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Correcting Documents
Word provides writing tools that you can use to correct and improve the quality of your document text. The Replace feature enables you to replace multiple occurrences of one text item with another. The spelling and grammar checker lets you locate and correct spelling and grammatical errors. The thesaurus can help you find the best word to express an idea, and Autocorrect Options can correct spelling and typing errors as you type.

Replacing Text
Manually locating and replacing one word or phrase with another in a large document, especially if the word or phrase occurs multiple times, can be inefficient and time consuming. The Replace feature can make it easier for you to locate and replace designated text.

Word lets you use Replace in two ways: the Find Next and Replace method, and the Replace All method. When you use the Find Next and Replace method, each occurrence of the text is selected in the document as it is located. You then have the option of replacing the text with predefined text, editing the text yourself, or moving to the next occurrence. When you use the Replace All method, Word automatically replaces all occurrences of the text in the document. You perform both types of replace operations through the Find and Replace dialog box’s Replace tab, illustrated in Figure 1‑1.
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[bookmark: _Ref378437287]Figure 1‑1: The Find and Replace Dialog Box's Replace Tab 
with search options expanded




To manually replace text:

1.	Place the insertion point anywhere in the document.
	or
1.	Select the text you want to search.
2.	From the Home Ribbon, choose the Editing group.
3.	On the Replace dialog box’s Replace tab, in the Find what text box, type the word or phrase to find.
4.	In the Replace with text box, type the replacement text.
5.	Choose Find Next to find the next occurrence of the text.
6.	Choose Replace to replace the text.
	or
6.	In the document, click the selected text and edit it as desired; then, on the Find and Replace dialog box’s Replace tab, choose Find Next or another option.
	or
6.	Choose Find Next to find the next occurrence of the text without replacing or editing it.
	or
6.	If the Word has finished searching information box appears, choose OK in the information box.
7.	As necessary, repeat step 6.
8.	As desired, perform another replace operation.
or
8.	On the Find and Replace dialog box’s Replace tab, choose Cancel.
or
8.	On the Find and Replace dialog box’s Replace tab, choose Close.



To automatically replace text:

1.	Place the insertion point anywhere in the document.
2.	From the Edit menu, choose Replace.
3.	On the Find and Replace dialog box’s Replace tab, in the Find what text box, type the word or phrase to find.
4.	In the Replace with text box, type the replacement text.
5.	Select Replace All.
6.	In the number of replacements made information box, choose OK.
7.	On the Find and Replace dialog box’s Replace tab, choose Close.





In the following exercise, you will replace text in the document.

		1.
	Start Word
	

		2.
	Open Attractions and accommodation.docx 
	

		3.
	Make sure the insertion point is placed at the top of the document
	

		4.
	From the Editing Group, choose Replace
	The Find and Replace dialog box’s Replace tab appears.

		5.
	In the Find what text box, delete any current text and type attractions 
	

		6.
	In the Replace with text box, delete any current text and type sights
	

		7.
	Choose Find Next
	Attractions on the title page is selected.

		8.
	Choose Find Next
	The heading Attractions is selected.

		9.
	Choose Find Next
	The word attractions in the first paragraph is selected.

		10.
	Choose Replace
	The word sights replaces the word attractions in the first paragraph, and the word attractions in the next paragraph is selected.

		11.
	In the document, click the selected text attractions
	The document becomes active.

		12.
	Type features
	The word features replaces the word attractions.

		13.
	On the Find and Replace dialog box’s Replace tab, in the Find what text box, delete the current text and type will
	

		14.
	In the Replace with text box, delete the current text and type can 
	

		15.
	Select Replace All
	Word replaces the word will with the word can throughout the entire document, and the number of replacements made information box appears (9).

		16.
	In the information box, choose OK
	The information box closes, and the Find and Replace dialog box remains open.

		17.
	On the Find and Replace dialog box’s Replace tab, choose Close
	The Find and Replace dialog box closes.

		18.
	Reset the browse object to Browse by Page
	

		19.
	Save the document as Attractions and accommodation 1.docx
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Performing a Spelling and Grammar Check
You can use Word’s spelling and grammar checker to check your documents for spelling, grammatical, and punctuation errors. The checker locates instances of double words, such as the the, and also finds words with numbers in them. It points out possible style flaws and shows you how to make your writing easier for the reader to understand. Additionally, it locates words in which capital letters appear in non-standard positions.

As each possible error is found, the text is selected in the document and is displayed in the Spelling and Grammar pane, illustrated in Figure 1‑2. You can edit the error yourself, ignore the error, or select a replacement from a list of suggestions. Depending on the type of error you are correcting, Word gives you the option of applying the correction to the selected error only or to all instances of the error in the document.
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To perform a spelling and grammar check:

1.	Place the insertion point where you want the check to begin.
	or
1.	Select the text you want to check.
2.	From the Review ribbon, choose Proofing group and click the Spelling and Grammar button.
	or
2.	Press the F7 function key.
3.	In the Spelling and Grammar pane, choose Ignore to ignore current word or Ignore All to ignore all occurrences of the word in the document
or
3.	Choose Add to dictionary if required.
or
3.	In the Suggestions list box, select a correction and choose Change or Change All if the error appears more than once.
4.	If Word has finished checking, an information box appears, choose No to end the check.
5.	As necessary, repeat step 3.




