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Creating and Managing Large Documents
in Word

— Tips for the Layman
By Alison Reeves

Plain Words' Senior Consultant

Whether you love or loathe Microsoft Word, the fact is that most
businesses use it for everything from creating letters to managing and
organising long reports and user manuals. And because so many people
use it, you can feel confident that the people you send your documents
to will have the software to read them. If they haven't, it’s easy to
convert Word documents to PDF files (which, so long as your recipient
has the free Acrobat Reader installed, can be read by any operating
system).

Let’s look at some of the features Word has to help you compile and
publish long documents.

Footnotes and Endnotes

Footnotes appear at the bottom of a page. A reference mark (usually a
number or letter) placed next to a word or a sentence in the body text
directs you to the footnote. Endnotes are basically the same, but appear
at the end of a document. Footnotes and endnotes are a way of clarifying
or expanding on themes that are only touched upon in the main text of
your document. They can also be used to cite reference works you have
used in compiling your document.

Word does an excellent job of handling footnotes and endnotes.
Amongst other things it...

e Inserts reference marks in the text for you

e Separates footnotes and endnotes from the body text with a
horizontal line

e Keeps the numbering in sequence (irrespective of the level of
editing you do)

e Automatically adjusts page breaks to make room for footnote
text.

Once you have inserted footnotes or endnotes, you can view them
quickly by hovering the mouse pointer over the reference mark in the
text. A ScreenTip with the footnote or endnote text appears. This is a
very useful feature for onscreen readers too; it allows them to see
footnotes or endnotes immediately, without having to scroll to them.
To insert a footnote or endnote...

1. Place the cursor next to the word or sentence you want to

reference mark.

2. Select “Insert” from the main menu bar.
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3. Click “Footnote” to bring up the “Footnote and Endnote”
dialogue box.

4. Inthe “Footnote and Endnote” dialogue, select whether you
want to insert a footnote or endnote - and select any other
options you want.

5. Click “OK” and insert your footnote and endnote text.

Document Map

Fast navigation through large documents is essential. To help with this,
Word has a feature called Document Map. This gives you an outline of
your document while you work and let’s you quickly navigate between
headings.

Document Map looks a bit like Windows Explorer. A windowpane
opens to the left of the editing area. This maps your document
hierarchically by headings and subheadings. Clicking on the small
“plus” sign next to the main headings displays subheadings (and turns
the “plus” sign into a “minus” sign). To collapse headings (and hide
subheadings), click the “minus” sign.

Document Map only works properly, however, if you have applied
outline levels to your heading styles. To do this, select...

1. “Format” from the main menu bar and click “Style”. This will
bring up the “Style” dialogue box.

2. From the “Style” dialogue, choose the style you want to alter - it
might be “heading1”, “headl” (or whatever you have named
your styles).

Now click “Modify” and then “Format”.

4. From the resulting drop down menu, select “Paragraph”.

Locate “Outline Level” in the Paragraph dialogue box, and select
the setting you want - Level 1, Level 2, etc. Your main headings
would be Level 1, subheadings Level 2, minor subheadings Level
3, and so on.

6. Click “OK” in all the dialogue boxes to get back to your
document.

Document Map will now be working to its full potential.

To switch on the Document Map view, select “View” from the main
menu bar then click “Document Map”.

If you want to switch Document Map off, just repeat the procedure, as
this is a toggle switch.
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Outline View

If you've applied heading styles (along with outline levels) to the
headings in your document, you can use Outline view to examine and
modify the heading structure of your document - click “View” from the
main menu bar and select “Outline”. This feature is invaluable for
keeping track of large documents, as it is easy to get caught up with
minor details and lose sense of the overall structure of documents.

In Outline view, each major heading is marked with a “plus” sign:
double clicking on it will reveal either subheadings or body text. To
collapse a heading, so that the headings are not displayed, double click
again on the “plus” sign.

The structure of a document can be rearranged in Outline view by
dragging the “plus” and “minus” signs to another part of the document.
This makes for fast restructuring.

Table of Contents

Rather than painstakingly typing a table of contents yourself, and then
retyping it whenever you change the page numbers or headings, you
can let Word do the work and update everything for you. All you do is...
1. Click the location where you want your Table of Contents to
appear.
2. Choose “Insert” from the main menu bar and click “Index and
Tables”. This opens the “Index and Tables” dialogue box.
3. From the “Index and Tables” dialogue, click “Table of Contents”
and choose the settings you require.
As with Document Map and Outline view, you have to apply heading
styles before creating a Table of Contents. Word identifies headings
from your heading styles. It then decides how to format them in the
Table of Contents it generates.

