ﬁlﬂsertBelow iE Merge Cells =285 A=

+ -
;1__|J 45mm |
= -

-

B

[ view Gridlines A Insert Left i split Cells 4(132.5 mm
Delete | Insert Text Cell
[ Properties = Above [ InsertRight || =3 split Table || R AutoFit ~ Direction Margins

Document Map =

1. Page setup =
[= 2, Styles
2.1.1, Normal E
2.1.2. Heading 1
2.1.3. Heading 2
2.1.4, Heading 3
2.1.5. Caption
2.2, Heading Numbering
= 3. Document Viewer
3.1, Document Map
3.2, Outline View
= 4. Figure and Table Mumberings
4.1, Format
4,2, Figure Mumbering
4.3. Bookmark for Cross-referring

; ———

| Teble | Row || column || cen |

Columns
Size

[#] Preferred width:  |137.5mm | Measurein: |Milimeters Izl

[¢ Previous Column l [ﬁ’ Mext Column |I

5.1. 4
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6.3. Equation number

Follow the procedure explained in Section 5.2 and 5.3. Don’t forget to add Brackets

before and after the Equation number.

6.4. Inserting Equations and Shortcuts

Add space after each shortcut to get the result

Table 6.1 Keyboard Shortcut keys for Equations

To do this Shortcut

Insert Equation

ALT + =

x™ x"n space
x1tn X~(1+n) space
a \alpha space

2
f \int ~2_10 space

10

47 First type () space
1 793
277y Then (x+7)/(1/2-7y"3) space

Want to know Google it. One such example

http://www.physicsforums.com/showthread.php?t=474856

6.5. Example

Sample example for inserting Equation:

o ALT+=

e x"n

e space; x"

e If you are inserting a text in the Equation, then make sure that you the text is no
italic

15


http://www.physicsforums.com/showthread.php?t=474856

6.6. LaTex Guys

Do you know LaTex Equation - Be smart... Use them directly, Mostly you are there.

Confused, use the graphical interface.

16



7. Table of Contents

References — Table of Contents — Insert Table of Contents...

g il L

Home Insert Page Layout References Mailings Review View

&
Ei
Table of
Contents =

%_ Style: | Insert a citation... -

LidInsert Bibliography [@, Style:
Insert Insert Export Insert

Footnote =] Citation &) Refresh - Citation ~ @f Biblio
Table of Contents | Footnotes ™ Mendeley Cite-O-Matic Citations & Bibli

B o

Document Map =

T T e

Index | Table of Contents | Table of Figures I Table of Authorities | i
Print Prewview Web Preview
Heading 1 _ ... .. ..____._. 1= Heading 1 -
: [ E
Heading 2 ............. 3 Heading 2
E
Heading 3 ........... 5 Heading 3
= - -
Show page numbers IIse hyperlinks instead of page numbers
Right align page numbers
Tab leader: | ....... Izl

General
Formats: |Frnm template Izl
Show levels:| |3 Iil

Want something more? Go to Options or Modify



8. List of Figures or Tables

References — Insert Table of Figures — Options - Style Fig — Watch out...

References Mailings Review View Developer
sert Endnote _'_j Style: |Insert a citation... - % = g Manage Sources ! ] Insert Table of Figures
u¢ Footnote ~ =" [Jinsert Bibliography : =V (3 Style: |IEEE -Re ~ — 3 Update Table
Insert Export Insert o Insert
1oww Notes Citation & Refresh - Citation = ﬁjﬁlblmgraphy - Caption [f Cross-reference

L

| Index | Table of Contents | Table of Figures |Tab|e of Authorities |

Print Preview Web Preview
CAPTION 1! TEXT wuvvervnnrennsnnrnnnsnnnans 1= Capmion1: Text -
[ . [
CAPTION 23 TEXT coveeecevcrecerseserinnene 3 | |casnon2: Te -
CAPTION 3: TEXT covemereesceceeeens 5 Cormon: Teq
CapTiond: TexT
CAPTION 42 TEXT wvveeeeeecmee e e 7
CapTionS: TExT
CAPTION 52 TEXT ceeeieeevmeecmeemcmees 10 | - ¥
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers f Table
Tab leader: |....... |E|
General
Formats: Faormal

K1 |EX

Caption label:  |(none)

Include label S TOMEEr

Options... od
|
L "
Table of Figures Options | ¥ B |

Build table-of fgures from:

Style: | Fig E|

[ Table entry fields
Table identifier: |F |E|

[ 0K J l Cancel I
L o

For List of Tables:

e Style Tab
e While creating a List, if asked for REPLACEMENT, opt for NO
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8.1. Updating the Tables

Select all (CTRL + A) then press F9 key
Update only Page Numbers only or the Entire Table
Right click on the List of Contents — Update Fields

To remove the number for the Heading ‘List of Contents’ Delete it
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9. References or Citations

9.1. Reference Manager

Download Mendeley

http://www.mendeley.com/download-mendeley-desktop/

There are several out there. This one can take the LaTex Bibliography .bib.

Get your references properly (Refer http://www.mendeley.com/features/add-and-

organize/)

9.2. Insert Citation

References — Insert Citation — Type the Author (Sudheer & Prabhu, 2013)

Home Insert Vailings Review View Developer

| Add Text ~ .1iInsert Endnote _':;+ tyle: | American Psych... = % e 3 Manage Sources &lj =] Inse

=¥ Update Table A-ENext Footnate = — [ Insert Bibliography - — [% Style: |IEEE - Re ~ — =M Upc
Table of Insert Insert Export Insert o Insert
Contents = Footnote &= Show Notes Citation |2] Refresh - Citation - @4 Bibliography ~ Caption ! Cro:

Document Map =

List of Contents
List of Figures
List of Tables
1. Page setup
[= 2. Styles
2.1.1. Mormal L
2.1.2, Heading 1 - Heat transfer in vertical casks engulfed in open pool fires
2.1.3. Heading 2 ; S Sudheer; SV Prabhu - 2013 - Journal of Fire Sciences
i' 1‘5* g:sglonlg 3 : Authors: S Sudheer, 5V Prabhu
2,16, Figure and Table Journal: Journal of Fire Sciences
2.2, Heading Numbering . Physical experiments and Fire Dynamics Simulator simulations on gasolir
= 3. Document Viewer i 5 Sudheer; D Saumil: SV Prabhu - 2013 - Journal of Fire Sciences
3.1 Document Map - Authors: S Sudheer, D Saumil, SV Prabhu
3.2, Qutline View - L -
2 4. Figure and Table Numberings Journal: Journal of Fire Sciences
4. 1. Format . . Measurement of Flame Emissivity of Hydrocarbon Pool Fires
4.2, Figure Numbering ) - S Sudheer; 5V Prabhu - 2012 - Fire Technology
4.3, Bookmark for Cross-referring Authors S Sudheer. SV Prabhu
B 3. Equaﬁons 'I_F\III'I'\ -\ITIIH-n Tﬂrlﬂr\f—:lﬂﬂ\f
5.1, Format
5.2, Do you want precision? § My Library | [ coTomendeiey| [ ok | [ cancel

5.3. Equation number
5.4. Inserting Equations and Shortouts
5.5. LaTex Guys

S -

9.3. Change Citation Style

References — Mendeley - Style
Or browse through More Styles

For Journals Use Elsevier (numeric, with titles)
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References

Insert Endnote

Mext Footnote -

=
==

|E|:|| '

Insert
Show Motes Citation [ﬂ R

0Tt W o "'.ﬁ:;,lfi 0 'I';.r"

Mailings Review View Developer

%_. Style: {American Psych... | = F‘al | [EL‘ glﬂﬂnﬂgf.

E]In American Psychological Association 6th Edition IEI

Elsevier [numeric, with titles)

ppp ElSevier [numeric, with titles, sorted alphabetically)
| Elsevier (numeric, without titles) [

Elsevier Harvard [without titles)

IEEE

Journal Mumeric without titles -Sudheer

Modern Language Association 7th edition

Mational Library of Medicine [MLM)

Mature

Mare styles... |

rd

9.4. Insert Bibliography

References — Insert Bibliography

Sudheer, S., & Prabhu, S. V. (2013). Heat transfer in vertical casks
engulfed in open pool fires. Journal of Fire Sciences.