In the following exercise, you will perform a spelling and grammar check.

		1.
	Make sure Attractions and accommodation 1.docx is open in the current window
	

		2.
	On page 3, select the paragraph below the heading Sea World of Florida
	

		3.
	From the Review ribbon, Proofing Group menu, choose Spelling and Grammar
	The Spelling and Grammar check begins. The spelling error dofins is displayed in the Spelling and Grammar dialog box’s Not in Dictionary text box, and the Suggestions list box displays no useful suggestions.

		4.
	In the Not in Dictionary text box, delete the highlighted word dofins and type dolphins
	

		5.
	Choose Change
	The word dolphins replaces the word dofins in the document. The check continues and finds the spelling error Shamu.

		6.
	Choose Ignore Once
	The check continues and finds the spelling error oters. 

		7.
	In the Suggestions list box, make sure otters is selected
	

		8.
	Choose Change
	The word otters replaces the word oters in the document. The check continues and finds the grammatical capitalization error visit.

		9.
	In the Suggestions list box, make sure Visit is selected 
	

		10.
	Choose Change
	The grammatical error is corrected in the document. Word finishes checking the selected text and displays an information box asking if you want to continue the check.

		11.
	In the information box, choose No
	The information box and the Spelling and Grammar dialog box close.

		12.
	Deselect the selected text
	

		13.
	Save the document
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[image: ]As you write, you might have trouble thinking of the exact word you want to use. You can use Word’s thesaurus to help you look for the right word for every situation. When you enter a word in the thesaurus, the Thesaurus dialog box, illustrated in Figure 1-3, presents you with a list of possible synonyms categorized by their parts of speech. You can replace the original word with one of the synonyms, or you can look up a synonym to find other alternatives.

[bookmark: _Ref378437827]Figure 1‑3: The Thesaurus Dialog Box


To use the Thesaurus: Area

1.	Place the insertion point in the word to be replaced.
2.	From the Review ribbon, choose the Proofing group 
3.	From the Proofing group, choose Thesaurus.
4.	In the Thesaurus dialog box, click on the likely match, select the arrow at the end of the word and select to insert or to copy. 

Or  

1.	Right click on the word
2.	Choose Synonyms and select a word from the suggested list
Or
2.	Choose Thesaurus to look up other options.


In the following exercise, you will use the thesaurus.

		1.
	Make sure Attractions and accommodation 1.docx is open in the current window
	

		2.
	On page 2, in the first paragraph, place the insertion point in the word area
	

		3.
	From the Review ribbon, choose the Proofing group.
	The Language submenu appears.

		4.
	From the Proofing group, choose Thesaurus
	The Thesaurus dialog box appears, and the word area appears in the Search For box. In the Thesaurus section region is displayed.

		5.
	Choose Insert from the drop down list next to region
	The dialog box closes, and the word region replaces the word area.

		6.
	In the second paragraph on page 2, place the insertion point in the word race 
	

		7.
	Press Shift + F7 function key to place the word race in the Search For box
	

		8.
	In the Thesaurus list box, select speed (verb)
	Speed appears in the Search For box

		 9.
	In the Thesaurus list select zoom
	Zoom is looked up, and the word whiz is displayed in the Thesaurus box.

		10.
	Choose Insert from the drop down list next to  Whiz
	The dialog box closes, and the word whiz replaces the word race.

		11.
	Save the document 
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Using Autocorrect Options
When you activate Autocorrect Options, Word automatically corrects or replaces many commonly misspelled or mistyped words as you type. For example, if you type teh instead of the, Word automatically corrects the mistyped word. You can also use Autocorrect Options to automatically correct common sentence problems, such as initial double uppercase and double spacing between words.

In addition to standard Autocorrect Options, you can define your own. You can also use AutoCorrect to replace short abbreviations with longer text. For example, you might have AutoCorrect replace your initials with your full name. You should make sure that any replacement text you define is unique, as AutoCorrect will replace that text even if you prefer it to appear as typed. You can view, change, delete, and add AutoCorrect entries on the AutoCorrect dialog box’s AutoCorrect tab, illustrated in Figure 1‑4.
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To activate or deactivate AutoCorrect options:

1. From the Quick Access toolbar choose More Commands…
2. Click Proofing section and then AutoCorrect Options…
3. On the AutoCorrect dialog box’s AutoCorrect tab, select or deselect the desired capitalization option check boxes.
4. Select or deselect the Replace text as you type check box.
5. Choose OK.

To add entries to AutoCorrect:

1. On the AutoCorrect dialog box’s AutoCorrect tab, in the Replace text box, type the text to be replaced.
2. In the With text box, type the replacement text.
3. Choose Add.
4. Choose OK.

