Advanced Word
[bookmark: _Toc352075618]Comparing and Combining Documents (Review Tab)
1. Compare the following documents:
· Original: Room Planner 1- Comparing.docx
· Revised: Room Planner 2- Comparing.docx
Review the differences in the Reviewing Pane.  Save the new document as Comparing Final.docx
[bookmark: _Toc352075621]Captions & Table of Figures (References Tab)
1. Open Captions.docx
· Insert a Caption for each of the 3 Smart Art diagrams on pages 1-3.
· In the Caption dialog box, add a new Caption Label called Smart Art (if this caption is not already there) and position the caption above the selected item.
· At the bottom of page 3, insert a Table of Figures for Caption Label Smart Art.
Bibliography (References Tab)
1. Open Bamboo - Bibliography.docx
· Define three Master Sources (you can make them up)
· References --> Citations and Bibliography section --> Insert Citation --> Add New Source
a. A Book source
b. A Journal Article source
c. [bookmark: _GoBack]A Web site source
· Apply them in the document using Style: APA
· Review Manage Sources in the Citations and Bibliography Group
· Insert the Bibliography at the end of the page
[bookmark: _Toc352075624]Table of Authorities (References Tab)
1. Open Three Bears - Table of Authorities.docx
· Mark a few of the existing citations as Cases, Statutes and Rules (and citations as any category)
· References --> Mark Citation
· Insert the Table of Authorities at the end of the page
Index (References Tab)
1. Open Marketing Info.docx
· Within the first 2 paragraphs, select the following 3 words individually and mark all entries for an Index: coffee, bean, & specialty
· At the end of document, insert the Index.
[bookmark: _Toc352075628]

Building Blocks & QuickParts (Insert Tab)
1. Open Building Blocks - Marketing Info.docx
· View the Header area of page 1
· Enter the company name: Global Coffee Inc. with the font setting of: Adobe Garamond Pro, Bold, Size 15, Bold
· Add the graphic logo_global.png to the header, set the text wrapping to tight and place in on the right side of the header
· Select both the company name and the graphic and add them as a built-in header
· Insert tab --> Quick Parts --> Save selection to Quick Parts Gallery
· Keep the name Global Coffee, choose Gallery --> Headers
· Open a new document and insert the Global Coffee header from the Ribbon
· Insert tab --> Header --> Global Coffee
· Close Word and save the new header to Build Blocks.dotx
· Re-open Word and verify the new header within the Ribbon drop-down
[bookmark: _Toc352075633]Controls (Developer Tab)
[bookmark: _Toc352075642]Exercises
1. Open Form Start.docx
· Following the instructions on the document to add the specified form controls.
[bookmark: _Toc352075643]Macros/Code (Developer Tab)
1. Open Macro Start.docx
· Record a Macro that will re-format the page into 2 columns using the following steps:
· Developer --> Code --> Record Macro
· Macro Name: MyColumns
· Apply the following to the document:
· Orientation: Portrait
· Margins: Normal
· Columns --> More Columns: 2 columns, line between, spacing .3
· Page Color: Yellow
· Select All and set the Paragraph Alignment to Justify
· Stop recording
2. Open Macro Apply.docx
· Run the Macro
· Developer --> Code --> Macros
· Select MyColumns --> Run
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