References Mailings Review View Develoj

sert Endnote
ext Footnote ~

10w Notes

rd

_ Style: | American Psych... ¥ || et
' III] Insert Bibliographyl
Insert Export

Citation 2] Refresh

Vendeley
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10. Page Breaks and Page Numbering

10.1. Page Breaks
A Page Break makes a Section Break. To change the page numbering from a page. Insert

Page Break. Single Page Break makes two Sections.
Page Layout — Breaks — New page
For Two-Sided Printout, before each chapter
Page Layout — Breaks — Odd page
This would make the all the new Chapters begin on Right side

10.1.1. View Page Breaks

View - Outline

Cutlining Home Insert Page Layout References Mailings Review View Developer

2= Show Level: ~ 3 .
% @ |[BoyTedt || @ 29[| 2 [ ] = . k3

Show Text Formatting

(e e Show First Line Only Doscrll?nh:nt Sl_llg:ll:::lnl-:a:_ll::{;;'ut: Dut::ilr?essfiew
® §. References or Citations 15
® B8.1. Reference Manager 15
® B.2. Imsert Citation 15
® B.3. Change Citation Style 15
® 8 4 TInsert Bibliography 16

© List of Figures
L
© List of Tables

L]
@ TABLE 4.1 KEYROARD SHORTCUT KEYS FOR FIELD TOGGLE 7
@ TABLE 5.1 KEYBOARD SHORTCUT KEYS FOR EQUATIONS 11

1. Page setup
® Page Layout = Size = More Paper Sizes.

10.1.2. Delete a Page Break

In Outline View Delete the Section Break

10.2. Page Numbering

Click on the Footer — Add a Page Number at the bottom
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Link with Previous - Number follows the previous Section
Different First Page - First page of Section

Removing the numbering on a page but counting it
Different Even & Odd Pages - This can be used to change position

This can also be used to change the Headings
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11. Save as PDF

11.1. Save AS PDF
Click on Office Logo — Save As — PDF or XPS

- — Docurment to make things easy in Micre

Review View Deve

Save a copy of the document
Mew ry
s Word Document
= | Save the file as a Word Document.
Open

Word Template

Save the document as a template that can

Save
be used to format future documents.

Word 97-2003 Document

Save a copy of the document that is fully
compatible with Waord 97-2003.

T
Print b W OpenDocument Text
- 3| Save the document in the Open Document

Save As | |

Format.,

Prepare P PDF or XPS
Publish a copy of the document as a PD'F or |

XP5 file,

Send b
@ Other Formats
. Open the Save As dialog box to select from
Publish * all possible file types.
Close

[z] Word Options [ X Exit Word

If this option is not available then download

Office 2007: http://www.microsoft.com/en-in/download/details.aspx?id=9943

For other Verions:

Google it or Download directly.
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11.2. Bookmarks in PDF

In Save As PDF — PDF - Options - Create bookmarks using Headings

'UF or Al

;v Computer » Adventure (G

Mew folder

i Mame

wr

nents

(=3

ter

ws (C:)
are ([k)
folume (E:)

wture (G:)

:name: Document to make thing

3s type: | PDF (*.pdf)

Open file after publishing

Publish what

Word v | 43 W Search Word pel

ype Size
() Current page

Selection your search. |
(©) Page(s) From: | 1 2 - |

@) Document |
Document shawing markup |

information

() Word bookmarks
Document properties
Document structure tags for accessibility

FDF options

[] 150 19005-1 compliant (PDF/A)
Bitmap text when fonts may not be embedded

[ ok || cancel

Optimize for: @) Standard (publishing Options... ]
online and printing)
@) Minimum size
(publishing enline)
Tools ~ Publish | | Cancel

File Edit View Window Help

G ZeHe X

) | | @ = Tools Sign Comment I

|Bmkmarks W[ 7.1. Updating the Tables. ... .. ......oooooo e 14 -

F E :

_i' EList of Contents

é 1| [ List of Figures

[P List of Tables
[F 1. Page setup
&P 2. styles

Mumberings
3 s, Equations

HLP

[P 3. Document Viewer
&P 4. Figure and Table

[F 6. Table of Contents

Tables

Ligk of
ST OT TG HE SO

8. References or Citatlons. ... ... .. . ... 15
8.1. Reference Manager . .. .. ..ol 15
8.2 Imsert Citation. ... .. 15
8.3 Change Citation Stvle. . . . ... .. ... 15
8.4 Insert Bibliography. ... ... ... 16

9. Page Breaks and Page Numbering.. ... ... ... . ... ... ... . ... ...... 17
9.1, Page Breaks. .. ol 17
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12. Pagination: Widow and Orphan

Usually, a Thesis or a Report is not supposed to have any Widow or Orphan in the whole
content. By default, MS Word does a good job. Don’t get annoyed when MS Word doesn’t
allow you to leave a single of a paragraph on a page but either pushes two lines to next
page or leaves it intact in the previous page. That's how a report should be. But, if you

insist then know that this can be controlled.