To delete entries from AutoCorrect:

1. From Quick Access toolbar choose More Commands….    .
2. Click Proofing section and then AutoCorrect Options 
3. On the AutoCorrect dialog box’s AutoCorrect tab, in the list box, select the entry to be deleted.
4. Choose Delete.
5. Choose OK.





In the following exercise, you will use AutoCorrect. 

		1.
	Make sure Attractions and accommodation 1.docx is open in the current window
	

		2.
	From the Quick Access toolbar choose More Commands…

	.

		3.
	Click Proofing section and then AutoCorrect Options
	The AutoCorrect dialog box’s AutoCorrect tab appears

		4.
	Make sure all the option check boxes are selected
	

	5
	Choose OK
	The dialog box closes, and all AutoCorrect options are activated.

		6.
	Place the insertion point at the end of the last paragraph in the document
	

		7.
	Type THe island atmosphere is truely intoxicating.
	As you type, Word automatically changes THe to The and truely to truly.

		8.
	Reopen the AutoCorrect dialog box
	

		9.
	On the AutoCorrect dialog box’s AutoCorrect tab, in the Replace text box, type WDW
	

		10.
	In the With text box, type Walt Disney World
	

		11.
	Choose Add
	WDW and Walt Disney World are added to and selected in the Replace and With lists.

		12.
	Choose OK
	The AutoCorrect dialog box closes.

		13.
	At the end of the last paragraph in the document, press SPACEBAR and type WDW and the Caribbean together!
	WDW is replaced with Walt Disney World.

		14.
	Reopen the AutoCorrect dialog box
	

		15.
	On the AutoCorrect dialog box’s AutoCorrect tab, in the list box, locate and select the WDW/Walt Disney World entry (near the end of the list)
	

		16.
	Choose Delete 
	The entry is removed from the list.

		17.
	Choose OK
	The dialog box closes.

		18.
	Save the document
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Setting and Deleting AutoCorrect Exceptions
When you use AutoCorrect to make corrections and replacements, you might want to set exceptions to three types of default AutoCorrect correction options, First Letter, INitial Caps and Other Corrections. The First Letter option capitalizes the first word following a period, assuming that the word begins a new sentence, the INitial CAps option changes a word’s subsequent upper case letters after the first to lower case. You can add abbreviations that end with a period to the First Letter exceptions list to tell AutoCorrect not to capitalize the word that follows, and you can add exceptions to the subsequent upper case letter rule to the INitial CAps exceptions list. If there is other replacement or correction apart from First Letter and INitial CAps,  that can be done by Other Correction option. Figure 1-5 illustrates the AutoCorrect Exceptions dialog box’s First Letter, INitial CAps tabs,and Other Correction on which you define exceptions to the three options. Mktg
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Figure 1‑5: The AutoCorrect Exceptions Dialog Box’sFirst Letter, INitial CAps Tabs and Other Correction.


To set AutoCorrect exceptions:

1.	From the Quick Access toolbar choose More Commands. Click
 Proofing section and then AutoCorrect Options
2.	On the AutoCorrect dialog box’s AutoCorrect tab, choose Exceptions.
3.	In the AutoCorrect Exceptions dialog box, select the appropriate tab.
4.	On the selected tab, in the Don’t text box, type the exception abbreviation or text.
5.	Choose Add.
6.	Choose OK.
7.	In the AutoCorrect dialog box, choose OK.


To delete AutoCorrect exceptions:

1.	From Quick Access toolbar choose More Commands. Click Proofing section and then AutoCorrect Options.
2.	On the AutoCorrect dialog box’s AutoCorrect tab, choose Exceptions.
3.	In the AutoCorrect Exceptions dialog box, select the appropriate tab.
4.	On the selected tab, in the list box, select the desired item.
5.	Choose Delete.
6.	Choose OK.
7.	In the AutoCorrect dialog box, choose OK.

 


In the following exercise, you will set and delete AutoCorrect exceptions.

		1.
	Open a new blank document
	

		2.
	In the new document, type she told the ABp. and press ENTER. (ABp. Is sometimes used as an abbr. for ArchBishop). 
	ABp is automatically replaced by Abp, and She is automatically capitalized.

		3.
	From Quick Access toolbar choose More Commands…     Proofing, AutoCorrect Options
	The AutoCorrect dialog box appears.

