Chapter

23

Useful Features

This chapter will demonstrate some extra features that Microsoft Word offers. These
include the Outline View, setting watermarks, built-in themes, using the Navigation Pane,
setting passwords and using prepared templates.

Outlining

When working with large documents it is very handy to work in OUTLINE VIEW where text
that has been set to styles can be viewed as just headings. This allows for whole sections
of text to be easily moved within the document without the need to use cut and paste.

A Loading the Sample File

1 Load Microsoft Word or close the current file.
2 Display the FILE tab and select OPEN.
3 Access the CHAPTER 23 folder of the WORD 2010 SUPPORT FILES and open the file:
Outline
as a READ ONLY file.

4 Scroll through the document to familiarise yourself with it. There are three styles
used in the document. The main heading was set to the HEADING 1 style, the sub-
headings to the HEADING 2 style and the paragraphs to the BODY TEXT style.

B Setting the Screen to Outline View

1 Click on the OUTLINE button at the
bottom right of the screen to set the
view to OUTLINE view.
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@ Nothing can ever match the thrll of vour first visit to Britain.
numerous times, but it is never quite the same as that first visit.
[ ]
@ Entry into
@ Getting a tourist visa into Britain is not a problem for Au: o
don't intend to stay longer than 6 months, the maxinum time allowed for tounsts
[ ]
@ Vaccinations
® Vaccinations are not required unless vou travel to Britain through countries that
insist on them such as Kampuchea. If vou are planning a stop over in South East
Asia along the way. it is advisable to have cholera and typhoid vaccinations.
L]
© The Flight

@ The flight from Australia to Britain is one of the longest in the world, over 23 hours
depending on which route you take. British Airways’ one stop flight takes 23 hows
and 3 minutes - the flight leaves Sydney in the early evening and stops only once on
the way to London.

L]

© Credit Cards
@ Ifyouintend to relv on credit cards abroad vou should never only take one kind -
this gives vou double the chance of having a card accepted. If you use travelers
chegues. always change them in banks rather that at hotels where vou will receive
much less for them.

an go back to Bntain

2 In OUTLINE VIEW each style or
section has a marker and is indented,
and the OUTLINING tab of the

RIBBON is opened.

C Collapsing Sections

You can easily hide sections of text.
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NOTE: Just the text set to the HEADING1 (LEVEL 1) style will be
displayed. In this case just the main heading was set to that

style.
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© Entry into Britain
@ Vaccinations
@& The Flight

@ Credit Cards

NOTE: i Show Level 2 caused just the text items set to the HEADING 1

\—

and HEADING 2 styles to be displayed.

The grey lines under each sub-heading indicate that there is
hidden text associated with that sub-heading.
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© YOUR FIRST TRIP TO BRITAIN

(3 Double click on the marker next
5 to the ENTRY INTO BRITAIN sub-
© Vuccinations heading and its hidden text will be

© The Flisht displayed.
@& Credit Cards

mto Britan iz not a problem for Ay
don't mtend to stay longer £ Imaxirm
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don't mtend to stay longer than 6 months, the maximum time allowed for tounsts.
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@ Vaccinations
@ Waccinations are not required unless yvou travel to Britain through countries that

inzist on them such as Kampuchea. If vou are planning a stop overin South East
Aszia along the wav, 1t 15 advizable to have cholera and typhoid vaccinations.

D Moving Sections of Text

A major advantage of OUTLINE VIEW is the abil

ity to easy move sections of text. This can

be invaluable when working with a very large document.
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1 Set the SHOW LEVEL box in the

@ Entry into Brifain
& Vaoccinations
& The Fli;

OUTLINING tab to LEVEL 2 so that
just the main heading and sub-
headings are displayed then click on
the CREDIT CARDS marker.
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