12.1. Widow
A paragraph-ending line that falls at the beginning of the following page/column, thus

separated from the rest of the text.

12.2. Orphan

A paragraph-opening line that appears by itself at the bottom of a page/column.

A word, part of a word, or very short line that appears by itself at the end of a
paragraph. Orphans result in too much white space between paragraphs or at the

bottom of a page.

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit. Phasellus in elit. Praesent
tempus, wisi ac pharetra sodales, metus justo
auctor massa, id faueibus urna felis id augue.
Cum sociis natoque penatibus et magnis dis
parturient montes, nascetur ridiculus mus.
Curabitur orei lacus, commedo vitae, pretium
sit amet, rutrum eget, urna. Praesent tempor
rhoneus enim. Duis malesuada. Class aptent
taciti sociosqu ad litora torguent per conubia
nostra, per inceptos hvmenaeos. Sed dui sem,
condimentum quis, scelerisque a, tempor id,
est. Vivamus quis quam sed risus gravida
venenatis. In eget neque a ligula rhoncus
pellentesque. Nam vestibulum varius nibh.

i lacus. Aliquam eleifend nulla ut
lorem.

Sed ut augue ut est ultricies rhoneus. In hae
habitasse platea dictumst. Phasellus libero.
Etiam tortor velit, varius in, bibendum in,
ornare nec, diam. Aliquam tellus. Etiam vitae
nibh. Fusece scelerisque pulvinar nisl.
Curabitur tristique erat. Maecenas in wisi

quisque suseipit justo quis orei.

Phasellus luectus aliquet leo. In vitae ante
nonummy leo vulputate pharetra. Fusce dolor
dui, aliquam a, imperdiet et, consequat vitae,

diam. In metus est, vehicula eget, vulputate et,

accumsan eu, justo. Fusce wisi eros,
pellentesque fauecibus, viverra vitae, posuere
eget, lorem. Sed vitae justo. Morbi erat justo,
condimentum

Aliquam erat volutpat. Pellentesque leo.
Donec tristique adipiseing at, pulvinar vel,

felis. Nunc eget felis a est accumsan imperdiet.

Proin eget nibh id ipsum vehicula aliquet.
Class aptent taciti sociosqu ad litora torquent.
inceptos hvmenaeos. Phasellus tincidunt
cursus pede

Fig. 12.1 Widow (Yellow highlight) and Orphan (Red marked)
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12.3. Control Pagination

Select the paragraph to be controlled.

Format — Paragraph — Line and Page Breaks — Widow/Orphan control

Check or un-check the mark

Insert Page Layout

Mailings Review

|UbuntuMono vlj_z "||A‘ ﬁ'||%|

‘B I U -abe x, X Aav||¥ - A~

ent Map =

»f Contents
»f Figures
»f Tables
3ge setup
yles
2.1.1. Normal
2.1.2, Heading 1
2.1.3. Heading 2
2.1.4. Heading 3
2.1.5. Caption
2.1.6. Figure and Table
.2. Heading Mumbering
acument Viewer
. 1. Document Map
.2, Qutline View
gure and Table Numberings
.1, Format
.2, Figure Numbering
.3. Bookmark for Cross-referring
Juations
.1, Format
.2, Do you want precision?
.3. Equation number
.4, Inserting Equations and Shortouts
5. LaTex Guys
ible of Contents
st of Figures or Tables
.1, Updating the Tables
=ferences or Citations
.1, Reference Manager
.2, Insert Citation
.3. Change Citation Style
.4, Insert Bibliography
sge Breaks and Page Mumbering
.1. Page Breaks
3.1.1. View Page Breaks
3.1.2, Delete a Page Break
.2. Page Mumbering
save as PDF
1.1, Save AS PDF
1.2, Bookmarks in PDF
*agination: Widow and Orphan
1.1, Widow

1.2, Orphan
i ontrol Pagination

AaBbC

TTe

| Indents and Spacing | Line and Page Breaks |

Pagination
idow Orphan control;
|| Keep with next
[ Keep lines together
[] Page break before