		4.
	Choose Exceptions
	The AutoCorrect Exceptions dialog box appears.

		5.
	Make sure the First Letter tab is selected
	The First Letter options appear.

		6.
	Examine the list of words that are not to be capitalized.
	

		7.
	Select the INitial CAps tab
	The INitial CAps options appear.

		8.
	In the Don’t correct text box, type ABp. 
	

		9.
	Choose Add
	The entry ABp is added to the exceptions list.

		10.
	Click OK
	The AutoCorrect Exceptions dialog box closes.

		11.
	In the AutoCorrect dialog box, choose OK
	The AutoCorrect dialog box closes.

		12.
	Repeat step 2
	No automatic corrections are made to the sentence.

		13.
	Reopen the AutoCorrect dialog box
	

		14.
	Reopen the AutoCorrect Exceptions dialog box
	

		15.
	In the AutoCorrect Exceptions dialog box, select the First Letter tab
	The First Letter options appear.

		16.
	In the list box, select abbr.
	

		17.
	Choose Delete. 
	The entry is deleted from the exceptions list.

		18.
	Select the INitial CAps tab
	The INitial CAps options appear.

		19.
	In the list box, select ABp
	

		20.
	Choose Delete
	The entry is deleted from the exceptions list.

		21.
	Choose OK 3 times to leave the Word Options.
	The AutoCorrect Exceptions dialog box closes.

		22.
	Close the document without saving it
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Hyphenating Documents
Proper hyphenation can give your document a professional look. Breaking words at the right margin helps reduce unwanted white space and even the text at the margin. Before hyphenating a document, you should finish editing it, as adding and deleting text can change where specific words appear on a page.
 
Automatically Hyphenating Documents
Through the Hyphenation dialog box, illustrated in Figure 1-6, you can choose to have Word automatically hyphenate a document for you. When you enable automatic hyphenation, Word hyphenates the entire document. You can prevent automatic hyphenation of a portion of a document by selecting the desired text and then defining your preference on the Paragraph dialog box’s Line and Page Breaks tab.
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To enable or disable automatic hyphenation:

1.	From the Layout ribbon, choose Page Setup group.
2.	From the Page Setup group choose Hyphenation and Hyphenation options
3.	In the Hyphenation dialog box, select or deselect the Automatically hyphenate document check box.
4.	If desired, select or deselect the Hyphenate words in CAPS check box.
5.	Choose OK.

To prevent automatic hyphenation of a portion of a document:

1.	Select the desired text.
2.	From the Paragraph ribbon choose the drop down arrow.
3.	In the Paragraph dialog box, select the Line and Page breaks tab.
4.	On the Line and Page Breaks tab, select the Don’t hyphenate check box.
5.	Choose OK.




In the following exercise, you will automatically hyphenate a document. 

		1.
	Make sure Attractions and accommodation 1.docx is open in the current window
	

		2.
	Scroll through the document and examine the text at the right margin
	The document text is not automatically hyphenated.

		3.
	From the Layout ribbon, choose Page Setup group
	

		4.
	From the Page Setup group choose Hyphenation and Hyphenation Options 
	The Hyphenation dialog box appears.

		5.
	Select the Automatically hyphenate document check box
	

		6.
	Choose OK
	The dialog box closes, and automatic hyphenation is activated.

		7.
	Scroll through the document and examine the text at the right margin
	Text in the document is now automatically hyphenated.

		8.
	Select the text on pages 6
and 7
	

		9.
	From the Layout ribbon and Paragraph group select the drop down arrow
	The Paragraph dialog box appears.

		10.
	Select the Line and Page Breaks tab
	The Line and Page Breaks options appear.

		11.
	Select the Don’t hyphenate check box
	

		12.
	Choose OK
	The dialog box closes, and automatic hyphenation of the selected text is deactivated.

		13.
	Scroll through and examine the selected text
	The text is not hyphenated.

		14.
	Deselect the text
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Inserting Special Hyphens
You can use nonbreaking hyphens and optional hyphens to control if and where a specific word in your hyphenated document breaks. A nonbreaking hyphen prevents a hyphenated word, such as MS-DOS, from breaking if it falls at the end of a line. An optional hyphen, which is displayed, only if the word breaks at the end of a line, defines where a word should break.


To insert a nonbreaking hyphen:

1.	Place the insertion point at the desired location.
or
1.	Select the existing hyphen.
2.	Press CTRL+SHIFT+HYPHEN

To insert an optional hyphen:

1.	Place the insertion point at the desired location.
2.	Press CTRL+HYPHEN





In the following exercise, you will insert special hyphens.

		1.
	Make sure Attractions and Accommodation 1.docx is open in the current window
	

		2.
	In the first paragraph on
page 4, in the last sentence (beginning with During low tide…), insert the word own directly before the word car 
	The word hard-packed is broken at the existing hyphen.

		3.
	In the word hard-packed, select the hyphen
	

		4.
	Press CTRL+SHIFT+HYPHEN
	The hyphen is replaced with a nonbreaking hyphen, and the word is no longer broken.

		5.
	In the last paragraph on page 4, in the last sentence (beginning with And with a one-day…), insert the word also directly before the word visit
	The word Adventure is broken as Adven-ture.

		6.
	Place the insertion point between the d and the v in Adventure
	

		7.
	Press CTRL+HYPHEN
	An optional hyphen is inserted, and the word Adventure is broken as Ad-venture.

		8.
	Delete the word also
	The word Adventure is no longer broken, and the optional hyphen is not displayed.

		9.
	Save and close the document
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Using Quick Part Building Blocks
The Quick Parts feature used to be called AutoText in earlier versions.  It enables you to assign a few descriptive characters to a long block of text. To insert the block of text into your document, you simply type the descriptive characters. Word comes with a selection of predefined building blocks from which you can choose, and you can also create your own custom-defined entries. 