Bookmarks

If you're working on a long document, Word’s “Bookmark” feature is
very handy. It allows you to place bookmarks anywhere in your
document, so you can return to those locations quickly and easily. For
example, you could bookmark a section that still needs work or one
that’s missing information.

To insert a bookmark...

1. Choose “Insert” from the main menu bar, then click “Bookmark”
(which brings up the “Bookmark” dialogue box).

2. In the “Bookmark” dialogue, type a name for the bookmark
(bearing in mind, “Bookmark” names can’t include spaces).

3. Click “Add” to add the bookmark and close the dialogue box.
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To navigate to an existing bookmark, open the Bookmark dialogue and
double click the bookmark in the list in the middle of the dialogue box.
To delete a bookmark, select it from the list and click “delete”.

Hyperlinks

Word is a very powerful tool for creating electronic documentation. So

long as your document will only be viewed onscreen, you can include
hyperlinks. With Word’s hyperlink feature, you can create links to other
documents on your computer or network, to specific locations within a
document, or to Web pages. Keep in mind, that if you link to documents
on the Internet, your readers must have a connection to the Internet.

If you hyperlink to documents, you can direct your readers to related
information without cluttering your own document. If you want people
to review several documents stored in different locations on your
network, you can make it easy for them by giving them a short Word
document that contains hyperlinks to these documents, along with a
brief description of what they contain. In this case, the Word document
would function as a type of table of contents.

Here’s how you insert hyperlinks into Word documents...

1. Select the word or phrase in your document that you want to
become the hyperlink text.

2. Click the “Insert Hyperlink” button on the standard toolbar (a
globe with chain links). Or click “Insert” on the main menu bar,
then select “Hyperlink...” This brings up the “Insert Hyperlink”
dialogue box.

3. Select the settings you require in the “Insert Hyperlink” dialogue
box. Then click “OK”.

If you've got any comments you'd like to share about creating large
documents in Word, please email me at: feedback@plainwords.co.uk
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Plain Words — The Big Picture

Technical Writing & Course Development

Planning, writing and producing Help systems, HTML, on-line material,
traditional manuals. Designing and writing bespoke courses for your products
and services, whether tutor-led, CBT or e-learning. Presenting ‘train the trainer’
or end user courses.

Specialist Search & Selection

Helping you to recruit permanent or contract documentation staff:

e Technical Authors & Editors e Documentation Managers e Instructional Designers

e Trainers e Copy Writers e Bid & Proposal Writers
¢ Localisation Specialists e Project Managers * Web Content Developers
e Information Managers e Project Coordinators e Knowledge Managers

Writing Skills Training Courses

e Structuring & Writing Reports e Designing & Writing Technical Documents

e Designing & Writing Help Systems ¢ Indexing On-line & Printed Material

e Writing Winning Bids & Proposals e Estimating & Planning Technical Documents
o Writing Effective Letters & Emails o Writing for the Web

Bids Consultancy & Training

Bidworker, a division of Plain Words, is dedicated to providing bids consultancy and
training. Writing, editing and formatting of bids and proposals. ‘How to Write Winning Bids
and Proposals’ training course. Plain Words own bidworker™ software to automate much
of the process of compiling proposals.

Catalogues

Plain Words catalogueworker™ enables you to create high quality printed or online
catalogues in minutes. This is a simple and speedy way to create large catalogues that
would otherwise need to be built, fully typeset and formatted. It also caters for multi-
currency, multi-languages and different discount schemes.

Publicity & Copywriting

Inject selling power into your communications with Plain Words’ advertising and PR
services. Writing or editing sales copy, web content, articles and newsletters. Publicity
campaigns and promotion via the media or through your website.

Other Services

Graphic Design ® Printing ® Localisation & Translation

Technical Writing = Training =« Search & Selection =« Bids Consultancy

Call us on +44 (0)1635 202013
©Plain Words Limited 2004. All rights reserved.

"Excellent service, highly
skilled authors. All deadlines
have been met!"
Giovanni Calamida, European
Patent Office
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