Formatting exceptions
[ suppress line numbers
[7] pon't hyphenate
Texthox options
Tight wrap:

MNone

Preview

formal ¥ Peagack ¥ Urc acd Pagc Seoain F Widow Orekes coetl

Tabs... ] [ Default... l
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13. Move, Delete and Insert Chapters

13.1. Move or Delete a Heading (Reorganize your document)

Go to View — Outline View — Show level — Choose the appropriate level

e click on plus symbol

e Use up or down arrows to move (All the numbers would be taken care)

e Delete to delete a Heading (Section)

e C(CTRL + A then F9 would refresh all the automatic values

Page Layout References Review View Developer

D= show Levpl: [Level 1 ~ : ! ] Creatg — Merge
ol . E] 3 =
A || Level1 | = | E=l -

Show Text Formatting g',ﬂlnsert _}' Split
* % = =|

Show Collapse -
Show First Line Only Document Subdocuments 8] Unlink 2] Lock Document

13.2. Insert a Chapter or Heading

To insert a chapter that was written separately into a Master document:

In View - Outline View — Show document

This would open for you new options: Insert would take you to insert a document.
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Word may ask you for formatting preference. Chose appropriately by reading the whole

pop window.

Cutlining Home Insert Page Layout References Mailings

S

+ & + =|

Review View Developer

2= show LevEl: Mevel 1 1 :Ilj 3 |3) Creatg —] Merge
g d i

Show Text Formatting —

Show First Line Only

(G Insert|] = Split

show Collapse .
Document| Subdocuments 78] Unlink 23] Lock Document

Fig. 13.1 Outline view to insert another document

29



14. Review

Have you ever asked someone to correct your report? You might have received reply
with a corrected version from two or three persons. Now the problem is to see all the

corrections to judge by yourself and incorporate the correct ones!

Here you go...

u§1 ks
Home Insert Page Layout References Mailings
4 Research {2}~ \J 4
|

< Thesaurus @
Spelling & New :
Comment ~d

View Developer

REY
1 |
Compare Protect
v Document ~

Track all those corrections, judge and incorporate in the final version. Don’t get panic,

‘-"_ E "‘]‘jl Final Showing Markup > |
= 2] Show Markup ~

Track  Balloon
Changes ~ - | E Reviewing Pane ~ |

3 ABC
Grammar % Translate a5

Word won’t mess up with your original files.
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15. Some Hidden Secrets

15.1. Non-Breaking Space
Keyboard Short: CTRL + SHIFT + SPACE

Engineers: It’s a good idea to have units next to the number but not on next line. Ex. 1
cm. Use a non-breaking space between 1 and cm. That would make 1<space>cm always,

either in the previous line or in the next line.

Sometimes, we see a author name and the number are separated, as we see like Planck

[7]. Add a non-breaking space after Plank.

15.2. Non-Breaking Hyphenation
Keyboard Shorcut: CTRL + SHIFT + -

15.3. Character Codes
Don’t use superscript ‘o’ for a degree symbol. Instead, insert a degree symbol from

Insert — Symbol — Degree Symbol.

Don’t use ‘X’ for or ‘X’ for multiplication symbol, Instead, insert a multiplication symbol

from Insert - Symbol — Multiplication Symbol

15.4. Keyboard Shortcuts

In order to ALT Codes, press and hold the ALT and then type the number in numeric
keypad (right side numbers of keyboard) then release the ALT. ALT shortcuts work not
just in MS Word but almost everywhere (now, you know how to add symbols on GTalk
or on FB)

Degree: ALT + 0176

Multiplication: ALT + 0215

15.5. Easy Approach in Word

Type \times then space and \degree space.
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15.6. Automatic Correction
Sometimes, you don’t want word to auto-correct the word that you write: like
capitalization in the beginning of sentence or you want to type \degree but word

corrects it to ° Symbol.

Wherever there is an auto-correction, use CTRL + Z to Undo the auto-correction. That
means \degree would become ° immediately after you type space. Now hit CTRL + Z

then you get \degree back without auto-correction.

15.7. Want Something More?

Google it. Use Google lavishly www.google.com
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Contact

S Sudheer
T Born twice to die only once T

Email: sudheer.co.in@gmail.com
fb: https://www.facebook.com/haissudheer (Sudheer IIT)
Web: http://www.sudheer.droppages.com
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