You can access Quick Parts from the Insert ribbon, Text group and Quick Parts, illustrated in Figure 1‑7. 
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[bookmark: _Ref378439081]Figure 1‑7: The Quick Parts dialog box – Building Blocks Organizer
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Quick Part entries are based upon existing text. To create an entry, type and format the text as you want it to appear and then save the block into the Quick Part Gallery.



To create an AutoText entry:

Menu method 
1.	In the document, select the desired text.
2.	From the Insert ribbon, choose Text group.
3.	From the Text group choose Quick Parts.
4.	Choose Save Selection to Quick Parts Gallery.
5.	In the Preview window, make sure the AutoText entry is displayed as desired.
6. In the Create New Building Block box, type a name for the entry.
7. Choose Auto text in the Gallery box
8. Type a description if you wish
9. Choose OK.
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In the following exercise, you will create AutoText entries.

		1.
	Open a new blank document
	

		2.
	Type [your name] and press ENTER
	

		3.
	Type Assistant Travel Coordinator
	

		4.
	Select all the text in the document
	

		5.
	From the Insert ribbon, Text Group choose Quick Parts
	The Quick Parts menu appears.

		6.
	Choose Save Selection to Quick Part Gallery
Type My Close in the name box
	

		7.
	Choose OK
	The Quick Part entry is defined, and the dialog box closes.

		8.
	Delete the text from the document
	

		9.
	Using an 18 point font size, type The Association of Word Processing Professionals
	

		10.
	Select all the text in the document
	

		11.
	From the Insert ribbon, Text Group choose Quick Parts
	The Quick Parts menu appears.

		12.
	Choose Save Selection to Quick Part Gallery	
	

		13.
		In the name box type AWPP 
	

		14.
	Choose OK
	The Quick Part entry is defined, and the dialog box closes.

		15.
	Close the document without saving it
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Inserting a Quick Part
Quick Part entries can be inserted into any Word document. In addition to your own customized entries, you can also insert Word’s standard AutoText entries. To insert an AutoText entry, type the entry’s name in the document and press the appropriate key or select the desired name from the list in the Quick Part Gallery and choose Insert.


To insert AutoText:

Keyboard method
1.	Place the insertion point where you want to insert the entry.
2.	Type the name of the Quick Part entry.
3.	Press F3
	
Menu method
1.	Place the insertion point where you want to insert the entry.
2.	From the Insert ribbon, choose Text group.
3.	From the Text group, choose Quick Parts.
4.	From the Quick Parts in the list box, select the desired AutoText entry.
5.	Click on it to insert it.

Gallery method
1.	Place the insertion point where you want to insert the entry.
2.	From the Insert ribbon, choose Text group.
3.	From the Text group, choose Quick Parts
4.	Choose Building Blocks Organizer.
5.	From the Building Blocks list, choose the Quick Part entry.
6.	Click Insert




In the following exercise, you will insert AutoText.

		1.
	Open Confirmation letter.docx
	

		2.
	Make sure the insertion point is placed at the top of the document
	

		3.
	Type AWPP
	

		4.
	Press F3
	The AutoText entry is inserted into the document.

		5.
	Place the insertion point at the bottom of the document
	

		6.
	From the Insert ribbon, choose Quick Parts
	The Quick Parts command box appears

		7.
		From the Quick Parts list, choose Building Blocks Organizer
	The list of Building Blocks appears.

		8.
	In the list box, scroll down and select Sincerely yours,
	The Preview area displays the standard AutoText entry.

		9.
	Choose Insert
	The dialog box closes, and the AutoText entry is inserted into the document.

		10.
	Press ENTER 4 times
	The insertion point moves down four lines.

		11.
	From the Quick Parts Organizer select My close
	The All Entries drop-down menu appears.

		12.
	Choose Insert
	The customized AutoText entry is inserted into the document.

		13.
	Save the document as Confirmation letter 1.docx
	

		14.
	Close the document
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Deleting Quick Part Entries
You can delete a Quick Part entry when you no longer need to use it. Deleting obsolete entries can make it easier to identify and locate those you need to use. Be careful when you delete an entry—Word does not prompt you to confirm the deletion.


To delete Quick Part entries:

1.	From the Insert ribbon, Text Group choose Quick Parts.
2.	From the Quick Parts command list, choose Building Blocks Organizer.
3.	Select the name of the desired entry.
4.	Choose Delete.
5.	Repeat steps 3 and 4 as desired.
6.	Choose Close.




In the following exercise, you will delete Quick Part entries.

		1.
	Open a new blank document
	

		2.
	From the Insert ribbon, Text group, choose Building Blocks Organizer
	The Quick Parts Organizer appears.

		3.
		From the Quick Parts list, choose AWPP 
	The Quick Parts text appears in the preview window.

		4.
	Choose Delete 
	The Quick Parts entry is deleted.

		5.
	In the list box, scroll down and select My Close
	

		6.
	Choose Delete 
	The Quick Parts entry is deleted.

		7.
	Choose OK
	The Building Blocks Organizer box closes.
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Creating Outlines
Word enables you to use two types of outlines to organise your ideas and your document text: outline lists and outline levels. To create an outline list, you can apply an outline format to existing text, or you can activate the outline feature and then type the text. Outline levels, which are defined within a document, generate an outline that you can use to organise and navigate the document. Word automatically modifies the outline structure whenever you move, edit, insert, or delete text.

Converting Existing Text to Multilevel Lists 
Converting an existing list of items to an outline list (called Multilevel List in Word 2016) enables you to easily rearrange and reprioritise the items in the list. For example, you might use an outline list to organize the tasks you must accomplish to complete a project. You can choose one of Word’s predefined multilevel list formats from the List Library, illustrated in Figure 1-9, to format your list as a multilevel list.
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[bookmark: _Ref378787297]Figure 1‑8: The Multilevel List box

Once you convert a list to an outline list, you can insert and delete list items in the same way you insert and delete lines of standard document text. Word automatically renumbers the list whenever you insert or delete a list item.





To convert existing text to an outline list:

1.	Select the desired text.
2.	From the Home Ribbon, choose the Paragraph group and select the Multilevel List button.
3.	From the List Library, select a format from one of the 8 pre-defined options.

To move an outline item to a different numbering level:

1.	Place the insertion point in the outline item.
	or
1.	Select the desired outline item(s).
2.	On the Paragraph group on the Home Ribbon, click the Increase Indent button to demote the item(s) to a lower numbering level.
	or
2.	Click the mouse at the beginning of the text after the number and press the Tab key on the keyboard to demote to a lower outline level
or
2.	On the Paragraph group on the Home Ribbon, click the Decrease Indent button to promote the item(s) to a higher numbering level.
or
2.	Click the mouse at the beginning of the text after the number and press Shift+Tab key on the keyboard to promote to a higher outline level




In the following exercise, you will convert existing text to an outline list.

		1.
	Open Cruises.docx
	

		2.
	Select the text Ships through Family Quarters
	

		3.
		From the Home ribbon and Paragraph group, choose Multilevel Lists
	Multilevel List library appears.

		4.
	Select the first option in the second column in the List Library [1) a) i)]
	The list is converted to an outline list

		5.
	Place the insertion point in the item Island Star 
	

		6.
	On the Home ribbon, Paragraph group, click the Increase Indent button
	The item is demoted to a lower numbering level.

		7.
	Place the insertion point in the item The Tropical Star
	

		8.
	On the Home ribbon, Paragraph group, click the Increase Indent button 
	The item is demoted to a lower numbering level.

		9.
	Select the text Admiral Suite through Family Quarters
	

		10.
	On the Formatting toolbar, click the Increase Indent button
	The items are demoted to a lower numbering level.

		11.
	Triple-click the text Captains Cabins
	The text is selected.

		12.
	Press DELETE
	Word deletes the item and renumbers the list.

		13.
	Place the insertion point to the immediate right of the text The Tropical Star
	

		14.
	Press ENTER and type The Beach Star
	A new numbered item is inserted into the list.

		15.
	Save the document as Cruises 1.docx
	




[bookmark: _Toc1891452][bookmark: _Toc432426411][bookmark: TypingOutlineLists]
Typing Outline Lists
You can create an outline list from scratch by activating the outline feature and then typing the list items. After you type an item and press ENTER, Word automatically places an outline level number on the next line. You can then use the TAB and SHIFT+TAB keys to change the numbering level as required.



To type an outline list:

1.	From the Home ribbon, Paragraph group, choose Multilevel List.
2.	From the List Library select a format in the first row.
3.	Right click the mouse at the insertion point and either choose Continue Numbering or Set Numbering Value option, if appropriate.
5.	Type an outline item.
6.	Press ENTER
7.	Repeat steps 5 and 6 as necessary.
8.	Press ENTER again to end the list.

To type an outline item at a different numbering level:

1.	Press ENTER to create a new line number or bullet.
2.	To demote an outline item to a lower numbering level, press TAB
	or
2.	To promote an outline item to a higher numbering level, press SHIFT+TAB
3.	Type the outline item.




In the following exercise, you will type an outline list.

		1.
	Make sure Cruises 1.docx is open in the current window
	

		2.
	Place the insertion point in the blank line immediately below Family Quarters
	

		3.
		From the Multilevel List command
	The List Library appears.

		4.
	Select the first list format from the List Library (first row, second column)
	

		5.
	Right click on the page next to the first number and choose Continue Numbering option 
	

		6.
	Type Activities and press ENTER
	Outline level number 4) is displayed in the new line.

		7.
	Press TAB 
	The new item is demoted to a lower numbering level, a).

		8.
	Type Ashore and press ENTER
	Outline level number b) is displayed in the new line.

		9.	
	Press TAB 
	The new item is demoted to a lower numbering level, i).

		10.
	Type Sightseeing and press ENTER
	Outline level number ii) is displayed in the new line.

		11.
	Type Shopping and press ENTER
	Outline level number iii) is displayed in the new line.

		12.
	Press SHIFT+TAB 
	The new item is promoted to a higher numbering level, b).

		13.
	Type Onboard and press ENTER
	Outline level number c) is displayed in the new line.

		14.
	Press TAB 
	The new item is demoted to a lower numbering level, i).

		15.
	Type Music and Press ENTER
	Outline level number ii) is displayed in the new line.

		16.
	Type Parties and Press ENTER
	Outline level number iii) is displayed in the new line.

		17.
	Press ENTER again
	The outline level number is removed from the line.

		18.
	Save and close the document
	








[bookmark: _Toc1891453][bookmark: _Toc432426412][bookmark: AssigningandRemovingParagraphOutline]
Assigning and Removing Paragraph Outline Levels
To create an outline for an existing document, you can assign outline levels to selected paragraphs within the document. If you want to remove an assigned paragraph’s outline level, you can redefine the paragraph as body text.  Outlines are useful because they can easily be exported to PowerPoint for slide generation and allow you to easily change the structure of the document.


To assign paragraph outline levels:
1.	Place the insertion point in the desired paragraph.
2.	From the Home ribbon choose the drop down arrow in the Paragraph group.
3.	In the Paragraph dialog box, make sure the Indents and Spacing tab is selected.
4.	On the Indents and Spacing tab, from the Outline level drop-down list, select the desired outline level.
5. Choose OK. 

To remove paragraph outline levels:
1.	Place the insertion point in the desired paragraph.
2.	Open the Paragraph dialog box.
3.	On the Paragraph dialog box’s Indents and Spacing tab, from the Outline level drop-down list, select Body text.
4. Choose OK. 
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Figure 1‑9: The Paragraph Dialog box




In the following exercise, you will assign and remove paragraph outline levels.

		1.
	Open About the cruises.docx
	

		2.
	Place the insertion point in the third line of the document title (Convention Cruises)
	

		3.
	From the Home ribbon, choose the Paragraph group drop down arrow
	The Paragraph dialog box appears.

		4.
	Make sure the Indents and Spacing tab is selected
	The Indents and Spacing options appear.

		5.
	From the Outline level drop-down list, select Level 1
	

		6.
	Choose OK
	The dialog box closes, and outline level 1 is assigned to the paragraph.

		7.
	Place the insertion point at the beginning of the subtitle Choose a Ship
	

		8.
	From the Paragraph dialog box choose Indents and Spacing tab
	The Paragraph dialog box’s Indents and Spacing tab appears.

		9.
	From the Outline level drop-down list, select Level 2
	

		10.
	Choose OK
	The dialog box closes, and outline level 2 is assigned to the paragraph.

		11.
	Set the following 3 paragraphs to the bottom of page 2 as Level 3 (Note:  don’t select the section break )
	

		12.
	On page 3 set the subtitle Accommodation to Level 2
	

		13.
	Select paragraph 2 on page 3 (beginning “Each Admiral suite…” and set to Level 3
	

		14.
	Repeat Level 3 for the next 2 paragraphs
	The dialog box closes, and the outline level is removed from the paragraph.

		15.
	Save the document as About the cruises 1.docx
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Using the Navigation Pane
The Navigation Pane in Word 2016 is a great tool for finding your way around a document and particularly useful if you are working with a very long document.

If styles have been applied to headings within the document then when the heading option is selected the headings are shown and by clicking on one of the headings you can quickly move to that text in the document.

When the pages option is selected the navigation pane shows the document pages and you can click on a page to move to that page in the document.

To show the Navigation Pane click the tick-box in the Show group on the Navigation Pane.
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Figure 1‑10: The Navigation Pane







To display the navigation pane:

1.	From the View ribbon, select Navigation Pane from the Show group

To modify the width of the Navigation Pane:

1.	Position the mouse pointer on the right border of the Navigation Pane.
2.	When the pointer becomes a double arrow, drag the border to the desired width.


To navigate using the navigation pane:

1.	Display the navigation pane, if necessary.
2.	In the navigation pane, click on headings then click on the heading of the text required
Or
2.	Click on Pages to view pages and click on the page required

To close the navigation pane:

1.	From the View ribbon, un-tick Navigation Pane from the Show group.





In the following exercise, you will use the Navigation Pane.

		1.
	Make sure About the cruises 1.docx is open in the current window
	

		2.
	Place the insertion point at the top of the document
	

		3.
	From the View ribbon, tick the Navigation Pane option in the Show group
	The Navigation Pane appears on the left side of the document window.

		4.
	Position the mouse pointer on the right border of the Navigation Pane
	The pointer becomes a double arrow.

		5.
	Drag the border to the right approximately 1"
	The Navigation Pane becomes wider.

		6.
	In the Navigation Pane, click the outline level beginning with Each Admiral Suite…
	The insertion point moves to the corresponding paragraph in the document.

		7.
	In the Navigation Pane, click the outline level Choose A Ship
	The insertion point moves to the corresponding heading in the document.

		8.
	On the Show group, click the Navigation Pane check box
	The Navigation Pane closes.

		9.
	Close the document
	









[bookmark: _Toc432426414][bookmark: FileSearch]File Search – To find a file
To find a file in Word you can either go to Windows, look in Documents and search or you can search from within the Word Programme.



1. Start button in Windows click Search
2. To… 
Search for a file containing specified text
You can find a file containing text in its title, contents, or properties.
1. Click Documents to search for Word documents and Use Advanced Search to see the greatest number of search options. 
2. Type the text, or property text into the A word or phrase in the document box
3. To change where to search, select from the Look in box. To search in other locations click the Folders up-arrow and choose from the locations displayed.
4.  If you wish to search in Subfolders too, open the More Advanced options arrow and tick the box Search in subfolders
5. To limit the types of search results, you can also limit by file size and date.
6. Click Search. 
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[bookmark: _Toc432426415][bookmark: InsertaComment]Insert a Comment
This option helps to insert a comment on your document.


1. Select the text or item you want to comment on, or click at the end of the text. 
2. On the Review ribbon, click New Comment from the Comments group. 
3. Type the comment text in the comment box. 

[bookmark: _Toc432426416][bookmark: InsertaPicturefromafile]Insert a Picture from a file



1. Click where you want to insert the picture file.
2. On the Insert ribbon, click on Picture from the Illustrations group. 
3. Locate the picture you want to insert. 
4. Double-click the picture you want to insert. 
By default, Microsoft Word embeds pictures in a document. You can reduce the size of a file by linking the picture (from the drop-down arrow next to the Insert button click Link to File). 


[bookmark: _Toc1891455][bookmark: _Toc432426417][bookmark: Assignment]Assignment
	1.	Open Panel Memo.docx. 
[bookmark: _GoBack]	2.	Spell and grammar check the entire document, changing or ignoring the possible errors as appropriate.
	3.	Using the Replace feature, replace all occurrences of the word start with the word run.
	4.	Using the Replace feature, replace the third occurrence of the word business with the word operation. Then, once Word finds the next occurrence of the word business, close the Find and Replace dialog box.
	5.	Make sure the fourth occurrence of the word business is still selected, and then use the Thesaurus to help you replace the selected word with another word of your choice.
	6.	Reset the browse object to Browse by Page.
	7.	Make sure all AutoCorrect options are activated.
	8.	Create an AutoCorrect entry to replace the word verry with very. Then, at the end of the paragraph beginning with I would appreciate…on the first page, press SPACEBAR and type Thank you verry much. Note the correction.
	9.	Set AutoCorrect exceptions so that Word does not automatically capitalize words after Mrs. or Ms. Then, after Business Etiquette: at the end of the document, press SPACEBAR and type the phrase Mrs. or Ms. or Other? Note the capitalization.
	10.	Delete the AutoCorrect entry verry and the AutoCorrect exceptions Mrs. and Ms.
	11.	Automatically hyphenate the document.
	12.	Prevent hyphenation of the text on page 2.
	13.	On the first page, near the end of the paragraph beginning with Thank you for agreeing…, delete the hyphen in the word in-depth and insert a nonbreaking hyphen in its place. Then, in the paragraph’s second sentence, insert an optional hyphen between the first two o’s in the word coordinator.
	14.	Save the document as Panel memo 1.doc.
	15.	On the first page, assign a paragraph outline level 1 to the line beginning with RE: How to Run….
	16.	At the top of the second page, assign a paragraph outline level 1 to the title “How to Run…”.
	17.	Assign a paragraph outline level 2 to each of the five bolded headings on pages 2 and 3.
	18.	Remove the paragraph outline level assigned to the third bolded heading, Choosing software.
	19.	Display the Navigation Pane, and then make it one inch wider. Use the Pane to move the insertion point to each of the four outline level 2 headings.
	20.	Close the Navigation Pane, and then save and close the file.
21.	In a new blank document, create the following outline list as you type, and then end the list.
			Microsoft Word 2016: Level 2
			1) Using Writing Tools
			2) Drawing in Word
			3) Using Tables
			4) Working with Newspaper Columns
			5) Using Documentation Tools
				a) Tables of Contents
				b) Indexes
				c) Reference Marks
	22.	Create a Quick Part entry docs for the word Documents, and then delete the word Documents from the document.
	23.	On a new page, type the following text. While you are typing, use the keyboard, and menu methods to insert the Quick Part entry docs for the three occurrences of the word Documents.
		Microsoft Word 2016: Section 1 Features
		Correcting Documents
		Spell and Grammar Checking Documents
		Using the Thesaurus
		Using AutoCorrect
		Hyphenating Documents
		Using AutoText
	24.	Convert the items in the Microsoft Word 2016: Section 1 Features list to an outline list, choosing the numbered outline format you prefer.
	25.	Demote the following items in the Microsoft Word 2016: Section 1 Features list to the next lower numbering level:
		Spell and Grammar Checking Documents
		Using the Thesaurus
			Using AutoCorrect
	26.	Delete the Quick Part entry docs.
	27.	Save the document as Outlines.docx, and then close the file.
Microsoft Word 2016 Level 2	14 October, 2015
	Module 1; Page 1	version 1.0
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